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ORDER HISTORY REPORT

From the left navigation, select “Reports” under the “My Account”2

ACCESSING REPORTS

Click on “My Account” from the upper portion of the screen.1
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REPORTS

Fill in the date ranges. You can either manually fill in the field, or select the calendar to the 
right of the field to auto-populate the calendar.

The report can be sorted by : Order ID (Order Number), Order Total or Order Status.

Click “Filter” to generate report
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Once your order history generates, you can either print out the page or click “Export” button 
to upload to an Excel document.

This functionality gives you an overall snapshot of the orders placed and includes the order 
number, date you placed your order, who you shipped your order to, your order total and your 
order status.
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REPORTS THROUGH ORDER HISTORY

You can also access a more detailed report by clicking on “My Orders” from the left 
navigation tool bar and then by clicking on “View Order”.

This detailed view will give you an overview of the shipping address, shipping method, billing 
address, payment method and items on your order.
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