
 
 
To check the status of an order, log in and select the ‘Order Status’ module, below on the left. 

 
 
You automatically see any orders that you have placed in the last 45 days.  To do a search, be 
ready with one of the following pieces of information listed below in the drop down box.  The 
most commonly used search criteria would be Sales Reference #, or Order.  Insert this 
information into the Search Criteria field and select Search. 

 
 
 
 
 



 
After selecting Search, you will see the below screen.  The order status shows up under Line 
Status.   If you have questions in regards to terminologies under Line Status, click the question 
mark.  To see more order details; click View Order Details (binocular icon). 

 
 
 
 
Clicking on question mark next to Line Status will give you a drop down list to choose from, 
along with definitions.  To go back, click Back to Order Information (arrow icon). 
 

 
 



 
By clicking the View Order Details icon, a pop up screen will appear.  

 
 
To get the tracking information on an order which has shipped, exit out of the Order Details 
pop up screen.  Then click Tracking (icon of a white and blue square with green dot in center). 

 
 
 



You will be taken to the screen below, which shows you the tracking number or numbers along 
with the date of shipment.  For more information on shipping, click on the tracking number and 
you will be taken to UPS’s website. 

 
 
After clicking on the tracking number, you will be taken to the UPS website with the shipping 
details. 

 


