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Complete solutions in branded apparel and promo products

Customer Portal - Navigating an Order

1. Order Screen
a. Navigation tabs — view the order summary, payments made to the order, proofs associated with the order,
shipping address and tracking information
b. Make a payment to the order
c. Send a Re-order message
d. Send a customizable message

Order #160097

Dates Status Billing Information
Date Ordered : 0070070 On Hold Payment Terms @ Payroll Ded
Req, Ship Date: 07027 Sizes/Qty [Heni Purchase Order n 2
Date Shipped : 06297 PayMethod
Date Invoiced : 0630 Ship Addr [lea
Des (inni
Ship [l
Inv [Yea]
Paid [Per |

Order Contact
Order Information

Company Name

LG XL XXL Other Unit Price Total Price

2. Payments Tab — Lists any payments made towards the order

Order Proofs Shipping Tracking Order #160097

Payment

Payment Date Method Payment Number Transaction Type

06/30/20 Payment XOOOK X000 X0XX-8115 i 10.00

Total 10.00

3. Proofs Tab — Shows the proof history for the order

Order Payments Shipping Tracking Order #16009

Proofs Open Proofs m

Proof Name Customer Email Email Sent

Big Brothers 06/30/20 sarah.elli...ospark.com
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a) Clicking on Open Proofs shows only the proofs that have not been responded to
b) Click on All Proofs will show the proof history

c) Clicking on the Proof Name will open the proof in Proofstuff

4. Shipping Tab — shows the shipping information on the order

Order Payments Proofs Tracking

Shipping Information

Shipping Method : UPS Ground
Shipping Address : PromoSpark
Sarah Ellis
1120 Hicks Bivd, Ste201

Fairfield, OH 45014

6. Tracking Tab —shows tracking numbers associated with this order.

a. Clicking on the tracking number will track the package via carrier’s website
Order Payments Proofs Shipping

Tracking

UPS 170554Y503987 71553



