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1 Congratulations, you made a sale!

When you get orders, they will appear here on your dashboard.
Click Orders
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2 Click to View your Order

Click the Eye Icon to view this order.

3 Shipping

Shipping items is your responsibility.
Once you have shipped the items, you can come here and click "Create New Shippment".
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4 Log Shipping Details

1. Check the items you have shipped.

2. Change the Shipping Status to "On the Way".
3. Select the Shipping Provider, Date Shipped, and Tracking Number.

4. Add any comments you want.

5. Check to Notify the customer of the shipping details.
6. Click Create Shipment

After the shippment is confirmed received you may come back here to log that the item was delivered. This is the
best practice so you can track all shipments and log their status.
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5 Optional- Add a Note to the Sale

You can also add a note to the sale for your reference or for your customer's records.
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