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ONLINE GUIDE

ORDERS, QUOTES AND INVOICES
• 2 ways to access
• Approve orders from other users
• View, print and pay invoices

Need to approve an order or email a quote? All
your Orders, Quotes and Invoices are as close as 
your account dashboard.

You can find them under Quick Links, or use the
pull-down menu on your account icon.

Just select the order or quote you’re looking for, and 
email or print it on the spot.
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You can also reorder this way by clicking the 
yellow button.

ONLINE GUIDE

ORDERS, QUOTES AND INVOICES
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Or scroll down to Order Approval to authorize orders 
submitted by other users.4
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ONLINE GUIDE

ORDERS, QUOTES AND INVOICES

Invoices are easy to manage too — with robust 
functionality that lets you search, view, print 
and pay.
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HOW-TO VIDEO:
ORDERS, QUOTES 
AND INVOICES

Scan the code for a video 
guide to viewing, authorizing, 
reordering and more. 


