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My Orders



View Orders



My Orders (1 of 2) 

Side-menu:

Orders > My Orders

Page purpose:

View all orders that have been 
placed by you

Features:

1. Order Details
2. Delivery Dates



My Orders (2 of 2) 

Click on the order number or the ‘>’ 
icon to view details of the order

Click to view any attachments 
related to the order (future 
feature)



My Orders - Order Details (1 of 2) 

Side-menu:

Orders > My Orders > Individual 
Order

Page purpose:

View the details of an order that 
has been placed

Features:

1. Order Details
2. List of ordered Items
3. Delivery Dates
4. Cancel Order
5. Repeat ORder



See list of items that will be part 
of the first delivery

My Orders - Order Details (2 of 2) 

View the delivery & billing 
address for this order

View the status of your 
order & deliveries

Click on the highlighted section to 
view items that will be part of the 
second delivery

Click to repeat order 

(This will add all items in this 
order into the current Cart)

PO number for this order



Repeat Order



Orders - My Orders - Order details (Repeat Order)

At the pop-up message,

Click the ‘OK’ button to proceed 
with repeating the order

Result:

All items currently in the 
Shopping Cart will be replaced 
with the items in the repeated 
Order

Next Step:

Proceed with placing the order 
as per the checkout process



Begin your 
procurement 

journey 
today with 
Supplycart

Procurement 
Made Easy


