
Booking & Tracking 
From your Home Page  
 
Click on BOOKING 

 
Here you can see your bookings for each day by Date, Units and $ amount 
You can drill into these dates by clicking on the date. (I am going to click on 9/5/06) 
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Now I see the Purchase Order, Season, Order #  (anything that is in Blue you can drill in 
even further and get more info)    
I am going to click on the order # 

 
Now I can see all the header information and line detail.  (I can see this line was 
cancelled below, status states cancelled) 
* Click on Line# to display Line Detail 
* Click on SHIP status to display Package Tracking Numbers (only if the status stated ship) 
* Click on the Y next to comments to display Invoice, Credit Memo and Comments (only if the status 
stated ship) 
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Click on you the Back on the left in blue to get back to your Daily-Bookings. 
Now I am going to click on 8/22/06 Booking Day. 

 
Now I see my Purchase Order, Season, and Order #. 
Click on the order # (to get more information) 
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I can see this order status is SHIP 
I am going to click on this to display packing Tracking Numbers 

 
See tracking # below you can click on this tracking # and go straight to the ups web site 
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See UPS web site tracking info 
Click on the Back button at the top in the gray to get back to the portal 
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Click the back button (now you are here) 



Click on the Y next to Comments (to get Invoice info) 

 
 
 
See invoice info below 
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