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HOW TO USE ORDER LIST AND STATUS 

The Order List and Status page is the place you go to view your past orders and to lookup the current status of recently placed 

orders. There’s a lot of great information to be found on this page and to interact with it. 

The Order List and Status page has two main parts… the filter criteria at the top and the order list at the bottom. When you first 

visit the page, it defaults to showing you the last three months of your order history. Order history is shown for orders placed 

through the website, phone calls to customer service, and faxed or emailed orders. The page also shows returns, credits, and 

quotes. 

Order #’s Beginning Type of Document 

B Website Order 

10 Customer Service Order 

400 Quote 

500 Credit / Return 

The first page of the Order List and Status page shows you information at the order level. Orders are listed with the most recent 

order shown first followed by the rest of the orders.  

Each order is listed with one of the following statuses: 
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Click this button, , to see a short video overview of the Order List and Status page. 

Using the Filter 

After logging into the website and navigating through the Order Status link on the charcoal gray bar, you come to the Order List 

and Status page. 

 
 

The filter criteria allows you to sort the Order List by a number of different criteria: 

 Dates – Select a date range from one date to the next. 

 Order Status – Per the table on the previous page, you may select orders to view based on Completed or In Process. 

 Document Type – Allows you to select just Orders or Credit/Return documents or a combination of document types. 

 Order # - Find one specific order #. 

 Purchase Order (PO) # - This dropdown list gets pre-loaded with all of your PO numbers. 

 Job Name – This dropdown gets pre-loaded with your Job names 

Simply select the different criteria you want and the list automatically updates. 
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View Item Level Order Status 

1. Find an order to view in the Order List. 

2. Click the red order number on that line of the list.  

The Order Detail screen appears. 

 
 

All of the order items are displayed in the Order Detail screen and each item has its own status information. 

 

As we see above, the dates each of the items was shipped and by which method… in this case, UPS Ground. 

Sometimes, we see items that are backordered and that information is displayed at this level as well. 

View Your Tracking Information 

To view tracking information on a UPS (United Parcel Service) shipment or other carrier shipment, follow these steps: 
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1. Find an order to view in the Order List. 

2. Click the red order number on that line of the list.  

The Order Detail screen appears. 
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3. As we can see in this order, the entire order was sent in two separate shipments. Clicking on a shipment id takes us to 

the Order Shipment Information screen. 

 

4. Clicking on either of the Tracking #’s will search the UPS site and give you tracking data in a new window. 

Order from a Past Order 

The Würth Baer Supply website allows you to reorder some or all items from a past order. 

1. Use the filter criteria to find a past order to replicate. 
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2. Click the red order number on that line of the list.  

The Order Detail screen appears. 

 

3. Select 1 or more items to add to a new order by clicking the checkboxes next to the items on the Order Detail screen. 

4. Click the  button below the order. 

5. Process the order through the Shopping Cart as you normally would. 


