
SUBMITTING AN ORDER 
 
 After Searching for Items, or adding new items the pending orders are placed in 

the cart to be reviewed by the user before sending the order to the center to be 
processed. 
In this section we will review the Send order process and the screens involved in 
submitting an order to be processed by the center. 

 Reviewing and Changing a Pending order 
 Any order that has not yet been submitted is a pending order. In order to review 

pending orders, the view orders screen can be accessed. This is done in one of 
two ways. 

1) Clicking on the “View Order(s)” Icon located in the Action section of the 
Web page will take you to the view order screen. 

2) You can also select the View orders screen by Selecting User and then 
clicking on View Orders in the Menu drop down.( Fig 4-1) 

 

 
Fig 4- 1 

 By using either method the user will be taken to the View Orders Screen. (Fig 4-
2) 

 

 
Fig 4- 2 
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