
    
 

  
 1 

 

Online Order History and 
invoice reprint 

 

Overview 

There are 4 ways to navigate to order history for reprinting invoices. 

Below are four methods to navigate to the completed orders list for reprinting invoices. 

 

Method 1: Order history from “Dashboard” dropdown list 

Method 2: View Invoice & Credit notes from the account main dashboard 

Method 3: Order history from the account main dashboard 

Method 4: Recent orders from the account main dashboard 

 

Step-by-step guides 

Method 1: Order history form “Dashboard” dropdown list 
a. After login, Hover over “Dashboard” and click “Order history”. 

 

Select "Order History" from “My Account” drop-down list 

 

b. In “Order History” page, there are seven fields in the header section for filtering by order status, 
order start and end date, delivery start and end date, your reference and product search.  

By default, search results will show all order types for the last 30 days from today. 

As only completed orders can be reprinted invoices, the recommendation is to set order status 
to completed orders from the dropdown list, you can also set a date range.  

OR in the section below the header, you can search by invoice / order number. 

Then click “Search”. 
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c. In “Search Results” section, click “View” to view the selected invoice details page on your screen 
or tick “Reprint Invoice” on multiple invoices then click “Request Selected Invoice(s)” for an email 
copy. 

 

 

Method 2: View Invoice & Credit notes from the account main dashboard 
In Account Status section of the main dashboard, click “View Invoice & Credit Notes”. 
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Method 3: Order history from account main dashboard 
From the main dashboard, scroll down to the bottom, click “Order History”. 

 

 

Method 4: Recent orders from the account main dashboard 
In “Recent Invoices” section, select the target invoice you want to reprint by clicking the Invoice 
number to navigate to the order details page. Note: Only the 5 most recent orders appear on the 
“Recent Invoices” section the dashboard. 

 

 

 

 


