Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to search for and bookmark an order.

From the homepage, click on the Orders tab on the top menu. This will take you to the Order Search page.

In the drop-down, you may choose your search criteria. We will search by Order ID. 

Enter the Order ID you would like to find, and click on the Search button. The screen will refresh with the results.

To bookmark the order, select the order by clicking on the order’s checkbox, and then click the “Bookmark” button at the top of the page.

A message will be displayed confirming that your bookmark has been created.

To access your bookmarked orders, click on the “My Orders” link under My Options on the left side of the page. The My Orders page will display a list of all of your bookmarked orders.

A bookmarked order may be removed by selecting the order and clicking the “Remove Bookmark” button. 
This concludes the tutorial on how to search and bookmark an order.

