
Orders 

This guide will show you how to manage the orders you receive. 

 
Start by going to the Orders tab, where you'll see a notification showing how many pending orders need to be 
actioned. 

 
 
Here you'll see all of your orders, and you can filter them by order status. 

New orders will always appear as pending. 

 

Click on an order to view the customer details and shipping information. 

 
 
 

 

You can update the order status here and you can enter the delivery information. 



 

 
 

This will be automatically emailed to the customer. 

 
Once the order has been shipped and completed, update the order status to Completed to finish processing the 
order. 

 
 
When you go back to orders, you can also download a CSV file of all of your orders. 

 
 

 

 

 

Click Export CSV, select the year or a custom date range and click Submit. 

 



 


