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Managing your Orders



You can search, view, and keep track of all the applications you have submitted via the Orders Screen.  To access this screen, click on the Orders tab on the black navigation bar at the top of the screen.
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From here, you can search for specific orders by searching on the name or order number.  You can also filter your order list by:

· Order Status – By default, the list will show all Open applications.
· BPN,
· Application Type,
· Designee who submitted the application (User).

By default, the list will show all the Open orders.  You can filter the order list by the Order Status.  During the processing of an application, the application can be in a variety of different status types. 

· Open – Displays all applications in the Application Started, Application Review and Review Requested.
· Application Started – An application has been started however the application is yet to be submitted to PPS and paid for.
· [image: ]Payment Received – The application has been submitted and the payment has been received.  PPS at this point haven’t started reviewing the application.
· Application Review – The application has been assinged to a PPS processor and the application is being reviewed.
· Review Required – PPS has identified that there is an issue with the application that needs to be corrected.   The details of what needs to be corrected will be displayed in the order detail and you will also receive an email with these instructions as well.
· Order Resubmitted – Once you have completed the changes/updates to the application as requested from PPS, the application will be placed in the Order Resubmitted status until PPS continues processing.
· Order Approved – The application has been approved.  If the application is a Registration, at this stage, the registrant card has yet to be printed and issued.
· Order Denied – The application has been denied by PPS.
· Order Delivered – the registration card has been printed and mailed out.
· Application Cancelled – The application has been cancelled by a Licensee or Designee prior to be submitted to PPS.
· ALL – Shows all statuses.


With each application in the Order List, there is an action button that allows you to perform different actions depending on the status of the application.

· [image: ]View (All Statuses) – View the information submitted on the application.  If the application has been submitted and paid for, you will not be able to changed any of the information in this application.  If PPS has placed the application in Review Requested, you can udapte the information in the application.
· Cancel Order (Application Started) -  Cancels the application before it is submitted to PPS.
· Update for Resubmittal (Review Requested) – takes you to the application detail for you to make the changes or reupload documents/photos.
· Reciept (Payment Received, Order Approved, Order Delivered) – Takes you to the receipt page so you can print off the recieipt.  You can also reprint the application form from here.


Export Orders – You can export the order list to a csv file, based on the filters applied.  The export displays the following information:

· Order ID
· Status
· Description	
· Name	
· Submitted Date		
· User – Licensee or Designee who submitted the application	
· Termination Date	
· BPN
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