
 

OPEN ORDERS REPORT – QUICK REFERENCE GUIDE 

The Open Orders Report is a report that shows all open orders.  

This report shows important order information such as PO Number, Order Number, Line Status, Delivery Status and Scheduled Ship Date 
(SSD) etc.  

This report also provides a drill down to both an order summary and additional part number information by clicking on either of the hyperlinks in 
either of those fields within the main report. 

• To access this report, from the Order Dashboard, go to the Popular Reports Section and click on the icon for the Open Orders Report 

 
 

• In the top section of the report window, filters can be applied such as a range of order numbers, one or more order types, or a 
date range.  Once the correct filters are selected, click the Apply button. 

• The report will populate with the selected filters applied.   

 

• To export the report, click the export link at the bottom of the page. 

 

• To drill down to the Order Summary for an order, click on the order number. 



 

 

• The Order Summary will display in a new browser window.  

 

• To drill down to the Additional Product Information, click on the Part Number 

o The additional information is available for bundles (PTO Kits) and items where supplemental data is required. 

o A PTO Kit can be identified using the PTO Kit column. 

 

• The Additional Product Information will display in a new browser window. 

 



 
 

Delivery Status Information: 

Open:  Item has not started the shipping process yet 

In Progress:  Item is being prepared for shipment 

 

• If the schedule ship date (SSD) field is highlighted in yellow, this shows the date has changed within the last 7 days. 

• If there is any additional information available for a line item, this will be shown with an information icon. 

• To view the information, click on the icon which opens a separate window showing information regarding the line status. 

 


