
 
 
 

OnTimeParts.com Tutorial: Accessing Order and Invoice History 

The Order and Invoice History function allows customers to access orders placed in the past for all sites 
associated with a particular account, even if the order was placed by phone or email and not placed 
online.  
 
To Search Orders:  
 

• To search the status of an order, look for past orders or to search for invoices that have been 
issued, click on the “Orders” link found in the header. 

 
 
 

• After clicking on this link you will be taken to the Track Orders page. 
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• An automatic search is conducted for orders placed within the last 7 days.  If you have no orders 
for the past 7 days, you will see an “Error” message at the top of the page, saying “No orders 
within the last 7 days have been found.”  Please do not be alarmed by this error message.  

 
 
There are three ways to search order history.  You can search by:  
 

• “Orders created in the last XX days” drop down 
• Date range 
• “Search by” drop down menu 

 
Use each of these search methods separately or use a combination of two or three to return 
more specific results.   
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To search order history using the ‘Orders created in the last XX days’ dropdown: 
 
 

 
 
 

• Move your cursor in the text box next to the text that reads, “Orders created in the last:”. Select 
the appropriate date range from the drop down menu and then click “Go”. 
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If your search yielded any results, you will see them posted below in the “Results” field. 
 

 
 

• If you don’t find the order you are looking for within the first ten listed, go to the next page of 
results by clicking on “Next 10”. (if applicable) 
 

• You may also click on any of the column headers to sort any of the data in ascending or 
descending order.   
 
To search order history using the date range option: 
 

 
 

• Enter a date range using the format given (DA-MON-YEAR, i.e “31-DEC-2014”).  You can also use 
the calendar option next to each text field to choose the beginning and end date range.  
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• Once you’ve done this for both date fields, click the “Go” button. 
 

 
 

• If your search didn’t yield any results, you will receive an error message, letting you know there 
were no results from the selected criteria. 

• If your search yielded any results, you will see them posted below in the “Results” field: 
 
 
To search order history by using the “Search By” drop down menu: 
 

 
 

• To search orders using the “Search By” function, you must choose an option from the two 
orange drop down menus, as well as provide characters for which to search in the open text 
field.   
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• Click your cursor over the first orange text box next to the words “Search By” and choose an 
option from the drop down menu.  There are several options from which to choose from: 

o PO Number: 
o Order Number 
o Date Ordered 
o Order Status 
o Last 4 digits of credit card 
o Ship to Zip Code 

 

• In addition, you must choose a command phrase in the second orange text box that lets you 
have flexibility with the retrieved records based on the characters entered in the open text box.  
The choices in the drop down menu include:     

o is:  use this command when you are looking for an exact match with the text you enter 
o contains: use this command when you only have partial information in which to match 

your orders 
o starts with: use this command when you know only the beginning characters 
o less than: use this command when you want the result returned to be less than the 

characters entered in the text field 
o is not: use this command when you want all results returned except for the text given in 

the text box 
o greater than: use this command when you want the results returned to be greater than 

the characters entered in the text box  
o ends with: Use this command when you only know the ending characters 
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• Once that has been selected, use the second dropdown to choose the most appropriate criteria 
related to your first selection: 

 
 

• After selecting the criteria for the two dropdowns, enter your keyword or numerical characters 
in the open text field, then click the “Go” button.  
 

 
 
 
 

• If your search yielded any results, you will see them posted below in the Results field.  If your 
search didn’t yield any results, you will receive an error message, letting you know there were 
no results from the selected criteria. 
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• Once you’ve found the order you wish to look at, click on the orange order number to view the 
order details: 
 

 
 

• The Order Details page will be displayed. 
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Revised January 4, 2015 



 
 
 

• If you have questions regarding the part information, you need to click on the Items Details icon 
associated with the part in question.  By clicking on the icon, the part information and shipping 
information will appear associated with that order. 
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To search invoices:  
• Choose the “Invoices” link in the left hand header.  You will then be taken to the “Invoices” 

page.  Please note that Invoices are generated after fulfillment.   
 

 
 
 

 
• Here you will have the options to again search by “Invoices in the last XX days”, date range and 

the “Search By” options.  The only difference you’ll notice has to do with the Search By 
dropdown options.   

o The first orange drop down menu contains:  
 Invoice Number 
 Invoice Date 
 Type 
 PO Number 
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o The second orange drop down menu contains:  
 is:  use this command when you are looking for an exact match with the text you 

enter 
 contains: use this command when you only have partial information in which to 

match your orders 
 starts with: use this command when you know only the beginning characters 
 less than: use this command when you want the result returned to be less than 

the characters entered in the text field 
 is not: use this command when you want all results returned except for the text 

given in the text box 
 greater than: use this command when you want the results returned to be 

greater than the characters entered in the text box  
 ends with: Use this command when you only know the ending characters 
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• After your search has yielded results, choose the order you wish to view by clicking on the 
orange Invoice Number: 
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• You will be taken to the Invoice Details page for the invoice chosen: 
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• Once you’ve found the information you are looking for, you can either click on the “Back to 
Invoice Summary” link to return to the Invoice search page or use the back arrow of your web 
browser if you have more invoices to review.  
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