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Background

ShipWorks displays order and customer information in "panels." A panel is a section of the ShipWorks win-
dow.Each panel contains information related to the order highlighted in the Orders grid, or to the customer high-

lighted when viewing the Customers grid.

This article will guide you through what the defaults panels are, how to reset your default panels, additional pan-

els that are available in ShipWorks and how to rearrange panels within the ShipWorks software.

Default Panels

By default, ShipWorks displays these six panels:

—_

. Orders - displays a list of all orders, with columns configured to your preference

2. Filters - a list of all Filters set up in your ShipWorks, including all default Filters and any Filters
you have configured, but no Quick Filters

3. Notes - displays any notes that have been written for the highlighted order, and an option to Add
Notes

4. Items - displays the items included in the highlighted order, with columns configured to your
preference

5. Charges - displays the charges for the highlighted order (shipping, taxes, insurance, etc.), with
columns configured to your preference

6. Shipping - provides the capability for the user to quickly process individual shipments

Rates - displays the rates associated with the properties selected in the Shipping panel
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Additional Panels

You may also choose to show (or hide) any of these additional panels:

8. Shipments - displays the currently selected shipping information for the highlighted order, with
columns configured to your preference, as well as other available rates with that same carrier

9. Emails - displays any e-mail history for the highlighted order

10. Map - displays the Google Map view of the ship-to address of the highlighted order

11. Payment Details - displays a payment summary, with columns configured to your preference

12. Printed - shows what documents (if any) have been printed for the highlighted order

13. Street Level View - shows the Google street level view of the ship-to address of the highlighted
order

Below is the interface with all eleven panels displayed. You'll notice that a few of the panels share some screen
space. Notice in this example the Shipments, Printed, and Email panels all share a space. The selected tab will

be visible on top of the other panels in that space.
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Closing a Panel

1. Simply click the x in the title bar of the panel. In the image below, the Charges panel will be closed.
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Showing a Panel that is Not Currently Visible
If you have closed a panel and would like to make it visible again, or if you would like to see an additional panel, it
takes just a few mouse-clicks to get what you need.

1. Open the View tab, then click Show Panels and you'll see all the available panels. Choose the panel you

would like to see, and you're done!
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2. Confirm that the panel you selected is now visible. Here is the window after selecting Charges from the Show

Panels drop-down on the View tab.

Fiters 2 %||5 Orders. Search All Orders
&[] Orders (6,580)
< est 657 Order = ‘mm Last Modified (Oniine) - ShipSense. liE=tas
7 APOFPODRO (59) 0 03/06/20143:54 A 08/06/2014 354 AM 7 Wilbe Applied Multple (2)
7 RS EndofDay () 100008 09/04/2014 1144 O/ISP0IS 234PM o/ Wilbe Appled Viomen's Ax Ma..
2 Stores (6,576) 100007 0S/0A/2014 10:45 AM 03/04/2014 10:47 AM </ Wil be Appled_Men's A Mx 3.
@ Shoed (13) v
&£ Exanples (5,338) ) 100000001 O3/1B2015337PH 04272015959 AM ¥/ Wilbe Applied Phone 6
7 Todey's Orders (1) () 100000003 03/19201S2AM  O42U/2015%:19 AM Wibe Appled  Phone s
5 tntemational (5,008) (100000002 0/192DISBSLAM 04142015 £52PM o Wibe Appled Phone’s
5 HosTax (333) o 05232014455 A 05/23/2014 455 AM 7 Wilbe Applied Muitple (3)
= & Customers (5,070) o1 05/23/20144:55AM  05/23/2014 :55AM  + Wil be Applied  Multiole (3)
£ Examples (1,269) @ w0 05232014455 A 05/23/2014 455 AM 7 Wilbe Applied Muitple (3)
7 Spents1000rmore (1259 || 753 05232014455 A 05/23/2014 455 AM 7 Wilbe Applied Multple (2)
7 Retrning cstoner (45) Ers O5/232014454AM  05/23/2014 454 AM 7 Wilbe Applied Muitple (4)
EEY 05232014454 M 05/23/2014 454 AM 7 Wilbe Applied Muitple (2)
@ 05232014450 AM  05/23/2014 50 AM 7 Wilbe Applied Muitple (2)
e 05232014450 A 05/23/2014 450 AM 7 Wilbe Applied Muitple (2)
4845834 04022013 LOSPH 04022013 LOSPM o/ Wilbe Aplied Rusty Nal
s O12B20112:19PM 01282011 219PM ¥/ Wilbe Applied ShpWiorks Test ..
(1100000001 O3/16/0153:37PM  04/14/2015 10:25AM ¥/ Willbe Applied Phone 55
1) 1000000051 05/142014 12:44PM </ Vil be AppledPhone 55
Notes B % || () 100000008 04/25/2014 10:40 AM OS/D6/2014S:10AM Wilbe Appied Phone S
Note ) 1000000052 04/16/2014:08 AM 0412572014 10:33 AM ¥/ Wil be AppliedPhone S5
[ Another Note (/100000005 04/16/20148:5AM  0422/2014£56PM o Wi be Appled Phone 55
] Note added e, (/100000004 OYDUZI4SIIAN  O403/2014£5TPM o Wi be Appled Phone 55

Addote || 101 100000003 03/19/20158:52AM  03/19/20158:52AM 7 Wil be Appied Phone S
) 100000002 03/I9/2DISESIAM  04/14/2015£52PM o Wil be Appied Phone 55

[ewsws1  09/13/m126:35AM  09/19/20126:35AM o Wilbe Appled Stud picture
a: 04/16/20075:43PM 042412015 S40AM 7 Wil be Applied Excela Curved .
D e——
tems. B x |[printed
Name Q  Prce Stts  Edt Deete ReltedTo Temolate Prner Vew
Colectonlegacykn.. 1 $60.00 Edt Deete 9 Shioment (04129/2015), Ord. ) LobesiStandord  PrimoPDF vew
addlten 9 Shioment (04/29/2015), Ord... -] LobekslStanderd  PrimoPDF vew
] Orger 100006 (=) Emls Shpment Not... \\0Z Epson WF-4640) vew
Charges, B x
e oescpmen Anount Eat_ Delete
SHPPING  Shiping 5269 Edt Delete
2dd Charae
O Cherges [, Payment Detais 5 Stipments | 2 Printed | 3 Emais

Location of Panels

In addition to closing or showing various panels, you can change their positions on the page by dragging and
dropping them where you want, you can pin them to the side of the window (much like minimizing them), or you
can even pop them out to view them in a separate window. For detailed instructions on working with panels,

please see Moving Panels in the ShipWorks Display and Resetting the Default Panel Display.

Don't worry if you change something and you don't like the way it looks. You can always use the Reset button.

(See Resetting the Default Panel Display).

Still Need Help?

Please feel free to reach out to one of our awesome Customer Care representatives in St. Louis. We are

happy to assist you.
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