“simple
& / ! .
i "”5'"@5”8“'“5 Big Commerce Order Details Download Process

accounting, made simple

‘;@commsncs

To download Big Commerce order details for merging with a PayPal data download...

1) Loginto the Big Commerce management site, select Search from the Orders pick-list

View

Add

Search

Export

2) Use the Search Orders, Advanced Search default selections

Shipme

Search Orders

Search for specific orders using the advanced search options below Return Request

Tracking Numbers

Advanced Search
Gift Certificates

Choose an Order Status v
¥ ' hod  --Choo Payment Metho v
I 100" i Jer Tyg v
<—Default Selections
Shipping Method Choose a Shipping Method v
Jupo
m— ‘
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3) Inthe Search by Date field Verify the Date Type, Order Date radio button is selected

Search by Date
te Range Choosean n‘].;rrl..-r Date v
Date Type '.' Order Date < Select
Delivery/Event Date
Jrder and Delivery/Event Dats
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Click the Date Range pick-list, select Custom Period in the Search by Date field
Search by Date

Date Range -- Choose an Order Date v

-- Choose an Order Date --
Today

Yesterday

Last 24 Hours

Last 7 Days

Last 30 days

This Month

This Year

Custom Period <«T— Select

Date Type

4) Use the From and To calendar display to select the From and To dates for the data download

Search by Date

Date Range Custom Period v

From 10/01/2016 = to

SMTWTFS

1
2 3 435 678
9 101112131415
16 17 18 19 20 21 22
Order and Delivery/Event Date 23 24 25 26 27 28 29

30 ’I"».
Click the Search button | Cancel

U Cea A
5) In View Orders display check the top check box to add all displayed orders to the download file

Date Type (@) Order Date

Delivery/Event Date

All Orders

155 orders matched your search criteria and are shown below

lick the top checkbox to add all displayed orders to the download file

EsportAll | <€-emoosramacrom - = Click the Export All button ‘ Export All

Date Order ID Customer Status

(<]
>

© g 15tNov2016 107569 L] Shipped ul
© J 1sthov20ie 107570 ™ Megan H Shipped v

<
o
1

15t Nov 2016 107571 - ) Shipped bt

] —— 1st Now 2016 107572 - Shipped v
© g 1stNov2016 107573 W Rick Warr Shipped .
O g 2ndNov2016 107575 - Shipped v
[+ 2nd Nov 2016 107576 - i Shipped .
© L 2ndnNovaos 107577 ™ Stephen f Refunded v
o L ndNovoie 107578 - Hayr Shipped .
o LJ 2ndnovaoie 107580 W Terry Parke Shipped .
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6) From the Export Orders display, Export Options tab, select Default from the template selections pick-list

Export Orders

Select an export template below to determine the format of your exported orders. To create a new export template go to Advanced Settings > Export Templates

Export Options Export Pre

Export Template and File Format Options

Template Built In Templates 5

MYOB
Peachtree Accounting

File Format: L. Export to Microsoft Excel (CSV [ Ver|fy the File Format radio button for
Export to an XML File (Advanced) o EXport to Microsoft Excel (CSV) is selected.

Save export to the server for later download? §

Click Continue ——=—> BN

7) Click the Export my orders to a CSV file link in the Orders pop-up display

Click the link below to begin the export. When the export is complete,
a link will be displayed to allow you to download the file.

> Export my orders to a CSV file

An export progress pop-up display will indicate the status of the export

Your Orders export is currently being processed. Once the export is
complete you will be able to download it.

R 39%
L} Generating Orders...
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8) Click Download my Orders file to complete the data export, save the file for uploading to the SimplePort process.

Your Orders export has been generated and is ready to download

> [ Download my Orders file
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