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Marketplace Orders — Quick Guide

Searching and Viewing Orders

1. Go to https://secure.touchnet.net/central/ to log in to Marketplace.
2. Select “Marketplace” under the Applications Menu.

U.Commerce Central

Home Dashboard
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Mall Link and Search
UT Dallas Marketplace

Order or System Tracking 1D

Search

Advanced Search

Stores

Show 10 * entries
Hame = i % Template
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3. On the left side of the screen, select “Order Search” under the Marketplace Store with the
transaction that needs to be refunded.
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¥ New Student Programs
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add Hew Store
¥ New Student Programs
¥ Store Settings
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [[E70)
® Users
Payment Methods
Shipping Classes
Categories
Products
Allowed Groups
Group Payment Methods
Promotions
User Modifiers
Tax Service
Tax Account Codes
Order Search
Fulfill Orders
GL Exceptions (null)

4. Find the transaction by using one or more of the search criteria on the Order Search screen.

New Student Programs Order Search

Search by any of the available information.

Order Search

Enter one or more filter values for order search.

Order Number:

Payment Gateway Reference Mumber:
Credit Card Authorization Code:
Customer Name:

Customer Email:

Customer Phone Number:

Terminal Id:

Order Date: From: iz To: e

Fulfilled Date: From: i} To: sz
Run Search

Click on the Order ID number to view transaction details.
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New Student Programs Order Search Results

Click an order's ID to see its details.

Mew Order Search

Export To C5V

Show 10 ¥ entries

ID “  Date/Time ¢ Type
547671 04724720159 12:28:19 AM CDT ustores
GATLON NA A INI0 NS P9 Akl COT LS Eme s

Please contact FMS-Treasury@utdallas.edu with any questions
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