
       Quick Instructions – Copying Orders 
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Copying Orders 
 

Orders that are not in your Composing status or are waiting approval at a 
different level of the organization cannot be modified. 

 However, orders can be copied from any status! 
 

• Go to: http://www.schoolspecialtyonline.com  

• Enter your user name and password in  at the bottom of 
the page. 

 
 To locate an order to be copied: 

• Click on “View Order Status” 
• Click on the box of the status the order is in, or click 

“Advanced Search” to select All Statuses 
• Locate the order that needs to be copied. 

• Click the  (copy) icon, to the right of the order total and print icon. 

• This will copy the order into a new order, issue a new order number,  
re-price the order, and ask you if you’d like to Update the Order 

• Click “Update Copied Order” 

• Make any necessary modifications, then Check Out to resubmit your 
order 

 

 
 
 

Questions? Call our Toll Free Online Support Department at 800-513-2465 ext #2.  

Copy Order Icon 


