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1 How to see my orders 

 

(1) "Head level company wide" provides an overview of all Miba orders and all order positions. 

  

You will also receive a separate e-mail for every order. Follow the link to get directly to the respective 
order. 
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(2) Select "All". 

 

(3) Find here a list of all orders from Miba, with the most recent order on top of the list. 
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(4) Click  to see the details and confirm the order. 
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(5) Open the order document. 
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(6) Fill in your confirmation number. 
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This field is just open if Miba requires an electronic order confirmation. In that case it has to be filled 
mandatory. 

 

(7) Click Split to state different delivery dates for a position with more items. 

  

The price cannot be altered. 

 

(8) Insert the respective quantities and the according delivery dates. Add a notice if neccessary. 
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(9) Handle all other positions in the same manner. 

 

(10) Click Save and send back. 
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