
General FAQs

Placing an 
order

Click on the question and you’ll be directed 
to the relevant article in our Help Center.

Building a cart and checking ou�

�

�

Adding products to your cart & catalo�

�

Creating and scheduling Product List�

�

�

�

Understanding Substitution Preference�

�

How do I place an order�

How do I set shipping preferences and order instructions  

during checkout?



How do I purchase products that are not in my catalog?



How do I create product lists for repeat orders�

How can I schedule recurring orders�

How can I share my product list with my team?



How can I set substitution preferences for items?

After you 
order

My Orders Pag�

�

Returns, Exchanges, & Missing Item�

�

Tracking your orde�

�

�

Where do I view the status of all my orders?



How do I make a return, exchange, or report a missing item?



How can I track the status of my order�

How can I receive email notifications for tracking information?

Additional tips for setting substitution preferences →


Catalog Substitution Preferences one-pager →

https://ordercompany.zendesk.com/hc/en-us/articles/360002552093-Placing-an-Order
https://ordercompany.zendesk.com/hc/en-us/articles/360049164333-Shipping-and-Fulfillment-Preferences
https://ordercompany.zendesk.com/hc/en-us/articles/360049164333-Shipping-and-Fulfillment-Preferences
https://ordercompany.zendesk.com/hc/en-us/articles/360002551613-Adding-New-Online-Products
https://ordercompany.zendesk.com/hc/en-us/articles/360016262053-Product-Lists
https://ordercompany.zendesk.com/hc/en-us/articles/360019265993-Scheduled-and-Recurring-Orders
https://ordercompany.zendesk.com/hc/en-us/articles/360022028794-Sharing-Product-Lists
https://ordercompany.zendesk.com/hc/en-us/articles/360021316974-Substitution-Preferences
https://ordercompany.zendesk.com/hc/en-us/articles/6667247276311-My-Orders
https://ordercompany.zendesk.com/hc/en-us/articles/360002552493-How-To-Submit-A-Support-Ticket
https://ordercompany.zendesk.com/hc/en-us/articles/360011999374-Order-Tracking
https://ordercompany.zendesk.com/hc/en-us/articles/14306753027863-Subscribe-for-package-tracking-email-updates
https://ordercompany.zendesk.com/hc/en-us/articles/360048737894-Making-the-most-of-your-Substitution-Preferences
https://docs.google.com/document/d/1GygzWqPn_5x1ydLfe1gM3zerkbujC_tD-5nPIZUqz60/edit#heading=h.jezun4hyl2pu

