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 ORDER HISTORY
STEP ONE
To access your order history, you will click on the “Order History” widget located on your homepage 
once you are logged in. 

Continue >

OR, you can hover over the area in the top right corner that says “Hello,” followed by your name.
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STEP TWO
When you open the order history page, this is what it will look like:

Continue >

STEP THREE
When you expand the “Search Orders +” you will be able to enter various criteria for narrowing 
down your search. Please be aware that the order history page encompasses all order history from 
your company – both web and non-web orders. 

https://www.wernerelectric.com/website-guides


WernerElectric.com/Website-Guides • 866-4-WERNER 3

Continue >

TIP: When searching for an order within the order history that contains a certain product, allow 
some time for the search bar to load. It will try to pull up the exact part you might be looking for:

STEP ONE
You can access invoice history from the “My Account” area. 

INVOICE HISTORY
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Continue >

STEP TWO
When you open the invoice history page, this is what it will look like: 

STEP THREE
When you expand “Search Invoices +” you will be able to enter various criteria for narrowing down 
your search, like invoices tied to one specific ship to, invoice numbers, PO numbers, or order 
numbers. You can even sort by “open invoices only.”
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Order History & Invoices-1020

STEP FOUR
In order to pay your bills online, you will need to go to the Billtrust website. You cannot make 
payments directly on our website. You can click on the Billtrust logo next to each invoice to open 
up that specific order in your account – or click the Billtrust logo at the top of the page to view all 
orders in your account. This will take you directly to your Billtrust account and you will already be 
logged in.
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