
Managing Orders through the CIQ Admin 
Manager Role

• You have the ability to search orders 
in the manager role for all locations 
assigned to the manager.

• To search for orders, enter  order 
status, customer information, order 
number or store location and select 
find to locate the order you are 
interested in working with.

• You will have the ability to 
accept/cancel orders, change status, 
and download a .live file. 

• If an order is accepted/canceled on 
this page, the change is reflected on 
the order when logging in as a 
location.
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