
 

 

 

 

 

 

 

 

 

 

 
 
 
Download Order 
Documents 
   

This guide explains how to download order-level and  
shipment-specific documents from shipped or partially 
shipped orders in the myDVG Customer Portal.   
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GETTING STARTED          

Use this guide when you need to download documents from shipped or partially 
shipped orders in the myDVG Customer Portal.  

Before you begin, make sure you have the following:  

•  Access to the myDVG Customer Portal  

•  An order that has shipped or partially shipped  

•  The customer PO, sales order, or order details needed to identify the correct order  

Reminder: Documents are available for shipped or partially shipped orders.  

 

 LOCATING THE ORDER         

Step 1: Open My Orders  

From the left navigation panel, click My Orders.  
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Step 2: Locate a shipped or partially shipped order 
Review the My Orders list and locate the shipped or partially shipped order you need. 
 

 
 
Confirm that you are selecting the correct order before downloading documents. 
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DOWNLOAD ORDER-LEVEL DOCUMENTS     
 

Step 1: Open the order actions menu  

Click the three action dots on the order row.  
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Step 2: Download the packing slip  

Select Packing Slips to download the packing slip document.  
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Step 3: Confirm the download notification 

A pop-up notification appears to confirm that the packing document download has 
started. 
 

 
 

 
 

 
Tip:  
If you do not see the file right away, check the browser downloads area.  
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DOWNLOADING INVOICE DOCUMENTS     
 

Step 1: Download the invoice 

From the same action menu, select Invoice to download invoice documents.  
 

 
 

 

 
Reminder:  
Use the order action dots for order-level downloads, including packing slips and invoices. 
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ACCESSING SHIPMENT-SPECIFIC DOCUMENTS   
 

Step 1: Open shipment details 

To access documents for a specific shipment, click the shipped line item from the order 
details page. 
 

 
 
Shipment-specific options are available after the correct line item is selected.  
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Step 2: Use the bottom action bar for shipment-specific tasks. 
After selecting the correct shipment, use the options at the bottom of the screen to: 
•  Download Invoice 

•  Download Packing List 
•  Download Packing Slip 

•  Initiate Return 

•  Submit Damage Claim 

 

 
 
 

 

Reminder:  
Ensure the correct shipment is selected before downloading documents or starting a return 
or damage claim.  

 

 

 
KEY REMINDERS           
• Documents are available for shipped or partially shipped orders  
• Use the three action dots for order-level downloads. 
• Use line-item selection for shipment-specific documents. 
• Confirm the right shipment is selected before downloading or submitting 

shipment-related actions. 
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FAQS              
Q: What if I cannot find the order? 

Use the available filters or search options on the My Orders page to narrow the order list, 
then confirm the order status before downloading documents. 
 

Q: Which documents can I download from a shipped order? 

Available options may include packing slips, packing lists, and invoices depending on the 
order and shipment details. 
 

Q: When should I use the line-item selection? 

Use line-item selection when you need shipment-specific downloads or shipment-
specific actions such as initiating a return or submitting a damage claim. 
 


