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Alexion Hub Commerce User Guide

ACCESS HUB COMMERCE

To Access HUB Commerce

1. Click the HH Global Quick Link on your Okta site to log into HUB Commerce using ~ hhglcbal
SSO.

@ Home Landing - My Actions - Lilt X ) My Apps Dashbeard | Alexion Pl X =+ v = X
C @ alexion.okta.com/app/UserHome ® x &« » 0O 2
Corperate Links (@) Commercial Ops. & Smartsheetcom (@ Koselugo Integratio.. [ (3) 8.31.21 Core Mt. (3) Commercial TK.. [ AtRisk Flag Formul.. (@ (5) Alexion IT Phase. »
’«_E_)ziCIN [ Q search your apps ] ::I::n Pharmaceutica..
75
A MyApps

Work

Robin ™ gabat- €ormon0s oot
Add section @ —

AstraZeneca

Robin Smartsheet Password station Saba - Training site Kronos Orbit - Prod

A Notifications @

== Add apps

@orkplace |y @aOutiook o hhglobal | PECOE

Alexion SharePoint
Workplace BOX (AZ) Webmail (Outlook) o HH Global PECOE
inks

A ATLASSIAN

Last sign in: a few seconds ago
© 2022 Okta, Inc.

Atlassian
Privacy

ﬂ £ Type here to search

2. After clicking on the HH Global tile from the Okta page,
the user will be redirected to the MS Azure Login page to
confirm your network credentials. Please ensure you are
enter your PRID email if it is not already populated. E.g.,
PRID@astrazeneca.net This is your organization’s SSO
Login. Azure will then authenticate you and direct the user
to Hub Commerce’s landing page.

AstraZeneca

Pick an account

@ prid@astrazeneca.net

+ Use another account

Azure AD MFA

Authenticating on
iPhone 11 Pro Max

hhglobal



Alexion Hub Commerce

BROWSE THE CATALOG

User Guide

To browse through a list of items, click on one of the categories on the left. Once you select a category, the
available products in that category will be listed.

CATEGORIES

All

Favorites

Admin

aHUsS

Alexion Test

BIO CARDS

Complement IAM

Complement RSD

Complement TLL

ALEXION

COMPLEMENT - PEM Bus...

Q Search

> Quick Entry

ACExion Guisousce

ULTOMIRIS Patient Safety ...
US/ALL/0392/04/2022
$0.00 USD

Stopped Treatment SOLIRI...

US/ALL/0416
$0.00 USD

ACExion

Sort By: Default Sort Order ~

Y

Stopped Treatment ULTO...

US/ALL/0418/04/2022
$0.00 USD

ALL

V)

The search field will display items based
on name or description containing the
search term entered.

All

CATEGORIES

Favorites

)@XiDN Q soli

soliris

soliris patient

Y soliris
soliris nmosd

soliris spanist

The catalog item display will include the item image, SKU and price.
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Alexion Hub Commerce

If a quantity box appears when hovering over
the item image, the item can be added to the
shopping cart by entering a quantity and

clicking the Add to cart button.

Note: The above feature will NOT appear if the

Stock Item is Out of Stock.

Click on View product button to view the product detail page where additional details can be viewed. The
detail page will include the item description at the bottom left and pricing, inventory levels (for inventory
items) and the item SKU upper right.

User Guide

JOURNEY TO

treated with an ALDXION therapy?
Would you like 10 share your experiences?

#% STARS

SHARE YOUR c’.,..(,
SUPPORT OTHERS "€

Are you or a loved one living with HPP and being

1-844-378-2127

MYSTORY@STARSAMBASSADOR.COM

View product

Add to cart

HPP Engagement Card
AX-00118
$0.00 USD

OneSource Business Card: ...
Q? AX-00006
$0.00 USD

Overview

Start / ComplementIAM / Exhibits/Congress / Complement table runner/overlay on existing tablecloth

Complement table runner/overlay on existing tablecloth -- This piece is intended to be used in tandem with the old
tablecloth (that has an outdated logo; not to be tossed). - Table Runner

Complement table runner/overlay on
existing tablecloth
AX-00108

Price
USD $0.00

Items in Stock
200

Min Quantity
1

Items to Add

0 UsD $0.00

TS

hhglobal
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OUT OF STOCK

When an item is out of stock, the user will be shown an “Out of
Stock” message under the product image on the category page.

If a product is Out of
Stock, the user can enter
their email address to be
notified when the item is
back in stock. To
subscribe to back in stock
notifications, navigate to
the product detail page
and enter your email in
the notification field in the
bottom right corner.

User Guide

Out Of Stock

302 Reprint Carrier
US/SOL-G/0100 )

$0.00 USD

SoLIRIS

Long-term safety and efficacy of eculizumab

in generalized myasthenia gravis (gMG)

302 Reprint Carrier

US/SOL-G/0100
Price
USD $0.00

Items in Stock
0

Min Quantity
1

,  Enter your email address to be notified
when this item is back in stock.

Out of Stock

Users can also filter “In Stock” products by simply clicking on the
filter feature within Product Categories.

hhglobal

Add to cart Q
Overview
302 Reprint Carrier This is a clinical reprint carrier to accompany and promote the published data from the Soliris gMG
3-year extension trial (302 study): Long-term safety and efficacy of eculizumab in generalized Myasthenia Gravis.
Carrier to be used as a promotional leave behind for office details, conference interactions, etc. The muppidi 302
reprint will be in this piece.(US/SOL-g/0096) To be used reactive by TLL's Discussed on 4/2 that this will be used with an
already approved email by RAMs and may be shown on the Ipad during a digital detail. (Zoom)
CATEGORIES
1In Stock -
All Y
1In Stock (14)
Favorites v
Admin +
aHus +




Alexion Hub Commerce User Guide

ADDRESS BOOK

To access your address book, hover over the menu icon and
select Address Book.

User Profile

Address Book

Order History
To add a personal address, click in the Add Address &1 top
right corner.

Subscribed Items

Log Out

ADD ITEMS TO YOUR FAVORITES

If you will be ordering a certain item frequently, click the “Add to Favorites” heart to add it to your
Favorites list to make it easy to find in the future. The heart is available on both the catalog and detail

pages.

You can see the list of all your favorite items by clicking Favorites in the Categories menu. Click the heart to
remove it from your favorites.

CATEGORIES
> Quick Entr
All
Grasousc
Favorites L
Admin -+
aHUS +
Alexion Test
ACexdone
BIO CARDS +
aHUS Mailer Transition FAQ
US/ULT-A/0174
COMPLEMENT - PEM Bus... =+
$ 0.00 USD

hhglobal
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CONFIGURE AN ITEM

To configure an item, go to the product detail page by clicking on View Product.

In the product detail page, click on the Configure button to bring up the customization form.

User Guide

Start / aHUS / Letter/Kits / OneSource Welcome Letter for Enrollment

US/ALL/0148

Min Quantity
1

OneSource Welcome Letter for Enroliment

L ¥

Items to Add

USD $0.00

Overview

Mailing Packets w/variable data;OneSource Welcome Letter for Enroliment - Letter includes one copy of the OneSource
Brochure (US/ALL/0112)

Fill in the form on the right side of the screen with the customized information. All fields with a red asterisk
are required. You can save this entry information as “Quick Fill” for future orders, by adding a name for this

customization in the “Enter Quick Fill Name” field and click on Save Quick Fill.

Click on Update,
to generate an

ONESOURCE
on-screen proof. R

Select a Mail Date*

Patient name*

Alexion Patient Services
Contact*

Phone

Phone extension

Save Quick Fill

C Update + Approve/Checkout

hhglobal
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User Guide

If you need to adjust any information, make revisions then click Update to refresh the on-screen proof.

INESOURCE

Select a Mail Date*

08/24/2022

Patient name*

Patient name

Alexion Patient Services
Contact*

Alexion Patient Services Contact

Phone

mnmnm

Phone extension

Save Quick Fill

C Update

+ Approve/Checkout

Use the toolbar at the top, to adjust your view

of the proof and form.

Image Zoom Slider Actual Size

\ Fit Image to Window

: + o ] .

/

Fullscrean View

Once you're satisfied with the proof, click the Approve/Checkout button to close the form and return to

the product detail page.

To add the item to your
shopping cart, select a quantity
and click the Add to cart
button. You will be asked to
confirm the proof one more
time before the item is added
to the shopping cart.

hhglobal

Overview

Mailing Packets w/variable data;OneSource Welcome Letter for Enroliment - Letter includes one copy of the OneSource

Brochure (US/ALL/0112)

OneSource Welcome Letter for Enroliment

JS/ALL/0148

Min Quantity

1
0

Items to Add

USD $0.00




Alexion Hub Commerce

When you have added all desired items to your
shopping cart, hover over the carticon in the
upper right corner of the screen and select
Checkout. This launches the checkout screen.

User Guide
Do you approve the purchase of this OneSource Welcome Letter for Enroliment?
1/1 16% | - + i (9] 2
OREsouRCE
cancel

Checkout

OneSource Welcome Letter for Enroliment
USD $0.00 (5 pcs) W
US/ALL/0148

Total USD $0.00

Clear Cart

Once the Checkout page opens, you will be prompted through five steps: Items, Shipping, Delivery,

Payment, and Checkout.

hhglobal
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CONFIGURE A KIT

User Guide

A KIT includes various items bundled at the warehouse and shipped to you as a bundled package. Some

KITs on the Commerce site include customizable letters, which you will modify on the site.

To begin configuring, find the bundle on the site. These can be found within the Letter/Kit category. Once
you have found the KIT, click “View Product” to begin.

Out Of Stock

aHUS SOLIRIS Consented Packet
AX-00207

$ 0.00 USD

Kit Contains:

aHUS Patient Starter Kit Outer Env (US/UNB-A/0200)
Soliris PI Folded (AX-00140)
Variant Bcard List- dry wn list (MSTR-BCARD)
ULTOMIRIS Patient Safety Card Letter (US/ALL/0392/04/2022)
Soliris Patient Safety Information Card - English (AX-00283)
aHUS Patient Starter Kit Outer Env (US/UNB-A/0200)
Soliris PI Folded (AX-00140)

TOMIRIS Patient Safety Card Letter (US/ALL/0392/04/2022) Your
Business Card - (MSTR-BCARD) **to be configured separately, see
below**

The user will see all the components listed in the Item Description within the Product Detail Page. If the
KIT includes a customizable item, it will be listed as a component below the description with a pencil next

to it which you will click to start customizing.

Overview

Kit Contains

atient Safety Card Letter (US/ALL/039;

Name

Soliris Patient Safety Card
Letter

duct ID US,

aHUS SOLIRIS Consented
Packet

uct ID AX

Your Business Card - (MSTR-BCARD) **to be configured separately, see below**

Quantity  Unit price Price

USD$0.00  USD $0.00

USD $0.00 USD $0.00 v

Your Business Card - (MSTR-BCARD) **to be configured separately, click below**

hhglobal
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Alexion Hub Commerce User Guide

Once the pencil has been checked, the user will be presented with the following screen; the user can then
start modifying the letter per their needs.

Q
X

Kititems 9% + o «

= . Addressee
ALEXIioN ‘ONESOURCE' Names
Solirs Patient Safety AstraZeneca Rare Disease Pt At ke
Card Letter
Product ID US/ALL/0391
Dear Addressas Name, Disease*

Please Select.

Case Manager*

Please Select.

aHUS SOLIRIS Consented

Packet v

roduct ID AX-00207-DK

IMPORTANT SAFETY INFORMATION

infoctions.

1 You
2 ity

Save Quick Fill

C Update
) College Street, New Haven, CT 06510, USA w41 888 76 4747 1 820 420 8150 o, + Approve/Checkout

To learn how to customize an item, please reference Configure an Item

Once you are done with the edits, clock on “Done” and proceed with adding the KIT to your cart.

Q
X

Kit items 3 ¢ ) .

2 Addressee
ALEXION Nome+
Soliris Patient Safety AstraZanece Fare Disssse
Card Letter test
Product ID US/ALL/0391
Dear Addressee Name, Disease*
aHus

Case Manager*

Adrianne Zeoli

aHUS SOLIRIS Consented
Packet v

Product ID AX-00207-DK

Save Quick Fill

5 with your vaccinatons.

C Update
Save and close
00 College Street, New Haven, CT 06510, LSA « +1 888 763 474 RSN + Approve/Checkout

12
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Alexion Hub Commerce User Guide

This particular kit has an option to include your personalized business card. The business card item must
be added to your cart separately.

Overview

Kit Contains:

Soliris Patient Safety Information Card - English (AX-00283)

aHUS Patient Starter Kit Outer Env (US/UNB-A/0200)

Soliris Pl Folded (AX-00140)

Variant Bcard List- dropdown list (MSTR-BCARD)

ULTOMIRIS Patient Safety Card Letter (US/ALL/0392/04/2022)

Soliris Patient Safety Information Card - English (AX-00283)

aHUS Patient Starter Kit Outer Env (US/UNB-A/0200)

Soliris Pl Folded (AX-00140)

ULTOMIRIS Patient Safety Card Letter (US/ALL/0392/04/2022)

Your Business Card - (MSTR-BCARD) **to be configured separately, see below**

13
Name Quantity Unit price Price
Soliris Patient Safety Card
Letter 1 USD $0.00 USD $0.00 v
aHUS SOLIRIS Consented
Packet 1 USD $0.00 USD $0.00 v

Product ID AX-00207-DK

Your Business Card - (MSTR-BCARD) **to be configured separately, click below**

DNESOURCE

Your Name Were

Click on the business card within your Product Detail Screen. You will be taken directly to the MSTR-
BCARD parent sku. Within the Product Detail Page, select your NAME from the dropdown. If your name
does NOT exist, then we don’t have your business cards in our warehouse. You must first order new
business cards by customizing SKU # AX-00097.

If your name does exist, then please select your name and add to cart.

13

hhglobal



Alexion Hub Commerce

User Guide

Overview

OneSource Business Card: Amos

>
ONESOURCE"

Cara Amos

Bcard List

OneSource Business Card: Amos

Product ID
BCARD_AMOS

Items in Stock

0

Min Quantity
1

Amos, Cara

Andrews, Kristin
Arisio, Leisa
Balaban, Laryssa
Barkhouse, Lauren
Bell, Unknown
Begraft, Cary
Brewster, Tricia
Brown, Cheryl
Brown, Crystal
Brown, Deana-Rae
Busk, William
Calixto, Jennifer
Carew, Michae;
Carter, Cheryl
Chiarella, Kim
Chodos, Emily
Clune, Alycia
Conway, Dor

9 cordova, Christine

to be notified
istock.

e Commerce User Guide

When you have added all desired items to your shopping cart, hover over the cart icon in the upper right

corner of the screen and select Checkout. This launches the checkout screen.

Once the Checkout page opens, you will be prompted through five steps: Items, Shipping, Delivery,

Payment, and Checkout.

hhglobal
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Alexion Hub Commerce User Guide

REVIEW YOUR ITEMS

On the Items screen, you can:

1.

2.

Remove all items from your shopping cart by clicking Clear.

Modify item quantities in the Quantity field.

Remove individual items by clicking the X button for the line item.

Continue adding items to your cart before checking out by clicking the Continue Shopping button.
Enable Multiple Address Shipping.

Continue with the purchasing process by clicking the Next button.

° 2 3 4 5
Items Shipping Delivery Payment Checkout
Shopping Cart Enable Multiple Address Shipping Clear

Cover Letter to Accompany Print Materials t

0 HCPs Q 2 USD $0.00 USD $0.00

SKU US/ALL/0324-V3
Subtotal USD $0.00
TOTAL USD $0.00

Continue Shopping @

15
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SELECT YOUR SHIPPING ADDRESS
MULTIPLE ADDRESS SHIPPING

User Guide

Within the Items review section of the Checkout process, you can enable “Multiple Address Shipping”. This

will allow you to ship the item to multiple locations.

Shopping Cart

Enable Multiple Address Shipping

Clear

On the Multiple Address screen, you will have the following options:

1. Download the template

2. Upload Addresses from your computer

3. Add addresses from your address book

a. Personal Address Book

4. Or continue as a single shipping address by “Enabling Single Address Shipping”

o :

Upload Items

Shopping Cart

& Download template
& Upload Addresses

+ Add from Address Books

3

Payment

4

Checkout

Enable Single Address Shipping

Clear

. - l “ ”n
If you prefer to work with spreadsheets, click the download arrow = next to “Download template” to

download a copy of the import template.

Pl Country* First Name* Last Name* Company*

Phone*

Address 1* Address 2 City*

State

Zip Code

hhglobal
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Alexion Hub Commerce User Guide

Enter in all your shipping addresses, one location per line. You'll need to be sure all fields with a red
asterisk are filled in or the import will fail.

Important Note: Ensure the City and State cells does NOT have an extra space before entering the city
and state, and that the zip code is five digits.

When entering the phone number, please be sure to enter only digits, parenthesis, or a + sign

Valid examples include (000) 000-0000, or 000-000-0000. The phone field will not accept decimals.

The Country field will offer a dropdown.

Pl Country* First N\ame* Last Name* Company* Phone* Address 1* Address 2 City* State Zip Code
Ell United States  John Doe My Company 000-000-0000 1234 Anywhere St City ST 'o0000
/3 United States  Janet Doe My 2nd Company 000-000-0000 234 Anywhere St 2nd FI City ST "00000
Bl United States  Jennifer Doe My 3rd Company 000-000-0000 345 Anywhere St City ST "00000
[l United States  Jim Doe My 4th Company 000-000-0000 456 Anywhere St City ST "00000
Al United States  Julie Doe My 5th Company 000-000-0000 567 Anywhere St City ST '00000

After filling in all your locations, click the upload arrow L next to “Upload Addresses” and select your file.
Please note: the import will only work with spreadsheets matching the format of the downloaded
template file.

After a successful import, the screen will move to the Items page, which shows the list of locations in rows,
and the corresponding items in columns.

To ship to locations already in the system, click the “Add from Address Books” button to open the address
book screen.

All addresses require a value to be entered in the following fields for checkout:

¢ First Name

e Last Name

e Company

e Phone

e Address Line 1
« City

« State (US)

e Zip Code (US)

17
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Shopping Cart

TEST ORDER 1 United States Thornton CO 80229 9140 Washington St
TEST ORDER 2 United States Colorado Springs CO 80303 308 £ Plarte Ave
TEST ORDER 3 United States Colorado Springs CO 80918 1714 Brookwood Dr

Subtotal

TOTAL

Enable Single Address Shipping Clear

Onesource Welcome Le.

Copytoall

: D
USD $0.0

2
USD $0.00

2
USD 50.00

USD $0.00

USD $0.00

2 @

User Guide

Note: If you want to send none (or 0) to a location then you must select the “X” to the right of the quantity.
The application will NOT allow you to enter zero for an item and/or location.

Once you have entered and confirmed the shipping addresses and quantities for each is correct. If all is
correct, click “Next” on the bottom of the page to proceed to the Payment page.

hhglobal
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SINGLE ADDRESS SHIPPING

User Guide

You can input a new address, or you can click on Open Address Book to select a shipping location from the
Corporate Address book or your Personal Address Book.

hhglobal

Shipping Address
Country *
United States

First Name *

Internal

Company *

HH Global

Address 1 *

203 N. Lasalle

Address 2

Suite 5

City *

Chicago

Phone *

RRRRRRREEE]

Continue Shopping

Shipping

State *

Illinois

19

Last Name *

Tester1

Subtotal

TOTAL

Open Address Book Clear

Zip Code *

60601

USD $0.00

USD 50.00

- €



Alexion Hub Commerce User Guide

PERSONAL ADDRESS BOOK

The Personal Address Book is a user level address book you can manage. We recommend using it for
one-off addresses that are used infrequently.

On the address book selection screen, you can choose from the shipping addresses you have saved in your
User Profile. To narrow the list of displayed addresses, enter the desired criteria in the Search By area and

click Search.

Shipping Address Open Address Book Clear

Personal Address Book

Country Test User
HH Global 203 N. LaSalle Chicago, IL 60601
First Name Last Name <
Cancel
12

Address 2

Address 4
city State Zip Code

Phone Mobile Phone

Once you have entered and confirmed the shipping address is correct, click Next to proceed to the
Delivery page.

20
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DELIVERY METHODS

The items will be shipped using Alexion’s FedEx account. Within the Delivery step, select the Shipping
option. FedEx Ground is the preferred method.

@ @ o - 2

Items Shipping Delivery Payment Checkout

Choose Delivery Method

Internal Tester2

FedEx P
HH Global O“JEVX‘ ::‘[" v USD $0.00
ernigh

203 N. Lasalle i

Chicago, IL, 60601

United States FedEx 2 day USD $0.00

4444444444
® FedEx Ground USD $0.00
Subtotal USD $0.00
Shipping Total USD $0.00
TOTAL USD $0.00

Continue Shopping Back @

Once you have selected the shipping method, click Next to proceed to the Payment page.

21
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PAYMENT METHOD
BILL TO MY ACCOUNT

Bill to My Account is the payment method enabled. Click Next to proceed to the Checkout Confirmation
screen.

Items Delivery Payment

Payment method

Bill to My Accoun t Bill to My Account
Subtotal USD $0.00
Shipping Total USD $0.00
TOTAL USD $0.00

Continue Shopping Back @

22
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FINALIZE YOUR

User Guide

ORDER ° ° hd e

Shipping Address Delivery Payment Information
] Internal Tester2 FedEx Ground Bill to My Accoun
On the Checkout page, you can review perna Tet s
and change all your order information Cicaao, T, 60601
before clicking Checkout which will -
route your order for processing.
Cover Letter to Accompany Print Materials to H

CPs Q 2 USD $0.00

Change

Subtotal
Shipping Total

TOTAL

Continue Shopping Back

Checkout

USD 50.00

USD $0.00
USD $0.00

USD $0.00

Checkout

An Order Confirmation screen will appear with the option to print on the bottom right corner.

You will also receive an email copy of your order confirmation at the email address on your account. If you

need to contact ALEXION’s Commerce Support regarding the order for any reason, please reference your
order number.

ALEXION o

Order confirmation

Order #P03489753226 Details Ordered by

= Internal Tester1
IN PROGRESS "
internaltester1@alexion.com

shipping Address
Internal Tester1

HH Global

203 N. LaSalle

Suite 5

Chicago, IL 60601
United States
"M

Item Line Item Status Quantity Price Sub

Cover Letter to Accompany Print Materials to HCPs 1 Progress 3 RS0 EBSEG

payment Information
TOTAL USD $0.00
Payment method: Bill to My Account

Continue Shopping =

23
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Once the order has shipped or partially shipped, the

user will be notified via email with the tracking details.

hhglobal
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User Guide
Your order was updated
ORDER UPDATED
ORDER #P02362887704 STATUS
Sully Candetario
2. Partialy Shipped
SHIPPING ADDRES S BILLING ADDRE §§
Line Item
tem Status Quantity Price Sub
I:I opowes 1 USDSSS)  USDSSSS
I:I i - e
in Progress 20 USD $20.00




Alexion Hub Commerce User Guide
To access a list of all non-bulk orders you have placed, hover over the =
menu icon and select Order History. ==
scrib 1
Leg Cut
On the Order History screen, you can filter order by date or status or
search by keyword.
Date Range Order History
5/3/2022
6
5/6/2022
Order Number Order Date Order Total Order Status
Order Status
In Progress #P0O3274627745 5/6/2022 USD $0.00 PLETE Te:
Partially Shipped
Completed #P03265834584 5/4/2022 USD $0.00 CANCELLED Te:
Invoiced
Canceled
#P03254002215 5/3/2022 USD $0.00 CANCELLED Te:
Order Number
Product name
Description
Ordered by
y
25
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ORDER HISTORY DETAILS

Click Q, view Details to bring up an order’s confirmation screen, which lists all the included items.

At the bottom of the screen, click the shopping cart to add all these items to your cart, or the print button to
print the screen.

9.4

Chicago, IL 60601
United States
M 8018759856

Item Line Item Status Quantity Price Sub

WR Divot Tool
a BF-296-0022

q ol
Tracking Received ]

Tracking URL ]
d [ ]

0]

Tracking Received USD $2.89 USD $14.45

UPS Ground UsD 50.00
i

Payment Information

Payment method: Bill to My Account
Company Code: 1000
GLCode:[—]

Territory: ]

MRMIO #:[]

TOTAL USD 514.45

26
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CONTACT SUPPORT

Have a question or concern? Please contact support at alexion-az-rdusupport@hhglobal.com or
complete this Feedback Form.

27
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