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Who is this for? All individuals who need to schedule a new orders report.

Objective: To schedule a new orders report that enables businesses to monitor new orders as they

come in, which is essential for understanding demand, customer behavior, and sales trends.

1. To schedule a New Orders Report, navigate to the "Orders" tab on the top menu of Seller Central and select

"Order Reports" from the drop-down menu.

2. Under the "New Orders" tab, go to the "Scheduled Report Settings" heading and select the desired schedule for

your report, then click the "Schedule" button.



3. If you choose the "Daily at" option, select a specific time from the available drop-down menu.

4. You can opt to include a column that indicates the sales channel for each order by ticking the corresponding box.



5. Before scheduling the report, you may also add or remove columns by clicking the "Add or remove order report

columns" link in the page's top right corner and selecting the desired fields.


