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1 How do I cancel an order?

To cancel a submitted order, follow these steps.

1. From the Order Management screen, click Cancel an existing order.

    

2. Click View next to the order you wish to cancel.

3.  The Order to Cancel screen will appear. Validate that this is the order you wish to cancel.

4.  Is this the order you wish to cancel?
If... Then...

Yes Click Cancel Order.

No Click Back.



Online Ordering Training Manual2

© 2004 ... Peters Writing Services, Inc.

5.  Receive a confirmation of the canceled order.

2 View Delivered or Cancelled Orders

To view a delivered or cancelled order, follow these steps.

1.   From the Order Management screen, click View Delivered or Cancelled Orders.

      

2.   Click View next to the desired order number to view the details of a specific order.

3.   The Order History Details screen appears.


