
Procedure To Cancel an Animal Order:

ORDERS MUST BE CANCELED PRIOR TO THE ORDERING
DEADLINE. All orders not canceled will be the investigator’s responsibility.

After logging in click “Order Entry” from the lower menu bar as illustrated in Figure 1.

To start canceling process,
Click “Order Entry

Figure 1.

Click “Open Orders”

Figure 1A

Click Open Orders



The next screen will list all open orders.

Choose cancel on the open order you want to cancel. In
Figure 2: there is only one order available to cancel.

Figure 2:

Click the “cancel” option

The next screen will list the order.

Figure 3:

Review order to
cancel.
Click the “Cancel”
button to delete the
order.

NOTE: Once you cancel, there is no “Undo” button. If you decide later you needed this
animal order you will have place the order again.

Please note there are other methods of finding your order to cancel, but this is provided as the
simplest. Also listed on the Main Page of the ordering screen will be a link to review any
canceled orders that you have made.


