Procedure To Cancel an Animal Order:

ORDERSMUST 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 asillustrated in Figure 1.
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To start canceling process,
Click “Order Entry

Click “Open Orders”
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The next screen will list all open orders.

Choose cancel on the open order you want to cancel. In
Figure 2: thereisonly one order availableto cancel.
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The next screen will list the order.

gEEM Online System - Microsoft Internet Explorer =8 1!
File Edt View Favortes Tooks  Help F|gure 3: | a
r N e S ] L
@Eack &l |ﬂ @ ‘A ‘ ) search ¢ Favortes @‘ = = W El 3
Address I@ https:/fuprgsecure, web.virginia, edu/com/ccmframes. cfm j G | Links *
Center For Comparative Medicine [18:12:02 P M. Date: 1/5/2006

...Hello Margaret Select Module =

Order Entry =

main | vendor deadlines | new req. order | new Standing order

Cancel Order Number 24346 Review order to
cancel.
Order Number 24346 Item on this Order Click the“Cancd”
Bilied: ko Bili Daie: Species ice
stiain CHTBLA button to delete the
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Codle Iwesks
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Housed At 5338 MRS

Status Open oty 18
Ordered 16 Cost Ea. $0.00
Received 0 Extended $0.00
Remaining 16 Shipping $0.00
Ordered By Handling $0.00
Ordered At D1/04/06 3:40 AM Total $0.00

oone TrrT Bewems

NOTE: Onceyou cancel, thereisno “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 thisis provided as the
simplest. Also listed on the Main Page of the ordering screen will be alink to review any
canceled orders that you have made.



