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How to cancel a Contract

In this section we will learn how to request a cancellation



How to request a cancellation
Find your customer . . . Click the “Customer” menu option
Search Customer | click on Customer . . .  STOP!  Select the “Services” Tab and click “Request Cancellation”



How to request a cancellation

Ensure all the “Required Information” marked with the * is entered for the entire page and scroll down . . .



How to request a cancellation
This customer requested order # X35 be cancelled.  It is very important to note that you need to select BOTH order numbers as they below to the 
same Sub-Account as indicated below.  This will inform Head Office to cancel all instances belonging to that order (i.e. the contract & the hardware).     
Once you have selected the cancellation – click “Log Cancellation”.   The request will be sent to Head Office to process.



The End


