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CommerceHub Cancellations

1 Email will come in

https://scribehow.com
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2 Open CommerceHubhttps://account.commercehub.com/u/login/identifier?stat
e=hKFo2SA5ZHlPN2RPUE44NXpqZjlHeHlmcGJtOWNWbjJ2SnVua6Fur3VuaXZlcn
NhbC1sb2dpbqN0aWTZIGdtRDRPMmtNcE9YY2Jvc2NQeHV6cjNEU0tBNXFCMTV
So2NpZNkgTjZ3QnJKMXV3WEtSMU1tMFJ0RlgxSlhONklQNm5oYmw

3 Log in and click "Continue"

https://account.commercehub.com/u/login/identifier?state=hKFo2SA5ZHlPN2RPUE44NXpqZjlHeHlmcGJtOWNWbjJ2SnVua6Fur3VuaXZlcnNhbC1sb2dpbqN0aWTZIGdtRDRPMmtNcE9YY2Jvc2NQeHV6cjNEU0tBNXFCMTVSo2NpZNkgTjZ3QnJKMXV3WEtSMU1tMFJ0RlgxSlhONklQNm5oYmw
https://account.commercehub.com/u/login/identifier?state=hKFo2SA5ZHlPN2RPUE44NXpqZjlHeHlmcGJtOWNWbjJ2SnVua6Fur3VuaXZlcnNhbC1sb2dpbqN0aWTZIGdtRDRPMmtNcE9YY2Jvc2NQeHV6cjNEU0tBNXFCMTVSo2NpZNkgTjZ3QnJKMXV3WEtSMU1tMFJ0RlgxSlhONklQNm5oYmw
https://account.commercehub.com/u/login/identifier?state=hKFo2SA5ZHlPN2RPUE44NXpqZjlHeHlmcGJtOWNWbjJ2SnVua6Fur3VuaXZlcnNhbC1sb2dpbqN0aWTZIGdtRDRPMmtNcE9YY2Jvc2NQeHV6cjNEU0tBNXFCMTVSo2NpZNkgTjZ3QnJKMXV3WEtSMU1tMFJ0RlgxSlhONklQNm5oYmw
https://account.commercehub.com/u/login/identifier?state=hKFo2SA5ZHlPN2RPUE44NXpqZjlHeHlmcGJtOWNWbjJ2SnVua6Fur3VuaXZlcnNhbC1sb2dpbqN0aWTZIGdtRDRPMmtNcE9YY2Jvc2NQeHV6cjNEU0tBNXFCMTVSo2NpZNkgTjZ3QnJKMXV3WEtSMU1tMFJ0RlgxSlhONklQNm5oYmw
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4 Select the account for the cancellation request

5 Click the orders
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6 Click "Orders With Merchant Cancel Request"

7 Copy the order number
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8 Go to Netsuite and paste the order number in the "Search" field.

9 Select the "Sales Order"
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10 Click "Close Order"

11 Go to Commercehub and click the PO number
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12 Go to Actions and select the dropdown

13 Select "Cancel" and click Go
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14 Put the quantity to be canceled under "cancel quantity"

15 Select the cancellation reason dropdown
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16 MAKE SURE YOU SELECT CANCELLED AT MERCHANTS REQUEST

17 Click "Submit"


