SAME DAY CANCELED ORDERS 
To ensure that everyone has the same understanding on handling same day cancelations, the policy below is to be followed.
If an order has a status of “Ready to Ship”, this means that the label has not been printed and the order can be canceled without any further action.

If an order has a status of “Shipped” and has a date/time stamp under the “Shipped on” field, a label has been printed and the order and invoice will need to be pulled.  
1) Cancel out and note the order.

2) Print out a copy of the order detailed page and take it back to the shipping department to find the label.
3) Check with data department to find the invoice.

NOTE: If the shipping and data departments are closed, the label and invoice are still available to be found.  The only exception to this would be posters sent out UPS (a tracking number will be on the order detailed page).  Those orders go out same day and the carrier comes between 5:00 pm and 6:00 pm each day.  US mail picks up the following business day so we should have time to locate US Mail orders and any invoice before the morning pick-up.

If the shipping and data departments are closed:

1) Print out a copy of the order detailed page and take it back to the shipping department and leave it on the desk.  Make sure you note the page as to the order being canceled and that the label needs to be found.

2) Leave a copy of the order for the data department and a note stating that the invoice needs to be found.

Following these guidelines will greatly reduce the number of orders and invoices that are unnecessarily shipped out.

