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Cancelling an Order 
CALYX 

Follow these steps to cancel a Calyx order.   

 

1. From the 360 ribbon, click the Login button  

2. Once logged in, click the 360 Queue button 

 

 

 

3. From the Views drop-down, select your Saved View  

 

 

 

Your Queue populates with all Calyx transactions for your Branch. 

   
 Each transaction has two entries that must be cancelled: 

〉 Escrow  

〉 Title  

 

 

4. Highlight the 
applicable order  

5. Click the Cancel  
icon  

 

The SPS Order opens in the background and the Cancel window displays. 
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Cancelling an Order 
CALYX 

 

6. Check the I Agree check box; click Submit 

 

 

 

 

 

 

 

7. From the Order Status 
window, click the Finish 
button 

 

 

 

 

 

8. With the SPS Order still open, click the Queue tab 

9. Highlight the 
second 
(remaining) entry 

10. Repeat Steps 5-7  

 

 

 

11. Notify the Customer that sent the order to completely cancel the transaction 

12. Proceed with cancelling the SPS order (use CTL+ALT+X keyboard shortcut to cancel the order in SPS and 
smartVIEW)  

 

The Queue now shows the 
Order as Cancelled.   

 

 


