
 

 

 

 

 

 

 

 

 

 

 
 
Editing &  
Cancelling Orders 
 

This guide explains how to access an existing order in the  
myDVG Customer Portal, review the order status, and  
use available actions to edit, cancel, or reorder items.   
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GETTING STARTED          

Use this guide when you need to make changes to an existing order or create a reorder 
in the myDVG Customer Portal.  

Before you begin, keep the following in mind:  

• Editing is only available when the order status is Order Received.  
• Reorder creates a new order with existing items.  
• Line items can be edited, deleted, or canceled.  
• Verify all changes before confirming updates.  

 

 
Reminder:  
Review the order status before selecting an action.   

 

 Step 1: Open My Orders or Recent Orders  

From the dashboard, go to My Orders or select an order from Recent Orders.  
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REVIEW ORDER STATUS         
 
Step 1: Review the available order statuses 
Review the order status to determine which actions are available. Statuses shown 
include Order Received, In Process, Partially Shipped, and Shipped 
. 
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Step 3: Locate an order with Order Received status 

Select an order with Order Received status when the goal is to edit an existing order. 
 

 

 
 

 
Note:  
Editing is only available when the status is Order Received.    
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EDITING & CANCELLING AN ORDER      
 

Step 1: Open the actions menu 

Click the three action dots next to the order. 
 

 
 

Step 2: Review the available actions 

The available actions include Edit Order, Cancel Order, and Reorder. 
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EDITING AN ORDER          
 
Step 1: Choose Edit Order 

To edit an order, choose Edit Order from the available actions menu. 
 

 
 

Step 2: Modify the order as needed. 

•  Add new items  

•  Change quantities  

•  Delete items  
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CANCEL ITEMS           
 
Step 1: Choose Cancel Order or cancel selected line items 
To cancel items, select the applicable line items and confirm the cancellation. 
 

 
 

Step 2: Confirm line-item cancellation 
Review the cancel line-item confirmation window, then confirm the cancellation to 
complete the cancellation action. 
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REORDER ITEMS           
 
Step 1: Choose Reorder 

To reorder, select Reorder from the available actions menu. 
 

 
 

 
Step 2: Review the new order 
The reorder action creates a new order with the same items. Edit the order as needed 
before continuing. 
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COMPLETE THE CHANGES         
 
Step 1: Confirm updates to complete changes 

Before submitting or continuing, review all order details, item quantities, deleted items, 
canceled line items, and reorder changes. 

 
 
 

KEY REMINDERS           
 

• Editing is only available when status is Order Received. 
• Reorder creates a new order with existing items. 
• Line items can be edited, deleted, or canceled. 
• Verify all changes before confirming updates. 

 
 
FAQS              
 

Q: When can I edit an order? 

Editing is only available when the order status is Order Received. 
 

Q: What actions are available from the order action menu? 

The available actions shown are Edit Order, Cancel Order, and Reorder. 
 

Q: What happens when I select Reorder? 

Reorder creates a new order with the same items, which can be edited as needed. 
 

Q: What should I check before confirming updates? 

Verify all changes before confirming updates. 
 


