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Note:  You must be a Registered User with a User ID and Password in order to cancel/void a credit card 
Payment. 

 
1. Log in to the online payment portal  

https://purdue.university/onlinepay 
  

2. From the Welcome to the Electronic Payment System 
Enter your User ID and Password  Click on Log In 
 

3. Select from the left side of the screen, Pending Payments to view, Edit and Delete your 
pending payments 
 

                                  
 

4. From the Pending Payments screen select the pending payment(s) you wish to void/cancel 
 
a. Click the radial button next to the payment you wish to cancel/void/delete 
b. Click Delete Payment to go to Delete Payment Verification -  Invoice screen 

Note: if the Delete Payment button is not present, the credit card payment has processed 
and cannot be deleted 
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c. Review the payment(s) you wish to cancel/void/delete 
Note:  if the payment you wish to cancel/void/delete contains multiple invoice payments 
the entire payment amount will be deleted when you press confirm. You cannot void just 
one of the multiple payments. 
1) Scroll down to select Confirm to cancel/void/delete or Cancel to cancel the request  

 

                                                                

                                                              
 

d. Final Step – scroll down to click on OK to process the cancel/void/delete request 
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5. Confirmation email will be sent to email address in your user profile 
 

                              
 
 
 
 
 
 
 


