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How To Guide - Deleting Unpaid Orders 

Deleting orders is most easily done from the schedule summary page. 

1. Go to the "ORDERS" tab => hover over "Current Schedules" => select the schedule. 

2. Click the "View Orders" button at the top of the page. 

3. Click "Unpaid" to list the orders with status "Unpaid". 

4. Find any order in the list that you wish to delete and either click the "X" to delete the 

order and then confirm the delete, or click the 6th icon to change the status to 

"Inactive". 

5. If you wish to delete all the "Unpaid" orders then scroll to the bottom and click the "Delete 

Unpaid Orders" button. 

6. The parent's account will automatically reflect the change. 

 

Please note that deleted orders cannot be recovered. 

 


