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How To Guide - Deleting Paid Orders 

Deleting paid orders is done by finding the order, either on the "Students" page, the "Account 

Summary" page of the parent, or form the "Schedule Summary" page for the schedule by viewing all the 

orders. 

1. Find the order and click the "pencil" icon to edit the order header.  Change the "Order 

Status" to "Unpaid" and save the change. 

2. You can then click the "delete" icon beside the order and then confirm the delete. 

3. The parent's account will automatically reflect the change if the order was "Paid". 

 

 


