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How To Guide - Closing or Deleting a Schedule
Once a schedule has been completed it should be "Closed" or perhaps "Deleted".  The reason for this is to keep the parent screens cleaner by not displaying schedules that they can no longer access.  Especially after a year end when all the orders have been deleted.

1. [bookmark: _GoBack]Go to the "ORDERS" tab => select "Current Schedules".
2. Beside each schedule name are a number of icons that will allow you to:
· [image: ]Edit the schedule
· [image: ]Change the status to "Pending"
· [image: ]Change status to "Active"
· [image: ]Change status to "Closed"
· [image: ]Delete Schedule
3. Parents will only see "Active" schedules when managing their orders and students.
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