

[image: ]
How To Guide - Changing the Owner of an Order
Changing who an order belongs to can be done from the student administration screen.  You may need to do this when merging user accounts.

1. Go to the "ADMINISTRATION" tab => click "Students" => find the student
2. [bookmark: _GoBack]Edit the student
3. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\edit.png]Click the "pencil" icon to edit the order header.  Change the "Ordered By" to a different student and save the change.

Once all the orders have for a student have been assigned to another student you will be able to delete the original student.
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