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How To Guide - Deleting Orders
[bookmark: _GoBack]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 "View All" or any other button in the second row of buttons that may be more appropriate.
4. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\edit.png]Find the order and if the status is "Paid" click the "pencil" icon to edit the order header.  Change the order status to "Unpaid" and save the change.
5. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\delete.png]Locate the order and click the "delete" icon beside the order and then confirm the delete.
6. The parent's account will automatically reflect the change if the order was "Paid".
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