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How To Guide - Merging User Accounts
You may need move all transactions and students from one user account to another one.  This is usually when family has ordered with a paper order and now wants to go on-line, and the system will not let them add their children to their new account.
1. [bookmark: _GoBack]Go to the ADMINISTRATION" tab => "User Accounts".
2. Click the "Merge Accounts" button at the top of the screen. 
3. Select the "Source User Account".  This is the account that currently has all the students, orders and payments attached to it.
4. Select the "Destination User Account".  This is the new account the parents have created.
5. Click "Merge Accounts" and all the transactions from the source user account will be moved to the destination user account, merged with any transactions in the destination account.
6. The system will also create a "TRX Note" in the source account indicating that all transactions were moved to the destination account.
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