Delete an Individual Fee
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Jackrabbit provides several ways to delete or 'undo' transactions posted in error. Specific user
permissions are required in order for a user to delete transactions. See Managing Users for
details on changing user permissions.

1. GototheFamilyrecord. Inthe Transactions tab, locate the fee you'd like to delete.
2. Clickthe Garbage Caniconto the left of the fee.
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3. Ifthefeeis not linked to a payment, the Confirm Delete Transaction box will pop up. Add a
Comment/Reason (optional and not reportable).

Delete Transaction

Date: 12/6/2021 id: 391190195
Type: Tuition Fee
Amount: 91.38

Comment/Reason: |
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4. Click Delete.
o Ifthefeeis linked to a payment, a pop-up box will open letting you know you need to unlink
the feefirst. Click OK to close the box.

Delete Transaction

Cannot Delete Transaction

This fee canncot be deleted. It has 1 related payment(s).
Toview related payments, edit the transaction.

5. ClickthePencil iconto the left of the fee.
6. Click View X Related Payment(s) on the bottom in the Edit Transaction window.
o Ifyou aresureyou want to unlink the fee and payment, click Unlink Fee.



7. Click OK.
8. Click OK again.
9. Click Save Changes.
10. Follow Steps 1-4 above.



