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Transferring a lesson 

Staff users can now transfer a single lesson in an order to another lesson. 

On the Orders > an order > Order details page, staff users can select the checkbox next to a lesson to transfer (only 

single lesson transfers are currently supported) and then click the Transfer lesson(s) button to open the Transfer 

page: 

 

 

On the Transfer page, the selected lesson to TRANSFER OUT is listed. Staff users can select the replacement lesson 

by clicking the TRANSFER IN > + Transfer In link, selecting the required lesson and then clicking the Next button: 
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Staff users can then select the date of the TRANSFER IN lesson from the displayed calendar and then click the Next 
button: 

 

Staff users can then select the timeslot of the TRANSFER IN lesson and then click the Next button. 

• To edit the price to charge for the TRANSFER IN lesson, click the Edit price link. 
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Staff users can view Participant information for the transfer-in lesson and acknowledge receipt of waivers for the 
transfer-in lesson (if any): 

 

Staff users can then review the transfer and if required, edit the TRANSFER IN lesson by clicking the  icon: 
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Staff users can then then pay for the transfer by clicking the Next button to proceed to the Check out page: 

• If required, staff users can enter and Apply a Transfer fee. 
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After entering Payment information and clicking the Pay now button, the transfer confirmation is displayed: 
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Clicking the Finish button re-opens the Order details page with: 

• The transferred-out lesson tagged Transferred Out. 

• The Transfer lesson transaction listed in the Order history section. 
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Staff users can view Transfer lesson transaction details by clicking the Order history > Transfer lesson > View 
transaction link: 
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Staff users can click the: 

• Previous link to open the previous transaction by date/time. 

• Next link to open the next transaction by date/time. 

• Transferred to order link to open the transfer-in lesson order details page: 
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