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How To Guide - Configuring the Weekly Reminder Email 

The system can send a weekly reminder to all registered parents notifying them of their order for the 

coming week and of any upcoming events entered into the event calendar.  You can configure the 

weekly reminder by editing the "Application Profile". 

1. Go to the "ADMINISTRATION" tab => select "Edit Application Profile". 

2. Scroll down to the bottom of the form to find the fields for the weekly reminder.  

3. The "Weekly Email Reminder Title" is the subject of the email message. 

4. The "Weekly Email Reminder Day" is the day of the week that the email reminder will be sent.  If 

you select "None" the email reminder will not be sent. 

 

Once configured the system will automatically send a reminder to ALL registered parents in the system.  

The message will consist of your Text Data message, the upcoming events in the event calendar and the 

items that the parent has ordered for the coming lunch menu(s). 

 

 


