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How To Guide - Sending to People Who Ordered an Item 

The Email Broadcast System is used to send formatted messages to parents who ordered a selected 

item. 

1. Create your message first. 

2. Go to the "EMAIL SYSTEM" tab => "Send Emails to Parents" => select the "Email Message" to 

send. 

3. Scroll do to the field "Menu Item Ordered" and select the menu item(s) in the selected menu(s). 

4. Scroll to the Bottom of the page and click "Send Broadcast Email". 

5. On the next screen click "Send Emails".  

6. Emails are sent every few minutes by the system depending on the current system load and the 

number of emails.  Monitor the email logs and your emails will be sent within 5 to 10 minutes. 

 

When setting parameters, it is important to only select the parameters that you need.  If you select too 

many you will often get no parents who match all the parameters. 

 


