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How To Guide - Editing the Various Messages and Emails 

The system has a variety of messages and emails that are used in the system.   

 

For example there are: 

 

• Lunch Reminder Email - sent weekly to parents 

• Parent Reminder Email - sent when parents have forgotten their user id or password 

• Parent Registration Message - sent when parents register for an account 

• Remittance Form Message - printed on the payment remittance form 

• Staff Notice - printed on staff notices 

1. Go to "CONFIG" tab => click "Manage Text Data". 

2. Click the "pencil" icon beside the message or email you wish to edit.  

3. Edit the content as required. 

4. When you have finished editing the message click "Update" to save the message. 

 

These entries are all text as they are emailed as plain text or printed on PDF's generated by the 

application.   

 


