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How To Guide - Editing the Weekly Reminder Email

The system will 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 edit the text of this
message.

1. Goto "CONFIG" tab => "Manage Text Data".

2. Click the "pencil” icon beside the "Lunch Reminder" message. ()

3. Edit the message as required.

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

5. The entry labeled "Lunch Reminder - No Service This Week" can also be edited. It is the
message sent when there are no menus in the coming week.
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