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How To Guide - Flagging Email Recipients
[bookmark: _GoBack]The Email Broadcast System is used to send formatted messages to all parents or to selected parents with optional attachments.  It is sometimes necessary to select a group of recipients based on complex criteria such as people who have ordered not ordered in a schedule.
1. Go to "EMAIL SYSTEM" tab => click "Flag Email Recipients".
2. Set all flags to a default value of your choosing.  A reasonable choice would be set all flags to "Yes" to start. This means that all users have a flag value of "Yes".
3. Then in the second box select your schedule and choose to set the flag value to "No" and click the "Set All User Flags" button in this box.  This will flag all parents who have ordered in the schedule with a "No" value.  This would result in the users who have not ordered in this schedule still having a flag value of "Yes" as they will not be updated in this step.
4. Then go to "EMAIL SYSTEM" => "Send Emails to Parents" and select "User Flag Value" of "Yes".  This will send your email to all the users you had previously flagged as "Yes", excluding those who have orders in the selected schedule.
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