[image: ]

How To Guide - Sending Emails to Users Who Owe Money
The Email Broadcast System is used to send formatted messages to all users or to selected users with optional attachments.
1. Go to the "EMAIL SYSTEM" tab => "Send Emails to Users"
2. Select the "Email Message" to send.  It will be in the "Email Message" drop down list and will be titled "<school name> Hot Lunch Money Due".  If you wish to edit this message refer to the "Creating Email Messages" guide.
3. Scroll down to the "User Balance Owing" field and select either "Greater Than Zero" or "Greater Than Specified Amount".  If you choose "Specified Amount" then you can enter the amount in the next field.
4. Scroll to the Bottom of the page and click "Send Broadcast Email".
5. On the next screen click "Send Emails". 
6. [bookmark: _GoBack]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.
This email will be sent to all the users with a balance either greater than zero or greater than the amount you specify.
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