LOW BALANCE LETTERS

If you do not have a Websmartt icon on your computer, type
https://websmartt/websmartt

| Address I

kbps: [ websmarktwebsmartk j

. Click “Yes” when the Security Alert box appears
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. Type in the user ID and Password, then hit the enter button or click
“Login”

User ID: Il:lﬁ'II:EHE

Password: I-----

¥ Remember my User ID on this computer

Using the down arrow E‘ select the appropriate site
Current Site:

|h-'1urdj,r j

Murdy Pre-School

Customers
. Click on the “Customers” tab \—‘ (located towards the top of
page)

. Choose “Customer Reporting”

o Customer Reporting - Select to view customer reports,

Using the down arrowE‘, select “Low Balance Letter”
Report Hame

| Low Balance Letter j




8. Using the down arrowEI, select “Low Balance”
Group

|L|:|w BEalance hd

9. Keep Range default “All”
Range

| Al |

10. Using the down arrowEI, select “Homeroom”
Level 1 Sort

|H|:|mer|:u:|m j

11. Using the down arrowzl, select “Last Name”
Level 2 Sort

|La5t Mame j

12. Using the down arrowzl, select “First Name”
Level 3 Sort

|FirstName j

13. Click “View” Eaiisuis

14. Press SPACEBAR or hit ENTER to activate/use control
lF'ress SPACEBAR or ENTER to activate and use this contral| 1 of 14+ P M o= |J ih

15.Use back ﬂand forth ﬂarrows to toggle through the pages
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16. Click on the printer icon & 10 print

17. Click on the “X” .=181Xl to close list\report

18. Always click on “Logout” before closing WebSMARTT

19. Click on the “X” =18I%l to close WebSMARTT webpage

See Low Balance sample letter on last page




Print a List of Low Balance Letters (not required)

1.

~

Follow steps 1 thru 6 above

Using the down arrowEI, select “Customer List with Account
Report Name

Balances” | Customer List with Account Balances j

Using the down arrowzl, select “Low Balance”
Group

ILDW Balance -

Keep Range default “All”

Range

f Al =l

Using the down arrowzl, select “Homeroom”
Level 1 Sort

IHDmerDDm j

Using the down arrowzl, select “Last Name”
Level 2 Sort

ILaSt Mame j

Using the down arrowzl, select “First Name
Level 3 Sort

|FirstName j

Click “View” Ealsuis




Sample Low Balance Letter

Murdy

14851 Donegal Dr.
Garden Grove, CA 32644

D41 672009

T the Parent or Guardian of:

CHRISTIMAL DO Bar Code : 2514
B141 SINCLAIR AVE Grads - 04
WESTMIMSTER, CA 92823 Homeroom : 044

Itis now time to add fo your chidd’s meal account. Please send cash or check for a minimum
of $10.00 as soon a5 possible, se there is no disruption in meal services. Please molude your
Driver's license number on all checks, OR go to MyLunchMoney.com

Ahora es tiempo de agregar a la acuenta de la comida de su nifio. Envie por favor en
efectivo o cheque wn minimo de $10.00 lo mas pronto posible para que ne haya ninguna
interrupcion en los servicics de comida. Incluya per favor su numerns de licencia de conducir
en todos los chegques.

B3 dén gir dong thém tién 3n cho con em gui vi. 42 tranh khéng bi gidn doan Xin géi tién m3t
hodc ngan phigu tai thifu 13 $10 cang sdm cing 10t dn wan phong triréng. néu trd bang ngan
phigu xin ghi 50 bang 1§i xe trén ngdn phidu.

Sincerely,

Horeurdp bl

Karen Pap
Director, Food Services
T14-883-6155

The curent account balance for the student Isked soove 15: £5.00
El balance al comente 02 13 cuenta IIstacs amba s 55.00
54 tién con I3l clia hge sinh tinh 98n ham nay a: $5.00
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