
Billing Reminder Emails 

 

Guest users may also receive a copy of the billing reminder emails that students receive. 

 

The student may request to have their guest or guests receive a copy of the Billing Reminder 

emails that they receive.  Students may make this request by simply checking a box on the 

guest access page (see last option listed below “Receive Billing Reminder Email”).  

 

 

Start by going to the Manage Guest Access link in the Popular Links sections.  

Select guest, click EDIT, and then check box for “Receive Billing Reminder Emails”. 

 

 

 
 

 

 



 

 

Guests will need to have “confirmed” status before the emails will be sent out. 

 Therefore, a new guest will need to confirm his/her initial access first 

before receiving the informational email below. 

 

 While currently confirmed guests will receive the following informational 

email as soon as the student checks the box “Receive Billing Reminder Email” and clicks 

the SAVE button. 

 

This email explains what to expect: what they will receive, why each is sent, and 

what action to take. It also explains that the student is the only one who may 

grant or cancel this access. 

 



 
 

Then anytime one of these three emails (New Activity, Due Date Reminder, or 

Missed Payment) is sent to the student, the guest will be blind copied on it. This 

means that the guest will see the student’s name listed in the sent “TO” field but 

the student will not see the guest’s name or email address on the email they 

receive. 

 

This was done for the privacy of the guest so that if the student had more than 

one guest with this access, we would not be giving out email addresses of the 

guests in the cc field of the email. 

 

Should a guest no longer wish to receive these emails or a student decides to 

cancel this access for one of his/her guests, the student just removes the check 

mark from the box and clicks SAVE. 

 

Immediately, the guest will be sent a CANCELATION OF BILLING 

REMINDER EMAILS email that looks like this: 

 

 



 
 

 


