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Sending a Newsletter Tutorial

Introduction

In this tutorial you will learn how to utilize the "Newsletter" module. You will create a group of
subscribers, then create a newsletter, attach a file to it and send it to a group of subscribers.

@Note:

To learn more about using the HTML editor refer to Using built-in HTML & Image editors tutorial.
If at any step something is not clear we recommend you to check Newsletter module help area

in the LISK Modules section of the Help Center.
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Accessing newsletter module
To access the "Newsletter" module:
1. Click Modules Management link on the left menu of your control panel.

2. Locate the Newsletter module in the Installed Modules list and click Manage link on the
right.

You should see a page similar to the one on the picture.

@

@ Subscribers List | ;| Send Newsletter | % Archive [4% Settings | (= Templates L
4+ Add Group

Current Location: Mewsletber CQuick jurnp to: | Mewsletier e
% Mame Subscribers
izeneral [12] 1 Rename xDelete [
Direct: Mai [85] 1 Rename xDelete [
Managers [=] I Rename xDelete [
Loval Customers [72] 1 Rename xDelete []
Special Offers [55] 1 Rename xDelete [
Cormpany Mews [39] 1 Rename xDelete [
Investors [9] I Rename xDelete []
Mew sers [1] I Rename xDelste []
e Al 1 e we Delete Selecked  FIFF

[4 Note:

It is assumed that the Newsletter module is already installed on your system. If you can not
locate it in the Installed Modules or Available Modules list, that means that it is not available for
your edition.
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Now let’s create a new subscribers group and add users to it, so we can send a newsletter to

this group of users.

. . ] . . . .
1. Click =& Subscribers list tab at the top to access the subscribers list.
2. Click the +Add Group link to add a new group.
3. Enter the name for the new group i.e. "New Users" and click "Submit".
4. In the subscribers list click your newly created group.
5. New page will open(refer to the picture). Click +Add Subscriber link, at the top, to add
new subscribers to the group.
6. Enter the email for the new subscriber.
7. Choose Add another record option to add another subscriber.
8. When done adding, click "Submit".
@

@ Subscribers List | | Send Newsletter | % Archive ({3 Settings | [[=| Templates T
<+ pdd Group >

Current Location: Mewsletter Quick jurnp ko: | Mewslether v
T Name Subscribers

General [12] 1 Rename xDelete [
Direct: Mail [55] 1 Rename xDelete [
Managers [=] I Rename xDelete F
Loval Customers [7z] I Rename xDelste []
Special Offers [85] 1 Rename xDelete [
Comparry Mews [29] 1 Rename xDelete [
Investaors [9] I Rename xDelete F
Mews Users [1] 1 Rename xDelete []

e Al 1 = EE we Delete Selecked  FIFF

E?Note:

You can also upload a list of users from an external CVS file by clicking I'-T-]Import CVS DB or

export the list of users of the current group by clicking :v*-'lExport CSV DB.
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@
Mewsletter: Subscribers |@

Iﬁ Subscribers List El} Send Mewsletter @ Archive @} Settings =| Templates

—
s i L —
Add Subscriber b 7 mport csv DB | (3 Export C5v DB

Current Location: Mewsletter * General Cuick, jurnp to: | General [v]
% Email

john@john. com BEdic XDelste [
jiliani@ernail . com BEdik ®Delete [ ]
help@help.com BEdic *Delete [ ]
philip@carnc,org BEdic *Delete [ ]
srithi@srnith. com BEdt XDelete [ ]
mark@email,com BEdt *xDelete [ ]
joselyn@aal,com BEdt *Delste [ ]
compary@aol, com BEdik ®Delete [ ]
email@email.com BEdic *Delete [ ]
rnary@mary ,com BEdi *Delste [ ]
111 2 - ¥ Delete Selecked ==
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Creating a newletter

1. Click the #Send Newsletter tab, you should see a page similar to the one shown on the
picture.

In the "Subject"” field enter the subject of your future newsletter i.e. "Company News".

In the "Template" drop down menu choose "General" template - or other template you
wish to use.

Enter the text for your newsletter using the built-in HTML editor.

Click "Browse..." to attach a file.

Select any file for the attachment and click "Ok"

Click "Attach” button for the file to get attached to the newsletter.

w N

No ok

You can delete and add new templates through the template section. Click the “= Templates
tab to access it.

@
Compose |>-' .
@ Subscribers List E]} send Mewsletter = % Archive [ Settings E:, Templates el
Subiject
Template ermpty ™
Body : Elsource (& & B B & s
Bo:BrUmx =i EESEEEQL D
HAHAO =0 ae e
_|F Stwle ~ Format ~ Fort - 15 -
Attachments Add attachment: Browse... [@ Attach
Filename File Size

Mo files atkached

[ Preview |
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Sending a newsletter

1. Click "Preview" button at the bottom. t.

To change the "From" field click “** Settings tab on the top.

Type in the text or email address, you want to appear in the "From" field of the newsletter
and click "Submit".

4. Click "Preview" button to go back to the preview page.

5. Set the "Send to" option to "Subscribers"”, since we are sending a newsletter to a group of
subscribers.

Choose the desired group i.e. "New users ".

Click "Send" to send the newsletter.

w N

N

@ Subscribers List || [| 3 Send Newsletter | % Archive [{%: Settings | =) Templates e

Subject A new newsletter
Fram email@your-compan , com
By

COM PANY LOGO Newsletter title.

Loretn spesum dolor sit amet, consectetuer adipiscing elit. WMaecenas feugiat consequat diam. hMaecenas me
purus, cursus a, commedo non, facilisis witae, nulla. Aenean dictum lacinia tortor. MNunc 1aculis, nibh non 1a
telis evistmod neque, sed orhate massa mauns sed velit. Mulla pretium trd et risus. Fusce mi pede, tempor 1
ullamecorper nec, enim. Sed tortor. Curabitur molestie.

5end to &) subscribers ) Custom
Group All "

Edit | =+ Send |
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Newsletter archive

After a newsletter is sent it is automatically copied to the newsletter archive (shown on the
picture). You can access it by clicking the 43 Archive tab.

Rk

@ Subscribers List || | j Send Newsletter | % Archive b4 Settings || (= Templates L
% Date % Subject
27 Apr 2006 Upcomming Events i e ¥ Delete
25 Apr 2006 Company News e x Delete
25 &pr 2006 Mew Project Launched pMiew ¢ Delete
25 &pr 2006 Open Yacancies pMiew ¢ Delete
22 Mar 2006 Sales and Promations pMiew ¢ Delete
I Mar 2006 Monkhly Update M x Delete
25 Feb 2006 Managernenk pMiew ¢ Delete
15 Feb 2006 Campany in the Press ey Delete
25 Jan 2006 Mankhly Update ipiew oy Delete
12 Jan 2006 Cur Mew Products e x Delete

111 2




