
Sending Customer Newsletters

1. Log into ADMIN.

2. Click on TOOLS.

TOOLS is at the bottom right of the ADMIN area.
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Introduction

You've built  up a customer base 
for  your new shop.  How  do you 
keep  in  touch  with  these 
customers?

This guide tells you how to send 
email newsletters to customers.

Quick Guide

1. Log into ADMIN.

2. Click on TOOLS.

3. Click on NEWSLETTER 
MANAGER.

4. Click NEW NEWSLETTER.

5. Select the kind of newsletter 
you want to send.

6. Enter the newsletter title.

7. Enter the newsletter content.

8. Click SAVE.

9. Click LOCK.

10.Click  SEND  to  see  the 
newsletter 's mailing details.

11.Click  SEND  to  send  the 
newsletter to customers.
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3. Click NEWSLETTER MANAGER.

NEWSLETTER MANAGER is in the Administration menu on the left hand side of the screen, in the TOOLS section.

The Newsletter Manager will open, displaying a list of existing newsletters. If no newsletters currently exist, the list 
will be empty.

2



4. Click NEW NEWSLETTER.

A blank newsletter will open, ready for you to select settings and enter text. 
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5. Select the kind of newsletter you want to send.

Click the Module drop down box, and choose the kind of newsletter you want from the list.

By default, osCommerce provides two types of newsletter: the basic 'newsletter' and  'product notification'. 

The basic newsletter automatically gets sent to all customers subscribed to the newsletter mailing list. 

The 'product notification' newsletter gets sent to customers who have requested updates about specific products. 
(For more information about this kind of newsletter, see the Product Notifications section on page 10.)

The step-by-step instructions in this guide outline the creation and sending of a basic newsletter.

6. Enter the title of your newsletter.
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7. Enter the content of your newsletter.

By default, you can only add plain text newsletter content. (Contact your web developer about modules that allow 
you to add images and formatted text to newsletters.)
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8. Click SAVE.

Your newsletter will be added to the Manager's list of existing newsletters. 

The  list entry shows you basic information about your newsletter. For example, you can see that:

• Your newsletter is 24 bytes in size

• You selected the basic 'newsletter' module

• The newsletter hasn't been sent out yet 

• The newsletter is unlocked
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9. Click LOCK.

An unlocked newsletter can only be previewed or locked. You need to lock your newsletter in order to edit, delete, or send it.

Once the newsletter is locked, the extra options become available at the right of the screen.

10. Click SEND to see  the newsletter's mailing details.
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Here you will see the newsletter text, as well as the number of customers signed up to receive the newsletter. This 
gives you a chance to confirm these details before you finally send the newsletter out to customers.

If you want to go back and edit the newsletter, click CANCEL.

11. Click SEND to send the newsletter to customers.
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After  SEND is  clicked,  the  Newsletter  Manager  displays  an  alert  as  it  sends  the  newsletter  to  all  subscribed 
customers. The “Finished sending e-mails!” message lets you know when the mail-out is complete.

You have now sent your newsletter out to all subscribed customers.
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Product Notifications

Sending a product notification is almost the same as sending a basic newsletter. But instead of 
using the store's newsletter mailing list, product notifications go out to customers who have asked 
for product information via the store's Notifications box or the order confirmation page.

If  you have product news you want to share with customers, creating a product notification sends the information 
exclusively to customers who have requested updates about that product.

The process for creating a product notification is identical to that of creating a basic newsletter, except that when you 
click SEND at step 10 you will see the screen below. This is where you specify which products your notification links  
to, so that osCommerce sends the notification to the right customers.

Clicking the GLOBAL button links your new notification to all products in the catalog. Otherwise, select a product that 
relates to your notification. 
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Clicking the 'add'                   button adds the product to the Selected Products list. When you've finished adding  
products to the list, click SUBMIT. 

This completes the selection process and takes you to the usual mailing details screen at step 10.

Clicking SEND will send the product notification to customers.
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