Importing from CSV

You can import the newsletter subscribers from a CSV file, by uploading a CSV spreadsheet file of addresses. ocPortal is quite flexible in supporting different layouts– it will try and auto-sense things. The rows of the file representing addresses should match the same format the software exports with ( on the 'View subscribers' screen).

 You can set these subscribers as New Subscribers or Not Subscribed, based on whether you wish to import these people or mark them for deletion.

To import newsletter subscribers navigate to Admin Zone, Tools->Newsletter->Import newsletter subscribers.

[image: image1.png]© Home - Admin Zone » Tooks » Newsletter - mport newsL...r subs cribers

Import newsletter subscribers

Newsletter [co ™

Upload *

PIOAD™ Upioad a csv preadseet fle of address The owsof the il representing
addressesshould match the same format the software exportswith (an the View
s rbers screen)

S— ]

Settings *

New subscribers ~

Whether you wish to import these people o markthem for deletion (Mot subs: ibedt).

Importnews|etie; Criber




Note that if you are using interest levels, each set of users with a different interest level should be stored in a different CSV file, as when you import them they would all be imported to the same one.

Periodic Newsletters

The software can automatically generate "New Content" newsletters on a periodic basis, rather than having to send each issue out manually. Here you can choose to make a periodic newsletter based on categories, or continue without a periodic newsletter.

This feature allows you to send newsletters by pulling out content from your website and works really well as a general update email. It helps to quickly inform your members with new news and items which they may have missed.

To generate newsletter on a periodic basis, navigate to AdminZone,Tools->NewsLetter->Send Out issue:New Content.

This will take you to a new screen to send/schedule new content. The last option on this screen allows you to choose whether this will be a periodic email or not. Once you click ‘Next’ you will be taken to a form similar to the form in the content section will be pre-populated with the content which you selected earlier. 

The preview will give you both HTML and Plain text versions of your email. And  If everything is ok click ‘proceed’ to send your email.

Sending NewsLetters
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Newsletters are created using Comcode, and sent out in a dual format: both text and HTML. Most users will be able to read the HTML variant, as this is now by far the standard for common e-mail messages; however if they have this disabled, or an unusual e-mail client that cannot read HTML mails, then they will see the plain text version, which is your original Comcode.

When you send a newsletter you choose where to send it. Usergroups/newsletters with no members (to be precise, no members that can receive emails) will not be shown as options.

Inorder to send newsletters navigate to adminzone->Tools->NewsLetter->Send Out issues,

which will take you straight forward to a form to fillin.

In order to change the newsletter appearance, to something more pleasing, you may wish to edit the NEWSLETTER_DEFAULT_FCOMCODE template. This is a template that defines the default newsletter, and hence you may fill it with Comcode to surround your actual newsletter text, such as to format your newsletter mails in an attractive manner. Also, the US CAN-SPAM act and the UK-equivalent (and likely many other laws in various countries) require you to include a physical address in your mailings, so you should include this in the template. You also are likely to want to edit the MAIL_WRAP template, which defines how e-mails generally look. You will almost certainly want to edit these templates within the default theme, because if you are sending newsletters from the Admin Zone almost certainly the default theme will be the active theme when the newsletters are generated.


On the 'compose newsletter' screen there is a link to view newsletter subscribers. This will show all newsletter subscribers at all subscription levels.

When composing your newsletter you will be given a choice to send it out at a scheduled time. This is particularly useful for companies that need to coordinate a marketing plan.

Before your newsletter is sent, you have an opportunity to preview it, so you can ensure it is correct. Look at your preview carefully, as it is easy to make minor typographical or layout mistakes that would affect the professionalism portrayed in these bulk e-mails. You will also be e-mailed the newsletter during the preview stage so that you can perform the ultimate check.

If you have CRON enabled, once you proceed to send the e-mails to individual members will be put in 'drip' queue, and mails will be sent out on a cycle. This works around server limits and avoids overloading the server.

Advanced HTML layout and Putting readers names into the newsletters.

You can create full HTML newsletters, with readers name and embedded unsubscribe links, using newsletter templating.

Creating templated newsletters is best shown by example (this is the newsletter itself, fed into the field when you send the newsletter, or put inside the NEWSLETTER_DEFAULT_FCOMCODE template that prepopulates that field):

Code

<html lang="{$LCASE*,{$LANG}}" dir="{!dir}">
<head>
<meta http-equiv="Content-Type" content="text/html; charset={!charset}" />
<title>{title*}</title>
</head>
<body>
   {$,Try and figure out the best greeting from the data available - we prefer to welcome people by forename but we might not have it}
   <p>Dear \{+START,IF_NON_EMPTY,{forename}\}{forename}\{+END\}\{+START,IF_EMPTY,{forename}\}{name}\{+END\},</p>

   {$PARAGRAPH,{$?,{$IS_EMPTY,{CONTENT}},Your text goes here.,{CONTENT}}}

   \{+START,IF_NON_EMPTY,{unsub_url}\}
   <p>You're receiving this newsletter because you subscribed at some point. Not interested anymore? <a href="{unsub_url*}">Unsubscribe</a>.</p>
   \{+END\}
   \{+START,IF_EMPTY,{unsub_url}\}
   <p>You're receiving this e-mail because you are a member on {$SITE_NAME*}.</p>
   \{+END\}
</body>
</html>

Note how the example includes the 'html' tag, etc – it is not a snippet, it is a full piece of HTML. This is optional, but if you do write your newsletters like this ocPortal will be clever enough to bypass wrapping the newsletter in the standard 'MAIL' template.

You have the following template variables available to you (beyond all the default capabilities of Comcode):

· title, The subject line of the email (and also the equivalent of '{TITLE}' in the MAIL template)

· forename, The forename of the subscriber (may be blank if it is not known)

· surname, The surname of the subscriber (may be blank if it is not known)

· name, The full name of the subscriber (either a combination of forename and surname, the members username, or the NEWSLETTER_SUBSCRIBER language string – depending on what data is available on the reader)

· member_id, The member ID of the subscriber, or blank if there is no discerned member ID

· email_address, The email address of the subscriber

· sendid, A special code identifying the subscriber (starts with 'm' if it is a member, or 'n' if it is a newsletter subscriber)

· unsub_url, A URL to unsubscribe from (one-click unsubscribe for newsletter recipients, a link to account settings for other recipients). If you are using unsub_url in a Comcode newsletter it is very important not to insert it plainly, as ocPortal will look at the link for a link caption and incidentally click that link for every user. Instead use a Comcode 'url' tag and hence tell ocPortal what caption to give the link.


If you are going to go down this path it is strongly recommended to tick (check) the 'HTML only' box when you go to send your newsletters, as the auto-generated text equivalents will not be easily readable.
The vast majority of email applications have HTML capabilities nowadays, so you are not really sacrificing anything if you do this.

This bit may confuse you: {+START,IF_NON_EMPTY,{forename}}{forename}{+END}{+START,IF_EMPTY,{forename}}{name}{+END}
It is saying "if the forename is available, use the forename, if the forename is not available, use the username".

