Advanced newsletters

 The following tutorial describes the advanced newsletter features provided in the ocPortal. The available features include Importing from CSV, Periodic Newsletters, Sending out, Advanced Html layout and adding readers name .

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.
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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, 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 Out
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ocPortal has an inbuilt email newsletter system which will allow you to send out  newsletters based on the content you have added to your website.

Inorder to send out newsletters navigate to adminzone->Tools->NewsLetter->Send Out issues,which will take you straight forward to a form to fill in.

In this form you will need to fill in details like Subject  and content for the newsletter, from email address and from name . Also you need to set which usergroups you wish to send the email to or you can upload a CSV file of users to send the email to. You can also set whether to send the newsletter in HTML-format only or whether to include text version also. 

Before your newsletter is sent, you have an opportunity to preview it, which will give you both HTML and Plain text versions of your email, so that you can ensure it is correct. Look at your preview carefully, for any 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.


ocPortal also provides an option to send an automatic update based on the content you have added to the ocPortal website. For this option first you need to navigate to adminzone->Tools->NewsLetter->Send Out issue:New Content. For more details refer Periodic Newsletters section.

Advanced HTML layout and Adding Readers Name

This section looks similar to existing tutorial under Templated newsletters section

http://ocportal.com/docs9/tut_newsletter.htm#title__5

