
Instructions for Creating an email newsletter to send to a list through the Newsletter plugin. 

Click on Newsletter > Newsletters then click on Add new 

 

The following window will come up, select one or just close it and start from scratch. 

 

 

 

 

 

 

 

 

 

 



The following window will come up.  

 

 

Enter your Subject title 

 

Now you can start to build your email from the blocks section on the right, drag them across to the left body section. 

You can add Image block, or Text block, or Heading block, any block on the right side to be on the left side… etc. 



 

Once you have finished creating your email, save it, then click on Next 

 

 



Select the List that you want to send your email to, click on the All text to select your list 

  

Once you have selected it you can click on the send now or schedule the email to be sent later. 

 


