
Old Email - Newsletters
Built into your website and included in your subscription is the ability 
to create Newsletters using Recent News Articles on your homepage.  
This was our original model for eNews, it doesn’t have all the bells and 
whistles of eNews, but it does let you send out a simple newsletter 
based on the content on your homepage.

Take a look at the sample below:
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Logo is added from 
your website

Issue title is 
customisable

Body of email can 
include your “Message 
from the Principal” or 
other important 
information not 
included in your 
Recent News Articles.

Choose which Recent 
News Articles should 
be published in this 
issue



• Old Email works by sending an email directly from your 
website to your database of subscribers.

• We can import a database from a spreadsheet – this can be 
updated each year.

• You can break your subscribers into groups if you choose (eg.
Year 1, Year 2 etc) or you can have one global group (eg.
Newsletter)

• You can also get your parents to self-subscribe with a built in 
widget  where they can fill in their details and an email goes to 
your office to approve an assign to appropriate group/s.

• STEP 1:  Create your subscriber group/s

• STEP 2:  Send your subscriber database to helpdesk@update-
ed.com.au to import into your website.
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mailto:helpdesk@update-ed.com.au
mailto:helpdesk@update-ed.com.au


• Create the recent news articles that you would like to push out 
in a newsletter.  For a guide on this step – see “Working with 
Recent News” 

• Once you have created all your articles, it is time to launch your       
e-Newsletter.  

• Go to COMMUNICATE – Old Email – Add Mail
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• From and From Email are pre-populated from your website, but you 
can override these.

• Subject is the name of the Newsletter (or title of email)

• You can set a date/time to send the email using Schedule 
date/time but leave this blank for now.



• The CONTENT section is the body of the email.  Here is a good 
place to put your Principal’s message and other important 
reminders that are not appearing in the Recent News Articles that 
you will be attaching.

• Underneath the content section you will see “Useable Constants in 
Body Content” these are short pieces of code that will help you 
build your eNewsletter.  See below:
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• Copy and paste your Principal’s message or type directly into the 
content section.



• We can now add our Usable Constants – see below
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• @@name@@:  This will address the email to the first name of the 
subscriber.

• @@recentnews@@ and @@pages@@ will allow you to attach 
relevant articles and pages

• @@quickview@@ will allow you to attach the upcoming dates for 
your community



• Select the recent news articles that you wish to send out – ensure 
that you hold down CONTROL on your keyboard when selecting 
multiple articles.
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• Select the group/s that you wish to send the newsletter to and hit 
SAVE.

• In the content of this email we referenced two pages from the 
website – School Council and Term Dates.  We will add these to 
the email also.

• You can preview your newsletter by hitting SHOW.
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• Issue Title

• Content

• Recent News Articles
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• QuickView dates from 
calendar

• Attached Pages that 
were referenced in the 
content of email

• Once you are happy with the result – hit SEND!


