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Send a test newsletter first to make sure you’re happy with it.

To do this:

Email System

Please Note: Always remember to send test emails to yourself or other staff first so that you can check links and images work as expected.
Step 1: Group Country State Suburb
Filter Recipients Newsletter Test = | |(Unspecified) = | |(Unspecified) « | [(Unspecified) -
Public Australia Outside US Mooloolaba
| SelectAll | ClearAl || SelectAl | ClearAll || SelectAl | Clear Al | [ SelectAl | Clearal
Postcode
(Unspecified) -

4556

* To select or deselect individual items per category, hold down the CTRL key on the keyboard

Step 2: ¥iSend to 2 recipients?
Database Recipients

Step 3: ‘ |

Additional Recipients
* Please enter each additional email address, separated by a ;' (semicolon), ' (comma) or ' ' (space).

Step 4: ‘ p

Email Subject

Step 5:

Email Message Short title
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Step 6:
Specify the sender’s Sender Name: ‘

name and address Sender Address: ‘pu5hproducl\ons,kook@gma\l,com ‘
Send Email | ofem— Q
lewsltem',")

Once you’re happy with the test, send to all users by going back to Create Email, but select the group
Public instead of Test:
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