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Communicate in style. Send formatted emails that back up your brand and talk to the 
subject matter. 

Smallbox CMS gives you the ability to publish direct marketing messages to opt-in 
marketing lists that are custom branded using our simple yet powerful eNewsletter 
publishing system. 

Creating an issue

Creating an eNewsletter issue is much like creating an article in the Smallbox CMS. Use the 
“eNewsletter“ menu in the Smallbox CMS menu bar to view your eNewsletter page. Use 
the ‘Manage” menu in the Smallbox CMS menu bar or Site Managment Interface (SMI)  and 
choose “Issues”. This is where you’ll create each new issue of your eNewsletter. Click on the 
“New” button and you’ll be taken to a blank editing page where you can enter the title, date 
and front page information of your issue. If you save and close this panel, you’ll see your 
newly created issue. 

Creating Articles

Depending on how your eNewsletter is built you will be able to add additional articles to 
your eNewsletter in the same way as you can add articles to pages in your web site. These 
will show up as links that your user can open in a browser from their email. To add articles 
you need to be viewing your issue. Choose “articles” under the manage menu and you’ll be 
once again at the articles editing page. Here you can create a new article, delete an existing 
article, or re-order the articles in the list. For additional information about editing articles 
and images please see our Userguide.
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Mailing Lists

To manage your eNewsletter mailing lists, contact list, sending options or settings you will 
need go to your issue front page. Hover over the eNewsletter link in the Smallbox menu bar 
to see available options for the eNewsletter system.

Choose Mailing Lists. This is where you can upload or manually enter different mailing lists 
for your eNewsletter. Click on the add button and you’ll see that you have the option of 
creating a mailing list manually by entering your email addresses in the big text area. Just 
make sure to keep it to one email per line.

You also have the quick option of importing a CSV file. Click browse to find your file and 
choose the upload button. You will be taken to a screen pictured below. You will need to save 
a mailing list before you see import options.

This is where you can organize all the information in the CSV file so that it corresponds to 
the information our CMS uses to build your mailing list. You can order the imported data 
using the arrows or you can name your CSV headings in advance to match the database 
headings. In this case the data will automatically align.

The easiest way to get the database headings is to export a CSV list and use the headings in 
that file. You will want your name fields and your email fields to line up to the labels above. 
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Contacts Database

Depending on how your website is set up you will also have a database of contacts from 
your subscribe forms or from a membership database. You can view and edit this list by 
choosing “Contacts Database” from the eNewsletter menu and you can use this list to 
send out your enews. As with the mailing lists you can import and export CSV files into this 
database.

Do Not Disturb

Anybody that uses the unsubscribe form will be added to this list. Whether they are on the 
mailing list or in your contacts database they will be excluded from the mailing. You can add 
to this by simply clicking the “New Entry” button and entering
the email. 

Sending Your eNewsletter

To send your eNewsletter you must be at your issue’s front page. Choose “Sending Options” 
from the menu and you will get the pop up menu. 

This is where you can either send to a mailing list, a contacts database or enter individual 
eMail addresses in the text field  for a very small distribution or to test your eNewsletter.

eNewsletter
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Statistics

On the statistics page you can review how effective your eNewsletter was.  You can review 
how many eNewsletters you sent, how many were loaded or viewed, how many couldn’t be 
sent and if you’ve received any Unsubscribers from your eNewsletter. 

To view statistics for an issue, go to an eNewletter Issue and in the Smallbox menu, select 
“Statistics” from the dropdown options. From this page you can also track which articles 
people are viewing and where they are visiting from your eNewsletter.

Settings

In the settings menu you can specify the name and “from” address as well as an optional 
“reply to” name and address.  This is the email address that will appear as the from address 
and/or name to your recipients.

You can also choose a reply-to address if it is different from the from email address. 

eNewsletter


