
Creating newsletters in the club website 

 

In extensions choose newsletter made simple 

Click the messages tab 

Click on compose message 

Put the name of your subject in the subject box, and scroll down to the html content box and in here type out 

your message. Then scroll down and click the submit button. 

 

Now go to the “jobs tab” 

 

Now click create job at the bottom 



 

 

In here highlight your email in the list and highlight the recipients “members” accept the name of the job or 

change it and click submit. 

Now on the same page as the create job, click process job, the system will go away open another window and 

send the emails. 


