
 

Chapter 12 

Mail Manager 

Understanding E-Mail Management Features 
The FlexWEB Mail Manager Module allows the site administrator to manage e-mail 
lists and generate mass e-mailings to any group of members or site users who 
subscribe or “opt-in” to site newsletters or notification categories.  

The Mail Manager is a top-level selection in the Site Administration area of the 
FlexWEB Site Manager panel. When you click this icon, you will see four major e-mail 
management areas, represented by tabs along the top of the window: 

Sent E-mails 

This shows all of the e-mails that have already been sent. You can review and edit the 
contents of an e-mail, review and change the list of recipients for the e-mail, and re-
send the e-mail, as needed. You can also create new e-mails for mass distribution. For 
more details, see Creating a New E-Mail. 

Unsent E-mails 

This shows all of the e-mails that have been created, but have not been sent yet. You 
can review and edit the contents of each unsent e-mail, review and change the list of 
recipients for the e-mail, and re-send the e-mail, as needed. You can also create new e-
mails, which can be sent immediately or stored in this area for future use. For more 
details, see Creating a New E-Mail. 

Opt-In E-mail Groups 

This is a list of the e-mail subscriber groups that you have created for user 
subscription purposes. You can view the list of users who have already subscribed to 
each group (via user sign-up forms). You can also create new subscription groups or 
delete existing groups. For more details, see Managing Subscriber Groups. 
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Subscribers 

This is a list of all subscribers to all groups. You can sort and filter the list for easier 
review, and you can also create new member/subscriber accounts or sign up existing 
members to e-mail groups. For more details, see Managing the Subscriber List. 

Reviewing Current E-mails 
The Mail Manager is a top-level selection in the Site Administration area of the 
FlexWEB Site Manager panel. When the Mail Manager is opened, it defaults to the 
Sent E-mails tab. The site administrator can then review both sent and unsent e-mails.  

To view all current e-mails: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page and display the list of sent e-mails. To view unsent e-mails click the 
Unsent E-mails tab. 

2. You can view the following details for each e-mail in either list: 

Entry Purpose 

Subject Shows the subject of the e-mail. Click to edit the e-mail, 
change the recipients, and send or resend the e-mail. 

Release Date Shows the creation date for the e-mail. This is important for e-
mail subscribers that sign up to receive an e-mail newsletter. 
This ensures new subscribers will automatically receive the 
most recent newsletter. 

Date Last Sent Shows the date the e-mail was last sent. The same e-mail can 
be sent repeatedly, with edits. 

#Sent Shows the number of times this e-mail was sent. 

#Recipients Shows the number of e-mail addresses to which the e-mail was 
sent. 

Date Created Shows the date and time that the e-mail was first created. 

3. If the list is very long, you can use the Find feature to search by any of the fields in 
the list. 
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Editing an Existing E-Mail 
The site administrator can edit existing e-mails, whether they have been sent or 
remain unsent. This gives you the opportunity to add or change an e-mail without 
having to create it from scratch. You can also use previous e-mails as a template for 
future e-mails by simply changing or updating them, such as an invitation to a monthly 
meeting that remains basically the same each month, except for changes to the date 
and the meeting agenda. 

To edit an existing e-mail: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page and display the Sent E-mails tab. To edit unsent e-mails, click the 
Unsent E-mails tab. 

 

2. Click the Subject of the e-mail, or click the Edit icon to the left of the Subject. This 
opens the header and body of the e-mail in the Edit Mailing window. 
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3. Change any of the fields listed in this table: 

Entry Purpose 

Release Date Shows the creation date for the e-mail. This is important for e-
mail subscribers that sign up to receive an e-mail newsletter. 
This ensures new subscribers will automatically receive the 
most recent newsletter. 

From Name Shows the name that will appear in the “From” field when the 
e-mail is sent. 

Return address Shows the address that will be inserted automatically in the 
“To” field of any return e-mail, if the e-mail recipient uses their 
“Reply” button to respond to this e-mail. 

E-Mail Subject Shows the description, as it will appear in the “Subject” field 
when the e-mail is sent. 

Default Recipient Groups Shows the FlexWEB member groups or e-mail subscriber 
groups selected to receive this e-mail when it is sent. 

Text Body Shows the body of the e-mail, which can include text, images, 
hyperlinks or forms. 

4. Click the Save button to save any edits you have made. 

5. If you want to send the revised e-mail now, click Review Recipients & Send and 
continue with the remaining steps below. If not, click the Back button and skip the 
following steps. 

If you clicked Back, the e-mail will be stored in the Unsent E-mails list. If you clicked 
Review Recipients & Send, this opens the Choose Recipients screen. 
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6. Select the desired recipients for this e-mail. You can select from among e-mail 
subscriber groups, member groups, or individual subscribers who are not associated 
with groups. 

7. Click the Send Now button. This sends the e-mail to the selected groups and/or 
subscribers, and displays a list of the recipients.  

 

8. Click the Done button when finished reviewing this screen. 
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Creating a New E-Mail 
You can create new e-mails at any time, for distribution to e-mail subscriber groups, 
member groups, or individual subscribers. You can store the new e-mail for sending 
later, or send it immediately. 

To create a new e-mail: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page and display the list of sent e-mails. To view unsent e-mails click the 
Unsent E-mails tab. 

2. Click the Create a New E-Mail button. This opens the header and body of the new e-
mail in the Edit Mailing window. 

 

3. Make the following entries to create the e-mail: 

Entry Purpose 

Release Date Enter a creation date for the e-mail. This is important for e-mail 
subscribers that sign up to receive an e-mail newsletter. This 
ensures new subscribers will automatically receive the most 
recent newsletter. 

From Name Enter the name that you want to appear in the e-mail “From” 
field, when the e-mail is sent. 

Return address Enter a return e-mail address here. This address will be 
inserted automatically in the “To” field of any return e-mail, if 
the e-mail recipient uses their “Reply” button to respond to this 
e-mail. 
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Entry Purpose 

E-Mail Subject Enter the subject of the e-mail, as you want it to appear in the 
“Subject” field when the e-mail is sent. This description will 
also appear as the main identifier when this e-mail is listed in 
the FlexWEB mail management screens. 

Default Recipient Groups Turn on the checkbox for any FlexWEB member group or e-
mail subscriber group that you want this e-mail to be sent to by 
default. 

Text Body Enter the information that you want included in the body of 
the e-mail, which can include text, images, hyperlinks, forms, 
or FlexWEB modules. For details on editing controls, see the 
FlexWEB Author’s Guide. 

You can also insert an e-mail template from the template manager to maintain a 
consistent look and feel for e-mails.  

4. Click the Modules icon with the green plus sign in the tool bar to insert an e-mail 
template (This assumes that an e-mail template has been created. See the FlexWEB 
Author’s Guide for more information).  

5. Select Insert Content from Template. This will open a new window with all the 
available templates.  

New Blank Allows you to create a new template. This is just like creating a 
web page, see FlexWEB Authors Guide. 

New (From Page in 
Editor) 

Create a template from the current web page that you are 
viewing. In this case it is an e-mail. For example, if you have an 
e-mail that you want to make into a template, open that e-mail 
and then the template manager. Click New (From Page in 
Editor) and it will insert the page into the template manager. 
You can then name the template accordingly. 

Edit Click to edit the selected template. 

Use This Template Now Click to insert the selected template into the body of your e-
mail. 

6. In the upper right corner of the widow, click the Template dropdown arrow to see 
the list of templates.  

7. Select the desired template, in this case the E-mail Template, then click Use This 
Template Now and it will insert the selected template into the body of your e-mail. 

8. Click the Save button to save your entries. 

9. If you want to send the new e-mail now, click Review Recipients & Send and 
continue with the remaining steps below. If not, click the Back button and skip the 
following steps. 
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If you click Back, the e-mail will be stored in the Unsent E-mails list. If you clicked 
Review Recipients & Send, this opens the Choose Recipients screen. 

 

10. Select the desired recipients for this e-mail. You can select from among e-mail 
subscriber groups, member groups, or individual subscribers who are not associated 
with groups. 

11. Click the Send Now button. This sends the e-mail to the selected groups and/or 
subscribers, and displays a list of the recipients.  

 

12. Click the Done button when finished reviewing this screen. 
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Deleting an E-Mail 
The site administrator can delete e-mails listed in either the Sent E-mails or Unsent E-
mails tabs. 

To delete an e-mail: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page. 

2. Click either the Sent E-mails tab (default) or the Unsent E-mails tab. 

3. Use one of the following methods to delete the e-mail. 

4. From the list, click the  next the Subject. 

5. Open the e-mail by clicking on the e-mail’s Subject and then click the Delete button 
located at the top of the page.  

6. Click Yes to confirm deletion. 
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Managing Subscriber Groups 
The site administrator has the flexibility to view subscriber groups and make changes, 
as needed. You can change a group name or description, create new groups, view the 
group subscribers, or delete a group.  

To manage subscriber groups: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page. 

2. Click the Opt-In E-mail Groups tab to open it. This displays a list of all existing 
subscriber groups. 

 

− To change the group Name or Description, click the Edit Group Properties 
icon, and then retype the information, as desired. Click the checkmark icon or 
the Save Group button when finished, to save your changes. 

− To view the subscribers who have registered for membership in a particular 
group, click the group’s Name. 

− To create a new group, click the Create New Group button, type in the group 
Name and Description, and then click the checkmark icon or the Save Group 
button to add the new group to the list. 

− To delete a group, click the Delete icon next to the group name, and then click 
Yes to confirm the deletion. 
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Managing the Subscriber List 
Authorized site administrators can view a complete list of all subscribers to various e-
mail opt-in groups. You can view and edit subscriber details, add new subscriber 
records, assign subscribers to groups, and export the subscriber list to Microsoft 
Word or Excel. 

To manage the subscribers list: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page. 

2. Click the Subscribers tab to open it. 

3. If the list is long, you can use the following controls to sort and filter it: 

Control Purpose 

Choose View  Choose how the list is to be displayed. You can display a “short 
list” (without subscriber detail information) or a more detailed 
list. 

Opt-In Groups Change the list to show just the subscribers for a particular 
opt-in group. The default shows All Subscribers. 

[All] Change the list to show just the subscriber names starting 
with a particular letter. The default list shows [All] subscribers 
that match the categories chosen above.  

Find Search to locate all subscriber records that match a particular 
name, e-mail address, company, or group.  

Export To Export selections to a Microsoft Word or Excel file. 

4. Click a subscriber Name to view or change the details for that subscriber.  

5. Click a subscriber E-mail address to send an e-mail to that person immediately.  

115 



FlexWEB Site Administrator’s Guide: Mail Manager 

6. Use the following controls to add new subscribers or assign them to groups: 

Control Purpose 

Create New Subscriber Manually register a new subscriber. This opens the Profile 
form for the subscriber. For more details, see Adding New 
Subscribers. 

Add Subscribers To Assign existing subscribers to additional groups. This opens a 
second window, where you can view the subscribers (all, or 
those for a particular group), select the ones requiring new 
assignment, and then select the groups to which you want to 
assign the selected subscribers.  

Subscribe Selected To This button is available only if you have checked off some of 
the subscribers in the list. Click to open a second window 
where you can select the groups you want the selected 
subscribers assigned. 

Delete Subscribers This button is available only if you have selected some of the 
subscribers in the list for deletion. Click this button to delete 
subscribers, and click Yes to confirm the deletion. 

Adding New Subscribers 
You can easily register new subscribers for membership in existing opt-in e-mail 
groups. 

To add a new subscriber: 

1. Click the Mail Manager icon in the Site Administration area. This will open the Mail 
Manager page. 

2. Click the Subscribers tab to open it. 
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3. Click the Create New Subscriber button. This opens the Subscriber Profile screen. 

 

4. Make the desired entries and selections in each section of this screen, as detailed 
below.  

Section Purpose 

Account Information Enter all information for the account as needed. Fields marked 
with a red asterisk are required. You can assign an existing 
web page as the User Home Page by clicking the link 
provided, and then selecting the page from a site tree diagram. 
You can also assign the new subscriber to any of the existing 
groups listed in the Subscribing To list. 

Contact Information Enter the new subscriber’s contact information, as available. 

Comments/Other Enter any comments about this subscriber that you wish to 
store with the record. 

5. To save the record, scroll back to the top of the window and click the Save Member 
Record button. 
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Setting Up Subscribe/Unsubscribe Forms 
FlexWEB authors can easily publish web pages where site visitors can subscribe or 
unsubscribe to predefined e-mail groups. This is done using the following two 
FlexWEB modules: 

Module Type Purpose 

Mail – Subscription Inserts a complete registration form for mailing list 
signup. 

Mail - Unsubscription Inserts a form for unsubscribing from mailing lists. 

For more details on the setup and use of these modules, please refer to the FlexWEB 
Author’s Guide. 




