
e mailshot facility enables you to send a 
message to those who have registered on 
your web site. You can keep them informed 
of special offers, planned events, 
improvements to your web site or news 
that you think may be of interest to them.

How do people register

Within each ETINU web site there is a ‘register’ 
link. To register, all they need to do is select the 
link (normally top right of the main menu) and fill 
in a simple form that asks for their name and email 
address. You, as administrator, receive an email 
containing a link. When selected, a web page is 
displayed with the visitor’s details and the options 
for you to approve (or reject) their registration.

How to send a message

When you are logged in as administrator, the 
Mailshot option is available in the Administration 
menu, under 
Users. All you 
need to do is 
fill in the 
simple form 
that includes 
the message 
subject and 
message content.

Note: to encourage your users to read the message, 
it’s worth making sure the message subject is 
meaningful and relates to the message content. 

You will also have the option to select a group or 
groups that you want to send the message to. 
Initially it will be ‘All registered users’. 

When you are happy with the 
message subject and content, 
select Send. e page will 
refresh to show you the 
message and the list of email 
addresses that the message has been sent to.

Supplementary

Including documents

If you’ve a document you want to include in the 
message, upload the document into Documents 
(in the Administration section) and refer to it as a 
link. It is good practice to specify a link to a 
document (rather than sending a document to 
each individual). See ETINU's Blog for details.

Creating groups

You may like to send a message to only some of the 
registered users, for example, if you know the users 
who are members of your club, volunteers within 
your organisation or your own clients. You can 
create a group and then place certain users into 
that group (see ETINU's manual, Groups for 
details).

When you are 
ready to send a 
message, all the 
groups will be 
listed and you 
can select the appropriate checkbox to mail the 
group separately.

If you would like a demo on how to use the 
mailshot facility or have any questions, please do 
not hesitate to contact us through our online form  
or phone 079 6999 2552.

 Mailshot

This one page brief highlights one of the features available within ETINU—the mailshot facility. It is 
written for web site administrators who have special access to this facility within their web site.
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