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Step 1. Create a Newsletter Template

Before you get started

Set up Topics from the homepage and ensure there are articles in the Published tab

Browse and add your logos from the administration tab

Set up the email display defaults—TIP: Although not a required step this will be one less step to do for future newsletters
Set up the subscribers/recipients —TIP: You can alter the recipients of the newsletter when creating the newsletter

Step 2: Launch Wizard Step 4: Design Step 5: Recipients
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Select new newsletter template and provide it with a name.
Select start to launch the wizard

Tip: Ensure template name is entered correctly, as it is case
sensitive in the newsletter issue dropdown menu

Barker Claire Claire.Barker@lexisnexis.co.uk
Blackwell Simon simon blackwall@lexisnexis.co.uk
carey. anthony anthony.carey@lexisnexis.co.uk

Cook. Katie Katie.Cook@lexisnexis.co.uk
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Curtain Annette Annette. Curtain@lexisnexis.co.uk

Enter any email in the ‘Reply To Field.” For example,

marketing@lexisnexis.co.uk or your personal email.

Select the recipient(s) you wish to send the email to.
Save and the confirmation pop up will appear.

Step 3: Topic selection

Select all options according to requirements, and Save

Changes.
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: ' ’ : NB. The ‘Save Changes’ button will only be red when pub update Template Created
Topic Selection Design Recipients
Changes have been made. Your pub update newsletter template has been
Topics ) 3 ) created. You can now send newsletter issues
F ok Tip: Select HTML— to include both text and images. You using this template from the start tab,
anking update
I~ Boris Jahnson can also include your website's style sheets.
I~ Bribery Act Select Non— HTMIL—to use your email default settings | 0K
I British Air . . -
Briveh Alrways ont type, colour, size, and styling (bold, italics,
™ Client News A
™ Clifford Chance underline) or select your own logos, fonts and colours
[”_corporate Respansability manually for each template within preferences. Tip: Once created and saved, select newsletter home to
Select the Topics you wish to include articles from in your launch newsletters, wizard, edit templates or retrieve drafts
newsletter. Select next.
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@° LexisNexis: B. Creating a New Newsletter Issue

Before you get started

* Click the Administration tab and then the Newsletters sub-tab
* Create a newsletter template—Note: You must have created a previous template in order to create a new issue of a newsletter.
Step 1: Launch Wizard Step 3: Layout

i New Newsletter Template =
€ Edit Newsletter Template Rearrange articles using to drag
e Delete Newsletter Template and drop Topics and/or Articles into
&  New Newsletter Issue the order you wish them to appear in
. Resend Newsletter Issue the issue. Then select Next to add or
~ Draft Issues amend your recipients.

Select New Newsletter Issue and choose the template you wish to use
from the dropdown. Press start to launch the wizard
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Step 4: Recipients/Notes

Step 2: Article Selection
Fill in the relevant email boxes, then select recipients for this newsletter. Click Next.

Add any notes you'd like to have appear at the top of the newsletter.
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Click onto the name of the first topic you wish to include and select the documents from the
right side of the screen to be included in your newsletter. Then repeat the process by clicking
onto the next topic until you have selected all the documents you require.

Select Next. [ | et |
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TIP: At anytime during the newsletter creation process click Save Changes to save your
work as a draft. If any of the other buttons to proceed forward are greyed out click onto the
Saved Search button to activate them.

Preview the newsletter to ensure it appears as you'd like it to.
Select Save Changes and then Send.
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