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1. Getting started 

1.1 How to use this guide 

Read the table of contents in this guide so you know what issues are covered here. The most basic 

tips and core features are explained in the Online Help of nuevoMailer. Click the help icon at the 

top-right corner. 

 

 

How to install nuevoMailer is covered in the setup.html file in the download package.  

nuevoMailer is loaded with small help pop-ups and bubbles. When you see any of these icons, click or 

mouse-over to see tips about a specific feature or function. 

    

1.2 Key concepts 

nuevoMailer can be extremely simple to use for beginners but it also offers, as you will read in this 

guide, many advanced features for power users. 

The most basic entities in nuevoMailer are the subscriber and the newsletter.  

A subscriber is someone from whom you have at least an email address. 

A newsletter is the content that you send. 

All other entities and activities are based on the subscriber and the newsletter. 

A mailing list is a grouping of subscribers. 

A campaign is the activity of sending a newsletter to subscribers.  

Any newsletter can be send to any mailing list (or a combination of lists or to all subscribers). 
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Terms such as opt-in, sign-in, sign-up are equivalent. They mean that a subscriber registers to receive 

your newsletters. 

Register for our newsletter or to our mailing list mean the same thing. 

Terms such as newsletter and email are used interchangeably. This is because a newsletter is actually 

delivered via email. 

E-newsletter is an electronic newsletter: a newsletter that is delivered electronically. In the context of 

email marketing and throughout this guide, for simplicity we use just newsletter. 

Email marketing is marketing done via emails. It is another channel of marketing. 

1.3 Technical details and host server requirements 

nuevoMailer runs on any PHP enabled web server and uses the mySQL database server. 

This means that you can install and use nuevoMailer on any server that has PHP installed and a 

mySQL database available. Linux, Windows, Mac OS X, Sun Solaris and more. 

In Windows servers it works both with IIS and Apache. 

You need PHP greater than 5.2 and mySQL greater than 5.0. 

It uses the improved mysqli connector of PHP (strongly recommended). But it also works with the 

older mysql connector.  

The add-ons 

nuevoMailer has a bounce manager and a campaign scheduler add-on. 

The bounce manager add-on will work anywhere and does not have any special requirements. It uses 

the IMAP function of PHP. In some Linux distributions this function may not be immediately available. 

Installation or configuration may be needed. In professional hosts you will find this readily available. 

The scheduler add-on uses the cron feature of Linux servers. So make sure that you have cron access 

in your hosting plan. Almost all shared Linux hosting plans offer cron access. You can ask your host if 

you are not sure. 

If you have a Windows dedicated server we provide an application that runs as a Windows service and 

can be used instead of cron. 

1.4 Installation 

Installation is described in detail in the Setup.html file of the downloadable zip. It involves 3 basic 

steps. 

1. Unzip and upload the files to your server 

2. Create the mySQL tables using the provided scripts. 
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3. Edit your database connection details in the settings file. 

The downloadable zip contains the following files: 

 

¶ Do not upload these folders and files: api, mySQL, nvBM, nvSC 

and the SetUp.html 

¶ The nvBM and nvSC folders exist only when you purchase the 

bundles. Each one contains a Setup.html with installation 

instructions. 

¶ Do not upload folder api. If you plan to use any of the APIs read 

the related set-up guides. 

¶ The .htaccess file is optional but good to have. Its only purpose is 

to disallow directory browsing and indexing of your files and folders 

(Apache only). 

¶ Replace the license.txt with your own personalized license file that 

you can download from your customer account menu. 

admin ï Contains the files that you (the administrator) will use to operate the application. 

assets ï This is a feature of the html editor of nuevoMailer. This editor enables you to insert assets in 

the email body. Assets may be images, audio or video files, flash animations etc. We recommend 

using the Assets folder for storing your newsletter images (must do so when you want to send your 

images as inline / embedded). 

attachments ï This is the folder where your attachments must be placed. The upload utility places the 

files you upload automatically in this folder. 

data_files ïCsv files for importing subscribers or generated when exporting are placed here.  

subscriber ï Contains the ósubscribeô, unsubscribeô and óupdate accountô built-in pages for 

subscribers. The newsletter archive and a few other smart pages are also in this folder. 

inc ï Contains the files with the necessary functions for the operation of the newsletter manager. A 

key file is the settings.php where you define your database connection (and timezone). 

mySQL ï Contains the scripts to create the database tables. 

1.5 First time login 

To access the administration panel type in your browserôs address bar: 

http://www.yoursitename.com/nuevoMailer 

Replace accordingly with your domain name and the name of the folder where you installed 

nuevoMailer. 

This will take you directly to the administration area as shown in the picture below: 
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Log in using: 

Username: admin 

Password: 123 

 

The next screen you will see is this 

 

 

The first thing you must do is to go to Menu>Tools>Administrator accounts>View & edit and change 

the administrator account with your own username and password. You can add more administrators if 

needed. The administrator accounts are not independent. But all activity logs show which 

administrator did what. The administrator email is a different concept from the company (senderôs) 

email. It is required if you want to receive automatic email notifications at the end of the sending 

process as well as notifications about opt-ins, opt-outs and forwards. 

Go to Menu>Tools>Configuration & settings and enter your own particular information. This page is 

divided into 6 sections that are explained in the next paragraph. 
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1.6 Configuration 

 

 

Your name as you want it to 

appear in outgoing 

newsletters:  

This is the <From -name > that appears in the newsletters  

you sent .  

The email account from which 

newsletters are sent:  

This is the <From -email > that appears in the newsletters  

you sent .  

Reply -To email address:  This is the email account that will be used when a subscriber 

reads your newsletter and clicks on ñReplyò. 

The email address were 

bounced emails will go  

This is the email account returned/bounced/un -deliverable 

emails will go . You set this account here and also, if you use 

bounce manag er, at the bottom of this page.  

A general contact email 

address:  

It appears when you use a ñSmart linksò pop-up. Facilitates 

quick insertion instead  of typing it every time in the 

newsletter.  

Enter your site url:  Same as above.  

Enter the location where 

nuevoMailer  is installed:  

You must specify the location up to the folder level  and start 

with http:// . Example: http://www.domain.com/nuevoMailer  
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Email sending method:  Chose a sending method.  

In Linux, sendMail is probably the fastest. If you want to use 

a remote smtp service then SMTP is your only choice.  

SMTP server , username , 

password  and port .  

You must have this info rmation  from your Host.  

SMTP anti - flood:  Closes and opens the smtp connection as defined. Can also 

be used together with batch settings. When sending bulk it is 

a good idea to close and re -open the connection every 100 

emails for 15 -20 seconds. Batch settings must be higher 

than the anti - flood values.  

Encryption password (8 

characters) for encrypting 

emails in links:  

Enter 8 char acters  in uppercase (letters and/or numbers).  

This password is used to encrypt emails in un -subscribe and 

other links.  It is a custom implementation of the Enigma 

algorithm.  

Global character set (charset) 

for admin pages, welcome, 

goodbye and other system  

messages and screens:  

This is a system -wide character encoding set. Utf -8 will work 

fine for most international users.  

Newsletters have  their own character set which you define 

when you design the newsletter.  

Difference in hours between 

your location and  the server 

where nuevoMailer is installed.  

In this way you can see all system dates/times in your local 

time.  However, if you have set your time zone in 

inc/settings.php  then you probably wonôt need to set a 

difference here.  

Send images as inline 

(embedded) in html 

newsletters?  

It is possible but lately certain email clients still block inline 

images.  

Your logo file (upload it in the 

assets folder):  

Enter the filename;  upload the file in the assets folder and 

you will see it at the top - left corner. It will also be available 

for quick insertion when using the ñSmart linksò feature. 
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The built-in pages are fully customizable. Alternatively you can create your own pages and use 

redirection URLs. The built-in pages and redirection URLs can be edited by going to 

Menu>Newsletters>Subscriber messages>Welcome and goodbye emails & pages 

Ask subscribers a reason for opting-out: If you select ñYesò then the subscriber will first have to 

enter some text (a reason) before opting-out. 

 

 

Views & clicks tracking: If you are not using clicks tracking set this value to NO. This marginally 

increases processing speed. Similarly, if you do not want to capture who opens your newsletters set 

also the views tracking option to NO. 

 

 

In the above picture the program will send the first 2000 emails, pause for 10 min and then send the 

next 2000 and so on. You must leave the sending window open in order for the process to restart 

automatically. The smtp anti-flood settings will apply within the 2000 emails batch. 

 

You may define your own custom subscriber fields in addition to the standard (fixed ones) offered by 

nuevoMailer. These custom subscriber fields function exactly like the other fixed fields. 
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1.7 Multi-language capabilites 

You can translate the administration panel into your own language. You will find already some 

language files which are in admin/includes/lang directory. 

To change the default language open the file admin/includes/languages.php and change in line 10 to 

the language you want: 

$_SESSION['adminLang']="english";} 

Remember that the language names and file names are case-sensitive. If you want to add a new 

language, further than the ones already defined, start by translating an existing language file that you 

do not use. A good idea is to start with the admin/includes/lang/other.php 

Then change the language name (other) to what you like in these two files: 

¶ admin/includes/languages.php 

¶ admin/index.php. 

 

To translate the subscriber pages open the file inc/languages.php where you see: 

define("SUBACCOUNT_1", "Your Newsletter subscriptions"); 

You change only the yellow part. 

Send us your translated language files and receive a copy of nuevo Bounce manager and nuevo 

Campaign scheduler for free. 
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2. Subscribers 

2.1 Subscriber fields 

To see what information you can capture and keep for a subscriber go to Menu>Subscribers>Add-

Import>Add one 

The email is always required. An email can only exist once in the subscribers table. But it can be 

assigned to several lists. When you import or add subscribers duplicates are not allowed and 

excluded. 

You have the following subscriber fields: 

Fixed fields  

Email Always required. It is the only property that is always required. 

name First name 

Last Name Last name 

Company Company name 

address Address 

city City 

state State (Not only for USA. States are fully configurable under Menu>Tools>Countries 
and States. 

Zip Zip /  postal code 

Country Countries are fully configurable under Menu>Tools>Countries and States. 

Phone 1 A telephone number 

Phone 2 A telephone number 

Mobile A telephone number 

Prefers Html By default it is always set to html. Some users want to ask the subscriber whether he 
prefers html or text newsletters. Of course this will mean that if you have subscribers 
that they elect text you will have to prepare and send campaigns using a plain text 
version of your newsletter specifically for them.  

Confirmed Depends on the double Opt-in confirmation system. 

Birth Day A number like 23 

Birth Month A number like 12 

Birth Year A number like 1998 

Opt Out reason Captured when you ask the subscriber to enter an opt-out reason for un-subscribing.  
These reasons are saved in the database. You can see and manage opt-out reasons 
under Menu>Reports>View opt-outs and reasons 

Internal memo A note that only the administrator can edit and see. 

Custom fields 

Custom field 1  
All custom fields can be defined as you like in Menu>Tools>Configuration & settings 

Custom field 2 

Custom field 3 

Custom field 4 

Custom field 5 

Automatically updated fields 

Times mailed Increased with every mailing 
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Password Normally during bulk imports it is auto-generated. But you can also give the 
subscriber the option to enter a password when subscribing or change it when he 
updates his account. 

Date subscribed Captured when one subscribes or is imported into the system. 

Date last emailed  Updated with every mailing. 

Date last updated Updated when a subscribers opts-out or updates his profile. 

IP address subscribed Captured when the subscriber uses the opt-in forms. 

Email valid Syntactically invalid emails are automatically marked during the sending process. 

Soft bounces  
Updated when using the bounce manager add-on. 

Hard bounces 

2.2 Extending subscriber fields 

Here are some tips and ideas in case you need more fields. 

1. Re-assign existing fields to other uses by only changing the wording in the languages 

file. No database work needed. If you go to the languages file and everywhere you see 

ñCompany nameò change it to ñCar markò then this will appear everywhere as ñCar markò. It 

does not matter to you or your subscribers if in the database it is still called subCompany or 

whatever else. This means that practically every subscriber field can be used for something 

else only by translating the languages file. 

2. Keep in mind that you have the custom fields which you can define as you like. 

3. Check if you want to use all of the fixed fields. Do you need 3 phone numbers? Do you 

need both first and last name? Or some fields can be used for something else? (See 1 

above). 

4. States and countries are fully configurable (editable) and can be also be used for other 

purposes. So if you are not collecting states and countries it would be handy to use them for 

things that are more suited for a drop-down menu (See again 1 above). Examples: age 

groups, sex, race, industrial sectors. A tip is to use them for cases where you want the 

subscriber to select an option from a given list of choices (and not enter free text). 

2.3 How to add or import subscribers 

Menu>Subscribers>Add-Import 

There are 5 different ways to add a subscriber to your system. 

1. By using a custom subscriber sign-up form (that you can easily create with the wizard and 
place it in a web page) 

2. Importing from a CSV file (with field mapping!) 

3. Importing from an external database (MS SQL and mySQL with field mapping and more 
options) 

4. Importing a list of emails via copy-paste into an input area.  

5. Add one subscriber at a time from the administration panel 
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Each time you add a new subscriber several checks are performed such as: 

¶ A check for missing values 

¶ A check if the email entered is of a valid format 

¶ A check for duplicate entries according to the email entered 

¶ A check for erroneous or invalid entries 

You will get a message if any of these checks fail.  

2.4 Import a list of emails 

Menu>Subscribers>AddïImport>Add many>Import a list of emails  

 

Enter one email per line. 

You may add a large number of subscribers (even a couple of hundreds of thousands). Depending 

on the number of subscribers you added and your server set-up it might take some time. At the 

end you will get a report on the number imported and if any duplicates were found and therefore 

not imported. 

You may also specify to which list(s) they will be assigned, if they will be inserted as confirmed 

and if they prefer html or text mailings.  

Update list when email exists: check this box if subscriber X is already under list A and now you 

do a new import and you want to assign him under list B. If you do not check it he will be 

considered as duplicate and he will not be assigned to list B. 

Important: subscribersô passwords are assigned automatically. This is done because: if you insert 

them as un-confirmed and later on you want to send a confirmation request, then you will need a 

password for each one of them. So a random password is automatically generated for each one of 

them. 
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2.5 Import from csv/txt files 

Menu>Subscribers>AddïImport>Add many>Import from csv/txt files 

 

Click the folder icon next to the ñFile nameò and open the ñData files managerò. Click the radio 

button in front of the file you want to import and the name of the file fills the ñFile nameò input box. 

CSV stands for comma separated values. 

What separates the values is the delimiter. The delimiter can also be a tab or a semicolon (;). 

The file type can be .csv or .txt or have a different ending. It should be a plain text file with values 

separated with a delimiter. Each line of the file corresponds to one subscriber. Example: 

email@domain.com, fisrt name, last name 

other@domain.com, Jack, Boom 

someone@domain.com, , Doe 

mary@domain.com, Mary,  

In this example column 1 is the email, 2 is the first name and the 3
rd

 column is the last name. 

Notice that the 3
rd

 line does not have a value for first name. As long as the comma is there the line 

is still valid. Simply there will not be a first name for this subscriber. Similarly the 4
th
 subscriber 

does not have a last name. 

mailto:email@domain.com
mailto:other@domain.com
mailto:someone@domain.com
mailto:mary@domain.com
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An email is always required. One column must be the email. You will get a warning message if 

you miss it. 

You may also specify to which list(s) they will be assigned, if they will be inserted as confirmed 

and if they prefer html or text mailings.  

Update list when email exists: check this box if subscriber X is already under list A and now you 

do a new import and you want to assign him under list B. If you do not check it he will be 

considered as duplicate and he will not be assigned to list B. 

Subscribersô passwords are again assigned automatically. 

2.6 Importing from another database 

Go to Menu>Subscribers>AddïImport>Add many>Import from another database 

Some key points about this feature: 

¶ You can import from another mySQL or SQL Server database. 

¶ You can save these connections. Saved connections are called ñData sourcesò. This 
facilitates periodic imports. You do not have to enter the same information every time. 

¶ The system guides you and tells you when you do something wrong or a value is missing. 

¶ Read the notes (help bubbles) in that page about importing countries and states. 

¶ Passwords: nuevoMailer does not use password encryption. If the passwords in your 
source database are encrypted then it is better not to import them and let the system 
assign them automatically. 

¶ If you donôt check the ñUpdate subscribers that existò then an existing email will be 
ignored as a duplicate entry. 

¶ Custom sql statement: it refers to the source database. Can be used to filter subscribers 
by some criteria you want. Examples:  

o Exclude subscribers who donôt have a first name in the source database. 

o Separate subscribers by zip, country or city or whatever and assign them to 
different mailing lists (this can also be done later using filters) 

2.7 Simple search 

Menu>Subscribers>Search>Simple 
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You can search by names, by email or both or by ID. You only need to enter part of the name or 

email. If there are no matches you will get a message. If there are matches to your query the 

subscribers that matched your search criteria will be listed.  

If you click on ñAdvanced searchò you will go to the more advanced filtering utility of nuevoMailer 

explained later in this guide.  

2.8 CSV export 

Menu>Subscribers>Export to csv 

¶ You can choose the delimiter (what separates the values). 

¶ All subscriber fields are exported.  

¶ Each subscriber takes a new line in the file. 

¶ The generated file is named automatically 1_subscribers.csv and is saved inside the 

data_files folder. You must give ñwriteò permissions to this folder. 

¶ You can export all subscribers or by list.  

2.9 Opt-in forms (sign-up forms)  

Menu>Subscribers>Opt-in / out forms>Opt-in form wizard 

Use the wizard to create an opt-in form for your website. Opt-in forms are also called sign-up forms.  

The email field is always required and is added to the form automatically. Furthermore you can use 

any of your subscriber fields and you can define what should be required. When you set it as 

ñrequiredò then the would-be subscriber must complete this field otherwise he cannot proceed with the 

subscription. 

  

After you click the ñCreate formò button you can immediately see how your form will look like and you 

can test it. Then you see the code that you must copy and paste in your web page. The resulting code 

consists of Html and JavaScript and can be used in any web page (html, asp, php aspx etc). 

If you are a bit familiar with programming (basic html) then the right approach is to copy the <script> 

part into the <head> part of your page and the rest of the code inside your page body where you want 

it displayed. But it is still ok and works if you copy all the code in one piece and put it in your page 

body. 
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Hidden list: if you donôt want to have your subscriber select a list then it is recommended to use a 

hidden list. In this way he is assigned silently to the list of your choice. And this practice facilitates the 

management of your subscribers. 

If you donôt use any lists at all neither a hidden list then the subscriber is inserted as not-assigned to 

lists. 

Tip: using several hidden lists you can create different sign-up forms for several web sites (or pages of 

the same site).  

2.10 Double opt-in and welcome pages 

nuevoMailer has a double opt-in confirmation system. You may enable/disable it in your settings 

page. 

 

Closely related with this feature are the welcome, confirmation-required and goodbye emails and 

pages: Menu>Newsletters>Subscriber messages>Welcome and goodbye emails and pages 

 

 

 

When double opt-in is enabled:  

¶ The subscriber is inserted as un-confirmed (or un-verified)  
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¶ He sees the "Confirmation-required" built-in page or is redirected to any URL/page of your 
choice. 

¶ The "Confirmation-required" email is automatically sent to him asking him to confirm his 
subscription. 

¶ He clicks on the confirmation link in the "Confirmation-required" email. 

¶ A window opens; he becomes confirmed and sees the "Welcome" built-in page or is redirected 
to any URL /page of your choice. 

¶ The "Welcome" email, if enabled is sent to the subscriber. 

 

When it is disabled:  

¶ The subscriber is inserted as confirmed  

¶ He sees the "Welcome" built-in page or is redirected to any URL/page of your choice. 

¶ The "Welcome" email, if enabled is sent to the subscriber. 

 

Important notes 

¶ The basic settings/actions are defined in your settings page under ñSubscriber optionsò. 

¶ The built-in pages and the redirection URLs can be customized and defined under 

Menu>Newsletters>Subscriber messages>Welcome and goodbye emails and pages. 

¶ The ñWelcome emailò can be disabled. 

¶ The ñConfirmation-requiredò email is always sent since the subscriber must click the link in the 

email to become confirmed. 

¶ These emails are sent in multipart form. The text part/version is also fully customizable. You 

will find related notes in the page. 

¶ When you design the built-in pages and emails use the Tag and Smart links buttons to insert 

special purpose links. 
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2.11 Confirmation reminders 

 

Menu>Subscribers>Utilities>Confirm 

nuevoMailer also offers the option to create a 

campaign only for asking subscribers to confirm. 

This may be a legal requirement in some 

countries. 

Or you may want to send a confirmation reminder 

to subscribers who voluntarily subscribed but 

they never completed the confirmation process. 

And finally you can manually confirm all subscribers with a single click. 

2.12 Already subscribed and Goodbye pages and emails 

The already-subscribed process is triggered when an existing subscriber attempts to subscribe again 

(probably using a sign-up form that you have in your web site). 

In this case you have the following options: 

1. Redirect him to the built-in ñAlready subscribedò page or 

2. Redirect him to any URL/page of your choice or 

3. Redirect him to a special page of nuevoMailer where he can make changes to his name, email 

and lists (=update account). 

A subscriber opts-out by clicking an opt-out link in your newsletter or by using an opt-out form 

that you place at your site. Such a form can be created by going to Menu>Subscribers>Opt-in / 

out forms>Opt-out form.  Like with the other messages you can: 

1. Show the ñGoodbyeò built-in customizable page or redirect him to any URL/page of your 

choice. 

2. Disable or enable the ñGoodbye emailò. Note that it is a good idea to send a goodbye email. 

Sometimes people opt-out by mistake. With the goodbye email, besides saying ñThank you 

and goodbyeò you can offer the subscriber an option to subscribe again by having a link to 

your sign-up page. 
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3. Mailing lists 

3.1 Basics 

Click on Menu>Mailing lists>View and you will see the following page: 

 

 

A mailing is a way of grouping subscribers who have similar interests or satisfy any other conditions 

or criteria of your choice. 

A subscriber can belong to none or one or more than one mailing lists. In nuevoMailer terminology 

a subscriber who does not belong to any lists is called non-assigned. 

Terms such as ñBelong to a listò, ñAssigned to a listò and ñSubscribed to a listò mean the same thing. 

Using mailing lists is optional. You donôt have to use mailing lists. But it is recommended as a good 

organizing and marketing practice. 

You can create as many lists as you like. 

For each list you can add a short description. A meaningful description is recommended because your 

prospective subscribers will be able to see it (if you decide to give them this option) when you create 

your opt-in forms. 

 

When you create an opt-in form you 

can elect to show the list description 

to the subscriber. 

A list can be set as public  or hidden . If it is hidden then it will not appear in the sign-up forms 

neither in the subscriberôs ñUpdate accountò area so subscribers wonôt be able to see it and subscribe 

to it. In this way, you can maintain a test list just for you or have subscriber groupings for other 

purposes. 
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If you click on    you will be able to change the name and the description of a list. 

When you add/copy subscribers between lists background checks are performed automatically so that 

duplicate entries are avoided.  

Next to the  icon you see how many subscribers are assigned to this list. Click on it and you will go 

the ñsubscribers viewò page.  

Delete  
You delete the list but not the subscribers who may be assigned to other lists.  

Drop     
You delete both the list and the subscribers completely from your system even if 

these subscribers were assigned to other lists. 

3.2 Follow-up lists 

nuevoMailer offers you the option to create a new list based on subscribers clicks & views behaviour. 

Menu>Mailing lists>New list based on clicks-views. 

The applications of this feature are many. It allows you to isolate and group subscribers based on the 

above actions and create new lists that include them. The follow-up list appears in your lists page and 

it is like any other list.  

 

The list name and the description are quite descriptive so you know exactly where this list refers too. 

You can change these details by editing the list. The original list remains intact and it still contains all 

the subscribers that were originally assigned to it. 

  

http://localhost/nmanagerpro/admin/editlistform.asp?idlist=17
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4. Newsletters 

4.1 General  

Under Menu>Newsletters one can find all content related links; html and text newsletters, privacy 

page and subscriber messages (welcome, goodbye etc). 

 

With nuevoMailer you can have both html and text newsletters.  

An html newsletter is one that is built with html code and can contain, like a web page, formatted text, 

images, tables, css etc. A text newsletter consists only of plain text. 

 

 

When you open your newsletters page these are sorted by 

the day created (or ID) starting from the most recent one. 

You can click on the up or down arrows next to the subject to 

sort them alphabetically by subject (ascending or 

descending).  

 

Public newsletter 

  

Green means Public.  

Red means hidden.  

nuevoMailer offers a ñsmart linkò that you can use in a 

newsletter to send the subscriber to a newsletter archive 

where you can display your newsletters dynamically.  

In addition you have an api to display a newsletter  

archive anywhere in your website or even in another website.  

Some newsletters may not be finished yet so you donôt want 

to show them to your visitors. Setting public to No will not 

load these newsletters in the archive.  

If you click on icon  the newsletter will be permanently deleted. If you click on the preview icon  

a new window will open and you will preview your newsletter. If you click on  you will see the 

following form (for html newsletters): 

javascript:openWindow('previewHtmlNewsLetter.asp?idNewsletter=1',950,700)
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Save: the newsletter is saved with the changes you made. You stay on the same page. And you hear 

a sound alerting you that it was saved.  

Auto-save: when you keep editing your newsletter your changes are saved automatically every 3 

minutes. You will hear it. 

Save & Exit: the newsletter is saved with the changes you made and you are redirected to your 

newsletters listing page. 

Save copy: a copy of the newsletter will be saved. It creates a clone. The original is still there. You 

can use this feature as template generator. You keep a master newsletter as the template. Each time 

you want to create a new one, open the template and click on ñSave copyò. 

Create a text version: a text version of this newsletter will be created and saved. The original html 

newsletter is still there. This feature is only available for html newsletters. 

Send: inside the name & email you will see the name and email of the administrator who is currently 

logged in and edits the newsletter. 

4.2 Smart Links 

  Click and the following pop-up will open: 
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Read this newsletter in your browser 
A smart  way to start a newsletter. Email 
clients block by default image downloading. 
Most subscribers do not know that. Therefore 
it is a good tip to start a newsletter with 
something like: ñCanôt see images, click 
hereò. In this way you make it easier for the 
subscri ber to read it. Also the view is 
captured when the subscriber will read it in 
the  browser. Note:  in order for this link to 
work the newsletter must be set as public.  

Forward this newsletter to your friends 
When the subscriber clicks this link he will go 
a ready nuevoMailer  where he can enter up to 
5 other emails (recipients). This action is 
captured and you can see the forwards in 
your summary report.  

Link to your privacy policy 
nuevoMailer  includes a dynami c page to be 
used as your ñPrivacyò page and you can edit 
this page under  Menu> Newsletters >Privacy 
page. By using this special link the subscriber 
is redirected to read this page.   

Insert a confirmation link 
This link is used when you want to send a 
campai gn asking subscribers to confirm/verify 
their subscription.  

Insert company logo 
If you have defined the logo in your setting 
page and uploaded it in your assets folder 
then you can use this link to insert it. This 
logo is the same as the one you will see a t 
the top - left corner of the admin panel.  

Note: Smart links work only in campaigns. They do not work when sending a single test newsletter. 

Same applies for opt-out links and tracking. 

4.3 Newsletter rating 

This feature can be used for two purposes: 

1. As they name implies you can use it to ask subscribers to rate a newsletter. For example: 

Level 1 may be Bad, Level 2 average and so on. 

2. You can use it for simple voting/polling with only one question and (up to) 5 possible answers. 

Each possible answer corresponds to a Level. 

To see the rating results go to Menu>Reports>Newsletter ratings. You will find more explanatory texts 

in that page. 

4.4 Images (assets manager) 

In html newsletters you can have images/pictures. Images must be physically located on a web server.  



nuevoMailer by DesignerFreeSolutions 26/48 

 

The path (or source) to the image must be defined in an absolute way 

(http://domain.com/images/image.gif) and not in a relative way (./images/image.gif).  

It is very easy to verify if you have defined the right path to a picture. When you are working online, 

being connected to the Internet, in case you havenôt defined the path correctly the following icon will 

show in the editor instead of the picture:   

Clicking this button of the newsletter editor  opens the ñImage managerò. You can use the ñImage 

managerò to upload pictures to your web server and to insert and style an image in your newsletter.  

By default, your pictures are uploaded in the assets folder and when you insert them in the newsletter 

body the full physical path to the picture is defined correctly.  

 

Copying and pasting a picture directly from a web page is also a typical way to insert a picture in your 

newsletter. Suppose youôre looking at your siteôs home page. Right click on your logo, click on copy 

and then go to the newsletter html editor and click on the paste icon. The image (your logo) will appear 

automatically in the editor area. 

4.5 Inline images (embedded) 

Modern email clients (both desktop and web-based) block by default image downloading in an email. 

This is done for security reasons. However, when you send the images as inline they appear in the 

newsletter. See the following picture. It says: ñClick here to download picturesò but at the same time 

you can see the pictures in the newsletter body. 

Source defined in absolute terms 
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How to activate it? Menu>Tools>Configuration & settings: 

 

Important points: 

¶ In order to send your images as inline these must be in the assets folder.  

¶ Sending images as inline is more resource consuming. 

¶ Some email clients will still block images from showing.  

4.6 Spell checking 

Internet Explorer (IE) users: You will need to download and install iespell.exe from 

http://www.iespell.com/download.php . This is a very light program, installs in a minute and works 

great. You must install this program in the computer that you use for working on nuevoMailer (the 

client computer, not the server). You are advised to read the licensing agreement at their web site.  

Firefox and Safari users can use the spell checking mechanisms that are integrated in these 

browsers. 

4.7 Un-subscribe (opt-out) links 

For HTML newsletters 

When you edit an HTML newsletter click on  and the ñOpt-out linksò window will open. 

http://www.iespell.com/download.php











































