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Comm100 Newsletter  
Step by Step Walkthrough  

 
This is an operational demo. It walks you through the major processes of Comm100 Newsletter, 
including signing up, verifying Email addresses, adding mailing lists, adding contacts, editing emails, 
sending emails and placing a subscribe form onto your site. It is designed to give you the quick 
overall idea of Comm100 Newsletter. 

Step 1 Signing up     
Log onto the website of Comm100, www.comm100.com, and go to the Newsletter product page to 
sign up. A sample Site Register page is shown in Figure 1-1. 

Note: If you already have an account with Comm100, please skip this step and go directly to the Login page. 

 
Figure 1-1 Site Register 

http://www.comm100.com/�


 

   Open Source & Free Hosted Customer Service Software 
 

 
 

              Copyright © 2009 Comm100. All Rights Reserved.   2 
 

Fill in the form and click OK to submit your registration. A sample Registration Succeeded page is 
shown in Figure 1-2. 
 

 
Figure 1-2 Registration Succeeded 

Your Site Id, Email and Password are shown in this page. Click log in

Step 2 Logging in 

 and you will be directed to the 
Login page.  

 
In the Login page, enter your site Id, email and password then click Login. A sample Login page is 
shown in Figure 2-1. 
 

 
Figure 2-1 Log in  

After clicking Login, you come to the Admin portal. A sample Admin portal is shown in Figure 2-2. 
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Figure 2-2 Admin portal 

 
Click Newsletter tab to bring up the Newsletter portal. A sample Newsletter portal is shown in 
Figure 2-3. 
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Figure 2- 3 Newsletter portal 

 

Note: If there is no Newsletter tab on the tab bar, please click Admin tab and then click Feature Center to 
bring up the Feature Center page. After select Newsletter and click Submit, the Newsletter tab shows. A 
sample Feature Center page is shown in Figure 2-4. 
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Figure 2-4 Feature Center 

Step 3 Verifying Email Addresses (Administrator only) 
 
Click Verified Email Addresses from Newsletter tab to bring up the Verified Email Addresses 
page. A sample Verified Email Addresses page is shown in Figure 3-1. 
 

Note: According to our Anti-spam Policy, to ensure that you actually own the sending email address, you need 
to verify at least one email address you want to use as the sending email address. 
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Figure 3-1 Verified Email Addresses 

 
Click New Verified Email Address and input your email address. After click Send Verification 
Email, a verification email will be sent to your email address. A sample New Verified Email 
Address page is shown in Figure 3-2. 
 

 
Figure 3-2 New Verified Email Address 

 
Then please log into your email address, open the verification email and click the verification 
hyperlink in the email. After your email passes the verification, the email status will be changed into  
Verified.  
 

Note: Only business email addresses can be used as Verified Email Addresses. For what a business email 
address is like, please click here. 
 

Step 4 Adding Mailing Lists 
 
A mailing list is a list of contacts and users. You can only send emails to the existing mailing list(s). 
 

http://hosted.comm100.com/forum/What-is-your-concept-of-a-business-Email-address-_t258.aspx?siteId=10000&forumId=536�
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Click Mailing Lists from Newsletter tab to bring up the Mailing Lists page. A sample Mailing 
Lists page is shown in Figure 4-1. 
 

 
Figure 4-1 Mailing Lists 

 
Click New Mailing List to create a new mailing list. A sample New Mailing List page is shown in 
Figure 4-2. 
 

 
Figure 4-2 New Mailing List 

Step 5 Adding Contacts 
 
A contact is a business or an individual that you want to communicate with and track with Comm100 
applications.  
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Click Contacts from the Newsletter tab to bring up the Contacts page. A sample Contacts page is 
shown in Figure 5-1. 
 

 
Figure  5-1 Contacts 

 
Comm100 Newsletter supports to add contacts both Individually and Multiply. 
 

Adding Individual Contact 
 
Click New Contact from Contacts page, then fill out the form and select the mailing list(s) that the 
contact will be in. After click Save, the contact will be added successfully into both contact list and 
your mailing list(s) at the same time. A sample New Contact page is shown in Figure 5-2. 
 

























 

   Open Source & Free Hosted Customer Service Software 
 

 
 

              Copyright © 2009 Comm100. All Rights Reserved.   20 
 

 
Figure 9- 4 Customize Embedded Form page 
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In Customize embedded Form page, you can select the mailing list(s) into which you want to add 
this subscribers and the relevant Fields you want your visitors to fill out, as well as set the return 
URL to direct new subscribers to. Then click Save & Get Code to bring up the Get Embedded 
Form Code page. After you copy the code and paste it onto your website, a Subscribe Embedded 
Form appears. A sample Get Embedded Form Code page is shown in Figure 9-5. 
 

 
Figure 9- 5 Get Embedded Form Code page 

 

Step 10 Newsletter Status 
 
Please log into your site account and read the note about how your emails will be moderated before 
they are sent out to your recipients. 
 
Click Newsletter Status from Newsletter tab to bring up the Newsletter Status page. A sample 
Newsletter Status page is shown in Figure 10-1. 
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Figure  10-1 Newsletter Status page 
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Thank you for reading. These are the basic steps of Newsletter. 
 
More features can be found at: http://www.comm100.com/emailmarketingnewsletter. 
 
For any suggestion or query, please contact us either by email or live chat. 
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