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1.1 Introduction 
Provides a publishing facility which fosters the regular publication of newsletters, releases, briefs, 
reviews, etc. with consistent format from issue to issue. An unlimited number of custom Publication 
Templates may be created ahead of publication for printed format, HTML format and email text 
format publications. Multiple content and editorial contributors can participate simultaneously 
adding and updating content at their convenience until date of publication. Publications can be 
automatically broadcast to specified individuals, contact types or interest groups via email. Print 
format Publications can be merged with name and address data from the Contact Database for 
specified individuals, contact types or interest groups and printed on any remote users printer or 
saved to a digital file and brought to a digital printing service such as Staples, Sir Speedy, Kinkos, 
etc. for printing. Past publications may be displayed online in public or private archives based on 
type and topic. 
 
Publications Manager feature benefits include: 
 

 Supports an unlimited number of user defined publication templates 
 
 Email publications can be Text or HTML format. 

 
 System generates printable versions formatted for two sided 8.5” X 11” or 11” X 17” paper 

sheets. 
 

 Automatically creates publication archives separated by user defined type and sub-sorted by 
date. 

 
 Archives as well as individual publications can be set to public or private. 

 
 Multiple content and editorial contributors may participate simultaneously, adding and 

updating content at their convenience until date of publication. 
 

 Publications are created, updated and managed remotely from any web browser. 
 

 Automatically broadcasts publications to specified individuals, contact types or interest 
groups via email. 

 
 Merges printed publications with name and address data from the Contact Database for 

custom mailings. 
 

 HTML and Print Format templates include customizable color scheme setup, .gif or .jpg 
graphic header capability, side bars, automated contents creator, feature formatter, and 
advertisement form. 

 
 Auto formats multiple columns. 



 Publications Manager Feature in Detail 

Some of the components, fields and settings of the Orders feature, discussed in detail in this chapter, 
are: 
 
Newsletter Types 
Add Icon  
Browse Icon  
Newsletter Type 
Management 
Newsletter Name Field 
Newsletter Template  
Date Range of Volume Field   
Starting Volume Number 
Field   
Starting Issue Number Field   
Sender’s Email Field  
Header   
Title Image Field   
Text-Only Electronic 
Delivery Template 
HTML Electronic Delivery 
Template 
HTML Printed Template 
Newsletter Issue Selection 
Newsletter Issue Name  
Increase Volume #   
Date Text  
Newsletter Issue 
Components 
Features 
Sidebars 
Advertisements 
Issue Components 
Management 
Heading Bar Title 
Headline 
Sub Headline  
Sort Order 
Author 
In This Issue Text 
Choose Content From        
Content Field  
Feature Resource URL 
Text to Display for URL 
Feature Image 
BreakoutBoxContent 
 
Advertisement: None, Image 
and Text 
Advertisement Headline 
Advertisement Image 
Advertisement Content  
Advertisement Contact Info 
Advertisement URL  
Text to Display for URL 

Newsletter Issue Management 
Choose Recipients 
View Recipients 
Revise 
Preview 
Send 
Newsletter Color Scheme 
Components 
Backround 
Font 
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1.2 The Visitor Experience 
The following sections describe the Publications visitor experience. 

1.2.1 Overview  
 
Presently newsletters are delivered via electronic mail or printed postal mail. Recipients can receive 
text or HTML formatted email. Or, the system generates printable versions formatted for two sided 
8.5” X 11” or 11” X 17” paper sheets. 
 
An automatic newsletter Archive is in development. Once implemented, visitors will click on a 
menu link such as Newsletter Archive. A page opens with choices based on Newsletter Types  
created by Administration.  
 

Example: 
 

Newsletter Types 
 
Click on any of the newsletter types below to view specific issues 
 
 Weekly Member Text Email 
 
Weekly Executive Board Text Email 
 
Monthly Member Emailed HTML 
 
Quarterly Printed and Mailed 
 
Quarterly Board of Directors Newsletter  
 
Annual Printed and Mailed 
 
Annual Emailed HTML 

 
 
Visitor clicks on Newsletter Type and list of newsletters is displayed. 
 

Example: 
 

Newsletter Issue Selections 
 
Type = Monthly Member Emailed HTML 
 
Click on any of the newsletters below to view it in your browser 
 
January 2003 
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February 2003 
 
March 2003 

 
When visitor clicks on an issue, it will be displayed in the browser. 

1.2.2 Sample Email Text Newsletter 
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1.2.3 Sample Email HTML Newsletter 

 
 
CONTINUED 
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CONTINUED 
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END 
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1.2.4 Sample 8.5” X 11” or 11” X 17” Paper Sheet Printed 
Newsletter  
 
Page 1 Sample 8.5” X 11” or 11” X 17” Paper Sheet Printed Newsletter 
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Page 2  Sample 8.5” X 11” or 11” X 17” Paper Sheet Printed Newsletter 
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Page 3 Sample 8.5” X 11” or 11” X 17” Paper Sheet Printed Newsletter 
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Page 4  Sample 8.5” X 11” or 11” X 17” Paper Sheet Printed Newsletter 
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1.3 Components 
The Newsletter system components provide Administration the ability to manage all newsletter 
production and delivery. Administration uses Newsletter Types and Newsletter Type Management to 
set up an unlimited number of Newsletter templates in assorted delivery formats. Individual 
Newsletter issues are managed through Newsletter Issue Selection and they are created and 
assembled using Issue Components Management. Final publishing is managed through Newsletter 
Issue Management. 

1.3.1 Newsletter Types 
 
An organization may create many different Newsletters Types within three categories: 
 

 
Add Icon - Activates the News Management Page which is used to add a Newsletter Type.. 

Browse Icon - Accesses the Newsletter Types Page. 
The NewsLetter Types Page lists all the Newsletter Types created by Administration 
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 Clicking on the Add New button accesses the NewsLetter Type Management Page 
where the Administrator can create a new Newsletter Type. 
 

 Prints the website page to the visitor’s local printer. 
 

Returns the browser to the Site Administration window. 
 

1.3.2 Newsletter Type Management 
 

 
 

 Newsletter Name Field – Administrator enters a descriptive title for the custom newsletter 
type in this field. The title entered into this field will appear in the Newsletter Types on the 
Administration portion of the site and on the Newsletter Types list on the Public portion of 
the site. 

 
 Newsletter Template – The Administrator selects one of the 3 different newsletter templates 

in this selection field: Text-Only Electronic Delivery, HTML Electronic Delivery or HTML 
Printing. The Electronic Delivery templates compile Newsletters which are delivered by 
electronic mail. The HTML Printing Template compiles newsletters for printing on 8.5” X 
11” or 11” X 17” paper sheets. 

 
 Date Range of Volume Field – The Administrator indicates the date range of a volume. The 

system will automatically calculate volume numbers based on this range each time a new 
issue is created. 
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 Starting Volume Number Field – Sometimes the newsletter type will be replacing a former 
newsletter production system and the organization may wish to continue with the previous 
volume and issue numbering sequence. In such a case the active volume number may be 
entered here. Otherwise, the volume may start with “1”. When the Date Range of the Volume 
field value is exceeded, the next sequential volume number will be assigned to new issues. 

 
 Starting Issue Number Field - Sometimes the newsletter type will be replacing a former 

newsletter production system and the organization may wish to continue with the previous 
volume and issue numbering sequence. In such a case the active issue number may be 
entered here. Otherwise, the issue may start with “1”. When the Date Range of the Volume 
field value is exceeded, the next issue will be assigned an issue number of “1”. 

 
 Sender’s Email Field – Since the Electronic Delivery template are broadcast by email, the 

newsletter type requires a sender’s email address. The address will appear in the From: field 
of the electronic email header. 

 
 Header – This field effects the Text-Only Electronically Delivered template and determines 

the top line of the Email Text. 

 
 

 Title Image Field – This field affects the HTML Electronically Delivered template and the 
HTML Printed template. It determines the header and is always an image. 
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 Saves the Newletter Type and the data entered into the fields. 
 

Deletes the Newsletter Type Record 
 

 Prints the website page to the visitor’s local printer. 
 

 Closes the page without saving or updating values. 
 

 Closes the page and prompts the visitor to save the data. 
 

 

1.3.3 Text-Only Electronic Delivery Template 
Text-Only Electronic Delivery Template compiles a newsletter which is broadcast via electronic 
mail to recipients selected from the Contacts Database. It delivers text messages only. No 
hyperlinks, pictures, etc can be included. (Some email readers are smart enough to automatically 
create hyperlinks in the text for URL’s and email addresses suggesting that hyperlinks were sent but 
it is the mail reader that creates them.) 
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1.3.4 HTML Electronic Delivery Template 
Text-Only Electronic Delivery Template compiles a newsletter which is broadcast via electronic 
mail to recipients selected from the Contacts Database. It delivers messages in HTML which allows 
for a rich experience that includes color, images, sophisticated page layout, hyperlinks and other 
HTML enable capabilities. However, there is a downside. HTML formatted email involves larger 
files which requires more bandwidth for delivery. This can increase delivery costs. Furthermore, 
many email readers cannot properly display HTML format email. Other email servers and readers 
refuse HTML files because of their size. 
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1.3.5 HTML Printed Template 
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The HTML Printed template compiles a 4 page newsletter which can be printed on 8.5” X 11” or 
11” X 17 paper sheets. The fourth page reserves the bottom third for mailing information. Printing 
on 11” X 17” sheets allows for a fold down the gutter between pages one and four and pages two and 
three resulting in a standard four page 8.5” X 11” folded newsletter format. Folding the 8.5” X 11” 
format in thirds provide for easy mailing. 
 

Stephen M. Reuning
510 Horizon Center
Robbinsville, NJ
08691

 
The fourth page can be merged with contact data to print each individually addressed page instead of 
using stick on labels. 
 
While the Electronically Delivered templates have virtually no limit on newsletter length, the HTML 
Printed template has narrow size requirements because it must fit exactly into the paper size allotted. 
The template is structured into space for four feature articles, up to four advertisements and 14 
inches of sidebars. The four feature restriction can be by passed by including more than one feature 
in a single Feature Component and/or overlapping content from one Feature Component to another. 

1.3.6 Newsletter Issue Selection 
Clicking on a label in the Newsletter Types list accesses the Newsletters Selection Page for the 
selected Newsletter type. 
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A Newsletter Issue is a specific single publication identified by a title, volume number, issue number 
and date. A single issue may be comprised of one or more feature articles, sidebars and 
advertisements. Feature articles and advertisements may include images. 
 
The Newsletter Issues Selection Page displays the Newsletter Type customization values and lists 
created issues below. Often Issues will be created well in advance of publication to provide 
anticipatory structure to production of Newsletters. Administrators can insert content as it becomes 
available or at their convenience. 

 
Clicking on an Issues label such as Spring 2004 accesses the Newsletter Issue Component Page for 

the specific issue selected. Clicking on  accesses the NewsLetter Issue Management 
Page which is used to start a new newsletter issue. 
 

 
 Newsletter Issue Name Field – The Administrator enters the name of the issue in this field. 

For example, Spring 2003, or July 2004, or Annual Review 2004. The name entered into this 
field will appear in the list on the Newsletters Issue Selection list of the Administration 
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portion of the website and the Newsletter Issues Selection list on the public portion of the 
website. 

 
 Increase Volume # Field – If desired, the Administrator can begin a new volume by clicking 

the Yes radio button. 
 

 Date Text – The date text is printed in the header of the newsletter on each page. 
 

Issue Name, Volume # and Issue # Date Text
 

1.3.7 Newsletter Issue Components 
A single Newsletter Issue Component is either a feature article, a sidebar item or an advertisement. A 
single newsletter issue is typically composed of multiple components. Components are initiated and 
managed from the Newsletter Issue Components Page. Building a newsletter is a process of creating 
components which the system assembles into a complete newsletter upon publication. 
 

Sidebar

Fea
tur

e 
Ar

tic
le

Fe
atu

re 
Ar

tic
le

Advertisement

 
 
 
The Newsletter Issue Components page consists of three sections for HTML Electronic Delivery 
Template and the HTML Printed Template. Those component sections are Edit Features, Edit 
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Sidebars and Edit Advertisements. The Newsletter Issue Components page consists of two sections 
for the Text-Only Electronic Delivery Template. Those component sections are Edit Features and 
Edit Advertisements.  Sidebars cannot be displayed in text format. 
 
Each of the Edit Components list sections consists of a Headline Column and a Sort # column. 
Clicking on a Headline accesses the Issue Management Component Page for the selected 

component. Clicking on  creates a new feature article component for the issue. 
Clicking on  creates a new sidebar item for the issue. Clicking on 

 creates a new advertisement for the issue. Clicking any of the latter 
described Add buttons accesses the Issue Component Management page for that component. 
 

 
 

1.3.8 Issue Components Management 
The Issue Components Management Pages vary for each of the Component Types (Features, 
Sidebars and Advertisements) but consist of all or some of the forms and fields described below.  
When the newsletter is published, the content entered into the fields on the Issue Components 
Management page is formatted and compiled into the newsletter issue according to the Newsletter 
Template that was selected on the Newsletter Type Management page.  
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 Heading Bar Title: Field – The entry in this field appears in the Article Header Bar of the 

newsletter. 
 

Heading

Sub Headline
Headline

Author

 
 
 Headline: Field – The article/item headline is entered into this field and appears at the top of 

the associated feature article. 
 
 Sub Headline: Field -  The article/item sub-headline is entered into this field and appears at 

the top of the associated feature article just below the headline 
. 

 Sort Order: Field – The number entered into this field decides the order of the articles/items 
within the issue. If items have the same Sort Order number entered then they will be sorted 
alphabetically.  

 
 Author: Field -   The article Author’s name is entered into this field and appears at the top of 

the associated feature article just below the sub-headline. 
 

 In This Issue Text: Field - PORTALPRODIGY builds a table of contents called In This 
Issue and inserts it into each newsletter. The In This Issue table appears at the beginning of 
newsletters compiled from the Text-Only Electronic Delivery template. The In This Issue 
table appears at the top of newsletters compiled from the HTML Electronic Delivery 
template just below the header and issue identification bar. The In This Issue table appears at 
the bootom of the sidebar of newsletters compiled from the HTML Printed template. 
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 Choose Content From: Field – Most organizations have multiple staffers or committee 
persons administering different features of PORTALPRODIGY. For example, the Events 
Committee administers the event feature, the News Committee administers the news feature, 
the Legislative Committee administers the LRCA feature, the Education Committee 
administers the knowledgebase, etc. Such administrators can input lots of current and 
interesting content into the website during the normal course of their duties. That content can 

be an ideal source of content for regular newsletters. The Choose Content 
From field aids the Newsletter Administrator in quickly reviewing the 
latest content additions to the organization’s PORTALPRODIGY website 
in order to collect content.  

 
 
When the Administrator clicks on the Choose Content From field, a selection list is 

displayed. Clicking on an item in the list and then clicking the  button activates the 
search or list mechanism for that feature in a fresh browser window. The administrator can 
search for appropriate content by navigating the list or operating the search mechanism in 
order to display content. 
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Since the search or list mechanism for the selected feature is opened in a fresh browser 
window (Target Window), the Newsletter administrator can easily copy content from the 
Target Window and then paste it into the Content field of the Issue Components Management 
page.  Using this feature, the Newsletter Administrator can build an entire newsletter in 
minutes. 

         
 Content Field – The main content text or body of an article/item is entered here. When the 

newsletter is published, PORTALPRODIGY automatically formats the text into columns 
appropriate for the newsletter template selected as well as wrapping around images, breakout 
boxes, etc. 

 
 Feature Resource URL: Field – If a “for more information click here” type hyperlink is 

required to be associated with an article/item, it is entered here and the associated text that 
will appear as a the clickable link must be entered into the Text to Display for URL: Field. 

 
 Text to Display for URL: Field - If a “for more information click here” type hyperlink is 

required to be associated with an article/item, the clickible text is entered here and the 
associated URL must be entered into the Feature Resource URL: Field. 

 

  
 

 Feature Image: Field – An image can be imported into the component item. Images are 
displayed within the component in the newsletter. 
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Break Out Box

Image

 BreakoutBoxContent: Field - Entering text into this field adds a breakout box to a feature 
item.  

 
 

Advertisements can be stand alone, in which case they appear at the end of the newsletter, or they 
can be related to a feature article in which case they appear at the bottom of the article. To add an 
advertisement to the bottom of an article, click the Image or Text radio button on the Advertisement 
form included on the Edit Feature Issue Components Management page. To create an independent 

advertisement which appears at the end of the news letter, click on the  
button on the Newsletter Issue Components page. 
 

 Advertisement: None, Inage and Text Radio Buttons – If there is to be no advertisement 
associated with the related feature article then this should be selected as None. If an 
advertisement will be included there are two options for inserting the advertisement: Import 

an already created advertisement in the form of a digital file. As a matter 
of fact, HTML-Electronic Delivery Newsletters can include video 
presentations. 

 
 Advertisement Headline: Field – 
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Headline

Content

URL
Contact Info

 
 
 Advertisement Image: Field – If the Administrator selects Image on the Advertisement: 

None, Image and Text Radio Buttons, the following fields do not affect the advertisement. If 
the Administrator selects None or Text on the Advertisement: None, Image and Text Radio 
Buttons, this field does not affect the advertisement.  

 
Clicking the  button, activates the Windows Choose File dialog box. The 

tes th  open. 
 

administrator loca e desired image file on his computer or network and clicks on
Or, the Administrator can type the path to the file directly into the Advertisement Imag field.
 

. 
 Advertisement Content: Field – The advertisement content or body is entered into this 

 
 Advertisement Contact Info: Field - The advertisement contact information or close 

 

field. If the Administrator selects Image on the Advertisement: None, Image and Text Radio 
Buttons, this field does not affect the advertisement. If the Administrator selects Text on the 
Advertisement: None, Image and Text Radio Buttons, this field does affect the 
advertisement.  

statement is entered into this field. If the Administrator selects Image on the Advertisement: 
None, Image and Text Radio Buttons, this field does not affect the advertisement. If the 
Administrator selects Text on the Advertisement: None, Image and Text Radio Buttons, this 
field does affect the advertisement. 
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 Advertisement URL: Field - If a “for more information click here” type hyperlink is 

 
 Text to Display for URL: Field - If a “for more information click here” type hyperlink is 

1.3.9 Newsletter Issue Management 
inistrator is ready to 

n 

required to be associated with an advertisement, it is entered here and the associated text that 
will appear as the clickable link must be entered into the Text to Display for URL: Field. If 
the Administrator selects Image on the Advertisement: None, Image and Text Radio Buttons, 
this field does not affect the advertisement. If the Administrator selects Text on the 
Advertisement: None, Image and Text Radio Buttons, this field does affect the 
advertisement. 

required to be associated with an advertisement, the clickable text is entered here and the 
associated URL must be entered into the Advertisement URL: Field. If the Administrator 
selects Image on the Advertisement: None, Image and Text Radio Buttons, this field does not 
affect the advertisement. If the Administrator selects Text on the Advertisement: None, 
Image and Text Radio Buttons, this field does affect the advertisement. 

When all articles, sidebars and advertisements have been entered and the Adm
preview the newsletter, select recipients, print the newsletter or broadcast the newsletter, he clicks o

the  button on the bottom of the Newsletter Issue Components page for the selected issue, 
whic ses the Newsletter Issue Management page.  
 

h acces

 
For issues compiled from the HTML Electronic Delivery template and the Text-Only Electronic 

Delivery template clicking on the  button opens a fresh browser window where the 
iled and co L 

Printed template clicking on the 

newsletter is displayed in its comp mplete form.  For issues compiled from the HTM

 button opens a slightly different Newsletter Issue 
h of the fo layed 

 

Management page which lists eac ur 8.5” X 11” pages separately. The pages are disp
separately so their printing can be handled independently. This capability is especially important if 
recipient addresses are being mail merged into the fourth page. Clicking on the title of a page opens
a fresh browser window where the newsletter page is displayed in its compiled and complete form. 
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For issues compiled from the HTML Electronic Delivery template and the Text-Only Electronic 

Delivery template clicking on the  button accesses the Broadcast Recipients 
management page.  
 
Recipients can be selected by Contact Type, Special Interest Group, or Security Group. Selecting 
down a column affects an “OR” search while selecting across columns affects an “AND” search. For 
example, selecting the boxes Client, Contractor and Contributor would select contacts that are stored 
in the contact database with the values Client OR Contractor OR Contributor and not necessarily a 
member of each Contact Type. On the other hand, checking Member, Finance and Accounting, and 
Admin would select contacts that are Members but must also be in the Financial and Accounting 
Special interest Group and must have Admin privileges. 
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Clicking on  button saves the selections and returns the browser to the Newsletter Issue 
Management Page. 
 

Clicking on the  button located on the Newsletter Issue Management Page, 
displays the list of recipients identified by PORTALPRODIGY based on the selection criteria 
entered into the Broadcast Recipients page. 
 

Clicking on the  button, causes the PORTALPRODIGY Broadcasting Feature to deliver the 
newsletter via electronic mail to the selected recipients. 

1.3.10 Newsletter Color Scheme 
 
Newsletter types based on the HTML Electronic Delivery and HTML Printed templates can be 
customized with a variety of colors. Each newsletter type created by Administration may have its 
own Color Scheme.  The Color Scheme link is located on the Newsletter Type Management page. 
Clicking on the Color Scheme link accesses the Newsletter Color Scheme page. 
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Each row controls the color of a font or background for a newsletter component.  Clicking on the 
color pallet next to the color field for a given row, accesses a color selection window from which the 
Administrator may select a color. 

  
Clicking on a color, enters it’s HTML value into the color field. 
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