
Sending Email to Parent Class Lists

1. Login at the bottom of the 
district homepage with your 
username and password and 
select Login

2. From the For Staff menu 
select Internal

3. Select Parent Class List 
Email

4. Select your class name

5. Select the green plus sign



2

6. Subject- This is the 
name of the newsletter and 
the subject of the email. It is 
helpful to add a date 
(ex. 8-17-2011 Newsletter)

7.  Select “Apply”at the 
top to save your work. 
This saves your work and 
allows you to continue 
editing. 
Please Note: Clicking 
Save will save your work 
and return you to the 
previous screen (listing of 
newsletters). If you do 
that by mistake, just click 
on your newsletter name 
to re-open it & continue 

8. Enter your email text in 
this area. After reading the 
information in this area 
you can delete it and begin 
entering your information.

9. Select the 
Attachments tab to 
upload an attachment. 

10. Select the Choose File 
button to upload an 
attachment (remember .pdf 
files are the best format for 
attachments)
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11. Locate and select a file then 
select Choose 

12. The name of the attachment 
will appear next to the Choose 
File tab. Select Apply

14. After text has been added 
and any attachments are 
uploaded, select the
 Preview/Send button.

15. You can (and should) send 
a test message to yourself 
before sending the email out 
to the list. Select Send a test

13. To delete the attachment 
(if needed) select the 
Attachments tab and click 
the trash can next to the 
name of the attachment
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More information on editing parent class list emails (newsletters)
Next Page

17* When Send is selected, a 
pop-up dialog box with the list 
your email will go to will 
appear. 
If all is correct, select Send. 

A progress window of emails 
being delivered will appear. 
When all emails have been 
sent (ex 40/40) close the 
window. 

16. After checking your test 
email:
Select the Edit button to edit 
the email
Select the *Send button to 
send the message to the list
Select the Close button to 
close the email for now and 
send the email at a later time

**Please note- A Newsletter can be created in any document, saved as 
a .pdf and then emailed as an attachment without using the features on 
the next page. The Newsletters can also be posted on webpages instead 
of emailed to parents.
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Editing your Newsletter
The Edit window is only semi-WYSIWYG (What You See Is What You Get)– some formatting is 

(Note that, “behind the scenes”, the formatting is all HTML, so if you’ve any familiarity 
with HTML it might help your understanding of how some of these things work.)

The editing window has a lot of the basic tools familiar to us from most word processing 
programs; the “B” button bolds your text, “I” italicizes it, etc. Most of the buttons will show 
a tool-tip explaining it if you hover your cursor over it for a moment. Also, you can find a 
half-dozen introductory podcasts on Editing in Joomla under Help > Author on the web 
site (you need to be logged in to watch them). 

Adding Hyperlinks

To create a link (to another web page, most 
commonly), you click and drag over your text to 
highlight your link text and then click the link button 
(the small chain just above I).

In the pop-up dialog box that appears, enter your 
URL in the URL box, as shown. Don’t forget the 
leading “http://”, although if you forget it, you’ll be 
prompted for it when you click Insert. 

The Text line below the URL line is the text that 
will be the link on the page. If you forgot to 
highlight some text before clicking the link button, 
you’ll be prompted to insert some text here for the 
link to attach itself to.

Click the Insert (or Update, if you’re changing a 
link) button to finish inserting the link.

The next few pages is for further editing and customizing the appearance of 
emails in this system.

http://www.wilmette39.org/index.php?option=com_content&view=article&id=70:help-intro-editing&catid=188:help-author&Itemid=191
http://www.wilmette39.org/index.php?option=com_content&view=article&id=70:help-intro-editing&catid=188:help-author&Itemid=191
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As a matter of form, when creating links that go to somewhere other than the D39 web site, I 
format them to open a new browser window. This won’t make any difference when viewing 
the email in an email program, of course, but it will if the end user is viewing the newsletter on  
our web site in the “old news” archive. 

To make a link open in a new window, you 
need to change the Target attribute in the 
drop-down at the bottom of the link 
window; select “Open in new window”. 

If you wish to edit a link after you’ve inserted it (e.g., change the URL, or 
change the Target), you don’t need to highlight the whole text of the link; 
simply click anywhere in the link and click the link button again. 

To delete a link, click inside the link and click the little broken chain 
(Unlink) icon next to the link icon.

Email links

Adding a link to an email address is similarly 
done; highlight the text that’s the link & click 
the link button. In the Link pop-up dialog that 
appears, instead of typing an address into the 
URL field, click on the small envelope icon on 
the right hand side.

Now you’ll have a pop-up in front of your pop-
up, Create E-Mail Address. Enter the address 
you want to link to in the To field; if you want it 
to CC or BCC someone, fill in those fields as 
appropriate. If you want to send to more than 
one email address, just separate them with 
commas.

Note the Subject line; you can leave this blank 
if you wish, but if you do fill it in, don’t use any 
spaces. Instead, insert %20 between words; 
this will become a space when the link is 
clicked. E.g., our example at the right says 
“Sample%20Subject%20Line” in the Subject 
field. (Or just choose a single-word subject…)

When finished, click OK, then Insert on the 
Link dialog box.
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Paragraphs & Headers

Note the editing drop-down that’s labeled Paragraph in 
this screenshot. You can use this to change the block of 
text you’re working on into Headers, or change your 
header back into a paragraph. 

Note that on some templates, different headers have 
different appearances, which are not evident until 
you Preview the newsletter. The most extreme 
example of this is the 39vine template, which when 
edited looks like this, but when previewed or emailed 
looks like this  
Preview is your friend!
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Inserting Images

The little blue rectangular blob (I think it’s supposed to be a landscape?
….) to the left of the Link icon is the Insert/Edit Image button. Click 
on it to open the Image Manager pop-up.

Although it looks fairly complex at first glance, it’s all pretty simple when taken piece by piece.

The first thing you’ll need to do is 
find the image you wish to insert, 
assuming it already exists on the 
serve (IF NOT see next page) 
Scroll through the list of folders at 
the bottom left to find the 
appropriate folder (usually your 
school name). 

Click the + icon to the left of the 
folder name to expand the folder, and 
click (for example) on the newsletter 
folder inside the school folder. 

A list of files will appear in the 
middle column. You can click on file 
name to see a preview of the image in 
the right-hand column. 

Note: if you click on the file name, it will be inserted into the URL box at the top of the screen 
(along with the image size & alt text); however, if you click on the small icon to the left of the 
file name, you can preview the image in the right hand column, but the URL will not change. 

When you click on a file name, the URL, Alternate Text, and Dimensions fields at the top 
are all filled in. If you need to resize the image, it would be best to edit it and upload a re-sized 
image, but you can also change the displayed image dimensions by changing the numbers in 
the Dimensions boxes. Keep Proportional checked to prevent the image from distorting.

Alternate Text is what screen-readers (for the visually impaired) will present instead of the 
graphic itself. It defaults to the file name, you can change it if you wish.

The Alignment drop-down controls how the image appears in relation to the text around it. 
Change this to Left or Right to allow text to wrap around it (the Preview at top right will show 
you how your choice affects it). 

Margin controls how much “white space” there is around the image; if you want it to have 
some room around it, enter a value. You can set just one value, or un-check Equal Values to set 
each side separately.
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Border controls the border, if you want one around your image. Note that even if you 
click the checkbox for border, if you leave the Width, Style and Color as --Not Set–, you 
won’t get any border, so change those values to what you wish.

Uploading a new image

So, what if the image you want to use isn’t already on the server? At 
the middle of the right hand side, above the image Details/preview 
column, are three buttons. 

The first is New Folder, to create new sub-folders, to help with 
organization.

The third is Help for the Image Manager; it’s actually pretty good, 
take a look.

The second is Upload which is what 
we want. Click to get the Upload 
dialog.

You can Click the +Add button at the 
top left to get a standard file-browser 
dialog box. Select the file from your 
computer you wish to upload.

Alternatively, you can Drag-and-
Drop files from your Finder window 
into the Queue window to add them. 

Note that you can upload multiple 
files at a time, just keep clicking the 
Add button to add them to the 
Queue.

Once your list is complete, click the Upload button at the bottom right, which will cause 
the files to be uploaded to the folder you currently have open. You can then select the 
new file & insert it like any other file.

Images: Advanced Topics: Pop-up images, a.k.a. modal pop-ups

The maximum width for an image in most of the D39 templates is about 640 pixels 
wide. So, what if you want to display a larger image but it won’t fit on the page? Say it’s a  
screen shot, and you want all the text to be legible?

The solution is to insert the large image, but re-size it in the Dimensions field to fit the 
page. Next, Copy the entire URL field. Then (before inserting) click on the Advanced tab 
at the top of the page, and type modal in the Classes field. Click Insert, then click on 
the image to select it and click on the Insert/Edit Link button. Paste the previously 
copied URL for the image into the URL box & click Insert. And that’s it– it’s now linked 
to itself, but with a class of modal, which will generate a pop-up of the full-sized image.


