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1 INTRODUCTION 

The Opt In Email module allows administrators to create 'Opt In' distribution list(s). Users of the 
system can easily select which distribution list(s) they would like to Opt In/Out of. Maintenance and 
reports are available for administrators, and an enhanced version of 'Newsletters' is included so 
you can easily distribute to your Opt In lists. 

¶ Setup as many Opt In Lists as you would like  

¶ Settings for each Opt In module can select display all of the Opt In Lists, or a selected few 
(Nice if you like to have different areas of your site(s) to have different opt in 
categories/lists)  

¶ Settings to also optionally collect the users First/Last name besides their email address  

¶ Settings to optionally verify the users email address after Opting In.  

¶ Allow existing users to manage their Opt In settings. After they enter their email address, it 
will send them a link to the system  

¶ Manage Users/Lists along with ability to easily administrator and maintain users and their 
opt in preferences 

¶ Each area of the site and each email distributed through the system are customizable 
within the system. Additionally you can include parameters within the emails send to users 
-i.e. Dear $(FirstName), ...  

¶ Reports for Opt In List(s) including ability to export Opt In Lists/Users to Excel  

¶ Settings for email subject lines, email messages, and mail SMTP settings  

¶ New expanded features in V2.1 including extended fields, previous newsletters, simple opt 
in email modules, and more customization! 

¶ New expanded in v2.6 include the ability to scheduler newsletters. Now you can schedule 
newsletters to send out óXô number of emails per óX timeframeô. For example, send out 400 
emails per hour and run every hour until completion.  

¶ New features in 3.0 include: 

o Email Tracking ï Now track the success of your newsletter. Distribution reports 
show the number emails that go out to users and which of those users have 
actually read the newsletter! Email tracking includes tracking how many times they 
have read the newsletter, their IP Address, and their browser type. 

o New feature to hide help icons within main Opt In Email module 

o New feature to óautoô load authenticated users Opt In Email subscription 
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1.1 Whatôs new? Enhancements in 5.1 

¶ Ability to create ñTemplate Sets" for newsletters. Template Sets allow you to setup a 
dynamic set of variables to collect from the end user (which is an admin / user sending the 
newsletter) that would then be "Plugged Into" the newsletter. For example, instead of the 
user now having full "HTML" access to the newsletter, the admin can define maybe 5 text 
box areas, two headlines, and two images. Thené When the user starts to fill in the data 
for the newsletter, the system can replace those specific areas of text with the FULL 
WYSIWYG template. 

¶ New "TABS" interface to quickly navigate within sending a newsletter through a wizard 
experience. As features are enabled/disabled the tab would no longer appear (such as if 
you did not offer things such as a text-only newsletter etc.) 

¶ Ability to test the opt in email verification emails with a new "Send Email Test" within the 
main Opt In Email module configuration control panel 

¶ Minor Enhancements / Fixes: 

o First / Last Name can now be visible but optional when collecting the subscribers 
information 

o Optional watermark features for first name, last name, and email address within 
main Opt In Email and Simple Opt In Email module 

o Ability to send BCC now to the entire distribution list 
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2 INSTALLATION PROCEDURE  

The ñOpt In Emailò module consists of 4 separate modules. You should follow these instructions to 
install all modules before you start using them. The module installation process has been 
streamlined to only include one single module installation file: 

Included in your download are two module zip files plus the source zip file (if you have purchased 
the source) 

¶ DataSprings_OptInEmai50_DNN6PLUS_PAINSTALL.zipï installation file for installing 
ñOpt In Emailò module. 

Note: For versions of DNN 6.x plus, you should navigate to Host, Extensions, and Install Module 
Extension.  

 

Figure 1: Installation procedure (step 1/5) 

The following screen will be displayed. 

 

Figure 2: Installation procedure (step 2/5) 

Click on the ñInstall New Moduleò to continue installing ñOpt In Emailò and the following screen will 
be displayed. 

 

Figure 3: Installation procedure (step 3/5) 

Click on the ñBrowseò button and the dialog window for locating the installation file 
ñDataSprings_OptInEmail.zipò will be displayed. 

Locate the ñDataSprings_OptInEmail.zipò and click on the ñOpenò button. The following screen 
will be displayed. 
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Figure 4: Installation procedure (step 4/5) 

Click ñNextò and the installation will begin. In a couple of moments the screen informing you on 
successful completion will be displayed. You must agree to the license agreement and follow the 
wizard. 

 

Figure 5: Installation procedure (step 5/5) 

Note: please keep track of any errors that appear during the installation. These errors can be 
helpful if your module has problems. 
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3 OPT IN EMAIL MODULE 

This section will give detailed instructions for all options available for ñOpt In Emailò module. 

3.1 Adding Opt In Email module to a page 

In order to add ñOpt In Emailò module to a desired page follow these steps: 

1. Select the ñAdd New Moduleò radio button 

2. Choose ñOpt In Emailò from the ñModuleò pull down menu 

3. Click on the ñAddò link (or the arrow icon ). 

 

Figure 6: Adding a module to a page (step 1/3) 
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Figure 7: Adding a module to a page (step 2/3) 

The ñOpt In Emailò module will be added to the page. Click on the arrow next to the title of the 
module in order to open the main menu. 

 

Figure 8: Opening the module main menu 
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Note: see section 3.2 for further information on main menu options. 

3.2 Opt In Email Quick Menu 

In order to start using the quick menu to access the most important settings for the module, click on 
one of the available icons. 

 

Figure 9: Opening the quick menu 

The following options are available: 

¶  - click this icon to access the dashboard, i.e. the control panel (see section 3.3) 

¶  - the option for managing subscribers (see section 3.5) 

¶  - the option for managing the opt in email lists (see section 3.6) 

¶  - the option for configuring the module settings (see section 3.7) 

¶  - the option for setting up the extended fields (see section 3.8) 

¶  - the option for importing the subscribers from an existing list (see section 3.9) 
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3.3 Using the Control Panel 

In order to start using the Opt In Email Control Panel, click on this icon  in the quick menu. 

 

Figure 10: Choosing the "Control Panel" option 

The following screen will be displayed. 

 

Figure 11: Options inside the control panel 

The following options are available: 

¶ Dashboard ï the option for viewing module version, recent subscribers, statistics, etc (see 
section 3.4) 

¶ Manage Subscribers ï the option for managing your subscribers (see section 3.5) 

¶ Opt In Lists ï the option for managing the opt in lists/ categories (see section 3.6 

¶ Module Configuration ï the option for configuring the module (see section 3.7) 
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¶ Extended Fields ï the option for managing the extended fields (see section 3.8) 

¶ List Import ï the option for importing the list (see section 3.9) 

¶ Exit ï use this option to exit the Control Panel 
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3.4 Viewing the dashboard 

The purpose of the dashboard is to provide the administrator with a central resource to display the 
module version, recent subscribers and statistics on the opt in lists, and specific warnings that are 
determined based on the module configuration and setup. 

It is displayed by default when you choose the ñControl Panelò option from the main menu. 

 

Figure 12: Viewing the dashboard 

The following options are available: 
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¶ Version ï this will display the current module build version including any incremental 
versions; the version is useful when contacting support or to determine if an upgrade is 
available 

¶ Info/Stats ï statistics will appear within the dashboard for each opt-in list setup; the 
statistics will display each opt in list setup within the system and also the number of 
subscribers within that list 

¶ Recent Subscribers ï the most recent subscribers will be displayed within this area of the 
dashboard; the information will include the subscriber information and the date/time they 
subscribed 

¶ Warnings ï warnings will be displayed based upon any specific configuration concerns or 
recommendations for your module instance 

¶ Exit Control Panel ï exit out of the control panel 

3.5 Managing the Subscribers 

In order to start managing the subscribers, choose option ñManage Subscribersò from the main 
menu. 

 

Figure 13: Choosing option "Manage Subscribers" 

The following screen will be displayed. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Opt In Email 5.1 User Guide 

 

Figure 14: Managing subscribers 

The following information and options are available inside this screen: 

¶ Manage Opt In List(s) /Users ï this screen is displayed by default and contains all users 

¶ Reports by List ï choose this option to display users by the category (see section 3.5.1) 

¶ Display names ï choose this option to display names of the subscribers 

¶ Display extended fields ï choose this option to display extended fields (see section 3.8) 

¶ Search users/emails ï use this option to search for the users based on name or email 
address 

¶ Search term - enter the search term that you would like to query against the opt in email 
list database for 

¶ Page size ï use this pull down menu to specify the size of the page based on the number 
of users displayed per page 

¶ First name ï field displaying userôs first name 

¶ Last name - field displaying userôs last name 

¶ Email address - field displaying userôs email address 

¶ Verified ï field displaying information about whether the user has been verified or not 

¶ Subscription Date/Time ï field displaying information about the categories users belong 
to 

¶ Select / De-Select All - select an action to perform to all selected subscribers from the grid 
of subscribers; the action will be executed against all selected subscribers (see section 
3.5.5) 

¶ Global actions ï select the desired subscriber and then choose the desired action from 
this menu 

¶ Export to Excel ï option for exporting user list to an excel file (see section 3.5.6) 
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3.5.1 Viewing reports by List 

In order to view user by list they belong to, choose ñReports by Listò radio button. The screen with 
the pull down menu for choosing the desired Opt In List will be displayed. 

 

Figure 15: Viewing reports by Opt In List 

Choose the desired Opt In List from the pull down menu and click on the ñSearchò link. The screen 
with the users belonging to the chosen Opt In List will be displayed. 

3.5.2 Adding a new subscriber 

In order to add a new subscriber, choose option ñManage Subscribersò from the main menu. The 
following page will be displayed. 

 

Figure 16: Adding a new subscriber 
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Use the input fields at the bottom to enter the following information about the new subscriber: 

¶ First name ï enter the subscriberôs first name in this field 

¶ Last name ï enter the subscriberôs last name in this field 

¶ Email address ï enter the subscriberôs email address in this field 

¶ Multiple select list ï choose the list you wish to add the subscriber to (note: you can 
select more than one list by clicking the CTRL key for each item or shift for multiple items) 

After entering these parameters inside the input fields, choose the action of adding the subscriber 
to the list from the Global Actions menu. 

3.5.3 Editing a subscriber 

In order to edit a subscriber, choose option ñManage Subscribersò from the main menu. The screen 
with the list of current subscribers will be displayed. 

 

Figure 17: Editing a subscriber (step 1/2) 

The following page will be displayed. 
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Figure 18: Editing a subscriber (step 2/2) 

The following parameters can be edited inside this screen: 

¶ Email Format Preference ï select the desired email format for this subscriber (HTML or 
text) 

¶ First name ï field for editing subscriberôs first name 

¶ Last name - field for editing subscriberôs last name 

¶ Email - field for editing subscriberôs email address 

¶ Subscription Date ï the date the user has subscriber to the list 

¶ Select Opt In Listï checkboxes for adding or removing a subscriber from the desired list 
(see section 3.5.2 or 3.5.4) 

¶ Verified ï use this pull down menu to verify the user) 

o Note: 

Á only verified email addressôs will be distributed an email in the Advanced 
Newsletter Module 

Á use the ñResend Verification Emailò to send the verification email to the 
subscriber once again, this will be the exact same email as when they 
originally opted into the system 

¶ Extended fields ï the part of the page listing all defined previously defined extended fields 
(see section 3.8)  

After editing the desired parameters, click ñSaveò button in order to save the changes. 
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3.5.4 Deleting a subscriber 

In order to delete a subscriber, choose option ñManage Lists/Usersò from the main menu. The 
screen with the list of current subscribers will be displayed. 

 

Figure 19: Deleting a subscriber (step 1/2) 

Click on the delete button  next to the desired subscriber and the following confirmation dialog 
will be displayed. 

 

Figure 20: Deleting a subscriber (step 2/2) 

Click ñOKò and the subscriber will be deleted. 

3.5.5 Performing Global Actions 

The ñGlobal Actionsò menu is used for performing actions to all selected subscribers, i.e. multiple 
subscribers at once. It is used in combination with the ñSelect Allò option. 
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Figure 21: Performing global actions 

In order to perform a global action, click ñSelect Allò and then choose the desired action from the 
menu, e.g. Add (Opt In) subscriber to Opt In List: Sales Promotions, which will automatically add all 
selected subscribers to the list called ñSales Promotionsò. 

The following actions are available: 

¶ Set Subscriber to Verified ï use this option to verify multiple subscribers at once 

¶ Add (Opt In) ï use this option to add multiple subscribers to a list 

¶ Remove (Opt Out) ï use this option to remove multiple subscribers from a list 

¶ Delete Subscriber - use this option to delete multiple subscribers from a list 

3.5.6 Exporting subscribers to Excel 

In order to export subscribers to an Excel file, choose option ñManage Lists/Usersò from the main 
menu. The screen with the list of current subscribers will be displayed. Scroll down to the bottom of 
the page and locate the ñExport to Excelò link. 

 

Figure 22: Exporting to Excel (step 1/2) 

Click the ñExport to Excelò link and the dialog window for saving the file with exported information 
will be displayed. 
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Figure 23: Exporting to Excel (step 2/2) 

Choose the desired location on your PC and click Save to save the file. 

Note: the file name of the exported file but is based on date/time. 
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3.6 Managing Opt In Lists 

In order to start managing Opt In Lists, choose option ñOpt In Lists / Categoriesò from the main 
menu. 

 

Figure 24: Choosing option Opt In Lists / Categories 

The following screen will be displayed. 

 

Figure 25: Managing categories 

The following options are available inside this screen: 

¶  - the option for deleting a Opt In List (see section 3.6.1) 

¶  - the option for editing a Opt In List (see section 3.6.2) 

¶  - to add a new list, fill in the desired fields and click the save icon (see section 3.6.3) 

¶  - the option for adding a teaser (see section 3.6.4) 
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3.6.1 Creating a new Opt In List 

In order to create a new Opt In List, enter the Opt In List name, description and the desired sort 

order inside the respective fields and click on this icon . 

 

Figure 26: Creating a new Opt In List 

After you click on the add icon ( ), the new Opt In List will be added. 

Note: 

¶ The ñDistribution Security Roleò parameter can be used in order to limit access to the 
newsletter based on the user role. In other words you can set the security role for users 
that are allowed to distribute newsletters. This parameter can be setup during the 
procedure of editing a Opt In List (see section 3.6.2) 

¶ A newly added list will not automatically be shown in the lists displayed to subscribers.  To 
display this list, you will need to go to Module Configuration, General Settings where you 
check the Opt In Lists Displayed. (see 3.7.1). 

3.6.2 Editing a Opt In List 

In order to edit a Opt In List, click on this icon  next to the Opt In List name. 

 

Figure 27: Editing an Opt In  
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After clicking ñeditò the fields for changing the desired parameters will be displayed. Inside this 
screen you can change any of the parameters for the Opt In List: 

¶ List Name ï use this field to set a different name for the Opt In List 

¶ Description ï use this field to set a different Opt In List description 

¶ Sort Order ï input field for setting the desired sort order 

¶ Default ï select this checkbox to make the list a default one (note: this checkbox is 
automatically checked when a subscriber is initially subscribing) 

¶ Distribution Security Role ï pull down menu for choosing the desired distribution security 
role; i.e. choosing the role which will be allowed to distribute the specific newsletters  

After changing the desired parameters, click on the ñUpdateò link in order to save the changes. 

3.6.3 Deleting a Opt In List 

In order to delete Opt In List, click on the delete icon  next to the name of the desired Opt In List. 

 

Figure 28: Deleting an Opt In List (step 1/2) 

The following confirmation dialog will be displayed. 

 

Figure 29: Deleting an Opt In List (step 2/2) 

Click ñOKò and the Opt In List will be deleted. 
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3.6.4 Creating a teaser 

Opt-In Email Teasers allow for extended functionality when distributing newsletters or email 
campaigns. 

Teasers (also referred to as issues, periodicals, or content snippets) can allow you to easily create 
content within newsletters and email campaigns by using the $(Teaser) token within the email 
content. 

Teasers themselves can also use the token $(TeaserDetails) to generate a hyperlink for the user to 
click on which will display the full detailed teaser. 

Tips: 

¶ You can have as many teasers per opt in list, however only a single teaser can be set to 
active. Only the active teaser will be showcased within the email when utilizing this feature. 

¶ If the user belonged to multiple opt in lists, and these additional opt in lists also had 
teasers, then the distribution system would generate a line break and separate the two 
teasers. 

In order to create a new teaser, click the teaser icon  next to the desired list within the Opt In 
Email Lists. 

 

Figure 30: Creating a teaser (step 1/3) 

The following page will be displayed. 
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Figure 31: Creating a teaser (step 2/3) 

The following options and parameters are available inside the first part of the page: 

¶ Select Teaser ï select ñCreate New Teaser (Blank)ò to create a new teaser 

o Note: once you create a teaser or several teasers, you will be able to edit them by 
selecting the desired teaser from this menu; you can also use this menu to copy 
the existing teaser and thus use it as a template for creating a new one 

¶ Teaser Name ï enter the name of the teaser which will help you differentiate this teaser 
from all other teasers; in other words this name is not visible to the subscribers 

¶ Teaser Title ï enter the title of the teaser 

o Note: the teaser title will only appear to the users if they click the 'Teaser Detail' 
link which will lead them to the title and body text of the teaser 

¶ Teaser Date - select the date for this teaser; the teaser date will only appear if the user 
clicks the 'Teaser Detail' link 

¶ Draft Mode - select this checkbox to make the teaser a draft i.e. not visible to the 
subscribers until you finish it 

¶ Teaser (HTML Subscribers) ï enter the HTML version of the teaser text that will appear if 
you use the teaser token within a newsletter or email campaign; teasers can include the 
token $(TeaserDetails) or $(TeaserDetails_Full) which will represent the hyperlink for the 
full teaser body 
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Figure 32: Creating a teaser (step 3/3) 

The following parameters are available in the second part of the page:  

¶ Teaser (Text Subscribers) ï enter the text version of the teaser  

¶ Teaser Body - enter the full teaser body for this teaser; the teaser body will appear within 
the main Opt In Email module in case the subscriber clicks the detailed link within a teaser 

After setting the desired parameters, click "Saveò to complete the procedure of creating a new 
teaser. 

3.6.5 Activating a teaser 

Since only one teaser can be active per list, you can use the pull down menu to select the teaser 
you wish to be active for a list. 

 

Figure 33: Activating a teaser 

Select the desired teaser from the menu and click Save to save the changes. This teaser will from 
that point on be active for that list. 
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Note: you can always select a different active teaser. 

3.6.6 Deleting a teaser 

In order to delete a teaser, select the desired teaser from the ñSelect Teaserò menu. 

 

Figure 34: Deleting a teaser (step 1/2) 

The page with the selected teaser will be displayed. 

 

Figure 35:  Deleting a teaser (step 2/2) 

Click ñDeleteò and the teaser will be deleted. 
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3.7 Configuring the module 

In order to use more advanced options for configuring the module, choose ñModule Configurationò 
from the main menu. 

 

Figure 36: Choosing option "Module Configuration" 

The following page will be displayed. 

 

Figure 37: Options for configuring the module 

The following options are available: 

¶ General Settings ï see section 3.7.1 

¶ Layout Settings ï see section 3.7.2 

¶ Style Sheet ï see section 3.7.3 

¶ Email Settings ï see section 3.7.6 
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3.7.1 Managing General Settings 

In order to start managing general ñOpt In Emailò module settings, choose ñModule Configurationò 
from the main menu and click the ñGeneral Settingsò label. 

 

Figure 38: Managing general ñOpt In Emailò module settings (step 1/2) 

The following parameters are available inside this screen: 

¶ Opt In Lists Displayed (at least one required) ï fields displaying available newsletter 
lists; select the list in order to enable it (see section 3.6) 

o Note: use the language menu to specify the list you wish to display for various 
languages, i.e. language versions of the site 

¶ Extended Fields ï select this checkbox in order to enable extended fields (see section 
3.8) 

¶ Request First/Last Name ï use this option in order to enable first name and last name 
fields inside the subscription form 

¶ Enable preferred email format - select to allow the subscribers to choose their preferred 
email format (text or html) 

¶ Auto Verify Users Email ï check this checkbox if you want to skip the step of verifying 
subscriberôs email; otherwise users will need to click on the óVerify Emailô link that is sent to 
them upon initial registration. 

¶ Initially Hide Lists For New Subscriptions - select this option and the opt in lists will 
initially be hidden when the user chooses to subscribe 

¶ Hide Opt-In Management Feature - select this option if you would like to hide and disable 
the feature for a subscriber to manage their subscription 

¶ Always send verification email ï select this checkbox if you want to use the verification 
email functionality 
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¶ Notify staff of new subscriptions ï select this option if you wish to enable notifications to 
staff members about new subscription signup 

 

Figure 39: Managing general ñOpt In Emailò module settings (step 2/2) 

¶ Notification Email Address ï enter the email address notifications should be sent to 

¶ Hide Help Icons ï select this checkbox in case you wish to hide the help icons that are by 
default displayed next to each field label 

¶ Email Settings - expand the email settings to setup a ñfrom emailò and ñfrom email nameò 
within the module. This from email will be used when emails are distributed based on the 
work flow settings for initial and updated subscriptions 

¶ Display a ñcheck allò lists option within opt in / opt out subscription process ï select 
if you would like the system to display a checkbox above or below the opt in lists. This 
checkbox would allow the use to either select or deselect all of the opt in lists. 

¶ Automatically load authenticated users opt in subscription ï select this option in case 
you wish to automatically load authenticated users opt in email subscription. There will 
automatically put the module in óupdate modeô when the user has signed into 
DotNetNuke® portal 

¶ Disable in-line editor ï select this checkbox if you would like to disable the in-line editing 
ability for the administrators. The in-inline editing feature is the ability to change the layout 
of the opt in list by clicking on the pencil icons directly on the user-facing page 

¶ Remove subscriber from system if Opted Out from all lists ï select this option to 
automatically remove the subscriber if he has opted out of all lists 

¶ Validate subscriber is new - select this option to validate that the subscriber is a new 
subscription; the feature should be enabled if you only have a single module instance 
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throughout your portal, or a single opt in list; the feature should be disabled if you want the 
user to be allowed to subscribe to multiple opt in lists on multiple pages of your portal 

¶ Disable Ajax - select this option to disable AJAX within the user-facing portions of this 
module 

¶ Disable Ajax for Control Panel - select this option to disable AJAX within the control 
panel and module configuration portions of this module 

¶ Label Suffix ï enter the desired label suffix in case you wish to display one 

¶ Display labels/textbox on separate lines ï choose this option in order to display label for 
the input field (First name) and input field in two different lines 

¶ Force SSL within generated hyperlinks ï select this option if you would like to force 
hyperlinks generated within the module for verification and subscription management to be 
HTTPS instead of HTTP 

o note: the list of accepted SMS carriers can be edited in Host, Lists 
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Note: Starting in Opt In Email 5.1, the SMS Texting feature has the optional feature to 
send the data to the ñData Springs Opt In Textò service. You can find out more 
information and get setup with ñOpt-In Textò at www.datasprings.com/OptInText 

In order to start managing ñOpt In Emailò module layout settings, click on the ñ+ò symbol next to the 
ñLayout Settingsò label. 

3.7.2 Managing the Layout Settings 

In order to start managing the layout settings, click the ñLayout Settingsò label. 

 

Figure 40: Managing ñOpt In Emailò module layout settings (1/2) 

The following parameters are available inside the first part of the screen: 

¶ Manage Layout Text ï select this radio button and choose the desired option from the pull 
down menu in order to define messages that will be displayed to the users on the 
website throughout the procedure of subscription and managing subscription (see section 
3.7.3) 

¶ Manage System Emails ï select this radio button and choose the desired option from the 
pull down menu in order to define email messages that will be sent to the user throughout 
the procedure of subscription and managing subscription (see section 3.7.4) 

¶ Basic Text Box ï choose this option in order to define website messages and email 
messages in TXT format 

¶ Rich Text Editor - choose this option in order to define website messages and email 
messages in HTML format and with advanced formatting features (WYSIWYG editor) 

http://www.datasprings.com/OptInText



















































































































































































































