
News Tracking

• Create professional newsletters
• Track clicks
• Follow up
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An overview of how News works ...
Create the newsletter profile
• the title
• email address it is to be sent from
• option to display on your website
• what level of tracking you desire
• create your own unsubscribe text 
or use the default

Add the content
• create & design your own layout 
using tables
• insert pictures, videos, etc
• utilise hyperlinks to other websites or 
documents

Select the recipients & send
• specify the person groups you wish 
to send to

View and manage your tracking 
feedback
• live updates of who opened the 
news and what they clicked on
• select from a range of activities 
you can do with this information
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Select your 
desired level of 

tracking
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View your tracking statistics summary

View the tracking 
summary tab

View who the recipients 
were who performed this 

action
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View your tracking statistics detail

Use the filters to narrow 
down your results

Select ‘Use List’ to perform an 
action with this list of people
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Follow up with your recipients

Select an action to perform on this 
list of recipients



What if I have more questions?

• Click on the red question mark within any form for help on that particular page

• Call your support partner (if you have one) 

• Log a support issue via the ‘Help’ link located at the bottom of the myworkspace screen

• Contact myworkspace Help Assist on 1300 131 848
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