
 
 

Inst ruct ion s For  The New sle t ter  and 
Databa se Backup 

Tools  Of  OSCom merce 
 
 

Sending A Newslet ter :  
1) Login to Admin  
2) Click Tools  
3) Click the File Manager link, which will display in the “Tools” area on the 
left hand menu.  
4) Make sure you are in the main folder that displays all of the website 
folders and files.  This folder is called  
“Public_Html”  
5) Click on the “newsletters” folder twice to open it up.  
6) Click the upload button to upload your PDF newsletter right into that 
folder.  
7) Now, go to “Send E! mail” which will display in the “Tools” area on the 
left hand side menu.  
8) Select from the dropdown who you are sending the e! mail to.  
9) Give the e! mail a subject line  
10) Write the body of your e! mail.  Remember to include a link to your 
PDF document that you uploaded.  
 
Remember, this link is CASE SENSITIVE!  So you would link to: 
www.example.com/newsletters/example1.pdf.  
 
Back ing Up Your  Database:  
1) Login to Admin  
2) Click Tools  
3) You will automatically be at the database backup manager tool.  
4) Click the “Backup” button  
5) A menu will come up on the right hand site – select the radio button 



for “GZIP compression”  
6) Click Backup!  
7) That’s it! 


