
On the Add New Post page 
1. After you’ve written the post and published it, click the Create Newsletter button in the 

top right of the sidebar section labeled Instasend. 

 
2. Next, select the dropdown as Yes to display the Featured Image, and then click Next. 

 



3. Next, select from the dropdown whether you want the newsletter to display the Full Post 
or just an Excerpt. Select whether you want to keep images from inside the post as well 
if you’re using the Full Post. Then click Next. 

 
4. Now click Create to start creating the newsletter for posting and then click Edit. This will 

take you to the Newsletter Creator page. 

 
 
On the Newsletter Creator page 



 
1. In the Blocks tab on the right, scroll down to the Content section to find the “Blog Posts” 

button. Click and drag this button into the newsletter to display blog posts: 
a. Switch the layout of the Blog Posts to Two Columns from the drodown for Layout. 
b. Edit the excerpt word count for however much you want of the posts to be 

displayed. 
c. Click the Show Image checkbox under Dates and Images. 
d. Under Filters click the checkboxes of which posts you’d like to display. 

Additionally, you can select by Tags as well. 
e. When finished customizing, click Apply. 

 
 



2. Also in the Blocks tab under Content is the “Separator” button. Click and drag this to 
above the Blog Posts section so it is separate from the content of the post. This will 
make it look nicer. 

3. Click Save. 
4. Once the page reloads, click Next to go to the delivery part of the newsletter. 

 
5. Now click the Preview tab to make sure the newsletter looks the way you want it. 
6. At the top, either click Send Now to send out the newsletter now or click Schedule to to 

schedule when it will be sent. 
7. The newsletter is now sent. 


