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How to send out your e-vite 

 Once you’re back in Newsletter Management, you can send out your 
e-vite by clicking the letter/arrow icon beside your subject.  

 After clicking on the icon, you will come to a page that looks like the 
one below. Make sure that it says “All Subscribers” under “Send to group.” 
 Next, click “Publish.” By clicking “Publish,” you will send the e-vite to 
all Rotarians.       
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Each week, the Columbus Rotary Public Relations intern is 
responsible for creating an e-vite in Mambo to send out to 

all Columbus Rotarians. 

E-vite 

 Above is an example of the weekly e-vite that is sent out using 
Mambo. The weekly e-vite contains the speakers for the next three weeks 

and is sent out each Tuesday, after approval is received from the           
Executive Director and the Promotions Committee Chair.  

 Each week, the format stays the same, just the information just 
changes.  
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STEP FIFTEEN:  
 Next, go to the 
“Appearance” tab. From here, 
change the “Alignment” to 
“Left.” Then, under horizontal 
space, put a 5.  
 Press the “Insert” button 
to insert the image on to your 
e-vite.  
 Congratulations, you 
have officially created your     
e-vite!  
 Don’t forget to change 
the subject date and save it!  
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STEP FOURTEEN:  
 Now that you’ve copied the code, go back to your unfinished e-vite 
 
Components—>Letterman—>Newsletter Management 
 
Click on “Your Columbus Rotary Luncheon Invitation”  
 
 Scroll down to where you added the new speaker information. Put 
your cursor in front of the speaker’s name. From here, you’re going to click 
on the “tree” icon.  
 A new box will pop up. Under “Image URL,” paste the code that you 
copied from Media Manager. Then under “Image description,” type a de-
scription of the image (the name of the speaker works just fine).  
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To log into mambo go to:  
 

http://www.columbusrotary.org/administrator/ 
 
 

It should look like this:  

Username:  
admin 

Password:  
mos4cr 

Once you enter Mambo, it will look like the image below. You’re going to 
be spending most of your time in the site, components, and modules tabs.  
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Creating an e-vite 

 Once you have signed into Mambo, the first thing that you’re going 
to be creating is the e-vite. Remember, that the e-vite lists the upcoming 
speakers for the next three weeks.  
  
 
 
 

 
To create an e-vite, go to the Components tab—>Letterman—

>Newsletter Management 
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STEP TWELVE:  
 Now that you have the correct size image, you can upload it onto 
Media Manager. To upload the image, click on browse, then the image   
itself. Once the image has been uploaded, use the scroll bar below the  
images to find the image of the speaker that you just uploaded.  

STEP THIRTEEN: 
 Click on the image that you need. Once you click, a Code will ap-
pear below. From here, highlight from “images” to “jpg.” Right-click and 
copy.  
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STEP NINE: 
Before you upload your photo, you must first change the size of it.  

 
To change the size go to:  
 

http://www.shrinkpictures.com/ 
 
Once you’re at the sight, scroll down until you get a box that looks like this:  

STEP TEN:  

 Click on browse and upload your picture. Next, you’re going to choose the 

“Custom” option and change the number to 150, after that click “Resize.” 

  

STEP ELEVEN:  
 Once you have clicked resize, you will 
be taken to a new page. At the new page will 
be the resized image and above the image, it 
will say “Download this picture Now,” click on 
it.  
 This will download your new picture, so 
that you can upload it onto the Media       
Manager on Mambo.  
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 Once you have reached Newsletter Manager, you’re going to find the subject 
that says “Your Columbus Rotary Luncheon Invitation.”  
 You’ll notice that on the example, there are two of these, always choose the 
most recent. In the above case, that’s March 14. The date of the invitation will change 
each week to go with the date of the luncheon.  

  

 

 

 

 

 

After clicking on “Your      
Columbus Rotary Luncheon 
Invitation,” you’re going to 
be brought to a screen like 
the image on the left. You’ll 

notice that it looks very  
similar to your traditional 

word processing document.  
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STEP ONE:  
 When you get to the e-vite, the 
first thing that you’re going to do is delete 
the information from last week’s speaker. 
However, make sure you only delete the 
information for that speaker.   
 The box to the right contains all of 
the information that you’re going to 
KEEP. The only part of this that will be 
changed is the location of the     lunch-
eon (circled).  
 Occasionally, receptions are held 
before the luncheon, if that is the case, it 
would go in this section, right above 
“12:05 p.m. — Luncheon.” 

BOX A 

STEP TWO:  
 After changing the location of the 
luncheon, you’re going to move the in-
formation for the next two speakers up 
a week. (The speaker from “IN TWO 
WEEKS” will be moved to under “NEXT 
WEEK” and the speaker for “IN THREE 
WEEKS” will be moved to under “IN 
TWO WEEKS.”) 
 Move these speakers one at a 
time by first highlighting the speaker’s 
information for “IN TWO 
WEEKS” (including the picture). Next, 
right-click, and “cut” the information. 
[BOX B] 
 After that you’re going to move 
your curser under “NEXT WEEK,” right-
click and “paste” the information into 
that position. [BOX C] Make sure that 
you’ve pasted the speaker’s informa-
tion above the information in BOX A. 
 Next, change the date and do 
the exact same process for moving the 
“IN THREE WEEKS” speaker to “IN 
TWO WEEKS.” [BOX D] 
 

BOX B 

BOX C 

BOX D 
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STEP SEVEN:  
 With the color 
changed, it is time to 
add a picture of the 
speaker. In order to 
add a picture, you 
must get out of letter-
man and upload a 
picture to mambo. To 
get out of Letterman, 
go to the top right 
corner and click    
“_E-SAVE.” This will 
take you back to the 
Newsletter Manage-
ment page.  

STEP EIGHT:  
 From here, you’re going to go to the Site tab, then to “Media      
Manager.” 
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STEP FIVE:  
 Now you’re going to 
change the font size. All of the 
text on the page is going to be 
in Arial and bolded. The size 
is going to be 4 (14 pt). 
Mambo can be picky, so it’s 
important that you change the 
font size first, then make it 
Arial and bolded.  

STEP SIX:  
 Now that you have the type in the right font and size, you need to 
change the color. To change the color, highlight all of the text and click on 
the paint pallet next to the font size. From there, you’re going to select 
color #000066. This is the third box from the left on the top row.  
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 Now that you’ve moved all of 
the speaker’s up and deleted the in-
formation from last week’s speaker, 

you should be left with a blank space 
under “IN THREE WEEKS.”  

 Using the speaker list that 
you are given (at right), find the 
speaker for the date. By now, they 
should have already emailed you a 
bio and a picture. If they have not, 

email them again requesting the 
information (and in the meantime, 
do some research and write your 
own bio).  

STEP THREE:  
 When putting in the speaker’s in-
formation, put in their name, the title, 
and then the company.  
 You’ll notice that when you begin 
typing, that the font, size, and color is 
different from the rest of the e-vite. Don’t 
worry about it now, you will change it at 
the end.  

 
 
STEP FOUR:  
 Copy and paste the 
speaker’s biography directly under 
their name. Make sure that there 
are no indentations at the begin-
nings of the paragraphs—they 
should all be aligned to the left.  


