
CBT Newsletter System 
 

About the system 
To help simplify, speed up, and Coldwell Banker Tomlinson has been created to help Agents and administrative 

staff manage the monthly newsletter mailings through an online portal available 24x7.  this system, eliminates 

the agent return and client labels, applying them to the newsletter, folding the newsletters, sorting by zip code 

and meeting the office drop-off deadline.  All of these processes will now be performed by Lawton Printing. 

 

Feature of the system include: 

• Upload your mailing list 

• Upload your photo to be used on the cover of the mailing (referred to as your Profile Picture) 

• Specify how many blank newsletters you’d like to receive for handouts 

• Customize the inside section of your newsletters with your own language and images 

  

In addition to eliminating manual processes, the new system includes several other features: 

1) Ability to personalize your mailings with a picture of yourself and a message to your clients 

2) Ability to upload and manage your own mailing list(s) 

3) Ability to designate a quantity of monthly “unaddressed” newsletters personalized with your picture and 

message that you can hand out as needed 

Logging In  
Usernames and passwords have been setup for all agents currently participating. New agents can create their 

own profiles or Lawton Printing can create profiles for you if you email your contact information to 

support@cbtnewsletter.com.  Lawton will respond with your username within a few hours or the next business 

day. 

To login, visit http://www.cbtnewsletter.com and enter your email address and password.  You can also click the 

“forgot password” link if needed.  If you are unable to receive the password reset email or are unable to get 

logged in, please contact support@cbtnewsletter.com.   

Once logged in, you will see a status for the upcoming newsletter order including the order deadline, whether 

you’re signed up for the order, the # of newsletters that will be mailed on your behalf and the # of blank 

newsletters you’ve requested requested.  You can customize all of these settings by clicking the links next to 

each item, and, if there’s an issue with some part of the order, you will also see some type of warning message. 

Editing Your Profile 
Your profile contains your contact details as well as your profile picture which appears on the cover of the 

newsletter.  To edit these details and upload/update your photo, click the “Edit Profile” 
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My Profile 

 

 

Update the contact details as needed.  To upload a photo, simply click the Browse button and you will be given a 

window to browse your computer for a new image.  Once you’ve selected an image, you will be returned to the 

Profile page.  You must click the Update Profile button to save the new settings.  

Notes about your profile picture 

• This image will appear on the cover of the newsletter 

• This image may be cropped or trimmed as needed to fit it’s spot,  

• If possible, use a high-resolution image (300 dpi) that is at least 800px x 600px 



 

 

Editing Your Newsletter Options 
The newsletter system is very flexible and allows you to setup automatic ordering each month, specify the 

number of blank newsletters you’d like to receive, and, specify custom language and a custom photo for the 

sidebar of the newsletter. 

To edit these settings, click the “Newsletter Options” link. 

Newsletter Options 

 

You can change your automatic ordering settings, specify if you want to take part in the next month’s order, 

enter the # of blank newsletters you’d like to receive and see the # of clients in your client database which will 

receive the next mailing. 

You also have the option to personalize the newsletter side bar with a photo, title and language.   If you do not 

enter personalization information, the default language and photo will be printed.  

Notes about your newsletter options 

• If you sign up for automatic reordering, you will still receive a monthly email confirmation prior to the 

order deadline so you can change settings if needed 

• The # of addresses is based on your mailing list (see instructions below on updating) 



 

 

Customizing Newsletter Side Bar 
To personalize this information, tick the “Customize Newsletter Side Bar” check box.  

Customize Side Bar 

 

 

You can upload a photo (appears at the top of the side bar), enter a title and enter up to 1500 characters of text 

in the sidebar.   

Notes about customizing your side bar  

• Follow the same photo standards outlined for the profile picture 

• No formatting is allowed in the title or long text, only text and paragraph breaks 

• More customization options will be added in the upcoming months 



Editing Your Address Database 
You can upload an Excel file (XLSX, XLS or CSV) of your client list to populate your newsletter mailing list.  Your 

Excel file should have at least a first name, last name, address, city and state fields.  Additional fields can be 

contained within the file, but they will be ignored.   

To upload or customize your address list, click the My Addresses link. 

My Addresses 

 

If you have already uploaded your mailing list (or a member of the CBT or Lawton staff has done so) you will see 

a listing of your clients with the option to edit and delete them individually.  If you have not yet uploaded a 

mailing list, or, would like to replace your current mailing list, click the Upload New Address Database button. 

Uploading New Address Database 
After clicking the Upload New Address Database button, you will be given a screen to select a file from your 

computer. 



Address Database Upload – Step 1

 

Click the Browse button and you will be able browse your computer for your client address list.   

Once you find the file, click Upload and your file will be sent to the server.  The server will convert the file and 

send you to a page (Step 2) where you’ll need to assign the columns in your Excel document to the fields to the 

Newsletter fields using simple drop-down boxes.  

Address Database Upload - Step 2 – Matching Fields 

 

If your spreadsheet contained additional fields that aren’t necessary for the newsletter system, they will appear 

on this screen, but you do not need to assign a newsletter field to them.  For the first, last, address, city, state 

and zip fields, you’ll need to select the appropriate newsletter field from the drop-down option at the top of the 

column.   

Once you have matched your Excel fields to the newsletter fields, click the Process List button at bottom of the 

page and your address list will be populated.   

From this point on, you can either manually add, edit and delete addresses individually, or, upload an entirely 

new address database. 

Be aware that uploading a new address database will erase your old address database. 



 

Feedback and Help 
If you need assistance with the system, please contact your office staff who will direct you to more help.   You 

can also email support@cbtnewsletter.com for assistance. 

As with any new system, we anticipate revisions to the system as we get feedback from agents and 

administrators.  Feel free to forward any feedback to support@cbtnewsletter.com. 
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