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Setting Up Email Options 
 

This guide will help you in setting up the email options of your InstaMember 
powered site.  This includes detailed information and option on how you can 

optimize email handling using InstaMember. 
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Setting Up Email Options 
This guide assumes that you have already logged in and successfully 
installed InstaMember to your wordpress site. 

 
1. Navigate to your Instamember Dashboard by clicking the 

Instamember menu option on your wordpress dashboard. 
 

 
 

2. Click ‘Setup/Configuration’ to start setting up your InstaMember 
powered site. 

 

 
 

3. Once clicked, you should see the setup/configuration page similar to 
this image 
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4. Click the ‘Email’ button. 

 
 

 
 

5. Fill in the fields with the appropriate data: 
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 Default Admin Email – this field should be filled out with the 
email you will be using to send out email. 

 Default Sender Name – this field should be filled out with the 
desired name you want to appear as the sender on every email 

sent. 
 Email Delivery System – by default this is set to be handled by 

the default php email. 
o STMP – unlike the default php email and Amazon SES, this 

option provides additional fields for you to supply data in.  

 
6. Enable Email Throttle Queue – this is a feature of InstaMember that 

enables you to send all broadcast/bulk emails periodically to avoid 

your email server from getting overloaded. By default this is turned 
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on. You can setup the Email Sending Limit per hour and the Cron 

Command (please read the user manual for more information in 
setting up a cron job.). 

 
7. Notification Emails (for members) – this contains the options to 

enable sending of specific emails to the members of your site. Each 
checkbox has a corresponding link to edit the template. Note: the only 

checkbox that you can check and uncheck is Send Membership 
Cancellation Email. 

 

 
8. Notification Emails (for affiliates) – this contains the options to 

enable sending of specific emails to affiliate members of your site. 
Each checkbox has a corresponding link to edit the template. Note: the 

only checkbox that you can’t uncheck and is checked by default is 
Send Affiliate Approved Email. 

 

 
 

9. Notification Emails (for admin) – this contains the options to 
enable sending of specific emails to the administrator of the website. 

Each checkbox has a corresponding link to edit the template. You can 
check or uncheck the checkboxes depending on your preferences. 

 
 

10.  Once you are done with the Email Settings, save or update the 

changes you have made by clicking the update settings button. 
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Note: If you would like to test your email delivery system firsthand, you 

may do so by sending yourself a test email to confirm everything is working 
smoothly.  

 
The Send Test Email field can be found on the bottom most part of the 

email options page. Just enter a valid email address and click the Send 
button to check whether you are good to go with the email options settings. 
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BROUGHT TO YOU BY: SUZANNA THERESIA 

 
If you have any questions or input on how we could improve this manual, 
please contact our support team at http://asksuzannatheresia.com 

http://asksuzannatheresia.com/

