
How to Remove a Client From Your 
OnlineXpress Newsletter or Single Supplier 
Emails 
 

To remove specific clients manually from receiving your OnlineXpress newsletter and Single Supplier 

Emails without removing from your Admin completely 

 

Step One 

Login to your Admin > Contacts> Select or search for your client’s name. 

 

 

Step Two 

Click on the client’s name. 

 

 

  



Step Three 

Check off the box to unsubscribe. Remember to SAVE your work. 

 

 


