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Creating an Email

To create an email from scratch

1. Go to http://www.constantcontact.com, and log in.

2. Click [image: image1.png]L4 Create an Email



.

3. Enter a descriptive name for the email, such as Fall 2009 Newsletter to Agents, and click Next.

4. Choose a category for the type of email; for example, Newsletters, Promotions, Business Letters, or Press Announcements.
5. Select a template, and click View Details.
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6. When you have selected the template that seems close to what you want, click [image: image3.png]Use this Template >



. Note that the templates can be modified in many ways.

7. Verify the email message settings, and click Next.
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8. Edit, copy, move, and delete blocks in the email, and enter graphics and text.
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9. Click [image: image6.png]'Q Preview



 to preview the email and Exit Preview to return to Edit mode.

10. Click Save and Continue.

11. Choose the Contact List(s) to whom you want to send this email, and click Save.
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12. Choose a status for the email:

· Draft to work on and send later

· Send Now to send as soon as possible, or 

· Schedule for the future at a date and time you specify.
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13. Click Save.

To create an email starting with an email that was created previously

14. Go to http://www.constantcontact.com, and log in.

15. Click [image: image9.png]


 to the left of the email you want to copy.
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16. Enter a new name for the email you copied, and click Next.
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17. Continue with Step 7 in “To create an email from scratch,” which starts on page 2.

Scheduling and Sending Emails

To schedule or send an email currently designated as Draft

18. Go to constantcontact.com and log in.

19. Click the Emails tab.

20. In the Existing Emails list, click the name of the email that you want to schedule or send.
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21. In Email Details, click Schedule Email.

22. Choose Send Now or Scheduled for.
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23. If you chose Scheduled for, enter the date by typing it or by selecting it from the calendar.

24. Enter the time by selecting the hour, minutes, and AM or PM in the lists.

25. Click Save.

26. Review the details.
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27. To make changes to:

· Email message or Contact list selection, click reset it to Draft status

· Date sent, click Edit Date.

Working with Contact Lists

You can import and re-import contact lists created and maintained in Excel. The spreadsheet columns need to have the following order and headings:

· Email Address

· First Name

· Last Name

The spreadsheet can contain additional fields (columns) to import into Constant Contact or to choose not to import and simply maintain in Excel.
The following shows the beginning rows in the Agent spreadsheet.
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If you use the format needed for import into Constant Contact, you can re-order and re-sort the columns as needed for other purposes, while still maintain a single source for the information.

To add contacts to Constant Contact
28. Go to constantcontact.com and log in.

29. Click [image: image16.png]< Add/import Contacts



, or click the Contacts tab and click Add New Contact.
30. Check the contact list or lists that you want to add to, and click Next.
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31. Select how you want to add to the selected contact list(s) and follow the appropriate steps below.
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To type or copy your email addresses (option 1)
32. Follow the procedure “To add contacts to Constant Contact” on page 7.

33. Select Type of copy my email addresses into Constant Contact, and click Next.

34. Type or copy the email addresses, pressing Enter to separate email addresses, and click Submit Data.
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To type your email addresses and contact details into Constant Contact (option 2)
35. Follow the procedure “To add contacts to Constant Contact” on page 7.

36. Select Type my email addresses and contact details into Constant Contact, and click Next.

37. Enter the data in the fields provided, and click Submit Data or Submit and Add More.
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To import your list from an Excel file on your computer (option 3)
38. Follow the procedure “To add contacts to Constant Contact” on page 7.

39. Select Import my list from a file on my computer, and click Next.
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40. Click Browse, and locate the Excel file with the information you want to add.
41. Click Submit Data.

Resending an Email to Specific Contacts

Sometimes you need to resend an email after you have corrected an email address if the person did not receive the email, or if you added contacts to the list after you sent the email.

To resend an email to a specific contact or contacts

42. Go to constantcontact.com and log in.

43. On the Home page, click the name of the email you want to resend.

44. Click Resend Options.
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45. Click one of the following:

· Enter email addresses – to type or copy email addresses of contacts to whom you want to send the email and, optionally, to add those addresses to list(s).

· New contacts since email was last sent – to resend the email to anyone in the selected list(s) who did not already receive it. This option does not allow you to add more contacts.
46. Click Next.

47. Enter new email addresses (if you selected the first option), and then schedule the email delivery or send it now.

Viewing and Analyzing Reports

Email reports provide:

· Approximate data regarding the number of email recipients who opened the email and the links listed in the email that they followed

· Information about bounced emails and the reasons for the bounce

· A list of the recipients who chose to opt-out or unsubscribe, removing their information from all contact lists

To view reports relating to an email distribution

48. Go to constantcontact.com and log in.

49. Click the Emails tab.

50. Click the Reports link below the tabs. The statistics for recently sent emails are displayed.
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51. Click Refresh ([image: image24.png](¢4}



) to update the statistics.

52. Click the number in the Sent column to view the list of email addresses that the email was sent to (successfully or unsuccessfully).

53. Click the number in the Bounces column to view the emails that were sent but not received. Reasons for bounces include: Non-existent address, Undeliverable, Mailbox full, Vacation/Auto-reply, Other, and Blocked.
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You can view one or more lists, export the list to CSV (comma separated values) to open the file in Excel, Remove lists, and Refresh lists.

54. Click the number in the Opt-Outs column to view the email addresses and names of people who unsubscribed. Click Export to export the list.
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Click Export All to export the information to CSV and open the file in Excel.

55. Click the number in the Opens column to view email addresses of people who viewed the email. Some email addresses are listed more than once and may indicate that the recipient is using the Preview window in their email client. You can save the information as a list or export the file to CSV and open the file in Excel.

Email List Maintenance Tips

· Copy the email list to new Excel file, and rename it with a name that describes its use in Constant Contact.  Example: CC_agent_list_Nov2009.xls. This is important because other lists exist for sending to Stewart employees (all, marketing, for test purposes, and so forth).

· Store all Constant Contact email lists in Excel format in the same directory on your hard drive or on the office network to find and update them easily.

Getting an Email List in Excel Ready to Import

To clean the list of extraneous information

56. Open the spreadsheet (.xls document) in Excel. Scroll to the top of the list.

57. Ensure that the first three columns are: Email Address (column 1), First Name (column 2), and Last Name (column 3) and that row 1 has these three column headings.  The rest of the columns will not be used and do not have to be deleted or modified.

58. Delete any rows that have no email address. To delete an entire row, select the row by clicking the row number, right click, and choose Delete.
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59. Delete multiple email addresses from column 1, leaving only one address.
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60. Delete rows with blocked or non-existent email addresses.  A “Comments for Jennifer” or “Notes” column may provide information about emails that were blocked during the last email distribution or that have some issues (email recipient opted out of receiving emails.)

To sort the rows so that all comments or notes are together, select the Comments column, select Data > Sort, Expand the Selection, Sort by column name in Ascending order.
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61. Save and close the file.

Importing the Contact List into Constant Contact
To log in, access the import contacts page, and name the new list of contacts

62. Go to http://www.constantcontact.com, and log in.

63. Click [image: image30.png]


 at the top of the page.

64. From the My Contacts section of the Contacts: Manage Contacts page, click Add/Import.

65. Enter a new descriptive list name, and click Save. It’s preferable to use a new name and then delete the outdated list.
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66. Click [image: image32.png]


.

To import the contacts list

67. In response to How would you like to add your list?, select the third option, and click Next.

[image: image33.png]» How would you like to add your list?
Selctthe method you would ke to use for adding your st

) Be advised, your account is sublect o the terms in our zero tolerance Ant:-Spa

© Type or copy my email addresses into Constant Contact i/

© Type my email addresses and contact details into Constant Contact

@ Importmy list from a file on my computer (i 21




68. Select a file location by clicking Browse.
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69. Locate the folder and file on your hard drive or network server, and click Open.
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70. Click [image: image36.png]Submit Data




.

71. Check the four entries in the Permission Confirmation Checklist, and click Submit.

[image: image37.png]Permission Confirmation Checklist

Only contacts that have given you or your business prior consentto receive.
communications can be used in Constant Contact.If our list does not meet each
condiion on the checklist below, select Cancel. All boxes must be checked before
your import can begin.

My listis consent based - All contacts have given me or my business
their prior consent to receive email communications.

My listis NOT a third party list - My st has not been purchased,
rented, appended or given to me from any third party source.

My list does NOT contain role addresses or distribution lists - E o
email addresses that may be received by more than one individual
sales@, suppor@, users@, i@, etc.

My list does NOT contain email addresses captured in my address
bookwithout prior cansent. Including but not limited to: user group.
addresses, ransactional addresses or auto-response addresses.

Violation of these rules will make you subject to our Anti-Spam Policy and may
resultin the immediate termination of your account. Please contact Customer
Support with questions.





To label the data in the Constant Contact list

Select how to label your data. The first three columns in the spreadsheet (email address, first name, and last name) must be imported. All other columns are optional (Either select a field name from the list, or choose Do not import).
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To start the import process

Click [image: image39.png]Startimport




. A message is displayed to indicate that the import process has begun.
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