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Communicating with Your Base 



What	  we’re	  going	  to	  cover:	  
	  

–  Tips	  for	  using	  the	  mail	  ckeditor	  
	  
–  Email	  templates	  –	  the	  ni<y	  gri<y	  
	  
–  Strategies	  for	  email	  list	  management	  
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Email Editor Tips 



	  
Up	  for	  discussion:	  What	  makes	  for	  a	  bad	  email,	  content	  aside?	  



•  You	  can’t	  read	  it	  
•  Looks	  bad	  in	  your	  email	  
•  Goes	  to	  SPAM	  
•  Other	  issues?	  



Tricks	  for	  Using	  Ckeditor	  

This	  is	  what	  we	  mean	  by	  the	  “editor”:	  



You	  don’t	  have	  to	  know	  HTML,	  but	  here	  are	  a	  couple	  of	  Nps:	  	  

•  Where	  possible,	  use	  the	  toolbar!	  
•  Indent	  
•  Change	  colors	  
•  Use	  Styles	  (accessibility,	  clarity)	  
•  Demo	  



Using	  Styles	  	  



Always	  add	  plain	  text	  	  
(but	  we	  just	  discovered	  	  
that	  if	  you	  don’t,	  it	  will	  	  
get	  added	  anyway	  with	  	  
links	  at	  the	  bo<om)	  



Don’t	  use	  a	  single	  big	  	  
image.	  	  



•  Don’t	  be	  a	  spammer!	  
–  Balance	  graphics	  &	  text	  
–  Include	  plain	  text	  
–  Keep	  images	  on	  PB	  server	  (no	  copy/paste)	  
–  Don’t	  paste	  from	  Word	  (or	  other	  word	  processor)	  
–  Use	  good	  HTML	  design	  
–  Allow	  easy	  unsubscribe	  
–  Don’t	  send	  from	  Gmail	  
–  Add	  recipient’s	  name	  in	  email	  so	  each	  email	  you	  send	  is	  different	  from	  

the	  others	  
–  Use	  SpamAssassin	  Tests	  
–  (see	  handout	  for	  more	  details)	  



Upload	  all	  images	  to	  PB	  server	  (don’t	  copy/paste)	  



Prac4ce!	  
Upload	  an	  image	  	  
1.  Click	  on	  an	  image	  in	  the	  email.	  This	  is	  one	  that	  was	  badly	  

copied	  and	  pasted.	  Let’s	  fix	  it.	  	  
2.  First,	  make	  sure	  the	  image	  is	  the	  right	  size	  (it	  is)	  
3.  If	  not,	  resize	  first	  (Paint.net,	  Preview	  for	  Macs,	  online	  resizer	  

like	  h<p://www.webresizer.com/resizer/)	  
4.  Save	  to	  your	  computer.	  
5.  In	  PB,	  click	  image	  bu<on	  and	  go	  through	  upload	  process.	  









And…use	  a	  good	  template	  to	  save	  Nme	  and	  energy.	  	  
	  
The	  less	  formaeng	  you	  have	  to	  do	  each	  Nme	  you	  send	  an	  email,	  
the	  happier	  you	  will	  be!	  
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Email Templates 



•  Have	  these	  email	  templates	  on	  hand	  
–  A	  newsle<er	  
–  A	  “take	  acNon”	  template	  
–  A	  fundraising	  template	  
–  Any	  others	  you	  need	  

•  And	  be	  sure:	  
–  They	  are	  mobile-‐compaNble	  

•  PTP	  is	  not	  a	  design	  firm	  (whew!)	  but	  we	  can	  help	  you	  get	  
your	  design	  into	  PB	  once	  you	  have	  one	  

	  



•  Get	  a	  nice	  template	  

•  And	  all	  you	  have	  to	  do	  is	  
–  change	  text	  
–  change	  images	  



Single-‐column	  “take	  acNon”	  
example	  



	  
	  
	  

Demo	  template	  edi4ng	  if	  needed	  
	  



•  Takeaways:	  

–  Deal	  with	  images	  like	  a	  pro	  
–  Don’t	  be	  a	  spammer!	  
–  Use	  nice	  templates	  =	  save	  Nme	  
–  Accessibility:	  some	  people	  read	  with	  machines	  	  

•  Don’t	  use	  just	  an	  image	  
•  Alt	  text	  
•  Headings/styles	  
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Strategies for Email List 
Management 



•  What	  we’re	  covering	  here:	  	  
–  Differences	  between	  bounces,	  unsubscribes,	  total	  opt-‐out	  
–  How	  to	  regularly	  clean	  your	  list	  



•  Unhold	  emails	  “on	  hold”	  
•  Bounce	  reasons:	  invalid/inacNve	  =	  bad	  email	  
•  You	  have	  to	  go	  to	  the	  mailing	  bounce	  report	  to	  find	  them	  
•  Get	  them	  off	  your	  list	  
•  Remove	  people	  from	  your	  list	  with	  no	  email	  address	  (search	  

builder	  –	  email	  is	  null)	  
•  Remove	  people	  who	  say	  “do	  not	  email”	  (this	  only	  works	  if	  

you’re	  collect	  privacy	  preferences)	  





Filter	  Mail	  Bounce	  Report	  by	  Bounce	  Type	  





Exclude	  these	  from	  future	  mailings,	  or	  update	  them,	  etc.	  



Narrow	  Your	  Audience	  

What’s	  the	  difference	  between	  “do	  not	  email”	  and	  
‘unsubscribe’?	  	  

–  Do	  Not	  Email	  =	  data	  entered	  by	  YOU	  
–  Unsubscribe	  =	  recipient	  opts	  out	  from	  email	  



Narrow	  Your	  Audience	  

Unsubscribe	  from	  a	  group	  vs	  unsubscribe	  from	  ALL	  
emails?	  

–  Unsubscribe	  from	  a	  group:	  {acNon.unsubscribeURL}	  
–  Unsubscribe	  from	  everything:	  {acNon.optOutUrl}	  



Clean	  Your	  List	  

Mailing	  Report	  
–  How	  many	  clicks/opens?	  (why	  opens	  isn’t	  accurate)	  
–  Surprising	  number	  of	  bounces/unsubscribes?	  

	  



Clean	  Your	  List	  

Review	  mailing	  report	  



Clean	  Your	  List	  

Bounce	  Types:	  
Bad	  email	  
–  Invalid	  	  
–  InacNve	  	  
	  
Not	  necessarily	  bad	  –	  should	  be	  unheld	  
–  Quota	  
–  Relay	  
–  Host	  



Search	  for	  bounced	  emails	  



Clean	  Your	  List	  

Clean	  up	  list	  &	  repeat	  	  
–  Unhold	  all	  “on	  hold”	  emails	  



Prac4ce!	  	  
•  The	  demo	  site	  doesn’t	  have	  mailing	  data	  but	  you	  (probably)	  

will	  in	  your	  own	  PowerBase	  site.	  	  

•  Review	  a	  mailing	  report	  and	  look	  at	  bounce	  types	  
•  Search	  for	  held	  emails	  in	  	  

–  Advanced	  Search	  
–  Mailing	  Bounce	  Report	  


