
Title	
  

Sending a Mass Email 



4	
  Keys	
  to	
  Sending	
  a	
  Successful	
  Mailing	
  
	
  

1.  Narrow	
  your	
  audience	
  

2.  Create	
  a	
  Good	
  Email	
  

3.  Test	
  &	
  Send	
  	
  

4.  Clean	
  list	
  &	
  repeat	
  



Narrow	
  Your	
  Audience	
  

	
  
•  Make	
  a	
  group	
  –	
  don’t	
  send	
  to	
  EVERYONE	
  
•  “Do	
  Not	
  Email”	
  &	
  unsubscribers	
  auto-­‐excluded	
  
•  Click	
  “Remove	
  duplicate	
  emails?”	
  



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:	
  {ac[on.unsubscribeURL}	
  
–  Unsubscribe	
  from	
  everything:	
  {ac[on.optOutUrl}	
  



Create	
  a	
  Good	
  Email	
  

•  Create	
  message	
  	
  
–  Add	
  images	
  
–  Create	
  templates	
  
–  Ckeditor	
  [ps	
  
–  Tokens	
  
–  Footer/header	
  
–  A_achments	
  



Create	
  a	
  Good	
  Email	
  

•  Include	
  the	
  essen[als	
  
–  physical	
  address	
  (which	
  is	
  a	
  token	
  known	
  as	
  
{domain.address})	
  

–  bulk	
  opt	
  out	
  token	
  
–  (op[onal	
  but	
  important)	
  opt	
  out	
  of	
  just	
  this	
  mailing	
  list	
  

	
  



Test	
  &	
  Test	
  Again	
  

•  Send	
  test	
  message	
  to	
  yourself	
  (&	
  other	
  staff)	
  
–  Check	
  the	
  following:	
  
–  Links	
  –	
  working?	
  	
  
–  Header/footer	
  –	
  contain	
  correct	
  links	
  
–  Tokens	
  –	
  correct	
  values?	
  Are	
  you	
  confident	
  you	
  have	
  
that	
  field	
  filled	
  in	
  for	
  all	
  recipients?	
  

–  Layout	
  –	
  looks	
  like	
  you	
  expect?	
  
–  Images	
  –	
  showing	
  up?	
  
–  Forward	
  to	
  a	
  friend	
  link	
  included	
  



Test	
  &	
  Send	
  

•  Schedule/send	
  immediately	
  
– What	
  this	
  really	
  means	
  



Clean	
  Your	
  List	
  

•  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	
  	
  
–  Inac[ve	
  	
  
	
  
Maybe	
  not	
  bad	
  
–  Quota	
  
–  Relay	
  
–  Syntax	
  	
  
–  Host	
  



•  Search	
  for	
  bounced	
  emails	
  



Clean	
  Your	
  List	
  

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



	
  
	
  

Live	
  Demo	
  



Select	
  Recipients	
  



Track	
  &	
  Respond	
  



Compose	
  (top	
  of	
  page)	
  



Compose	
  (boFom	
  of	
  page)	
  



Test	
  



Send	
  or	
  Schedule	
  


