Constant Contact




Mississippi Department of Education

VISION MISSION

To create a world-class To provide leadership
educational system that gives through the development of
students the knowledge and policy and accountability
skills to be successful in systems so that all students
college and the workforce, are prepared to compete Iin
and to flourish as parents the global community

and citizens




State Board of Education STRATEGIC PLAN GOALS

LD SIS PlliE EVERY School Has Effective
and Showing Growth in All
Teachers and Leaders
1 Assessed Areas
EVERY Student Graduates EVERY Community Effectively
from High School and is Ready Uses a World-Class Data System to
for College and Career Improve Student Outcomes 5
EVERY Child Fas Access EVERY School and District is
to a High-Quality Early Rated “C” or Higher
Childhood Program 9 6



Session Goals il

I COMPOSE email messages (campaigns)

EDIT OR ADD contacts to emall lists

I MANAGE emall lists




Constant
Contact

Bookmark this site! ‘ Constant Contact

¢



https://app.constantcontact.com/pages/campaigns/email

Contact
mdenet@mdek12.org
If you need an account.



mailto:mdenet@mdek12.org




Send an Email
(Campaign)




Review Previous
Email campaigns

©










List view
of
previous
emails.
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Unsent emails will be Click “Edit” to resume
listed as “Draft” editing email

Sent emails will be Click “Copy” to copy the
listed as “Sent” email to a new campaign
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4 N\
Calendar
view of
previous
emails.
\_ )




Click on email
name to see more
detalls
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Email statistics




Email
detalls




Web link
to email




Web link
to emall
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Send a New
Email Campaign

©



















T Work from the top down!
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Name the campaign
(Must be a unique name)




Campaign Name: Not visible to recipients
Describe the contents of the emaill




Edited Campaign Name




Click on “Enter text” to edit the subject
line and other send details
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Enter email subject line
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Optional: Enter preheader text




[ ]7 Check sender email address

*Verify this information
with your Director/Chief**




Check reply to email address







Edited send information

37
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Compose
the Emall

©
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Click in the body of the emaill




Beain in OR, paste text from Word:
Y typ J * Windows: Ctrl + Shift + V

desired text * Mac: Option + Cmd + Shift + V
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Pasting text into an email template

If you need to paste text from another program, such as Microsoft Word, you will need
to paste it without any formatting (font, size, color, etc.). To do this, use the following

keyboard shortcut:
* Windows: Ctrl + Shift + V
« Mac: Option + Cmd + Shift +V

This will make editing the text in Constant Contact much easier, as formatting from
other programs can compete with your intended styles. It can also cause the email to
not display properly for your recipients.
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Email signatures can be copied
and pasted (Ctrl + Vor Cmd +V)
directly into the body of the
message, but the formatting

SHOULD be retained. No need to
copy the logo and social media icons as
they are already present in the message.

4 3 Keep default email
signature font (Georgia) or
change to Arial.
Leave font color
unchanged.
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Text editing options
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Font
Font size

Fonts for use in emails: Font size:
Headings: Tahoma The default font size for
Body: Arial textis 14px.



Font
Font size

Paragraph &
Headline
formats
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Heading Levels
Heading levels tell assistive technologies how content is organized.
In Constant Contact there are three heading levels to choose from:

H1, H2 and H3.
H1 is the most important heading and H3 the least important.

There should never be more than one H1 in your email. You can
have multiple H2 and H3 head levels.
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Font Font color
Font size Font highlight

Paragraph & Hyperlinks
Headline

formats
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Hyperlinks
Naked URLSs are those that display the full address rather than using
a hyperlink.

« Naked: https://www.mdek12.org/

* Hyperlinked: The Mississippi Department of Education

While naked URLSs are used in printed material, they should never be used on digital
platforms. When assistive technologies read them, it can cause frustration for users —
especially when longer URLs are used (e.g., links to PDFs), as screen readers read the
entire URL letter-by-letter.


https://www.mdek12.org/
https://www.mdek12.org/
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Link Phrasing
Avoid using phrases like “click here, more details or more.” These
phrases have little meaning Iif assistive technologies read them out of

context. Instead, ensure your hyperlinks use phrases that will make
sense, even when read out of context.



Link Phrasing

Instead of: Use:

Learn More Learn more about our training opportunities.
Resources Explore community involvement resources.

To register for the conference, Register for the conference on the Mississippi RESAS

click here. website.
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Font Font color

Font size Font highlight Font styles

Paragraph & Hyperlinks
Headline

formats




Underlined and ltalicized text
Avoid using underlined and italicized text when possible. It can
become difficult to read for individuals with dyslexia as it can make

the text appear to run together. Underlined text should only be used
for hyperlinks.
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Superscript Line Clear
Subscript spacing formatting

Alignment Bullet list Decrease
Number list indent

Increase
Indent




5/

Add Images
or Tables

©




Click the back arrow to
see other content
block options

58
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D Click and

drag the l
content block
to the body
of the emall
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o

Click on the image icon in the body
of the email to open the image
block settings




Click the plus sign
to add an image
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Previously
uploaded images
- g will display




Click Upload to
add an image from
your computer
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Click on the desired
Image to insert it into
the image block




Review image preview

65
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Image Dimension and File Size

Images uploaded to Constant Contact will be compressed if they are
wider than 1200px. This can have unintended consequences, such as
fuzzy or blurred images. To ensure images are displayed as you intend,
they should be no wider than 650px. Constant Contact also recommends

that images be saved at a resolution no greater than 72 ppi.

Constant Contact provides a complete guide on how to prepare images
for upload.



https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/5558-prepare-images-for-upload?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/5558-prepare-images-for-upload?lang=en_US

*MUST ADD**
Alt Text to the image —C)
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Alt text

Individuals with visual impairments often use
assistive technologies, such as screen readers,
to help them navigate digital content. When a
screen reader encounters an image without
alternate/descriptive text, it will often read the
file name aloud. This makes the user
experience less than ideal for these individuals.

Constant Contact’s guide will take you through
the alt text process step by step.



https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/5815-Edit-an-images-description-or-alt-text?lang=en_US

Click Insert




Drag blue double arrow O
to resize image ¥

Make sure the image is not
over-enlarged and does not
become pixelated




/1

Additional image block
settings
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Link image to webpage

Align image in the
email body
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Scroll in the image
block window to see
more options




4

Add image border
(image outline)

Add padding
(space between image
and image border)

—_—
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Add image margins
(space between the
Image border and the
Image block)




/6

Click and
drag the
content block
to the body

E] of the email




[

( )
Click in the table to
add text or open table
edit options
. J




Change the
background color of
the selected cell




MDE Brand

Guidelines

Use MDE Brand
Guidelines to
select appropriate
background colors.



https://www.mdek12.org/sites/default/files/Offices/MDE/OCGR/mde_brand_guidelines_aug_21.pdf
https://www.mdek12.org/sites/default/files/Offices/MDE/OCGR/mde_brand_guidelines_aug_21.pdf

Adjust table size
(# of rows/columns)
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Assign background color
to entire table

Creates alternating

background color by row
(one row original background
color, next row a lighter version
of the background color)
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Adjust cell padding
(Cell margins - space between
text and the edge of the cell)

Adjust table/cell border
(Add/remove borders, change
border line style, border
thickness, and border color)
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Add row or column

headers
(Automatically changes the color
of the first cell in each row
and/or column)




Move,
Copy, or
Delete

content blocks
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Preview & Test
Email Campaign

©




q_ 87

Preview & test your message
BEFORE sending
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Review
message for
formatting
and
appearance

Click ALL
links to
ensure they
work

properly!
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Send a test email to
yourself or others to
view it in an email
application
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Send Email
Campaign

©




?_ 91

Click “Continue” to send the message
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[ Send the email
Immediately
OR
Schedule it to
send at a later
date/time




Select the list
of recipients for
4 the email

\. List(s) you have
permission to
will prepopulate
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4 N\
Review/edit
Sender detalls
as needed
\ )




Ensure “From”
Information iIs
correct

**Verify this
Information
with your
Director/Chief**




When ready,
click “Send
Now’

**Once clicked, the
message cannot be
recalled or
cancelled!**

[ J







Update/Add Contacts
to Email List




Contacts should be
UPDATED yearly.

Contacts must be manually added or
edited In Constant Contact emaill lists.
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Emaill Microsoft
request Forms request
(Ensure another MDE contact

IS added as a collaborator)


https://forms.office.com/Pages/ShareFormPage.aspx?id=RLM1fgZxi0mZgAUQoTK3d5-zR2syYwFKoyGyBwpznEtUMjMxWFRMMjBPTkQ3NlZDR0JRMUpRUjcwWS4u&sharetoken=AOmLLVnibR894EFKKSz6
https://forms.office.com/Pages/ShareFormPage.aspx?id=RLM1fgZxi0mZgAUQoTK3d5-zR2syYwFKoyGyBwpznEtUMjMxWFRMMjBPTkQ3NlZDR0JRMUpRUjcwWS4u&sharetoken=AOmLLVnibR894EFKKSz6

Contact

mdenet@mdekl2.org

for assistance in
personalizing the form



mailto:mdenet@mdek12.org




List contacts
statistics

103
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Search list
by contact
Information
or contact
statuses




Contact list

105
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Click on the contact name to
view contact details




Contact detalls

107
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Hover over
contact
Information to
see the edit

| ]| (pencil) option

appear
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List of emails
sent and any
that were
opened
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Unsubscribe from your list
(unable to receive emails while retaining
their contact and engagement history
for reporting purposes)

Deleting contact

(removes the contact and all their
history from your account)







3 ways
to add
contacts
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Add a Single
Contact

©







Add email
address
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Check the box
Indicating you
have permission
to add the
contact




Enter contact
first name and
last name
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Add/enter
additional fields
as necessary
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Select the emall
list the contact
will be added to

Allowable lists will —[ ]
prepopulate
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Add Multiple
contacts

©







Add additional
flelds as
necessary




Check the box

beside the fields
you want to add
to the contact

Uncheck the box
beside the fields you
want to delete




Scroll to the

bottom to see

MDE custom
fields




Enter contact
details







Check the box
Indicating you

have permission
to add the
contact




Select the emall
list the contact
will be added to

Allowable lists will
prepopulate
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Upload Contacts
from a File

©
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Download a
premade file
template or learn
how to create
your own




133

( )

Column headers
correspond to contact
Information fields
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Drag & drop the
file or select
“Upload” to open
your computer’s
file library




Selected file will
be listed
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Constant Contact will map column
headers in the file to contact fields.

Users can change the contact field if it is incorrect.
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Check the box
Indicating you
have permission
to add the
contact
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Select the emall
r w list the contact
will be added to

Allowable lists will
prepopulate
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Import message
will appear.







Maintain Contact List




Contacts should be monitored to
remove emails with bounced or
undeliverable messages after
each email campaign






146

Review send
detalls




147

Click on the

e_ campaign name
to learn more
details about the

performance
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Click on the
number of
bounced

( ) messages to
open the

Bounced list
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Review the
4 Bounced list )




150

Carefully review
the Bounce type




C

Click on the Bounce
type to learn more
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For more information

on all bounce types,
review Constant Contact’'s Managing,
Removing, and Preventing Bounced

emails.



https://knowledgebase.constantcontact.com/email-digital-marketing/tutorials/KnowledgeBase/5288-Managing-removing-and-preventing-bounced-emails?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/tutorials/KnowledgeBase/5288-Managing-removing-and-preventing-bounced-emails?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/tutorials/KnowledgeBase/5288-Managing-removing-and-preventing-bounced-emails?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/tutorials/KnowledgeBase/5288-Managing-removing-and-preventing-bounced-emails?lang=en_US
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Filter the list to
those contacts
recommended for

- ~ removal
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Click the e«
for available
actions for the
contact




Review contact
details




Edit the contact if
you have a new

email address for
the contact




Review recent
engagement for the
contact for the history

of successful
deliveries or
emails opened




Click the e«
for available actions

for the contact




Unsubscribe from your list
(unable to receive emails while retaining
their contact and engagement history
for reporting purposes)

Deleting contact

(removes the contact and all their
history from your account)







Do’s & Don’ts




Do NOT use SMS text for contacts

Do NOT use Constant Contact’s Al feature



DO use recommended best practices

DO use the MDE-branded template

Do NOT create your own template



DO update/refresh your contacts yearly

DO review your send statistics after
each email campaign



Help Desk
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mdenet@mdekl12.org

Request a new account, technical assistance,
support with contact lists, etc.


mailto:mdenet@mdek12.org

Melissa Banks

Director of Data Use &
Professional Learning

mebanks@mdekl12.org

mdekl2.org


mailto:mebanks@mdek12.org
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