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What are Email Mass Mailings?

• Utilize “Email Marketing Software”

• Send Messages to Targeted Audiences: 
newsletters, updates, promotional materials…

• Contact Database: import/export contact 
information

• Email Statistics: receive feedback on your 
email “campaigns”



Deliverability

Impact & Personalization

Feedback



Spam Filters

• Number of Recipients: personal email 
accounts can only effectively send emails to 
≈10 people at a time

• Get through Spam Filters:

– Marketing Software Companies maintain Industry 
Memberships (combat spam & promote message 
authenticity)



Spam Filters

• Authenticity: email software communicates 
with spam filter to prove your email is 
authentic to your organization (and not a 
forgery)

Source: http://www.mailchimp.com



CAN-SPAM Act 

• Don’t use false or misleading header information

• Don’t use deceptive subject lines

• Identify the message as an ad

• Tell recipients where you’re located

• Tell recipients how to opt out of receiving future 
email from you

• Honor opt-out requests promptly

• Each separate email violation can be subject to a 
fine of over $10,000

Source: http://business.ftc.gov/documents/bus61-can-spam-act-compliance-guide-business
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Impact and Personalization

• Customize emails: use recipient’s name or 
other information stored in your contact 
database

• Images and Links: add pictures and links to an 
email. Software has been tested to work on all 
major email clients



Feedback

• How many people opened your email? (track 
over time)

• How many times were links in your email 
clicked?

• Opt-Out: software automatically removes 
people who unsubscribe from future mailings 
(CAN-SPAM Act Compliance)



Mailing Software Packages



Focus: Mailchimp

Try it out
Start at http://www.mailchimp.com

http://www.mailchimp.com/


Mail Chimp: Main Dashboard



Step 1: Create Your Mailing List



Adding Contacts

Import Contacts
From Excel:

Save as a 
“.CSV file”

Note: You can import .CSV files from other email clients. You can also add additional values 
besides names to store in the database



Step 2: Create your Email Campaign

Choose  “regular ol’ campaign”



Select List or Segment of List

Segments allow you to send a campaign to a 
group of people from a specified list. You can create 
groups under the lists tab.

Segmentation feature differs with different software 
packages



Campaign Info

Personalize with 
Recipient’s Name:

*|FNAME|* *|LNAME|*



Select a Template: Default Templates



…or create your own

To create your own template, click the Design Genius button:



Compose 
your 

Message
Click here to write begin 

writing your message.      
Window with “word editor” 
will open.

Information from 
your account 

automatically will 
appear down here 

(CAN-SPAM 
Compliance)



Preview and Send!

• Click “Popup Preview” to preview your 
message with images

• The next page will supply a “text only” 
preview (for email clients without image 
support)

• Verify your campaign settings and hit send!



Feedback



Feedback



Tips for Success

“You don't even have to be a spammer to be 
spam-filtered” (or overlooked)

• Do not go crazy with punctuation!!!!!

• AVOID CAPS

• Avoid using many color fonts, especially bright 
reds and greens

• When using colors, use common sense: don’t 
put white on white



Final Thoughts

The software is only as powerful and as strong 
as the message it sends

Keep Positive 

in Tone and Diction


