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SECTION I
E-blast Overview and Suggested Guidelines

Communication by e-mail is an efficient way to reach your constituency that is timely, low-cost and easily manageable. 

The FACTS system offers e-communication tools that make it easy for CAP schools to reach out to alumni, donors, friends, parents, grandparents, and acquaintances that you have an e-mail address for. In the following pages, we offer a step-by-step manual which provides guidelines on the best ways to manage and execute an e-blast on behalf of your school. 

Below are some suggested guidelines to assist you in conducting e-communication with your constituents: 

· Create a strategic e-mail plan, ideally, at least one year ahead. This ensures that your e-communication is perceived as being pertinent, informational and timely. 
· Plan your e-mail schedule around your mailing schedule (appeal mailings, newsletters, etc.). In addition, leverage events to increase outreach efforts by collecting e-mail addresses at events.
· Be strategic in your timing. After sending a mail appeal, send a reminder/follow-up message ONLY to people who have not given to your mail appeal has shown to be very effective. This technique helps further push your appeal, without risking fatigue from the constituent who may unsubscribe. 
· For example, after sending out a mail appeal in October, use an e-blast to follow-up to that mailing in mid-November (approximately 4 weeks later). Sample language for a message could include: 

We at <School Name> are so thrilled to have a great response to our October mailing. Many thanks to our alumni, parents and friends who have supported our efforts. To date, we have raised $20,000 toward our goal of $30,000 to address our tuition assistance fund! Please consider a gift to <School Name> before the end of 2010 (include link to your school’s giving page or a “Donate Now” button). We wish you a blessed and joyful holiday season!

· Frequency of e-blasts will depend on your e-mail plan. At a minimum, quarterly outreach is strongly encouraged. Be wary of over frequency; a typical school would not want to send more than one e-correspondence per month (Note: certain times of year, i.e. the holiday season or calendar/fiscal year end, may require more frequent outreach)
· Be urgent and goal oriented in messages. It is essential to not make every message an “ask.”  For example, send e-cards to your constituents on national holidays, major Feast days, Holy days, etc.
· Segment your e-blasts to your different constituencies (alumni, parents, grandparents, vendors, etc.) Have a tailored message to these specific groups to personalize your outreach even further. 
· Take the time to proofread and do test runs of your e-communication before sending. The content and look of your e-mail will reflect your school, so make sure information is accurate and reflective of your mission. 
· Use e-blasts to keep constituents updated on upcoming events (i.e. “Save the Date” for a golf tournament or school auction, invitation to attend a theatrical production, etc) and provide links to register for those events. Provide a link to your school calendar of events, so your constituents feel well informed. 
· Promote your school’s alumni Facebook page on e-blasts. Inserting an icon of the footer or a prominent part of the e-mail is a standard approach. 

· It is worthwhile to include an invitation message in the bottom of some of the messages in order to let your alumni know that your school has (or has recently launched) a Facebook page and it is easy for them to join. 

Sample language for a message could include: Did you know that <School Name> now has an alumni Facebook page? Connect with old friends, view pictures, share memories, and receive updates from <School Name>! Click here (provide link to school’s Facebook page) to become a fan of <School Name> and join our community.
	
· Include multiple ways to take action in your e-correspondence (tell-a-friend, donate, share your story, send an e-card, etc.). When messaging allows, make your outreach as interactive and inviting as possible. 
· Use the analytic/reporting features offered through FACTS to see what is drawing more opens, clickthroughs, and forwards.
· Be cognizant, that similar to mail appeals and correspondence, e-appeals and correspondence will take time to be successful. Consistency is a key element to a successful e-communication program. 
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SECTION II
Manual – Creating E-Blasts through FACTS


		
	
	




		
	
	




	
	
	
	
	
	
	



To access the e-mail module, click the E-mail Supporters link from the home page.

STEP I – Create the mailing

1. Mouse over the campaign name and select Manage
2. To create a new e-mail, click the New button
a. Select the type Single Mailing
b. Give the e-mail message a name
c. Keep the box checked in the Duplicate E-mail Addresses section, this option eliminates the chance of a contact receiving multiple copies of the same message.
d. Click Save

STEP II – Determine who will receive the e-mail

For the new e-mail, click the blue Receiver button to determine who will receive the message.  The receivers of the e-mail can be as simple as everyone who has an e-mail address (E-mail Not Empty) or can be more complex (Alumni = Yes AND Year Graduated < 2000).  Using the fields within the database, there is no limit to the queries that can be created.  These directions are for a basic query – all records in the database with an e-mail address.
1. A Compose Query window will open.  From this screen, you will create a query.  The resulting names from the query will receive the e-mail.  
2. Expand the various folders on the left side to find the desired data field(s) for the query.
a. The field “E-mail” is found by expanding the Contacts > Profile > Contact Fields folders
3. When the desired data field is found, click on it, then click the blue Add button.
4. A Query Editor screen will open.  Depending on the data field selected, the options may differ.  Typically, the left side of the screen has a drop-down box where a data operator (equals, contains, is empty, etc) and the right side is where additional query logic can be added (such as a class year, state, or name)
a. For this query, select “Not Empty” from the left hand drop-down box.  
5. Click OK.  The query logic will be written in the right hand pane.  
6. OPTIONAL:  Depending upon the needs of your query, repeat the above steps to add more query lines.  
7. OPTIONAL:  The blue Preview button at the bottom of the screen will run the query so you can make sure it is returning the desired records.  The preview screen will give a count for the total number of records that meet the query criteria, and will present up to 500 matches.
8. When the query has been created, click the blue Done button.
9. A Save Query window will appear.  It is recommended to replace the “ReceiverQuery” text and numbers with something that will easily tell you what the receiver query is. 
a. For this query, replace “ReceiverQuery” with E-mail Not Empty
10. Click Submit


STEP III – Create the e-mail content

The system will ask you to create two versions of your e-mail – html and text – so the e-mail can be received regardless of the contact’s e-mail program.  It is recommended to complete the html version first, then convert it to text and clean up the text version.

1. Click on the blue Content button
2. For Subject Line, enter the mailing subject line. This is the information that will appear in the subject line of the recipient’s E-mail application.
3. For From Name, enter the sender’s name. This name will appear in the From field of the message.
a. The field automatically includes the name of the person logged into Sphere. You can change this name to another person or the school name.
4. For From E-mail, enter the sender’s E-mail address. This address will appear as the sending address of the message.
a. The field automatically includes the name of the person logged into Sphere. You can change this name to another person or the school name.
5. For Reply to E-mail, enter the address the recipient will reply to when replying to the E-mail. This address will appear in the To field of the reply message.
a. The field automatically includes the name of the person logged into Sphere. You can change this name to another person or the school name.
6. In the blank space area, create the e-mail content. This content will appear as the body of the message.  Use the various icons to assist with desired tasks.  A summary of commonly used icons is below.  See the online Help section for more detailed information
a. [image: ]  Insert pictures/images/logos
b. [image: ]  Automatically inserts data from the contact’s record (such as their first name) into the e-mail
c. [image: ]  Inserts hyperlinks to content on your website or any other page.  When hyperlinks are added, the following settings are recommended:
i. Hyper Link – the page you are linking to (i.e. www.website.com)
ii. Link Text – the text the reader clicks on to access the link, this does not have to match the hyper link
iii. Target Frame – New window (when the link is clicked, it opens a new window)
iv. Check the Make this link trackable box – this activates reporting to show you how often the link is clicked, and by whom.
v. Tracking Name – a name for the link to appear on the reporting.
vi. Do not use auto segmentation or source codes
7. When you are finished with the content, click the blue Text button at the top of the screen.  Again – the system will deliver either an html or text version depending on the recipient’s e-mail program, and you will want to have both versions properly configured.
8. A Convert HTML screen will appear.  The process to convert the HTML version to text removes any images, text formatting, and other html content.  The conversion process can make the text version look “messy” and will likely require some clean up.  
a. If this is the first time you’re working with the text version, check the Convert HTML to Text box and click Submit.  
b. If the HTML has already been converted to text, and you’re just going into make a few edits, you may want to click Cancel and avoid having to clean up the text again.
9. Clean up the text version as necessary (removing extra spaces, returns, etc)
10. Click Save to save the content
11. Replace the “Content” and numbers with a name that more accurately reflects the e-mail content (i.e. April e-News, Holiday Greeting, etc)
12. Click Finish to exit the content editor.


STEP IV – Send and proofread test versions of the e-mails

This e-mail system DOES NOT have a Recall option.  Once an e-mail is delivered, it cannot be stopped.  You are very strongly encouraged to perform multiple test mailings, and to have those tests proofread by multiple parties BEFORE the finished product is sent out.

1. Click on the blue Schedule button
2. In the Send a Test Mailing section, enter e-mail address(es) of people who should receive the test versions.  Separate the addresses with a comma.
3. Click the Send Test button
4. The test recipient will receive three different e-mails:
a. <E-mail Subject> (html version) – this is a preview of the html version of the e-mail
b. <E-mail Subject> (text version) – this is a preview of the text version of the e-mail.
c. Spam Score – the html version of your e-mail is ran through a program which purports to determine if the e-mail will be caught by various spam guard programs.  This e-mail can usually be disregarded.
5. When the text and html test e-mails are received, you will want to do the following:
a. Verify there are no typos or grammatical errors (pasting the text into Microsoft Word is a quick way to catch many errors).
b. Verify all of the links take you to the desired web page.
c. Verify all images are visible and there are no other layout/formatting issues.
6. If necessary, go back into the content editor and correct any issues. 
7. Repeat the test mailings until you are confident the text and html versions are ready to be sent out.


STEP V – Sending the e-mail

1. Click on the Schedule button
2. In the Preview Content section, you can click the images on the html and text versions to see the finished product one last time.  If you are ready to send, click the Approved box below each version.
3. Click Next
4. In the Schedule this Mailing section, determine when the e-mail should be sent.  Pick one of the following
a. To schedule the e-mail for a specific date and time, select the desired settings.  NOTE – the time is in Pacific Standard Time.  Click Submit to schedule the mailing
b. To send the e-mail now, click the Send Now button.  The e-mail will be sent within 5-10 minutes.


STEP VI – Reporting

The system has a very good selection of reports that are available to gauge the open/read rates, links clicked, and e-mail addresses that failed.  It is recommended to look at the reports 7-10 calendar days after an e-mail is sent.  The report detail is only retained for six months.

1. Mouse over the e-mail name and select Reports
2. Above the report, it will show the date/time the results were updated.  You can click the Update Report link to refresh this information.
3. The reporting for the mailing is listed below, and covers a wide variety of topics.  Detailed information about the report can be found within the online Help.
4. Many report categories have a View Report link which allows you to see detail on the specific names within that category (i.e. e-mail addresses that failed or people who clicked on a hyperlink).  Click the Back button on your browser to return to the master report.
5. “Standards” on open rates, click rates, bounce backs, etc are variable based upon many factors, and are not provided in the system.  



image3.jpeg
Catholic Alumni
Partnership




image4.png




image5.png




image6.png




