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Name: IMSA Branded Two-column �
�
Name: IMSA Branded One-column �
�
Audience: Internal and external: Admissions, IMSAloquium, Alumni Reunion, Fundraising event, PFS Events,etc


Customize:


2-line header to fit your needs 


Number of sections and functionality


All headings/functionality in right  margin


Use of images�
�
Audience: Admissions, Internal and external: Admissions, IMSAloquium, Alumni Reunion, Fundraising event, PFS Events,etc


Customize:


2-line header to fit your needs 


Number of sections and functionality


Section headings and links


Use of images�
�















Instructions for using Constant Contact templates


To start, sign in to ConstantContact.com and Login. Call Laurie Craig at X5678, Chris Kaucnik at X5677 or Mike Abrahamson


 at X5033 for the User name and Password. We will also need to add you as a Verified User. You will receive a verification email 


from Constant Contact and you’ll need to respond to it. Don’t delete it before responding(. 


Click on the Email tab to view the list of created emails (template names are in the folder named Branded Templates)


�


Click on the Copy icon �to the left of the template from the list, IMSA Branded Two-column, for example. 


DO NOT EDIT THE ORIGINAL. 


A copy of the template will appear and you can begin editing as needed. Click on the Header and click the pencil to edit From, Subject, Reply, etc. Put your own name in Reply so any notifications or questions about your email are directed to you. 


Click in the article box or sections to edit as needed. We prefer that you don’t change article headline styles, etc as they’re part of the branded look. We recommend keeping the image area within an article at the same size as shown, but you do have leeway here. Use your best judgment. You can insert images in non-image areas of your e-communication. See some of the other newsletters for examples. Note: Many departments use CC; to keep things orderly and easy to locate, do make use of the department file folders on the left side of the email page. 


Constant Contact is fairly intuitive and doesn’t take long to figure things out, BUT . . . 


If you run into any issue, you can call Laurie Craig (X5678), or contact a Constant Contact customer service representative. 











