AMERICA'S

Create a Newsletter in Constant Contact

NEW MEXICO

NMSBDC has created branded templates in Constant Contact for you to customize for your center. Design,
fonts and colors have been set — all you need to do is create content!

Follow these steps to create an NMSBDC-branded newsletter:

1) After logging into Constant Contact, click on the email tab
2) Choose the Standard Templates folder on the left

3) Hover over the Newsletter box and click on COPY
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4) Rename your copy using your center location first followed by the title of the newsletter
5) Begin customizing

o HEADER - Click on the Header to get the worksheet

Header Options

Subject

News from the [NAME] SBDG

Preheader Text

From Name

Your Center Name

From Email Address

adriene.gallegos@sfec.edu
Use From Email Address as Reply-to Email Address

Permission Reminder

Hi,just a reminder that youire receiving this email because you have
interestin New Mexico Small Business Deve

expressed an in
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address book so we'll be sure to land in your inbox!
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a. Complete the Subject with a brief title like Business News from the SBDC



b. Use the Preheader to pique interest in opening to see what it’s all about like Free Social

Media Marketing Workshop
REPLY Enter the email address you wish replies to go to
d. Always include the permission-based verbiage as well as the social links

HIT OK to go on

¢ LOGO BLOCK —Click on the Logo Block to edit
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a. Customize the links to Our Story, Economi¢ Impact, Our Clients

- Highlight the words Our Story. Click on INSERT LINK\Copy and paste the link to your
Story Book (if published on YouTube) or save your Story Begk as a pdf and upload to
the document library by clicking on INSERT DOCUMENT LINK.

- To link the NMSBDC Annual Report to ECONOMIC IMPACT access the most recent
Annual Report on the NMSBDC Intranet. Click on the year and copy the link when the
document opens. Highlight Economic Impact and click on INSERT LINK, paste the link.
- Highlight Our Clients and click on INSERT LINK. Find your client success story on the
NMSBDC website and copy the link to that page. Paste the link.



NOTE: the program will try to customize the look and color of your links — be sure to correct

it if this happens so there are no different colors, underlining or italics

Insert Link

Type of link:
Web address (hitp:/fwebsite.com)
Text to display as link:

Economic Impact

Link URL:
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e Title Block — Click on the Title block to customize
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Small Businesses in the Know
1 eiog Content ki Have the SBDC on Their Team ¥

& stendllyEvents “he New Mexico Small Business Development Center Network (NMSBDC) assists
hundreds of New Mexico's existing small businesses wih the technical management
expertise needed to succeed and grow. When small businesses grow, new jobs are created,
jobs that are more likely to stay right here in New Mexico, because it's home to the
entrepreneurs wh created them. Since 1989, the NMSBDG Network has made a meaningful
difference in the lives of New Mexicans, and the communiies we call home.

Free Confidential Consulting  Low Cost Business Training  Certified Business Experts

Use this block to write something brief about this month’s issue, OR insert the paragraph from the
NMSBDC Intranet: NMSBDC Marketing, Templates, NMSBDC Boilerplate

Content Blocks

-There are 3 Content blocks in the template preceded by a Heading Block. Edit the Heading Block
to suit the content of each block.

-Use each Content Block to introduce or summarize a topic. Keep it brief, but enough to stimulate
the reader to read on. Link out to the full story using the Learn More buttons. People don't like to
scroll too much and this increases the chances that your newsletter will be read.

- You can insert additional blocks, but be sure to add a corresponding Heading Block, and Content
Spacer. Hover over the right side of the block to see your choices — Drag, Edit, Copy or Delete

Upcoming Workshops and Events

What's Going on in Santa Fe?

Featured SBDC Workshop

Let's Put Santa Fe Businesses on the Map!

People in Santa Fe are looking for what you offer - and they're looking
online. That's why the SBDC is teaming up with Google to host this free

workshop to help you and your fellow bu g i = and on
the map. Content wf Image

Tuesday November 8
9-11am FREE

Find out about business events and workshops all over town

Learn More

Choose Copy, and then drag to desired position.



e Content Blocks, cont’d
-Insert photos or logos. Files must be JPEG, TFF, or GFF. Upload to your photo library for editing

and inserting links, then insert photo into Content Block
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It's In The Bag for Designs of Erikal Py AN

The Santa Fe SBDC has announced Designs of Erika has
been selected as its Star Client.

Owner and founder, Erika Eckerstrand will be honored

during events at the State Legislature January 27 in

recognition for her staying power, and contribution to the

local economy as an economic-based business. L] Padding
Erika manufactures bags and accessories using an ionment
industrial woven vinyl fabric that is as attractive as it is tou

her long term goal of running her own shop in the Historic bf Santa Fe
Click the link below to find out more about her interesting

ownership.




e Content Blocks, cont’d

-Link the Learn More button to the full article: Highlight the words Learn More and click on the Insert

Document Link button

Select Documents

Link Text: Leamn More Track

¢/ Upload a New Document
Document count: 28 @ 1,2, 3 Wik | 10perpage

Hame Size Uploaded on>

O % zozo.pdf 0.10MB 07i31/2015
() "= PIAP 2015 09 MNewsletter Artiche.pdf 0.27MB 08/28/2015
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= 2015 Economic Qutcome Highlights.pdf 0.70MB 02/29/2016

#2016 SHRM MM Conference Flver.odf 0 62MB 02i29/2016

% Encore Entrepreneur Training Flyer 08-05-2015\ev2. 1.01MB 07i29/2015

(O "% Success storypdf 0.20MB 10/M8/2016
O g2 Success story.pdf 0.20MB 10/19/2016

Cancel

The window shown above will open giving you the option to select a document already in the library, or
to upload a new document from your computer. These must be converted to PDF before uploading.
Save your changes to the Content Bock before continuing to the next one.



Contact Us Block
Edit to include your center contact phone and email, as well as any social links your center has.

If your center does not have a Facebook page, link to the NMSBDC page.

= Sav

ve X Cancel
Bl rju]= == =] [=]EiE]la

® Clear Styles ~ £ Options

IContact Us

505-428-1343
Email
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Inserting an email link is just like inserting an internet link, only you select email address from the

drop down and type it in.

Insert Link

Type of link:

Email (mail to an email address)
Text to display as link:

Email

Email Address:

julianna.gutierrez@sfec. edu

» More options

| insert | Cancel




Accredited Logo Block

= Save X Cancel «»Undo @ Clear Styles » £ Options
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SBDC's provide no cost confidential consulting, buources and low cost entrepreneurial training to
current and prospective business owners. The Mew Mexico Small Business Development Center Network has
19 centers statewide, an International Business Accelerator, and a Procurement Technical Assistance
Program. The Network is a partnership of the US Small Business Administration, the State of New Mexico,
the New Mexico Association of Community Colleges, the New Mexico Association of Independent
Community Colleges and the private sector;

building New Mexico's economy one business at a time.

Funded in part through a cooperative agreement with the 1.5, Small Bu=i Admint ion. All opini Tz
recommendations expreszed are thoze of the auth and do not ily reflect the views of the SBA. Reasonable
accommodations for persons with dizabilities will be made if reqlusted at leaszt two weeks in advance.
Contact our office at

.

This is the easiest one! Simply insert your center telephone number in the SBA required verbiage,
save and it's done. Do not edit anything else in this block unless instructed to do so.

Footer Block

Footer Options

Forward Email Link Subscription Link

| Forward this email Subscribe Me!

According to US law, the email sender’s physical address must be included in any commercial email.

Organization Name Santa Fe SBOC

Address 1 atthe Santa Fe Higher Ed Ctr

Address 2 1950 Sifingo Road

Address 3

City Santa Fe

U.5. State™
MNew Mexico v| OR

International State/Province

ZipiPostal Code* 87505

Country United States

* Required for LS. only

Almost as easy as the last one — Click on the block and fill in the form. Be sure the Forward and
Subscription links are checked. Hit OK, and your newsletter is ready for approval.



Before you send to the State Office be sure to send a preview to yourself and test the links, review
spelling, and layout.

Send preview for State Office approval
Click on Preview button
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Spam Check Design Text Style Sheet Preview
Backgrounds "

From: Santa Fe Small Business Development Center=deborah collins@sfcc.edu=
Subject: Santa Fe Business News

Quter Background Color

Preheader: Another Star to Rise in January!
Reply: deborah.collins@sfccedu

Content Background Color

Title Background Color [ ]
Hi, just a reminder that you're receiving this email because you have expressed an interest in Santa Fe
Introduction Background C.. | SBDC. Don't forget to add julianna.gutierrez@sfee.edu te your address book so we'll be sure te land in
your inbox!
Heading Background Color
You may unsubscribe if you no longer wish to recsive our emails.
Content Divider Color [ ] —
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Section Divider Color [ ]
Content Border Color [ ]
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-Add your email address to the list with Adriene’s. Include a note that this is for her approval. Click
on Send a Test

savedTemplate=trueBicopyUid=1126237731293

| © santafe SBDC google

Preview
Send a test version of your email with a Desktop | Text | Archive | Withoutimages
personal message.

From: Sphta Fe Small Business Development Center =deborah.collins@sfcc.edu=
subject/Santa Fe Business News

Email Address{es)

your email, Preheagdr: Another Starto Rise in January!
adriene.gallegos@sfcc.edu| S v

Zeply: deborah.collins@sfcc.edu

Hi, just & reminder that you're receiving this email because you have expressed an interest in Santa Fe
5 email addresses separated by a SBDC. Don't forget to add julianna.gutierrez@sfce.edu to your address book so we'll be sure to land in
your inbox!

Personal Note You may unsubscribe if you no longer wish to receive our emails.

Enter a personal note that will

appear at the top of your email. ﬁﬁﬁ B Like
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NEW MEXICO

Building Santa Fe's Economy One Business At A Time

[ send both HTML & Text versions

| Send aTest |

@ View Printable Version



Send Your Approved Newsletter

Click on the Continue button
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-Choose the lists you wish to send to — be sure to share your creation with the Network!
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Your subject line has not been updated sixge you copied this email. Would you like to change it?
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Send To Lists or add new contacts

N When To Send:
Creating
Thumbnail O Best Time

Monday, December 5, 2016 at



Send To Lists or add new contacts
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adriene.gallegos@sfcc.edu (1) % O Best Time
Enter lists Monday, December 5, 2016 at
5:03 AM MST
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@ Send Now
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we'll start processing your email
right away. Typically it will take a
search for a list few minutes to send to your

contacts.
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-Click on Save button, and they will appear above.

-Schedule your Newsletter to go out. Try to have a regular time of the month when you publish. Archive your
email if you want to have access to a link that can be used later. Double check to be sure your From and Reply

email addresses are correct, then click the Schedule button.

You will get a confirmation that the newsletter has been scheduled. Scroll to the bottom and click on the Social

Share Share Now button to schedule posts to Facebook.

Housekeeping Tips

e Review your bounce report immediately, and remove addresses that don’t exist or are blocked

e Review your mailing lists periodically to be sure they are current and necessary

e Always name and save your Constant Contact correspondence beginning with your center name
e Never add an email address without permission

Marketing Tips
e Review your analytics reports about a week after publishing. Compare your open rate to industry
standard. Note mobile vs desktop opens
e Notice which links got the most clicks - this will help you develop interesting content
e Notice how many opt out, or report SPAM — this is good feedback too!
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