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Step Schedule and send

Schedule to Send
Now, let’s set up your sending preferences for this email.

1 	� Choose to send your email now, or send later. If you select 
Send now, your email will be sent within the next hour. If 
you select Send later, pick a future date and/or time to send 
the email (anything later than the current time).

2 	� To get a report of early open and click results emailed to 
you, click the Send me an early results report check box, then 
select the address you want the email to go to.

3 	 �If you have the Archive add-on, select the “Archive this 
email after sending” check box to add this email to your 
archives.

4 	� If you use Google AnalyticsTM, you can include tracking 
on your links to see how your emails drive traffic to your 
site. Check the box next to “Include Google AnalyticsTM” 
to activate this feature and enter the Google Analytics 
Campaign Title.

5 	Click OK to schedule or send your email!
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Step Promote and measure
4

Now’s the time to think about promoting your email through your social 
channels and measuring its results.  
 
After you’ve scheduled or sent your email, you’ll see the Email Details 
page. This page shows you the Email Settings of the email you just 
created, Social Sharing options, and the date/time the email will be sent. 

Using SimpleShare
Want to spread the word about your latest email on Facebook, Twitter, or 

LinkedIn? You can easily increase visibility and grow your contact list by 

sharing the email with your connections. Here’s how: 

1 	Click the  button.

2 	�To connect Constant Contact to your social profiles, click the desired 
social network icon. You’ll be prompted to log in to that account 
through Constant Contact. Once logged in, select the personal 
profile or business page you wish to add, then click Continue.

3 	� To add another social network, click the Add link on the top right 
next to Accounts and select a network. Repeat steps 2-3.

4 	�After connecting to your networks, you can review and edit 
the posts Constant Contact will send to each profile for your 
connections to see. When satisfied with the messages, click Save 
and close.

When your email is sent, these messages will be posted to your network(s).

You can also take the following actions on this Email Details page:

	� Copy the email, if you want to make changes to send to another 
group of contacts.

	 Unschedule the email, as long as it hasn’t been sent yet.

VIEW EMAIL DETAILS
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Step Promote and measure
4

Sending the email is the first step in building a successful campaign. 
The second step is to review your results through the Reports tab, 
and adjust your marketing efforts based on those results.

1 	� Click the Email tab in the top navigation bar, and then click the 
Reports tab in the sub-navigation bar.

2 	� The Email Statistics graph is a representation of the reported 
data for past emails sent. It shows the number of emails sent, 
total emails bounced, the open rate, and the click rate. To view 
results for a specific email, click the name of the email in the 
Emails list below the statistics chart.

For detailed information on using the report results to fine-tune your 

next email campaign, see How to Use Email Reports for Better Results.

VIEW REPORTS

1

2



20

Need more help?

There’s a wealth of information available at ConstantContact.com.  
Here, we gathered up the most relevant articles to keep you moving 
forward with your campaigns. Take a look when you’re ready.

FAQs
•	 How can I find an email template I like? 

•	 What should I say in my subject line to ensure optimum delivery?

•	 How do I use the From name field and subject line more effectively?

•	 How do I match colors to my website or logo colors?

•	 How do I add more blocks to my email?

•	 How do I add or attach an image to an email?

•	 How do I view Google Analytics Report?

•	 What is the time-of-day scheduling option?

•	 �What are the average open, click-through, and bounce rates of other 
Constant Contact customers?

Tutorials
•	 Getting started with Email Marketing

•	 Choosing the right template

•	 Using SimpleShare

•	 Choosing Colors and Fonts

Checklists
•	 Get ready to send your first email!
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Step
Choose a template

Connect with Constant Contact. Everywhere.
 

Online Engagement Marketing tools & coaching
to help small businesses and nonprofits grow.

 

SaveLocal
Create deals your
way and find your

next great customer.

SinglePlatform
Customize your online
listings and stand out

to new customers.

EventSpot
Control every phase
of the event process

from one place. 

Email Marketing
Build relationships from

the inbox that keep
customers coming back.

Social Campaigns
Turn Facebook “likes”
and shares into real,
measurable results.  


