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What We’ll Cover

e The eNewsletter Groundwork
e Features and Functions

e Recommended Tools
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Logistics

Ask questions! Otherwise I'm speaking to a black hole!

Enter questions into
Choosing a Blogging Tool the Chat with

The Idealerars and MN-TEN Software Renew Senes Presenter bOX

September 2006

’NMMP‘HHM
m Send |

Chat with Presenter:

| Use the Raise

|| Send | /
— N I/ Hand button
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Logistics

I'll doing some wholesale muting and unmuting, but you can do it
yourself as well.

*6 to Mute
*7 to Un-mute

idealware




Introductions
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The eNewsletter Groundwork

idealware



For a Successful eNews, You Need...

a Something to say

S

// People to write and implement it regularly

= Alist of people to send it to

Someone to track the results
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You Need: Something to Say

* What will your constituents find of
interest?

* How can you keep them in the loop
with what you’re doing?

* What would you like them to know?

* What can you create or provide on a

regular basis?

See Mal Warwick’s article: Nothing to say? Tell stories!

http://www.malwarwick.com/learning-resources/e-newsletters/october-2006-1.html
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You Need: A Design

e ¢cNewsletters should have a

consistent format across emails

* What regular features will you
have?

e How will it be laid out?

e How should it look be
professional, attractive, and

branded to your organization?
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You Need: Someone to Write It

e Don’t underestimate the effort of:
— Figuring out what to include
— Writing 1t
— Editing and proofing it
— Finding the images

— Putting it into the eNews format

e 'This is a long term commitment
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You Need: A List of People

) 4

* Do you have email addresses for -

your supporters?
John James Ramos

* How can you get more? Fredlerica. Stajinas
) i faoma Santiago
* How will you create the list of folks »?Uffw ;Daﬁeu};ja
JORR Hr 7
to recetve your eNews? Karen ;de,\f

. . . Martha Fay
* Who will be responsible for the list?  zvo Sppere,

i i : Michelle ap);
* How long will this take over time? Latisha Mﬁfgf ’

Evelyn Ashtorth
Belindla. Smith
Eddlie Rodrigo
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You Need: Someone to Track Results

* How will you know:
— If it’s worth the effort?
— What’s working well?
— What not to do again?

* Who will be responsible for

monitoring the results?
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Quick Discussion

What groundwork do you need to put into place, if anything, as
you’re considering new eNews softwarer
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Desirable Features and Functions
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In Which We Talk About:

Creating emails Sending and Tracking
« HTML and text emails * Testing

* Editing email text * Scheduling

* Working with images * Deliverability

* Templates * Reporting

* More advanced features * Support

Managing Your List

* General list management

* Website integration

e Unsubscribes and bounces
* Integrating with other data
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Email Software

You create your email in an
admin tool...
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Desirable Features and Functions:
Creating Emails
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HTML and Text Emails

HTML Email

Text Email

3. Soup of the Week
- Mone of My Programs Words!' Hearty Soup

1. FEATTTRED ARTICLES

Visual Presentations Made Easy With Diagrammang Software
Dhagrasroning software can help you create professional-looking
charts, maps, graphs, and other visuals quickly an< easdy.
Here, we compare prices and features of 5% populas programs
hittpfgal. ergfet T aThicd 1TeF 31

Asle TechZoup: Cpen-Source Teols for Fundrasma?
Locking for affordable fundrassmg sofberare you can tader te
your crgamzaton's needsT In thoe latest matalment of Ask
TechSoup, we provide you with a quck overnew of free,
custarmazable open-souree Amdrasmng sohibions, neliding
databases and CEM packages.

hitpigal orgletipaThicd | L2

Measunng the Impact of Tour Web Presence

Showcasng the retarn on irrestment of your Internet
commucations 15 one way to demeonstrate why your mte 15 a
resaurce worth cultivatmg, Here are some easy, base ways to
showr deciston-maloers how muach mnpact year Web prezence has.

hitplgal, orgletfepaThicd 1 L2240

2 FROM OUR ARCHIVES

Microfinance Prowdes Loans, Hope to Milions Weddwade
In hemor of micrefinance pioneer Muhamed Yurnus and the Grameen

WaveHill elfews

Fugnest 2006

H

Ir Thes Tssus=

Aurtint Performance | Garden Wallk | Garden Demenstraben | E At Project |

August Events

Azt Performance

SUH, AUGUST 13, 2pm

Perched Patio Performance

Canden frprovemens sabdbation st
Anstin Thomas shares garden and suroner-
themed mecdotes. Listen to the artst dscuss
her speciically demgred cutdoor patiofsocal
space While you are here for this event, be
sure to walk through the entire exdhibit, which
cloges en Sunday, August 27

Garden Walle

Besident Pallnators

SAT, AUGUST 26 2pm

Flowers attract the attentsen of both hizman
and aumal wisitors. Honeybees, busterthes,

Elooming m August

Flower Garden phlox, bufterfly
bush, Herb and Dry Gardens
crnamental peppers, moan
carrat, Wild Garden blackberry
By, znrmas, Aquatic Garden
water bbes, canmas

Dascover the Gasdens +

Garden Demonstratbion: Herbal
Salads

SAT, AUGUST 19, 2 pm
Back by popular demand,
professional chef and Wave Hil
Garden Ginde Pan Carey
cheps up esh-groven herbs for

No text formatting or images

Very limited reporting

More error prone - not all will see correctly

May be difficulty with images
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Editing Your Email Text

(= [ = = W L O en FELEL O M| @B o |
fﬂ Fort Meme = Size '|B:'LT_'E_:==;E|===

raphic format . 2
srap ’ idealware Idealware eNewsletter: October 2006

AR dS®®

, Can you
IE E |+E #

Can you create a g — >

update your
eNews with

or 1s only text
supporte

Can you
customize your

d?

Idealware Features

] 18k [a]
Choosing Bulk Email Sofhware to Match Your

Communication Goals
By Haather Gan:ln er Wadras

et ewslatier 16 vour constiluents?

Orwould

Dodiate to ldealwaie
Hawe ldeahware reports
and arficles saved you
time? Money? Allowed you
to make better decisions?
If 20, please donate what

a Word-like
editor?

Will 1t

'Ea-:tlcrn alerts or donation requests align o h
layout or dO you better with your goals? We'll help you think h;':;ife:?#e;: yr::u?.ll::es Support text
5 through the features you'll need in a bulk carning. Donate now d HTML
1rqP emailing tool to suppor the ype of emails = an
need tO use thelrs you plan to send, Read mare =
Using Social Networking to Stop Genocide 0 Subscribe for the same

Canitaddina
custom footer
automatically?

By lvan Boothe

Upcoming Online S

Editing: Idealware Ock eMews

GraphicMail

eminars

Ideahware has partnered with NTEN 10 offer a series of onling training
classes 1o help nonprafits make effective software choices. These
seminars will include all the candid advice and product comparisons of
the reports and articles on which they are based, butwe'll offer planty of
extra guidance and insights straigh! frarm the authors, Choose
<B00Y> <TABLE> <TBODY> <TR*> <T0* <TAPLE*> <TBODY> <TR» <ID> <TABLE* <TEODDY> <IR* <ID> <P> <FQONT=

Ifvou received this email

arficle? Ara yvau willing to
contribute your writing
skills oryour nonprofit
software expeartise? e ra
ahways looking for subject
area experts and wrilers
Ermail us at

Info@ideaksane. org.

In less than two years, The Genocide Intervention Mebwark transformed 2O AT | TG CNC W S?

. - ” subscribe on the

itselffrom a small student group to a national non-profit. How did they do i

. . L i ldeahsare weabsile

it? Among other methods, they used social media sites like MySpace, SUDSCIDE OV >

FaceBook, Flicks, and YouTube 10 reach the young people who are their B

core supporters, Read more =
Wiite Tor ldealware ( an YOU.
Do you have an idea for an

preview your
work? Save
for later?
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Working With Images

Can you upload
your images, or
do they need to
sit on another
server?

Will the
software
optimize your
images — 1.e.
decrease the

file size for the
web?

Can you store
images so you can
use them later?

My Account | Pricing | Logout | Get Help

[ 1 Home "

Ernail Cmpﬁgnsﬁ[ fﬂ Subseribers & Lists ][ E Reports ][ -ﬁ More Features |

View | Find | Create | Remoye | Restore | Image Library | Email Settings | Verify Email Addresses

Email Campaigns : Premium Image Library

Here you can add, delete or change the name of folders and images. Please click the image thurmbnail to re-size a selected image.
The account usage indicator tells you how many megabytes you have left available,

(Usage: I 17% of 25M)

Folders Images Thumbnail (ot sctual size)
&= Irnages) 01ervindrake-1.jpg

3 MAC Comes to Flushing Town &) alex jpg
Hall

3 summer Events alexhenri.jpg

B asha_band.jpg

B betweentwoworlds_1.gif
betweentwoworlds.jpg
betweentwoworldsva.jpg

(

Modified: 10/12/2006

Size: 24 KB
beyond_reason-invite,jpg

wycliffe-gordon_webversion,jpg
153 Image(s)

Select Folder:  Images w
Description: @

(Subscriber will see text it image cannot be displayad)

| uPLOAD IMAGE |

ConstantContact
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Templates

Can you store a

Manage your Templates
template so that

| Standard Template % | Template Mame: | || create Blank Template |

your emails are
Template Wizard

If wou have an existing web page that you want to create a template From, enter the web link here, COﬂSlSteﬂt?
Retrieve and translate content From LIRL:| || Create from URL | MU.ltlplC
templates?

Download Template

Dawnload the Following template and all supparting files o waur direckary, For hasking, This is useful For a site that is only a bempaorarsy
site, of a protobype that might go awary.

| Default Template + || Download Template |

Does the tool come

Email Templates
DefaultTemplate.dwt

Previewy Edit Delete

Idea|Wa re Idealware eNewsletter: January 2006

with templates you
can user

Can you completely

customize your own
Idealware Features

m ‘ Pass it On!
e n — [fyou found this newsletter

Democracy in Action

templater
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More Advanced Editing Features

Other features that might be useful:

* Ability to personalize the email with data fields (as per “mail
merging’’)

e Automatic creation of a “web-version’ of the email

e Forward to a Friend
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Desirable Features and Functions:

Managing Your List
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General List Management

-

'Js Home ][ .| Email Campaigns ]r 1" Subscribers & Lists ﬁ[ E Reports 1[ '-‘E More Features 1
Can you import new Manage Subscribers | View | Export | Interest Cateqories | Manage Bounces | Confirmed Optin | Adtivity

. . Subscribers & Lists ;: Manage Subscribers
subscribers easily? N

Constant Contact makes it easy for you to manage your subscriber activibies of add/import, update, remove
and permanent remove. To assist you, interest categories and subscriber counts are displayed below, Please
select from the following activities to begin.

Can you manually update

) ) What would you like ta do? subscriber Count
information or > aposvporT
#dd subscriber email addresses and subscribar 1651 active cubscribere
M datails,
permanently unsubscribe
UPDATE
eo lep Update axisting lists with subscriber details. i
p p . {:, REMOVE l“ Interest Categories
I-'I:-nn-.-n -.-;I‘-‘--‘-:E:-f h-'r'.r-: ----- list. Use thiz activity RS Subscribers
when moving subsoaibers from one interesk
Q category to another : B71
Can you eXport data’ tO C} .:Epﬁrfr:lnlir'\:l:.rrE:Et'\ETEh:U-.—nL; armail addrazzes Jazz HE
: from being re-added when the subscriber list is Classical music 453
backup or share with e X S umaore. This 3ty shouldbe | Cuparat 213
other systems? from your list visual arts o1a
"y CLEAR SUBSCRIBERS Press list 243
L H -:ar all subzeribers from seleced interast Musicians/artists 145
coem Board Members ONLY 36
Can you Store CuStom O Efqi:l:ln:g'qtl:fgcmrﬁtgn your list direckly from Asian American list 123
. Microsoft® outlaak & Queens Press a0
data about subscribers — Member List 7-14-06 256
. . . Kids/Family Z24
interests? relationships? Dance/Theater 253
. . Education Program 363
location? — and use it to - ,,
send your eNews to the i y
. Copyright & 1999-2006 Roving Software Incorporated dfbfa Constant Contact Customer Support
right people? Al Rights Resarvad

Constant Contact
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Website Integration

—
=

- L

Will the eNews
sign-up form
blend into the
look of your

website?

Does the tool
support
collecting
detailed info in
a second stepr

Al Fields in bold are mandatory.

First Name |

Last Name |

Cwganization (f

applicable)
Address 1

Address 2

City
State/Province

Country

| ** please choose ** (v |

| ** please choose ** A |

Zip/Postal Code |

E-Mail
Tel.

.[a'uraﬁq.lim@gnail L0 |

Texk Numberfaddress |

Provider

** please choose ** w

O pera enems(weskly)
Mew online features, campaian updates, contests, special PETA Mall offers, and advice
from the experts

O petal F-Newes (monthly)
Features, news, cortests, and promotions geared toward students

O Helping Animals F-Neprs(periodically)
Thie &-niewes For people who care For or help companion anmals

O Veglooking.com: Weekiy Recipe

I Sign Up For E-Mews ] I Reset ]

WWWw.peta.org

Can you ask for
custom info and
list preferences?

Can you
automatically
send a
confirmation
email (double opt
in)? Do you
have to?

Can subscribers
access and
update their info?
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Unsubscribes and Bounces

What tools does the software offer to keep your list clean?
e Automatic unsubscribe features?
* Automatic bounce management?

* Features to manage replies?
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Integrating with Other Data

There are three basic approaches to integrating eNews data
with other data (donations, history, etc)

Manually synch

via import/
export

Use an integrated
package

Create a feed via
API

. : All data is in one place Can create “best of
Pros _ cast up tront and easy to access, breed” approach; can
tnvestment without extra effort use existing systems
Can be time consuming Bigger investment up- Requires skilled
Cons ongoing, especially if tront. Requires replacing programmer and
high volume existing systems investment up front
A tool that can support A tool that allows
Look Flexibility of import —— .
for P : all your constituent programmatic access to
o and export tools tracking needs data
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Desirable Features and Functions:

Sending and Tracking
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Testing

Send a Test Mailing

Check your mailing before you send it out. Supply an email address(es) to send an initial test mailing. The
test email will only mail to the test email addres s{es) supplied.

Note: in & test mailing, mail merge fields will always show the defaulf value that you provided in the content and not the
merged data from the contact record. If the test eMzil shows the defsult value properly, then the mail merge value has

Can you send test
been propery configured. L=

— | 3 .
This test will send 3 emails to the address(es) below; an HTML formatied version, a Plain text version and an email for emalls, in both HTML
the Spam Assassin Content score that avaluates the likelhood of this emai being flagged as Spam by email providers. 3
This Spam score serves as a guideling, not a guarantee, and text format:

Enter email address(es) of where you want the test amails and spam rasponse to be sent, Please separate the addresses
by commas or semicolons (e, bwhite@abc.com, bl candid. com, mie@ipt.com).

| Will it audit emails for

Spam keywords?

prevewConent

The images below preview the 2 different formats of eMail that you are preparing to send out. You can click

on either one to see alarger view.
Can you specity a

| separate person to
approve?
HTML
[] approved ] approved

Kintera
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Scheduling

Create/Send Campaign Manage Clients Manage Subscribers Reports

Saved Campaigns  CreateSend Hew Campaign | Edit and Resend Campaign | Test Campaion

Define Campaign Define Content Define Recipients Define Delivery

% Step 4.2 Schedule Campaign Delivery

Can YOU schedule a Wyhen would you like to send your campaign’?

time to send your

® peliver the campaign immediately

eN ews rather tha.n Your campsign will Be Sart to the Campaign Manitor deltvery system and sen o your recilents immedistety.
5

Sending it Sened confirmation o :Iaura@uuaalware.u r whien the campaign has been sert

immediately? © peliver at the following time

You cen alweys cheange the scheduled dalvery time before the campagn |5 sent.

Dt (mimicidfey) oct w| 28 v 2006 v | B )

Time 1 % 00 v pm v
Time Zone (GMT-05:00) Eastern Time (LS & Canada) ¥
Send confirmation o _Iaura@dealware.&rg | wehien the campalgn hiss been sent

e oo
rrevns” CFinn >

CampaignMonitor
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Deliverability

Whether or not the email shows up in your subscribet’s Inbox
depends on three things

=

The history and
relationships of the
sending server

Whether subscribers
flag it as spam

The text and layout
of your email

*  Does the email use spam ¢ Has it been “blacklisted” * Have you used third party
keywords (free!! by spam watchers? lists?
Viagral)? * Does the server have a * Have you used a “double-
e Are there red flags about history of being flagged as opt-in”’?
the format or layout? spam? e Has it been a long time
e Does it have special since you emailed them?
relationships

(“whitelisting”) with ISPs?

idealware
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Reporting

Summary Statistics

|D|urmlu tha impact of this messegs by vidning Some by Statistics. I

Can you see

Adiminisiraon | Resulls Ilam:s|Tahlemew

Matrics will updabe in 27 minuies

how many

How arg these rates caloulated?

opened the ———— e s
p Cipen rate It

Cmaﬂ? HOW Meszsage click-through rate B

. Tell-a-Friemd usage rate laow Message Details

many Clleed Tell-a-Friend reensdment rale |2.0% e dataited infermnation regarding this masangs.

throughp Center removal rate loon | Click-through Data | This repert includes dats up ta  G24/2006 12:00 AM ET.
: Advocacy conversion rate l5.0%

Haw are dick-throughs calculated?

Donation participation rate lzom

Reply rate | 0o Target URLS in %cond_acBons sanl Clich thicugh
oo Wi URL  Fate
Bounce rate: | PR
This is user
“This repert includes dats up to 672472006
viam ntaks micw 13100 A BET hiap:Hderno orgihisUIRLiterns 6768 segmant A, 2500 21.2% 530
1P alphnas
hip:#deme. ongithslURLilem=6763 segmeni B 150000 Z5% 3000
Target URLS in body of message Segment emaily seat O
comtaining URL
hitp:ideme. arghths IR Lem=87Ed MiA H00000 A% 00
Can you see hOW hitp: Mderno. argihisURLitem=87810 [T 200000 2 4% 4823
— 7 hap:idemc.ongihisURLem=67E511 Hith 0000 % 400
1Y |any Chcked on each nip:Hdeme.crgAnisURLitem=61E8021 HiA 200000 A% 00
hiap Mderno angihsURLilemn=67 B934 MitA 200000 % 1400
hnk m the emallp hitp:#deme. arghhsLIRLilem=E7 853484 theactvilytheytookish
455798234008l lerbiggesiB42q34ninforEmemidis= 52432 327 [ 00000 A% 00
sampledema. thiml
hiip tdeme. ongthsURLem=67 B34 M inaatintythayiookish
47777 23dgnalierbiggedtifd Zaddnmforitemidiae 52432327 Hlia F00000 5] 4
sampledamabeta himil
GetActive

idealware
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Support

Groups BETA
Groups Home :

Groups Help
About Grougs
Groups Tour
Tarrns of Sarvice
Privacy Paolicy
More about Groups
Basics of Usenet

Uzenal Glossary
Uzenat Timealing

ey

GOO Ie Groups Help

‘Welcome to Goagle Groups Help. Check owt our Top § Quastions,
search using keywords, or browse and click on a topic that

interasts you,

Gefting Started
* Hirw il works
* My Account

Searching

+ Finding a group

+ Finding a post

+ Refining my search

Participating in a Group
+ Fosting

+ Joining { Subscnbing

*+ Rating a post

* Using profiles

* Reading and Cusiomizing

Creating and Managing a Group

* Creating my group
+ Managing my mambers
= Customizing my group seilings

Troubleshooting
* Problems with amail
* Problems on the website

Search Groups Help

Search

Top 5 Grougs Help Questions

1. |5 my émail addres s visible on
the wab when | posiio a group?

2, How dio | ramave my own
posts?

3. What is a Google Group?

4. | don'twant you to archive my

articles! Haw can | keep my
messages from being archived

on Google Groups?

5. Why s Google Groups sending
me email? | never signed up for
the serice,

Learn from other Groups users

Find answers, &3k questions, and
shear your experise with others in he
Groups Help Group

Posts are not moderated by Gosgle

2006 Google - Groups Home - Terme of Service - Privacy Policy - About Google

Google Groups

How are the help
files and other
documentation?

Are there real live

humans to email or
call?

Is there an active
community that can

help?
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Quick Discussion

Which features are the most important to your organization?
What are your priorities among all the things we just discussed?
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Recommended Tools
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A Word About Pricing

* 'There are two primary ways that tools determine prices
— By the number of people on your list
— By the number of emails you send

* 'The difference between the two can be vast if you’re sending a
very low or very high frequency of emails

* Hstimate your list size and email volume — now and projected —
to compare prices
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Free and Straightforward

* Free and fairly easy to use

* Plain text emails only

* Your emails include advertisements
* No reporting

The tools:
* Google Groups (http://groups.google.com/)

* Yahoo Groups (http://groups.yahoo.com/)

e Topica’s free service (http://lists.topica.com/
p [ [
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Lower Priced Hosted Email Tools

Electric Embers NPOGroups (www.celectricembers.net)

Similar to the free services without the advertising and a bit more
control. Doesn’t easily support HMTL emails. Sliding scale.

Groundspring EmailNow (www.groundspring.org)
Affordable for small lists; a great deal for big ones. No ability to
format HTML emails within the tool. $19.95/ month for 10,000

emails.

GraphicMail (www.graphicmail.com)

Ofters 10,000 emails free to nonprofits, with notable GraphicMail
branding. Solid HTML eNews and template editing and reporting.
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Mid-Priced Hosted Email Tools

Emma (www.myvemma.com)

Geared to those who want to carefully setup a tailored eNews
template that non-techies can easily use over time. Starts at

$35/month for 1000 emails.

CampaignMonitor (www.campaignmonitor.com)

No templates (it’s directed at a HITML-savvy audience), but solid
custom fields and deliverability. Great deal for small lists, likely

overpriced for large ones

Topica (www.topica.com)
Their paid service offers sophisticated website integration, custom
fields and segmentation. Starts at $50/month for 5000 subscribers.

ConstantContact (www.constantcontact.com)

Solid, commonly used, and priced to be friendly to small lists.
However, several report deliverability problems.
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Integrated Tools

* Support online donations/ fees as well as eNews
* All constituent data is stored in one place

* Robust list management and constituent reports
* May support website functions as well

Lower end:

* Democracy in Action (www.democracyinaction.org)

e cTapestry (www.etapestry.com)

* LocalVoice (www.localvoice.com)

Upper Tier:

* GetActive (www.getactive.org)

* Convio (www.convio.com)

* Kintera (www.kintera.com)
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For the Technically Inclined

Mailman (or another tool with your web host)

Many web-hosting packages come with a basic but functional
mailing list manager. Similar to the Yahoo or Google groups,
without the ads.

PHPList (www.campaignmonitor.com)

An open source PHP module that can be added to websites for
middle-of-the-road email functionality.

Drupal/ CivicSpace (www.drupal.com)

Drupal — an open source content management system - includes
middle-of-the-road email functionality.

All of these tools sit on you server, so consider deliverability and
blacklisting issues. Will you have time to manage ISP relationships?

idealware
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Quick Discussion

Which tools on the list seem most applicable for your needs?
What questions do you have that will need to be answered to

make a decision?
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Questions?
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More Online!

See more at www.idealware.org:

e A Few Good Email Newsletter Tools

http://www.idealware.org/articles/fot email newsletter tools.php

* Choosing Bulk Email Software to Match Your
Communication Goals

http://www.idealware.org/articles/bulk email software communication goals.php

* Retooling the eNonprofit: Expanding the Options for
Integrated Online Software

http://www.idealware.org/articles/retooling the enonprofit.php
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Contact Me

Laura S. Quinn

laura(@idealware.org

718-208-8172
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