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Agenda

e Create an emall
« Email Deliverability

e Questions and Answers
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Video Available

For a review and additional information on creating an email, please see
the instructions in the video on the Alumni Help Desk website.

Create and Send an Encompass Email (21:16)



https://dartmouth.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=796be8ab-dcf5-4c68-a67b-b08f0108337e
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Edit Message Detaill

* Required Items
 Name
» Subject
» Sender
* Reply Handling Address
« Subscription Category



Select the Template

* Build From Template | HTML

 Build from Template Only

 Building from HTML not used / No Design view! / Not supported
» Select a Template

« Choice of Template cannot be changed

* You can easily modify and personalize after template selection



% DARTMOUTH

Email Design Surface



b

DARTMOUTH

tholog
|I ;?ncot:*lpass Dashboard  Content  Community « Events » Donations+ Memberships» Formse. Members» Datae Diasgnostics «  Decision Analytics +
& Joel Demo Template a 100% ~
E= 'Eody
oo
o+
o
= =
=
Drag & drop an element here
i3
C :

LT F=-9
0 ils ¢
- 1 L 1ter | o
——
@
600 pX
I
M Body background -
Backgrou .
transparent @

Background image




Left Section (Content Elements)
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Email Creation
Demo

 Create a basic email

* Inserting

* Pictures
* Links

* Document
« Specify your recipients
* Preview

 Schedule and Release
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Deliverability Topics

« Email Prefs - Opting In/Out
 Emalil Exception Report

 Email Bounces
 Email Metrics

e Demo
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https://alumnihelpdesk.dartmouth.org/s/1353/clubs-classes15/bp18/interior.aspx?sid=1353&gid=402&pgid=28842
https://support.imodules.com/hc/en-us/articles/360014794311-Export-Exceptions
https://support.imodules.com/hc/en-us/articles/218261768-Email-Bounces
https://support.imodules.com/hc/en-us/articles/218798307-Reporting-Metrics-Definitions-and-Reporting-FAQs
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Answers
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Resources

Create and Send an Encompass Email (21:16)

* Alumni Help Desk
» Website Support Hours

Encompass
Weekdays 8 am - 5 pm ET,
excluding holidays

« Email Marketing

« Email: Alumni.Help@Dartmouth.edu

e Phone: Accessing systems and general
technical support
 603-646-3202 24/7

« 855-215-9024
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https://alumnihelpdesk.dartmouth.org/
https://alumnihelpdesk.dartmouth.org/s/1353/clubs-classes15/bp18/interior.aspx?sid=1353&gid=402&pgid=29363
mailto:Alumni.Help@Dartmouth.edu
https://dartmouth.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=796be8ab-dcf5-4c68-a67b-b08f0108337e
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Anthology Academy

e For further instructional videos on how to use the Email

tool, please visit the Anthology Academy - Encompass and

anthology

select "Email Marketing”. We recommend starting with this

this short Email Marketing Overview (3:34 min) for a

Anthology Academy

general picture of how to use the email tool. Access Anthology Academy
for instructional videos.
. . Createaf t usi

- Please note, to access Academy materials, you will need to reate @ free account tsing

your Dartmouth.edu email

go to Anthology Academy and set up a free account using address.

your Dartmouth.edu email address.
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https://academy.anthology.com/lms/cm/mainsub_categories.php?catid=426
https://academy.anthology.com/lms/mod/page/view.php?id=2690
https://academy.anthology.com/
https://academy.anthology.com/lms/login/index.php?customer
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Additional Resources

* Email Exception Report

« Email Bounces

 Email Metrics

e Creating segments

 Managing Your Email Preferences
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https://support.imodules.com/hc/en-us/articles/360014794311-Export-Exceptions
https://support.imodules.com/hc/en-us/articles/218261768-Email-Bounces
https://support.imodules.com/hc/en-us/articles/218798307-Reporting-Metrics-Definitions-and-Reporting-FAQs
https://alumnihelpdesk.dartmouth.org/s/1353/images/gid402/editor_documents/imodules_help/email/creating_segments.pdf?gid=402&pgid=61
https://alumnihelpdesk.dartmouth.org/s/1353/clubs-classes15/bp18/interior.aspx?sid=1353&gid=402&pgid=28842
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