
TUTORIAL: 
Creating Emails 
Using Constant 
Contact





STEP 1 / Sign Up
1. www.constantcontact.com

2. Insert your team Gmail

3. Create a password (save/share login 
credentials with team)

4. Enter a first and last name

5. Enter company name

6. Enter 5095555555 for phone number 
(so you don’t get calls!)

7. Check the box for terms and conditions

8. Select “Get Started!”

9. Log in to your email– verify your 
account

http://www.constantcontact.com/


STEP 2 / Set up your email template

1. Type in an address for your 
company. 

• Feel free to use 445 
Veteran’s Way, Pullman, 
WA 99164-2520

2. Copy/paste your mock 
company website url

3. Select Submit



STEP 3 / Complete the form

1. For the first 
question most will 
note that they are 
new to email 
marketing

2. For question two 
select “email 
marketing”

3. For question three 
select “1-50” in the 
pulldown menu

4. Select “Next”



STEP 4 / Create

1. Click on the Create button
2. Select “Email”
3. You land on the Templates 

page – choose one that 
best fits your campaign 
goals as far as overall look 
of the email (with our
without photos, seasonal 
theme, coupon focus, etc.). 

Note that you can adjust color and font once 
you select your template. You can also build 
an email from a blank template using the 
“build, images and colors” features.
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STEP 5 / Select Template 

1. Review template options and select 
one that best fits with your 
campaign messaging

2. Preview the templates you like –
view them in desktop vs. mobile 
versions

3. You can adjust colors, fonts and 
layout elements in editor mode

[example]



STEP 6 / View the :30 guide You must be logged in to view. Click 
on “Start Email” after viewing.



STEP 7/ Name & Save Email

1. At the top left – give 
the email a title that 
includes your 
company name and 
can be easily found 
later

2. Click “Save” 
throughout and 
frequently so you do 
not lose your work

1

2



STEP 8 / Subject Line & Pre-Header
1. Click on area for from, reply, 

subject and pre-header
2. Complete the form

• “From” should be your email
• Give your email a subject line 

related to campaign 
messaging 

• Create pre-header text 
related to your campaign 
(preheader text appears immediately 
after the subject line)

3. Click Save
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STEP 9 / Upload Images

1. Click on the “Images” tab

2. Stock images will appear. You can use these 
or upload your own. Please use royalty free 
images from pixabay or pexels or other 
sources. You can also upload your logo here.

3. You can also upload images using the 
“Library” tab in the top navigation

4. Click Save

1

To edit and customize your email, you will use the menu on the left 
side using the Build, Images and Design tabs.
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https://comstrat310.com/royalty-free-images-video-audio/


STEP 10 / Design

1. Click on the “Design” tab: This is 
where you can customize your 
email to match your brand color 
scheme. You can adjust fonts in 
the “Build” feature.

2. You can also adjust the 
background pattern or color.

3. Click Save

1

To edit and customize your email, you will use the menu on the left 
side using the Build, Images and Design tabs.
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STEP ELEVEN / Build

Click on the “Build” tab:  
This is where you can add 
and delete template 
features and layout such 
as images, text, buttons, 
divider lines, spacers, 
links to social media 
URLs, read more link, etc.

To edit and customize your email, you will use the menu 
on the left side using the Build, Images and Design tabs.



STEP ELEVEN/ Build continued.. To add a link, change or 
remove an image, click on it 
to make selection

To adjust text, click on it and 
you can modify the font, 
point size, color and 
formatting + add hyperlink

Editing existing template elements

To link your social media 
accounts, click on “Edit” > 
delete what you don’t need
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STEP 11 / Build continued..

Drag elements from 
the Build menu into 
your email

Tips when bringing in “Build” features

a
Add spacers to break 
up content

Use a Button for a call 
to action
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STEP 12 / Preview Your Email
1. Click on Preview

2. Preview your email on 
desktop vs. mobile

3. Send a test email 
(enter up to 5 email 
addresses

4. Check over the content, 
image quality and that 
all of your links work
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STEP 13 / Create Contact List

1. Select “Contacts” 
from the top 
navigation menu

2. Add contacts one at 
a time or upload an 
Excel file with name 
and email addresses

The most important note regarding email distribution is that 
YOU MUST NOT send your email to anyone who has not 
opted in to receive them. 

• Create a Contact List of a MINIMUM OF 10 
names/emails for your company – manually entering 
contact information of friends, family and blog 
subscribers who agree to receive emails as part of your 
educational experience.

Disclaimers and setup…



STEP 14 / Distribute Your Email

1. Locate your email by selecting the 
“Campaigns” button in the top 
navigation menu

2. Click on the “Actions” button > 
pull down menu > select 
“Schedule”

3. Make sure the appropriate email 
list(s) is selected

4. Check over your Subject line and 
From name

5. Verify correct “From” email
6. Set date for distribution

1
After you have created your email, sent a test email, made corrections if 
needed and created your distribution list, you are ready to distribute your 
email.

2 3

4

5

6


