
Once you have a folder full of newsletter
ideas, I recommend choosing one central
image for the issue you are ready to work

on. I use this image as the basis for
a banner to head my Constant
Contact template. The image usu-
ally depicts a seasonal interest or a
central topic. With the banner
image in mind, I organize my
folder by subject and color, choos-
ing images and ideas that will har-
monize with the banner image.
Once I have a handful of these
images that look good together, I
know that writing and organizing
the newsletter will be easy. Here is
a step-by-step guide to newsletter
assembly.

Working with Images
Open your idea folder and edit
the photos you plan to use. The
more you can learn about basic
photo editing, the better. At mini-
mum, you want your photos
straight and sized properly. Some
e-mail marketing services include a
photo editor. I suggest saving pho-
tos as .png rather than .jpg files.
This will make their backgrounds
transparent so that you can easily
use them against any background
color. You might try making a
Photoshop template as a guide for
the layout you use most often. Use
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this template to experiment with images and colors
before you create your newsletter, and use it as a
guide when you assemble your newsletter (Image 1). 

Most providers give you ready-
made template banners to use at the
top of your e-mail. They coordinate
nicely with the colors and theme of
each template. You will find spaces
above and below them to add your
logo, newsletter title, and date. I
successfully used ready-made tem-
plates for many years, and unless
you want to go further, there are
many good template choices on
most e-mail marketing services. We
now create our own banners with
images from the art that we carry or
promote in the shop (Image 2). We
select colors from the banner image
to fill the template backgrounds. We
always ask for permission to use any
images or parts of images we
include in the newsletter.

Upload the images you plan to
use to a private page on your web-
site or pay to use your e-mail
provider's image hosting service
(Image 3). Many e-mail marketing
services now provide a certain
amount of free image hosting space.
Facebook also provides space to
store images. We host pictures on
our own website because we pub-
licly archive our newsletters and
want a permanent address for each

Image 1: Try making a newsletter layout in Photo-
shop to use for experimenting with pictures and
background colors.



mail editor, name your e-mail in order
to save it. This name is for your refer-
ence only. Then choose “New Email
Wizard.” You can use one of several
hundred templates supplied by your
newsletter provider or create your own.
Remember that newsletter templates can
be edited to make them look quite dif-
ferent from their original appearance
(Image 4). After years of using different
ready-made templates each month, I
currently use just one template and vary
the header and background colors with
each issue. I also find it easier to work
with just one format. I vary the banners
and coordinating colors for interest
while maintaining consistency and
brand identity across all issues.

Creating Message Settings
Next, you create
message settings,
including the sub-
ject line that appears
in your recipients'
in-boxes. To bypass
spam filters, avoid
the use of explana-
tion marks, dollar
signs, too many
superlatives, the
word “free” and
upper case text. Cre-
ating subject lines is
challenging, as you
still need to choose
an attention-getting
subject. We get bet-
ter open rates when
using timely subject
lines that include
mention of some-
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picture. When you link to photos
hosted by another website or publica-
tion you run the risk of those photos
being moved or deleted. 

Each photo on the Internet has a
different html address. You will use
this address when inserting photos
into your template. Find this address
by opening the photo in a new win-
dow. Using Mac and Safari, hold
down the Control key to bring up a
command list and select “Open
Image in New Window” or in Fire-
fox, “View Image in New Window.”
On a PC you can right-click the
image to view a similar command
list. Copy the html address when you
are ready to paste it into your tem-
plate. 

Choosing Your Template
Now you are ready to start your
newsletter assembly. These instruc-
tions are for the Constant Contact
service, but you will find that most
good e-mail marketing services work
similarly. After signing in to the e-

thing new from our best-selling artist,
announcements of new services,
and—against e-mail industry
advice—occasionally a subject that
announces “our best discount of the
year.” Do that more than twice a year,
however, and you will loose your
audience. Your best bet is to describe
what is inside your newsletter in just a
few words without resorting to exag-
geration. Always use the name of your
business in the “From” field. Now
save your work and move to the next
window where you will begin to
assemble your newsletter. 

Newsletter Assembly
It is helpful to have several windows
open at once if your monitor is large
enough. If not, toggle between win-
dows. I keep the Constant Contact
“Edit Email” window open alongside
the web page where I have my images
stored. I also keep my Photoshop
template open for reference. 

Image 2: Create your own
custom banners in Photo-
shop or use ready-made
banners offered by your e-
mail newsletter marketing
service. (Kay Carlson,
“Lakeville Road Vines,”
courtesy of Artaissance.)

Image 3: Storing newsletter images on a private
web page on your own site gives you control over
their future use.

Image 4: Newsletter templates can be edited to make them look quite different from
their original appearance. On left, the original template; on right, the same template
customized (shown here reduced in size).
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Work through each module
of the template, inserting your
photos and giving each area a
title. Resize your images as neces-
sary. You will need room for a
few sentences of text for each
module. As you insert images,
you will find a tool to link images
in your newsletter to a web
address. I try to link each image
back to a page on my website,
social networking sites, or an
educational site for more infor-
mation. Part of the purpose of
your newsletter is to drive your read-
ers to your website to learn more
about your business.

Use “Global Colors” and “Fonts”
in Constant Contact to add back-
ground colors. You can change back-
ground and text colors for your
whole newsletter or choose colors for
each individual block. Most pro-
grams include a color picker for this
purpose or you can enter a hex code
number. Whatever method you
choose, try to find colors that coordi-
nate with your images. You will get
to know the program you are using
as you have fun experimenting with
its features. I use the block copying
function to duplicate colors and
fonts when adding new subjects. You
can copy whole newsletters and
replace images, text, and colors in the
same fashion.

Writing the Text
I write my text after I insert images
and backgrounds, but you may pre-
fer to do so earlier. I find that once I
complete the template design, I am
more inspired to write descriptive
text. Subscribers have limited time,
and if you write too much, they
won't read. If you have more infor-
mation to share, link to expanded
text on your website or blog. Keep

Image 5: A coupon placed on private subscriber's web page is
linked only from the newsletter.

Image 6: The finished October 2010 newsletter shows
how all the elements come together in an attractive,
interesting package.

your website content fresh so that
readers want to click through to see
what's new. We often design new
web content with the newsletter in
mind. Most importantly, write when
you are fresh and in an upbeat
mood. Your enthusiasm for your
business will transfer to your key-
board! 

Special Offers
You may want to include a special
offer in your newsletter. I use the
coupon-bordered space at the bot-
tom of my newsletter template to
announce an offer. The actual
coupon is always on our website, not
in the newsletter itself, because I
want to bring my readers to the web-
site. I place the coupon on a sub-
scriber's-only page because I don't
want to advertise coupons to the
general public, thereby diluting the
value of the newsletter offer. Each
coupon has an end-of-month expira-
tion date and a coupon code for
readers without printers (Image 5).
We also honor coupon images on
mobile phones. 

Finishing Details
Open your newsletter in preview
mode and test all links. At least one
other person should proof your text.
Send a test copy to yourself at several
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e-mail addresses, including one to a
standalone e-mail client, such as
Outlook. This will tell you if you
have any formatting problems to
correct.

Next, choose which group of
subscribers you want to send to and
a day and time to schedule sending
your newsletter. I send my newslet-
ter on the first of each month so
that my readers can anticipate its
arrival, but some studies advise dif-
ferent timing. Mid-week after the
morning rush is good, but you
might want to experiment with dif-
ferent timing. 

Whatever schedule you choose,
don't flood your subscribers with
too much mail. Instead, send less
frequently and make your mail
interesting and worth opening. I
would not send more than
bimonthly. You may even want to
start with a quarterly edition. E-mail
marketing services now provide an
easy way to link your finished
newsletter via Facebook, Twitter,
and LinkedIn. You can also add
social networking links to each
newsletter so that your readers can
share your newsletter with friends. 

After your newsletter sends, you
will work with bounces and then
interpret and use your statistics.
Meanwhile, keep busy developing
topics for your next issue.  ■


