
Need to direct communications to the right audience

Select Add 
from File

Locate file on 
system

Map fields

Cust Header

Insert Logo

Colors & Fonts

Begin upload -
Screen for 
duplicates

Greeting

Call to action

Other

Add contacts to 
lists 

Which is the 
right type for my 

needs?

Which template 
is best for my 
campaign?

What do I do 
first?

What looks 
good?

What will get the 
most opens?

What /how do i 
write?

What is my 
CTA?

How can I best 
represent my 

branding 
through images

How do I add 
add/images

(P,S) Best 
template for 
given need

(P) Capabilities 
& limits of 

campaign types

 (S) Awareness 
of goal

(Subjective 
insight) 

Suggestion of 
what to do first.

(S) Knowledge of 
best practices for 

getting opens

(S) Awareness 
of goal 

(S) Knowledge 
of call-to action

(S) Ability to 
coordinate other 

collateral

(P) Knowledge 
of interactions
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RK
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T
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Product 

S
Strategic 

Upload my lists

Assumptions:
▪ Has multiple contacts
▪ Has compiled 

contacts
▪ Contacts have been 

added to .xls
▪ Fields formatted 

correctly
▪ Understands how to 

browse/upload    

Designate 
permission to 

email

Tag contacts
(optional)

Review recently  
uploaded 
contacts

Which is the 
correct file to 

upload?

Do I have the 
right information

in the right 
place?

To the CTCT 
fields match my 

own?

Do I need to set 
permission?

What list( should 
I upload lists to?

What is a 
duplicate Which is the 

correct file to 
upload?What happens if 

I don’t?

What is tagging?

How many list’s 
should I have

What is tagging?

What counts as 
a contact? 


