
How to Send an eBlast in Constant Contact 

1. Download asset from BrandBox (The following files are provided for your convenience) 
a. HTML 
b. TXT  
c. PDF  
d. Subject Lines  

 
2. Go to your web browser and open up Constant Contact 

(htps://www.constantcontact.com/)  
 

3. Log in to your account 
 

4. Click “Create” on homepage

 

 

5. Select “Email” on pop-up screen 
 

6. Select “Use your own html”  

 
 
 

https://www.constantcontact.com/


7. Update the “Campaign Name” 

 

 

8. Click “Email Se�ngs” and enter the Subject Line, From Name, and From Address and click 
Save 

a. Subject Lines are available in the download folder from BrandBox 

 

 
 

9. Highlight current html copy and click delete 

 

 

 



10. Open up the assets downloaded from BrandBox and locate the “txt” file 

 

 

11. Open the txt file and copy all text 

 

 

 

 

 

 

 

 



12. Go back to Constant Contact and paste the text into the html editor 

 

 

13. Update your contact informa�on in the text 

 

 

14. To see a preview of the email, click the “Live Preview” OR “Check & Preview” buton 

 

 

 

 

 

 



15. Click “Con�nue” 

 
 
 

16. Send yourself a test email to ensure everything looks good 
a. If your test email looks good, proceed to next step  
b. If your test email does not look good, click “Edit” to make necessary edits 

 

 

17. Select your Contact List and click “Send Now” 
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