


Benefits of a well-designed email

Things to consider before you start

How to structure a marketing email 

How to create a header image in Canva and save for Marketing Cloud

Sourcing and cropping images for your emails - Image Relay and
stock images

What to look for in email tests

Common formatting issues with Marketing Cloud

Question time

Overview



Increase awareness of your department, initiative or event

Increase engagement with your audience. 

Increase professionalism of your department

Increase accessibility and readability, ensuring more people
can consume your content

Benefits of well-designed email

Engagement = click throughs, sign ups, responses to emails



Who is your audience? Having a targeted list of recipients will help make
sure your email is getting to the right people and avoid becoming noise for
others.

What is the main information you want to communicate? If multiple things,
what is the most important? Make sure written content is concise, easy to
understand and to the point. 

What actions do you want people to take after reading your email? i.e sign
up for an event on Cvent, click on a news link to read more, contact you etc. 

Things to consider before you start

Actions

Content

Audience



Put the most important information first

Consistent look and tone

Keep the layout simple and clean. 

Break up content with headers, icons and lines 

Avoid large blocks of text - keep it simple

Include calls to action (CTA)

Use 90%+ live text

Use branded fonts and colors 

Use campus photos or purchased/copyright free stock images

Email Design Principles



EVENT EMAIL

Simple.
Clean.
Interactive.

Logo

Header
image

Heading
text

Intro text

Call out box

Call to action
(CTA) buttons

General
structure of a
campus email



Logo

Header
image

Live text date

Contents

Featured
content
section

Section header

CTA button

Body copy with icons

Break up sections. 
Use icons and images.
CTAs.
Consistent.

General
structure of a
campus email
NEWSLETTER



Email
Templates

        Email Templates

https://www.cu.edu/ecomm-email-templates


Width: 599px

Height:
~200px

        Header Image Templates

Email Header
Images

Export settings for Canva

https://www.canva.com/design/DAFMzRT_e_A/rJKhClSoxoFcJh7uECD88Q/view?utm_content=DAFMzRT_e_A&utm_campaign=designshare&utm_medium=link&utm_source=sharebutton&mode=preview


Marketing Cloud
Image Settings 

Scale to fit unchecked
image width should be 599px



Sourcing images for emails
Do not take images from Google image search

Image Relay for campus images

Stock sites like adobe stock, shutterstock (paid) or
Unsplash and Pexels (free).



Saving images for email

Use Canva to create an image the size
you want (always less than 599px)

Upload and add your image to
artboard. Download as JPG or PNG

HEADSHOT EXAMPLE



Width: 150px (25%) Width: 450px (75%)





Before sending an email:

Test. Test. Test.
Send to at least 2-5 team members/co-workers

Have people check for formatting errors, links, content
accuracy and spelling/grammar

Test on both PC and Mac platforms as well as mobile

Send a second test after edits are made



Common
Marketing
Cloud
Formatting
Issues



Images or logos
look giant on test
emails





Buttons look
different on mobile



Most likely change needed is text color

Make sure settings under "mobile style" 
match how it looks on desktop.



Time for
Questions and
playing around
with Canva/
Image Relay



Brand Guidelines

Canva

Branded Templates

Image Relay

Resources

Contact Sarah as sarah.l2.adams@cuanschutz.edu

Questions?

https://www.cuanschutz.edu/offices/communications/brand
https://www.canva.com/
https://www.cuanschutz.edu/offices/communications/brand/templates
https://cuanschutz.imagerelay.com/

