
EveryAction Email Basics 
 

Intro 
Everyaction’s Targeted Email Tool is a powerful and useful asset for many local Indivisible 
groups. It allows them to both reach out to their members to share information about upcoming 
events and volunteer opportunities, as well as serve as another data point when assessing 
members’ activity within a group. The step below will show you how to access the Targeted 
Email Tool and how to draft and send your emails. 

 
Navigating to EveryAction Email 

 
Option 1: Using the sidebar on the left. Search “email” and choose the link at the bottom. 

 
 
Option 2: Click the rubix-cube at the top right and choose the second option on the drop-down.  

 
 
 
Once you are in the EveryAction “Targeted Email” portal, you will have the 4 options once you 
click the green “Create New Email” button. We are only using the first two right now (“Create 
New” and  “Create From Existing”). Here’s some info on the new “automation” option (EA will be 
transitioning all “series” emails to this option in the near future).  

 
 

https://help.everyaction.com/s/article/Announcement-Email-Series-to-Automation


 
 
 
 
 
 
Once you’ve decided whether your email will be a totally new creation or based on an existing 
email (as a template), your next decision will be which contacts you’d like this email to go to. 
 
 

Choosing Your Audience 
 

You have 3 main options when building an audience for your email. You can either choose a 
saved search, a saved list, or send it to “all subscribers.” Never send to all subscribers.  
 
If you have a search or list already saved (the only difference between the two is that searches 
are dynamic and lists are not), simply choose that option and begin typing in the name of your 
search or list in the drop-down and choose it. If you’re not seeing the search or list in the drop 
down then you should check the sharing options of the folder you saved your search or list into.  
 
If you do not have a search or list built yet, simply click the “create a new saved search” and 
create one in the window that pops up and save it.  

 
 
Once you’ve chosen your audience, you should click “Calculate Recipients” on the right side of 
the screen to check that your audience is generally the correct size. For example, if you intend 
to send this email to group leaders in Michigan and know there are about 100 of them, and the 
recipient number shows as 2,000 - you know there’s an issue with your search/list. That said, 
the calculated recipients number will always be a little higher than the number of contacts in the 
search - because some contacts have subscribed to emails from more than one email address.  



 
 

Exclusions 
 

Once you’ve chosen your audience, you’ll then scroll down to the exclusions section of the 
page. From there, you’re going to click the small link towards the bottom that says “Show 
Additional Exclusions,” and you’re going to choose the “Exclude low-performing email 
addresses with a score of..” option and then select 1. This will exclude email addresses that 
have almost never opened an email from us (which improves our open rate and thus inbox 
placement from email providers). As you move forward in your email program, I encourage you 
to move that number up to 2 and then 3 slowly. Doing so will improve your inbox placement and 
open and click rates in the long term. 

 
 
 
 
 
 
 

Designing Your Email 
 



After you’ve filled in your “Message Info” with the applicable information, scroll down and click 
“Design Email” and then choose the “Drag and Drop” editor. 

 
From here, you’ll have the option to choose a template - choose the template that best applies 
to the email you’re sending and click “Use this Template”. 
Once inside the email design editor, simply insert any text, links, and images you’d like! You’re 
also encouraged to preview your email and send yourself a sample for general proofing.  

 
 
Once you’re satisfied with your email, click “Generate Plain Message” (for email subscribers 
who are not able to receive HTML based emails for some reason). And edit the plain text email 
accordingly.  
 

 
Then scroll down and click “save” and then once refreshed, scroll down and click “continue.” 
 



Reviewing and Sending Your Email 
 

Once you’ve reached the “Review and Deliver Your Message” page, congrats you’re almost at 
the end! The only things you have left to do are to correct any errors that EA has flagged (error 
shown on screenshot is due to me not actually designing an email in this example, so the url 
included is not a real URL). Errors that are colored red will stop your email from being sent, and 
errors colored in yellow are recommendations for you to change something, but won’t stop you 
from sending the email.  

 
 
For Staff Only: After all of you have resolved any errors, please post a link to your email draft in 
the Slack channel for someone to review. Once someone has responded to your post and 
cleared it, feel free to either schedule your email to send in the future or send it immediately! 
 

 
 

 
Reviewing Data From Sent Emails 

 



One of the most important aspects of a successful targeted email program is analyzing data 
from emails that have been sent, and using that data to inform how you send future emails 
(whether that’s audience building, added exclusions, content design, or the timing of the email).  
To review data, navigate to the “Emails” section of the main targeted emails dashboard and click 
it. 

 
 
Once there, find the email whose data you’d like to review and click towards the right on the 
dropdown and choose to view the “results” 

 
 
The following page is where you’ll be able to gain insight to inform future emails! 
 



 
 

Have fun emailing! 


