
Administrative Professional Training
N E X T  L E V E L C O M M U N I C AT I O N



What does UAG do?
E ma i lD i r e c t  m a i l Te x t  M e s s a g e



GIVE DAYS
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Emai l  Excel lence



• Audience size

• Purpose of the email

• Automation needs

• Tracking and Analytics

• Content and Design

• Personalization and Segmentation

• Training and Support

SalesForce Marketing Cloud vs. Microsoft Outlook



• O n l y  o n e  c a l l  t o  a c t i o n !
• S t a y  o n  b r a n d  ( b r a n d . v i r g i n i a . e d u )
• A d d  c o n t r a s t
• S h o r t  p a r a g r a p h s
• B u l l e t e d  l i s t s
• Wh i t e  s p a c e  i s  g o o d
• M o b i l e  f i r s t

Email Best Practices



Print  Prowess



S E R V I C E

UVA PCS

MCR

CDS

Press America

V E N D O R
T U R N A R O U N D

T I M E
L A R G E  

P R O J E C T S
C O N T R A C TL O C A L

Print Vendor Comparison

MSV

T&N



• Audience size

• Tracking and Analytics (informed delivery)

• Timeline

• Personalization and Segmentation (data complexity)

• Premiums or “freemiums” included?

• Who will send you or the vendor?

Vendor Selection



Qual i ty  Assurance Quest



Quality Assurance

•Make a process and stick to it

•Two sets of eyes on everything

•Send yourself a test (email)

•Grammarly

•Email on Acid (email testing software)

•Scribendi (paid proofreading service)

•5 Samples with data from each segment (print)

•Make a process and stick to it



Decoding Appeal  Codes



• 1 0  d i g i t  a l p h a  n u m e r i c  c o d e  o n  r e p l y  d e v i c e s
• F i v e  k e y  i n d i c a t o r s  a r e  i d e n t i f i e d :

⚬ F i s c a l  Ye a r
⚬ S c h o o l  o r  u n i t
⚬ C h a n n e l
⚬ Ti m i n g
⚬ A u d i e n c e

• F i sca l  year / un i t  code / p ro j ec t  t yp e  o r  channe l /  t i me  o f  year / aud i en ce  o r  descr i p t i on

Appeal Code Basics



Appeal Code Basics
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Resul ts  Report ing



• Older

• Reliable

Tableau vs. Cognos/AP

• New

• Future

• Use friendly

• More flexible

• Can build in charts



• Images/Icons

• Canva

• Brand.virginia.edu

• Icons with numbers

• Know your audience

• Tell a story

Presentation



Questions?
LPAYNTER@virginia.edu


