Segment and manage
your contacts

Send the right message to the right audience
with contact segmentation!



Here’s what
we’ll go over:

Want to get higher engagement
with your emails? Start by
segmenting your audience and
sending more targeted content!
This guide will go over all the ways
you can manage and segment your
contacts in Constant Contact.

Understanding segmentation
Contact lists

Custom segments

Tags

Click segmentation

Sign-up forms



Understanding

segmentation

Segmentation simply means dividing
your contacts into smaller groups—

or segments—based on shared
characteristics or interests. It helps
you get the right message to the right
people at the right time.

The days of sending a giant, generic
email blast to everyone on your list

are long gone. Your contacts want to
receive content that’s relevant to them!
When recipients continue to receive
information they aren’t interested in,
they’ll stop opening and reading your
emails, or worse, they’ll unsubscribe
from your list completely.

Segmenting your contacts lets you
customize your email content for each
audience and send more targeted
messages, resulting in higher open and
click rates.

Creating lists, tags, and custom segments, as well as keeping a steady
flow of new contacts coming in and organized with sign-up forms, are
all key pieces to managing and segmenting your contacts!


https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5670-segmenting-contact-lists

Contact lists

Creating lists is the most basic way to
segment your contacts into groups based
on different characteristics that are
relevant to your business. For example,
you can create different lists of contacts
based on their location, preferences

on products or services, or if they’ve
attended an event or volunteered with
your organization before.

To get started:

1. Click Audience > Lists and
segments.

2. Click Create new.

3. Select List.

Once you’ve got your lists created, it’s
easy to add or move existing contacts

to the appropriate lists and have new
contacts automatically added to a specific
list when they subscribe through one of
your sign-up forms. You can also let your
contacts choose which lists they want to
be part of with the Update Profile Form.



https://knowledgebase.constantcontact.com/articles/KnowledgeBase/54016
https://knowledgebase.constantcontact.com/email-digital-marketing/tutorials/KnowledgeBase/53003-Import-a-file-of-email-or-SMS-contacts?lang=en_US
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/33119-View-or-Change-the-Different-Contact-Lists-an-Individual-Contact-is-On
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5778-update-profile-form

Custom
segments

The possibilities for segmenting your
contacts are endless! You can create a
segment based on any combination of
criteria:

« Their engagement with your emails

* The email lists they’re currently on

* Any personal information you’ve
collected

« Any tags you’ve added

» Their purchase activity

You’re then able to send an email to one of

your segments rather than to a list.

To create a segment:

1. Click Audience > Lists and segments.
2. Click Create new.

3. Select Segment.

We also have pre-built segments to target
contacts based on their engagement!

Unlike lists, segments are dynamic, meaning contacts are automatically
added as they meet the criteria and removed when they no longer do.


https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/25205-Define-Your-Own-List-Segments?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/25205-Define-Your-Own-List-Segments?lang=en_US
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/25206-Send-an-Email-to-a-Defined-List-Segment
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/25206-Send-an-Email-to-a-Defined-List-Segment
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/39490-Understanding-Email-Engagement
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/39490-Understanding-Email-Engagement

Tags

Tags are labels that you can add to
contacts to help group them together
in ways that make sense to you. They
can be applied to different contacts
across multiple lists and when you go
to send an email, you can choose to
exclude or send it only to the tagged
contacts on your selected lists.

To create a tag:

1. Go to the Contacts page.

2. Click the three dots and select
Manage tags.

3. Click Create new tag.

Once you have tags created, you can
import a spreadsheet of contacts with
tags included to automatically apply
them to specific contacts, or you can
manually search for contacts and

apply the tag to them.

Did you know? When sending an email, you can choose a combination of
lists and tags to reach the right audience with your message!


https://knowledgebase.constantcontact.com/articles/KnowledgeBase/38576-Create-and-Manage-Tags
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/17873-Filter-List-by-Tag
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/17873-Filter-List-by-Tag
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5957-adding-multiple-tags-in-a-file
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/39072-Add-or-Remove-Tags-from-Multiple-Contacts

Click
segmentation

Click segmentation is a great way to
automatically segment your contacts
based on the links they engage

with in your emails. Enabling click
segmentation is as easy as checking a
box when inserting a link and selecting
a list from the drop-down.

When your contacts click on the link in
your email, they’re automatically added
to the list you chose!



https://knowledgebase.constantcontact.com/articles/KnowledgeBase/20817-using-click-segmentation-in-an-email

Sign-up forms

Contacts come and go, so it’s important
to keep a constant supply of new
contacts coming in by setting up a sign-
up form. With our forms, you have the
option to let contacts select which email
lists they want to subscribe to, helping to
keep your lists segmented as they grow!
Click Channels > Sign-up forms to begin.

Inline sign-up forms can be embedded

on a specific page of your website,

while pop-up, banner, and flyout sign- ®
up forms catch your website visitors’

attention and display when and where

you want them to.

Sign-up Landing Pages can be shared
on social media, in an ad, or anywhere
online to capture new subscribers to a
specific list.

Facebook Lead Ads let you target a
specific audience and turn Facebook
traffic into new subscribers.

TIP

Create multiple sign-up forms and embed them on different pages of
your site to attract different audiences!


https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5300-overview-list-growth-tools
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5300-overview-list-growth-tools
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/18265-Create-a-Sign-Up-Form-with-the-new-sign-up-form-experience
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/21407-Create-a-Pop-up-Sign-Up-Form
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/43808-Create-a-sign-up-banner-for-your-website
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/43809-Creat-a-slide-out-contact-sign-up-form-for-your-website
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/48768-Create-a-Sign-up-Page-to-collect-new-contacts-online
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/29336-Create-a-Facebook-Lead-Ad-to-Target-New-Contacts-Based-on-Your-Current-Contacts

More
resources

By managing and segmenting
your contacts, you’ll be ready
to send targeted emails to the
right audience.

For even more how-to articles,
video tutorials, and guides,
visit our Knowledge Base.

Was this guide helpful?

Using the Contact Management

Dashboard

Using contact lists, tags, and

segments based on your list size

Segment your contacts through your

sign-up form

Keeping clean contact lists



https://knowledgebase.constantcontact.com/email-digital-marketing?lang=en_US
https://www.surveymonkey.com/r/XDQ3SPV
https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/39189-Moving-from-the-Old-Contacts-Management-System-to-the-New?lang=en_US
https://knowledgebase.constantcontact.com/email-digital-marketing/articles/KnowledgeBase/39189-Moving-from-the-Old-Contacts-Management-System-to-the-New?lang=en_US
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5963-difference-between-tags-and-lists
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5963-difference-between-tags-and-lists
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5693-keep-contact-lists-segmented-as-they-grow
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/5693-keep-contact-lists-segmented-as-they-grow
https://knowledgebase.constantcontact.com/articles/KnowledgeBase/6077-clean-contact-lists

