
PARDOT: HOW TO CREATE 
AND SEND AN EMAIL



1. To begin, type pi.pardot.com into your browser. You will be 
prompted to put in your login information then presented with this 
screen upon logging in.

2



2. To begin a new message, start by hovering over “Marketing” 
in the blue bar all the way to the left. Hover over “Emails”, then 
select “New List Email” at the bottom.
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3. After selecting “New Email List”, you will be presented 
with this screen. Fill in the name of your message’s name, 
folder, and campaign. 
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4. After clicking “Save”, you will be presented with templates. 

Select “Chapters-Basic” then “Apply”.
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LAYOUT
The three main sections are “Building”, “Testing”, and “Sending” (Red)

Within “Building”, there are 3 subsections we will use: “Editor”, “Preview”, “Text” (Blue)
Do not edit anything in “HTML”
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6. After selecting your template, you will start in the subsection of “Building”, 
“Editor”. In “Editor” the screen will be divided in half. The left is where you 
click on the section you would like to edit. The right is where you will do the 
actual editing.
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7. To begin editing, click on your desired section on the left side and the text 
will pop up on the right in the “Content Editor” area. Here you may edit the 
text however you would like. 
Note the WYSIWIG/Toolbar in “Content Editor” – click on the dropdown for all options. 
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I clicked 
here first

Then it 
popped up 
over here

Click this to 
see all tools



Guide to WYSIWYG (Toolbar)
1. Cut
2. Copy
3. Paste
4. Paste (Plain Text)
5. Paste from Word
6. Anchor
7. Unlink
8. Link
9. Insert/Remove Numbered List
10.Insert/Remove Bulleted List

11. Insert Horizontal Line
12.Insert Special Character
13.Insert Table
14.Insert Image
15.Insert Personalized Field
16.Insert Link
17.Insert Survey
18.Insert Event
19.Insert Share Link
20.Edit Source HTML

21.Font
22.Font Size
23.Align
24.Remove Format
25.Text Color
26.Background Color
27.Decrease Indent 
28.Increase Indent
29.Spell Check
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HOW TO ADD A FILE PT. 1
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If you have any attachments you would like to add to your message, you may add them in Pardot 
either before starting your message or during.

To begin, go to Marketing → Content →
Files (left). 
This will take you to the screen you see 
below. Click on the blue rectangle towards 
the top that says “Upload Files”.



HOW TO ADD A FILE PT. 2
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After clicking ‘Upload Files’ you will be prompted to select your desired file from wherever you 
have saved it on your computer. Once you have found your file, either double click on your file or 

click once then “Open” to select and upload.



HOW TO ADD A FILE PT. 3
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After uploading you will be 
directed to the screen above.↑
Click ‘(edit)’ to the right of your 
documents name.

You will then be directed to an 
overview page of the file. Click 
‘Edit file’ in the top righthand 
corner. →



HOW TO ADD A FILE PT. 4

13

Name: Change the file’s name to follow our naming convention 
(ex: 4401 Alamo ‘file name’ April 2020).

Folder: Double click “Chapters” then select your chapter’s folder

Campaign: “Chapters Campaign”

Do not change anything below “campaign”

When you are done, click ‘Save file’.

After clicking ‘Edit file’ you will be directed to this page.



HOW TO ADD A FILE PT. 5

Once you have clicked “Save file”, you will be redirected back to your 
file’s overview page. If you want to upload another file in the top right 

click on “FILES”, this will take you back to the Files home (PT. 1 slide). 
From there, repeat this process for as many files you need.
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How to return to a saved message
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If, for whatever reason, you left your 
message and want to get back in
go to marketing – emails – drafts.

If you followed our suggested naming 
convention (ex: 4401 Alamo …) then in 
the filter type in your chapter number 
and your draft will pop up.



How to embed a file in your message Pt. 1
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Once you’ve uploaded the file you would like to attach, you may now embed it in your 
message.
- Type a phrase referring to the attached file (Ex: click here to see …)
- (1) Highlight the words in your phrase where you would like the file embedded 
- (2) Click on the link image in the toolbar



How to embed a file in your message Pt. 2
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Once clicking the ‘link’ image, this screen 
will pop up.

In the “Link Type” section, click the 
dropdown and change from URL to File.



How to embed a file in your message Pt. 3

18

1. Select your file from the list. 
2. Manually type in the color you would like the link to be (ex: blue)
3. Click “OK”. Now your file is successfully embedded in your message.



8. Once you have finished editing your message, skip over the 
“HTML” subsection and click on “Preview.” Here you will see the 
preview of how the message will look like to your recipients.
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If you see something that needs changing, simply click back on “Editor” 
and you will be back in your message. Make your changes, click “Save”, 

then click on “Preview” again to make sure you are satisfied with the 
changes.



9. After “Preview”, move on to the “Text” subsection.
Click on “Sync from HTML”. After syncing, remove all empty space in the 

message and bring all text over to the left. 
Don’t forget to hit save frequently!
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BEFORE

AFTER



10. After you are done in “Building”, move to “Testing”. Here you can send the 
message to yourself and a few other individuals to make sure the message 
looks good before sending it out. Note: you will receive two emails: the 
html version and the text version.
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Rendering
In “Testing”, the final section is “Rendering Tests”. This feature allows you to see what your 
message will look like from all platforms including Gmail, iPhone, iPad, Outlook, Yahoo, etc.
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Click the blue “New Render” button and wait about 5 to 15 minutes. 
Hit the refresh button occasionally to see the updated status. 

Once it is uploaded, click on the section with your message’s name and you 
will be presented with a pop up window showing you all the platforms



11. After you have reviewed your test message and are satisfied, click on 
“Sending” tab. Here you will fill in the “To”, “From”, and “Subject Line” 
sections.
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Click “Save” all the way to the bottom right when you are finished.



12. You are now ready to schedule your message! To the right of your screen, click “Schedule” and you will see a dropdown to 
change the date and time. A good practice is to schedule at least 20 minutes in the future. This allows you to go back and make 
changes if needed. 
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Click on the calendar icon to select the 
date you want the message to go out.

Click on the clock icon to select the time 
you would like the message to go out.



13. After it has sent, you can check your message’s 
“Report”. This will show stats such as bounce rates, who 
has opened the message, who clicked links, etc.
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To get to the report go to Marketing – Emails – Sent. Type in your Chapter # in 
the filter then select your message.



14. Once you select your message you will be directed to 
a page similar to this. In the top right corner select “View 
Report”.
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15. In “Report”, there are four sections of information that 
you can explore: “Report”, “Click-Through Rate Report”, 

“Interaction”, and “Email Clients”.
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Report
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“Report” is a good overview of your message. Here you can see 
how many people your message was delivered to, the bounce 
backs, delivery rate %, etc. Any number in blue is an active link 
you can explore.



Click-Through Rate Report
“Click-Through Rate Report” allows you to see the percentage of who 
clicked on your embedded links. 
We strive to have 2% or more for links. 
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Interaction
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“Interaction” allows you to see how long people spent 
reading your message (read, skim, etc.).



Email Clients
“Email Clients” gives you stats on what email clients your members are 
using to read your message. This is useful information to check 
whenever you run a rendering test. The majority of our members use 
Gmail and iPhone so it is good practice to make sure your message 
looks good on those platforms.
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This concludes our PowerPoint 
Pardot Training.

Any questions please send them to:
Stan Crow, scrow@ausa.org
Gwen Bobst, gbobst@ausa.org
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