E-mail Blast info. from July 7th mtg w/Scott Krenz.
We covered basics.

· The Photo size from Jen or Marketing Layout should be the following:

550px wide—this size should always remain the same.

350px tall---- this size seems good, but it may vary.

72dpi for resolution---this size should always remain the same.

rgb---color 

· The photo once received should be saved to the network at Augnet/orgs/theater/www/show folder.
· From there on a Mac in Mac Lab, open desk top.  Retrieve file from above folder and manipulate it with Dream Weaver program, which is a web based design program.

· Literally can Highlight and change information already in previous document to create new document.

· ……see Scott about copy/paste from word for the description of play part of document.

· If need to change picture size for any reason. Open jpg. in photo shop program, open image in tool bar, go to image size and change pixel width and resolution size and save new file.
· Should make sure Marketing knows about all our blasts….contact Brian Barns in Marketing and communications.  Just for info. AVP of Marketing is Rebecca John.

3) The contacts are stored on Sympa. You log in to Augnet, click Account Utilities > Email lists. You will see 'theatre-list' as one of the options. This is where we manage the lists. There isn't anything we need to do in this space for now but it is where you add new names to the list.

http://web.augsburg.edu/theater/showfolder/showfile.html
example:

http://web.augsburg.edu/theater/marat/marat.html
Overall the HTML page looks great but we need to make sure that the links are put in correctly or the image will be blank when it is sent. The image can't be dragged onto the page. You'll have to type in the exact link for the image each time. This is really an important step. If the image is dragged into the HTML page it won't work when it is sent. I know it seems intuitive to drag it on the page, and it even appears in place when you look at it but it won't work when the email blast goes out or even when you email the link to have others look at the page.
