
How to update your Constant Contact account 

for the domain change.  

You will need to: 

1. update your "from" and "reply to" email by verifying your new uada 

email 

2. change the email associated with your account 

3. update any contacts that contain the UAEX email 

4. update your web address in "Organization Information" located in 

"My Settings" of your account 

5. send an email notifying your contacts about the domain change 

(email kmerritt@uada.edu to request a template) 

  

1. Update the "from"and "reply to"email for your account's enewsletters. 

There are two ways to do this: in the email settings of a specific campaign 

or in "My Settings." We will go over the options in "My Settings.” 

Click the top-right dropdown menu and select "My Settings." Then select 

the "Verify Address" tab. See screen shot below (click image to see bigger 

version) 
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Once you've selected the "Verify Address" tab, you'll see all the previously 

verified emails. You will add your new email for verification at the bottom of 

the screen. See screen shot below: 

2. Once you've verified your email go to "My Account" to update the

email address associated with your account (used for account recovery).

You will need to select "user email" located under the "My Profile"

section to add the new version of the primary contact's email.

3. Make sure any UAEX email addresses in your lists are changed to UADA

(otherwise internal employees will receive duplicate emails until April 27th.

At which point, those UAEX emails will cease to work). Delete all UAEX

email addresses and replace with UADA.

You will need to download your contact list; use find and replace in Excel to 

change "uaex" to "uada" then delete your old list and reupload the 

updated version.  Watch the demo to see it done!

Note: If you delete a contact list that is connected to a sign-up form you 

will need to update the sign-up form. Go to the "Sign-up Forms" tab, select 

your form to edit, and re-select the new list.  
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4. Update your web address to use the new domain: www.uaex.uada.edu 

See screenshot below. Likewise, you'll need to update any template that 

might include the old web address. 

 

5. Send an email to all your subscribers that notifies them of the new 

domain and your new email address! 

Need help with this process? Contact Kristena Merritt at 

kmerritt@uada.edu.  

Additional Info about Your Email 

• Email – you will continue to receive any emails sent to your old 

@uada.edu email account (at least till the end of April). 

• Emails from your old @uada.edu email account will transfer over to 

your @uada.edu email account. 

More questions about the domain change? 

Visit our new Domain Change Central webpage for the latest news and 

information. www.uada.edu/domain 

 

http://www.uaex.uada.edu/
mailto:kmerritt@uada.edu
http://www.uada.edu/domain
https://division.uaex.edu/employees/information-technology/website-information/images/domain%20change%20web%20address.png

