
The Essentials
MAILCHIMP



Mailchimp

Set up a Mailchimp Account linked to your business
email address. 
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Set up your mailchimp account
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The first time you log in you will need to enter in
your address and business details. This will save for
all future access and you can always update this if
it changes in settings.

You can sign up to a paid account but Mailchimp is
FREE for lists of 2000 or under so you can most
likely select this when you are starting out
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Once you have selected the one you want you can
enter in your business type and connect your social
media pages if you would like. This is not essential
but can be useful. 
 
You can also import any lists of contacts you have
already collected or start from scratch.

Once you have an account you can log in and access
the dashboard.
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Here you can manually enter contacts and manage
any existing ones. You can also create new contact
groups depending or just have one main list. 
 
 

Once you are set up you can get started building
your list. The menu at the top of the page has
'audience' - click that and you get to audience home
page. 

Build your mailing list
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You can select create campaign and choose from
the options. Select 'landing page'

Select your template (all totally customisable)

You can also click via the menu the 'campaigns' tab.
This takes you to the hub of Mailchimp where you
can create emails and newsletters but most
importantly at the beginning a landing page for
your communities to sign up to be a part of the list.
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You can then edit every part. Add / upload images,
add text and change the colours. The part on the
left shows your landing page as viewers will see it
and to the right is your control and editing panel.
You use this to add images, change fonts and sizing
etc.
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When you are happy, click save & close at the
bottom of the page and you will be taken to edit
the settings. You can choose what list you are
sending the sign ups too (if you have more than one
list) via the audience section. You can give you
page a title so you can see it on the campaign home
page and give it a customisable URL
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When you are done you can click publish and your
landing page will be live. You will then have a link
that you can put into facebook posts etc. 

You can also create a sign up form pop up that you
can put into your website.
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To make an email to send out to your list you can
go back to the campaign home page via the main
menu. You can click 'create' again but this time
select 'Email"

Call it a name as with your landing page so you can
see what it is on your campaign home page. Your
audience will not see this - so you call it whatever
you like. 

Sending out a newsletter
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You can choose who you want to send it to, who
your audience see that it is from, what the subject is
that they see when they receive the email and then
start creating the content.

You can select from the templates (all customisable)
and then click next.
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Again, like the landing page, you can add/ upload
images. You can add words and change fonts etc
(all via the left hand side)

When you are finished you click save & close. You
can then choose via the three options on the top
right - Finish later (will save it as a draft) Schedule
(can choose when you want to send it) or send
(send immediately) 
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You can find all your emails (sent, draft, ongoing
landing pages etc) on the campaigns home page.
You can get back to this by clicking 'campaigns' on
the main menu across the top.

Love 
Sharn x 


