Strategic Communications during COVID-19 
MailChimp Walkthrough


Did you know?
Emails are 50% more likely to be opened and viewed than a notification on social media. Email mailing lists are KEY!

Today’s Scenario
Our LWDA has an upcoming training called How to Be Amazing. We’ll need to send out an email to our email list to let them know to save the date for our upcoming training. We’d like to use MailChimp to send out a mass email that conveys this information, looks great, and gets people excited about our training! 

1. OPTIONAL: Follow along with this training by referencing the documents in the Training Materials Folder. If you did not receive this folder, please email ______. 
a. How to Be Amazing.PNG
b. How to Be Amazing Information.DOCX
c. How to Be Amazing Email List.xlsx
d. Step by Step Instructions.DOCX (this document)
e. Registration Form Link: https://docs.google.com/forms/d/e/1FAIpQLSfuZVra8_B6AT11_6CU11NJL0gzRgOWBZWT2ae_Ic27s-6xcg/viewform?usp=sf_link 
2. Create a free account on www.mailchimp.com We recommend using your work email address or the email address that your communications person or team will be able to monitor. 
3. Once logged in, you’ll see home page/dashboard. 
a. On the top, you’ll see options of different actions you could take. 
b. An overview of some activity happening in your account.
4. You’ll also see a top menu bar with the following options: Create, Audience, Campaigns, Automations, Website, Content Studio, Integrations. While we recommend exploring all of these features, we will focus on the first three for our purposes.
a. If you click Create a dropdown menu will appear. You’ll see Email Customer Journey, Email Template, Landing Page, Social Post, Survey, Contacts. These are types of digital assets you can create using MailChimp. For our purposes, we will focus on Email shortly. 
b. If you click Audience a dropdown menu will appear. You’ll see Audience dashboard, All Contacts, Signup forms, tags, Segments, surveys, and conversations. These are options to essentially manage the email addresses you will upload and import. 
c. Lastly, if you click Campaigns, a dropdown menu will appear. You’ll see All Campaigns, Email Templates, and Reports. These options are helpful to review reports for emails you will create and send. Campaigns are essentially everything encompassing an email newsletter (the email itself, the audience it was sent to, the report, etc.). 
5. Go ahead and click Create > Email to get started. Name your campaign. For this example, we’ll name it How to Be Amazing - Save the Date. The name of the campaign will only be visible to you as the creator. Click Begin and a new screen will appear.
a. So now you see your campaign! 
i. Name at the top which you can edit if you want.
ii. To, From, Subject, and Content. = all the other aspects of a campaign.
6. Let’s edit your campaign. 
a. You can edit this out of order. We’ll edit the audience last. Let’s work on From. Click Add From. Enter your organization’s name and email address (usually the email address you registered for MailChimp account). Click save. 
b. Let’s edit the Subject Line: Call it How to Be Amazing Virtual Training – Save the Date! You can also add an emoji if you’d like to spice things up. But don’t get carried away.
c. Let’s edit content. Click Design Email > Basic. 
i. Explore the building blocks of an email. Text, boxed text, divider, image, image group, image card, image + text, social follow, button, footer, code, video. 
ii. Let’s edit the existing building blocks using the information regarding our How to Be Amazing Event. You can simply copy and paste the information into the body and format as needed. 
d. Preview Email, Send a Test Email, Link Checker. 
e. If you’re happy with how it looks, you can click Continue on the top right. 
7. Now you need an audience to send this email to! 
a. Click Audience on the top menu > audience dashboard > manage audience > Import contacts
b. You can import a .CSV file or copy and paste. We will copy and paste the emails from the spreadsheet in the training materials folder. 
c. Continue to tag. You can create a new tag and call it whatever you’d like “How to Be Amazing Email List.”
d. Import. This might take a few seconds. Once imported, you can return back to your campaign. Top menu bar Campaigns > All Campaigns and click Edit on How to Be Amazing Save the Date Campaign > Edit Recipients and select your newly tagged recipients. You can continue editing the campaign as needed. Or if you’re ready, click Send > Send. 
8. Replicating a campaign
a. So now a week has past and it’s time to send another campaign. You want to let people know that it’s time to register. You can quickly replicate a past campaign and then edit the new one as needed instead of starting from scratch each and every time. 
i. Change the image
ii. Add a button
iii. Add a link to the button
9. You can also use OUR existing MailChimp templates that we use and those are available on our Media Library. If you haven’t already requested access to our library, make sure you do so as we are constantly updating that with new content for you all to use. 

If you have any questions, please email Andrea Young at ayoung@tcsg.edu. 



