How to Create Simple
MailChimp Campaigns
Step-by-Step Checklist

As a beginner using MailChimp for your bulk email provider, it's important to remember to keep
things simple. Focus your time and effort on your message instead of worrying about all the design
features available in your MailChimp account.

Follow these step-by-step checklist instructions in creating your simple MailChimp email
campaigns. Click here for video instructions.

Create Your Campaign

v' Log into your MailChimp Account
v" At the main dashboard, click Campaigns from the top menu bar

@ Create v Campaigns)Automatev Audience Brand v  Reports

v" Click Create Campaign button in the upper right of your screen

Create Campaign

v' Select Email from the pop-up box options
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Landing Page

Create a landing page to
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v' Type your Campaign Name in the box provided and then click the Begin button

Create an email

Keep your subscribers engaged by sharing your latest news, promoting a
line of products, or announcing an event.

Campaign Name 100 characters

:

[ Begin Cancel
S—

Now you’re ready to fill out and design the details of your
campaign

v" To Block: Click the Add Recipients button

To Edit Recipients
All subscribed contacts in the audience Monthly Newsletter. 2 recipients

Your 'To' field is not personalized with merge tags .

If you'd like to segment your audience, you can edit your recipients.

Choose your Audience (aka List) in the dropdown menu
Skip Segment or Tag section for now

Checkmark the Personalize the “To” field

In the dropdown, select *| FNAME | * * | LNAME | *

Click Save button

YV VVY

To
Who are you sending this campaign to?

Audience Segmeptor Tag
Monthly Newsletter €— v s\bscribers in audience v

* Personalize the "To" field > What's This?

Merge tag

—> | *IFNAME[* *|LNAME[* v

@ Cancel

v" From Block: Should fill out automatically when Audience is selected (within the settings in
the Audience)

From Edit From
Gayla Scrivener « [ ““@gmail.com
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v" Subject Block: Click the Add Subject button

—

What's the subject line for this campaign?

» Type your subject in the box provided

» Optional: you may type in the Preview text box
o Consider this a subtitle
o Not necessary or used all the time

» Click Save button

Subject
What's the subject line for this campaign?

Subject 133 characters

Subject goes here <—~—

Preview Text 129 characters

Optional text here..|  —

This snippet will appear in the inbox after the subject line.

@ Cancel

v' Content Block: Click Design Email button

Design the content for your email.
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» Scroll down and select the Simple Text template

1Column 1 Column - Full Width 1:2 Column 1:2 Column - Full Width 1:2:1 Column

1:2:1 Column - Full Width 1:3 Column 1:3 Column - Full Width Simple Text
e —

Note: Don’t concern yourself with fancy design options in the beginning. Focus on
your message. Remember...keep it simple.
» Here, you have sections:
o Title (1)
o Body (2)
o Footer (3) (we will not change anything here in the default footer section)

>

)

It's time to design your email. |

Now that you've selected a template, you'll define the layout of your email and
give your content a place to live by adding, rearranging, and deleting content
blocks.

When you're ready to change the look of your email, take a look through the
“design” tab to set background colors, borders, and other styles.

If you need a bit of inspiration, you can see what other Mailchimp users are
doing, or learn about email design and blaze your own trail.

Copyright @ "JCURRENT_YEAR|™ "|LIST-COMPANY|*, All ights reserved.
*[IFNOT:ARCHIVE_PAGE|" *|LIST.DESCRIPTION|*

Our mailing address is:
*HTML: LIST_ADDRESS_HTML|* *[END IF|*

Want to change how you receive these emails?
You can update your preferences or unsubscribe from this list

*|IF:-REWARDS|" *|[HTML:REWARDS|* *|END:IF*
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» Click on the Trash Can icon in the upper right corner of the “It’s time to design
your email.” Block
o As beginners, we won’t worry about this section

Mlewar that vesiihia enlastad a tamamlates el Aafines tha laveant af veor samaail amd

» In the second (body) section, click on the Pencil icon

blocks.

When you're ready to change the look of your email, take a look through the

o On the left of your screen is a preview

It's time to design your email. Text

Now that you've selected a template, you'll define the layout of your email and Style Settings

give your content a place to live by adding, rearranging, and deleting content
blocks.

When you're ready to change the look of your email, take a look through the
“design” tab to set background colors, borders, and other styles.

If you need a bit of inspiration, you can see what other Mailchimp users are

doing, or learn about email design and blaze your own trail. Now that you've selected a template, you'll define the layout of
your email and give your content a place to live by adding,

_ rearranging, and deleting content blocks.
Copyright ® *|CURRENT_YEAR|* *|LIST-COMPANY]*, All rights reserved.

N AR CHIV E RAGE AL SEDESCRIPTIONIT When you're ready to change the look of your email, take a look

Our mailing address is: through the “design” tab to set background colors, borders, and

*IHTML:LIST_ADDRESS_HTML[* *|END:IF* other styles.

If you need a bit of inspiration, you can see what other Mailchimp
users are doing, or |earn about email design and blaze your own
trail.

Want to change how you receive these emails?
You can update your preferences or unsubscribe from this list

*|IF:REWARDS|* *HTML-REWARDS|* “|END: IF|*

o On the right of your screen is the editing area
e Type or paste your text for your email here
o Tip: If you paste from a Word document, right click and
select the “paste in plain text” option. This will remove any
formatting that would carry over from your Word document.
Sometimes formatting doesn’t transfer well and makes your
email look strange.
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e Use the icons above the edit text area to format your text

¢ Once you have your email formatted how you like, you’re now
ready to test and preview

Test and Preview Your Email

v" From your top menu, select Preview
o Click Enter preview mode

=3 Enter preview mode 1 Text
2 Send a test email 2 ont Style
Push to mobile 3 e M= =B
Font ~ Size ~ -
look throug Open Link Checker B A
yles. v TP = = =
“himp users ~ Social Cards 5

| wow wian yOU'VE selected a template,

o This is how your email should look when sent
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v" You can send yourself a test email
From your top menu, select Preview

(@]
= C(Click Send a test email

Enter preview mode 1 Text
i end a test email 2 tent Style
Push to mobile 3 e SRS
Fo + Size = -
look throug Open Link Checker 4 £
yles. s @ P = = =
5

:h|mp users Social Cards
| muw wian yOU'VE selected a template,

In the Send a test to box, type the email address you want the test email

to go to for review
» Click the Send Test button

Send a Test

Send a test to

info@scrivenersolutions.com <&—

Use commas to separate multiple emails.

> Include instructions and a personal message (optional)

You're almost ready to send a test email

Before you do, we recommend reading about
limitations of free From addresses that could stop
you from getting your test email, and what we do to

help.

@ Cancel Privacy and Terms

» Check the email in your inbox
v" Once you’re satisfied with how your email looks, it’s ready to send
Click the Continue button in the upper right of your screen

o

Continue
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Sending your email
v" Click the Send button in the upper right of your screen

Finish later Schedule

v Prepare for launch pop-up box appears
v" Click Send Now button

Prepare for launch X

&

You're about to send a campaign to:
Monthly Newsletter
2 subscribers

This is your moment of glory.

@ Cancel

Congratulations!!!
You’ve done it!

Notes:
o Schedule button (option) isn’t available for free accounts.
o Use the Finish Later link when you want to get out of your campaign and not send. You can
come back to it later.

Schedule m

o Remember...keep it simple. Focus on your message, your content. It’s more important to
become consistent and developing your quality content, then it is for fancy formatting.
o You may watch the video instructions with more little tips by clicking this link.
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