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KEY FEATURES AND BENEFITS

	MailChimp can tell you who has opened your emails and
who has not
	You can also use it to manage your subscriber list by
seeing who has unsubscribed from your emails and
which email addresses have ‘bounced

JARGON ALERT — ‘BOUNCE’
 hen an email message cannot be delivered to
W
an email address, it’s called a bounce
A soft bounce is when delivery failure is temporary
 hard bounce means the email address is invalid –
A
it usually means someone has left an organisation
or is no longer using an account
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GETTING STARTED

	Go to www.mailchimp.com and set up an account
	Invite as many other users to use the account as you wish –
you can give them different levels of access
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CREATING A LIST (OF PEOPLE TO EMAIL)

Before you add email addresses to MailChimp, you
need to create a list. Give it an easy-to-remember
name describing the recipients or purpose. e.g.
league newsletter list, captains list, or committee list.
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CREATING A LIST (OF PEOPLE TO EMAIL)

Next, you’ll need to add names. There are three ways you
can add names to a list:

1. Upload an existing list from
a spreadsheet

2. Manually add a new person to a list

3. Build a form and host it on your
website or Facebook page — that
way people can add themselves to
your list. Only do this once you’ve
mastered steps 1 and 2, we cover it
in more detail later in this guide

See all your lists in one place
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START ADDING NAMES

The simplest way to build a list is to add names and
email addresses one by one.
	If your list is relatively small, stick to this method. Uploading a
spreadsheet will help you if you are emailing more than 50-100
people

How to add names manually.
	Click on a list. Alongside each list is an ‘add subscriber’ button

Add subscriber
	You can then add the person’s details in the fields below
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IMPORTING CONTACTS FROM A SPREADSHEET

	You might already
manage your contacts
using a spreadsheet

JARGON ALERT — ‘CSV’
It’s a file type, standing for Comma
Separated Variables

	It could have various columns
ranging from Name to Email
address. It might even hold
Team or Telephone information

	
It’s how tools like MailChimp like to
have lists given to them

	As long as you’ve got an email
address you can add these
contacts to a MailChimp list in
one go

	
Spreadsheet programmes like Excel
allow you to save your spreadsheet
as a CSV very easily. Just click ‘save
as’ and select .csv as the file type

	To do so, Save the File as a
.csv file
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IMPORTING CONTACTS FROM A SPREADSHEET

	Next, you’ll need to import this file into the list you created.
Go to Lists, click Import and select the CSV option
	Choose and upload your file, agree that your billing plan
may change if you exceed 2,000 names and then match the
columns in your spreadsheet with MailChimp’s standard fields
	Once fields are matched, click ‘Import’ and the spreadsheet
names will be imported into your MailChimp list
	If you keep your list up to date offline, you can do this again
and again — MailChimp will only add new information to
your list (i.e. new contacts or updated details)

In this example we are matching ‘surname’ from
the spreadsheet with ‘last name’ in MailChimp
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SETTING UP A CAMPAIGN

	Each email you send is a ‘campaign’
	If you are likely to be sending a regular newsletter, then name
your campaigns in a way you can order them e.g. ‘League
Newsletter 12.05.2016’
	In Campaigns, click ‘Create Campaign’
	Start with a regular campaign
	Choose the list you want to send to
	Give your campaign a name, a subject line and a sender
name and email address
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SELECT A TEMPLATE AND DESIGN YOUR EMAIL

	Choose from a variety of email layouts
	Use MailChimp’s user friendly editing tool to add your own
text and images if you want
	Once you’re happy with your email, click next and you will
be able to send yourself a test email to check it. Once you’re
happy you can send it on to your list
	From the moment your email is sent you will be able to go
into the reports section, where each email has its own report
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UNDERSTANDING THE REPORTS

Reports show you how your emails are doing,
individually and over time.
The % of people on
the list who opened
the email

The number of people
who opened the email.
You can click on this
number to see who the
people were

Some emails are newsy
and don’t require the
reader to click. Only
consider this number as
a metric if you are trying
to get your readers to
do something

The % of people who
were sent the email
who took an action.
They clicked a link
in the email

These two don’t want
to receive this anymore.
MailChimp won’t send
to them anymore so
you don’t have to take
any action
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