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The 3 Ps:
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Patience

Practise



Introduction

MailChimp (hereafter MC) is a website through which you can create and send

newsletters to your members. It can be accessed here.

The first and most important point in this guide to remember is the doctrine of
the 3 Ps:

- Positivity;

- Patience;

- Practise.

Without a positive mindset and the voice in the back of your head telling you that
“you can do it”, you will be frustrated by the tiniest bumps along the way. You
are not the first person to be creating a newsletter in MC, and you will not be
the last. This 1s a journey that requires a lot of patience; at first this will not be as
natural as writing a simple email to your members, although at the end, it will
be much more satistying (for everyone involved). This will take a few tries - keep
in mind the old phrase ‘practise makes perfect’. Operating MC will get easier

with every single email sent, promise.

Username | forgot
Password | forgot
Show

Create an account - Trouble logging in?



http://mailchimp.com

1. Mailing list

You should only have to import your pre-MC mailing list once. After importing
the bulk of the email addresses and any other information that you want to store
on MC, you should only encounter small imports of data. This is true unless
you connect your section’s newsletter signup to directly convey the data to MC.

Both methods are explained below.

a. How to import email addresses

I. Go to LISTS

II. Go to CREATE LIST

a. Fill out the necessary details for your section
= You have created a list

III. Go to ADD SUBSCRIBERS

a. IMPORT SUBSCRIBERS

= You can now chose the destination of the email addresses that you have. You
will most likely have them in a CSV file, excel document, or on google drive.

You can choose where to import from by using the following platforms:

Import from a CSV or TXT File Copy/Paste from Excel Import list from Constant Contact” s;llcy‘brce

T k Y% Import Mac
) Highrise Batchbo® “zendesk _ Contacts
£ surveygizmo capsule Eventbrite 2 010
Work. Online
FRE?‘“W ‘ Google Drive 2= Google Contacts Connect Other Apps
accounting

IV. After you have imported the list, you will have to name the columns if MC
has not already detected what they are
a. Select the information that is in the column (such as email address, name,

surname, etc.)



b. If there is any information that MC imported from your membership list that
you don’t want it to have, you can deselect that information and delete it from
MC

= Import completed

Repeat steps Il and IV for regular imports of data to the same list.

b. Newsletter signup form

I. Go to LISTS

a. Choose the list that you want subscribers to be added to

II. Click on the form type you want (general is recommended)

III. You can design the form as well as build it

a. Add the necessary blocks to the form

b. Add any design you want on the form

c. It’s possible for the form to automatically be translated to the audience
depending on their language - just remember to set a default language, and you
can leave the rest up to MC

= You have created a direct signup form for your members for MC

This means that there is no need for you to import data regularly unless you
have not synced the newsletter signup with MC. Every time someone

subscribers, you’ll get an email with their details.

2. Template

Template building will take the longest, although once you’ve created the ideal
template for the first time, you can just keep recycling it and improving it,

instead of starting from scratch with every issue of the newsletter.

a. How to create a template

I. Go to TEMPLATES
II. Go to CREATE TEMPLATE
III. Chose the template that you like



a. Basic - the most basic design possible, ideal for notifying members and for
original newsletters

b. Themes - pre-made design with the layout already formatted

c. Coding your own design - you would need some knowledge of coding prior to

choosing this option.

I would recommend choosing the basic theme and adding content blocks to it,
because it does not require you to fidget with the pre-made (b.) layout which has
its pre-designed colour scheme and format. Coding an entire template is not
very feasible without knowledge of how to code; you can always put in chunks

of code into the basic (a.) and theme (b.) template.

For the sake of this guide, I will go step-by-step on how to make a basic
template, because once you get the hang of it, you will have enough experience

and knowledge of MC to create a theme.

Select a starting point for your template

Basic Themes Code Your Own

1 Column - 1:2 Column k 1:2 Column -
Banded . Banded

1 Column

Drag and drop

Drag and drop

Drag and drop ' Drag and drop

Select Select Select

1:2:1 Column 1:2:1 Column - 1:3 Column 1:3 Column -
Banded Drag and drop Banded

Drag and drop Drag and drop

Select Select Select Select

Drag and drop

Banded vs non-banded templates:
Non-banded have a single solid colour along with a defined boarder.

Banded have a band of colour across the newsletter.

The guide will be based on the ‘1:2 column’ template from basic (a.).
Remember that everything you will be doing will be on the right-
hand side of the screen, whereas the end result will show up on the
left-hand side.



b. Adding content blocks

There are various content blocks that you can choose from. They depend on the

structure that you want to apply. Here is your current screen:

.8 Help | Preview and Test v

Use this area to offer a short preview of your email's content. View this email in your browser

Content Design

Drop an image here
or

Text Boxed Text Divider

Designing Your Email

Creating an elegant email is simple Image Image Group Image Card

Now that you've selected a template to work with, drag in content blocks to define
the structure of your message. Don't worry, you can always delete or rearrange
blocks as needed. Then click “Design” to define fonts, colors, and styles.

Need inspiration for your design?

Image + Caption Social Share Social Follow
Drop an image here Drop an image here k
Button Footer Code

Notice the ‘save and exit’ button in the bottom right hand corner?
Press this button before you leave the template in order to save everything.
There is no need for you to press that button every 5 minutes, because MC

autosaves everything when you press ‘save’ on individual content blocks.

If you want to add a content block, drag it to the area of the template where
you want it to be, from the right to the left of the screen.

The current template above already has some content blocks in order to make
your life easier. You can (1.) move, (2.) edit, (3.) duplicate, or (4.) delete them.

Drop an image here

Or




Photos:

You can drag and drop the photos into the content block or you can browse

your computer for the photo you want.

Text:

You can type in the content blocks that have lines with scribbles on them. If you

want to change anything with the font, go to STYLE once you’ve selected the

content block. This will change the style for the entire content block.

Creating an elegant email is simple

Now that you've selected a template to work with, drag in content blocks to define
the structure of your message. Don’t worry, you can always delete or rearrange
blocks as needed. Then click “Design” to define fonts, colors, and styles.

Need inspiration for your design? Here's what other MailChimp users are do

all ad

Drop an image here Drop an image here
or or
Your text caption goes here. You can Your text caption goes here. You can change

the position and width of the caption from the

change the position and width of the N
block settings tab.

caption from the block settings tab.

Copyright © *ICURRENT_YEARI* *ILISTCOMPANYI", All rights reserved.
“IFNOT:ARCHIVE_PAGEI* *ILIST.DESCRIPTIONI*

Our mailing address is:
AIHTAMI 1 IST ANNREQ] HTMI 1+ IENNIFT

Content Style Settings

Text Color Remove
B 228022
Font Family
Trebuchet MS Sample v
Font Size
12px v

Font Style

Normal v

Font Weight
Apply To All Existing Image With Caption Blocks Undo

Save & Close We'll autosave every 20 seconds

Changing the layout of a content block:

You can change the layout of the content block in order to make it best

represent your needs. You can do this by going to SETTINGS.

CIIYI Y VUl llian
Creating an elegant email is simple

Now that you've selected a template to work with, drag in content blocks to define
the structure of your message. Don'’t worry, you can always delete or rearrange
blocks as needed. Then click “Design” to define fonts, colors, and styles.

Need inspiration for your design? Here's what other MailChimp users are doing.

Your text caption Your text caption
o] goes here. You can goes here. You can
‘ change the position change the position
and width of the and width of the
. caption from the caption from the
2opanimageers block settings tab. block settings tab.

or

As |4

Your text caption goes here. You can
change the position and width of the
caption from the block settings tab.

Drop an image Drop an image
here here

or or
Browse Browse

Content Style Settings

Image + Caption Settings

Caption Position

Top v

Image Alignment

Center v

Number Of Images

2 v

Save & Close We'll autosave every 20 seconds




If you decide to make two columns in a single content block, then you will have

two captions. On the image below, caption 2 is the one with the blue text,

whereas you will have to click ‘caption 1’ in order to go to the green box.

Need inspiration for your design?

Drop an image here
or

Your text caption goes here. You can
change the position and width of the
caption from the block settings tab.

Now that you've selected a template to work with, drag in content blocks to define
the structure of your message. Don’t worry, you can always delete or rearrange
blocks as needed. Then click “Design” to define fonts, colors, and styles.

Your text caption
goes here. You can
change the position
and width of the
caption from the
block settings tab.

Drop an image

here
or

Browse

Your text
caption goes
here. You
can change
the position
and width of
the caption
from the
block

settings tab.

Drop an image
here
or

Browse

Image With Caption

Content Style Settings

Upload an Image

Browse
B I U@ M i= i= By [ ClearStyles <>
Styles ~ Font ~ Size ~ A~ FN- 3
MergeTags ~ ¢ P = = = = ¥

Your text caption goes here. You can change
the position and width of the caption from
the block settings tab)|

Save & Close We'll autosave every 20 seconds

The toolbar includes bold, italic, underline, hyperlink, font (colour, size, style)
etc. and 1s the same as in Microsoft Word or Macintosh Pages.

Footer:

In the footer, include the name of your section next to the copyright, along with

the email address. Some countries oblige their citizens by law to have the

unsubscribe button present at the bottom of the email, therefore don’t forget to

have it in the footer. The unsubscribe button will already be formatted by MC,

thus when someone will press the unsubscribe button, MC will automatically

remove them f{rom

unsubscribed.

the list, whilst sending you an email that they've

Copyright & 2015 JEF XXX, All rights reserved.
Our mailing address is: XXX@jef.eu

unsubscribe from this list

update subscription preferences




Remember that it’s not your fault when a member unsubscribes, although try
and avoid sending too many emails so that they don’t have a reason to. However,
if you communicate with your members less than once a month, you might lose
a lot of potential from them, because they might be very eager to be more
involved and not hearing from your section might make them doubt their

participation. Balance 1s key. You’ll win some and you’ll lose some, such is life.

Header:

The header should include a ‘view in your browser’ button, which should
already be formatted. If it’s not formatted:

I. Go to CONTENT

II. Go to LINK

a. A command box will pop up

b. In the ‘link to’ box, choose ‘web address’

c. In the ‘web address’ box, type in *| ARCHIVE | *

d. Press INSERT

= You have successfully created a ‘view in your browser’ button which makes
sharing the email on social media possible, as well as viewing the entire message
in case it gets clipped due to being too long

In the header, I always also include the date in column 1.

Insert or Edit Link

Link to:

Web Address v

Web Address (URL)

*|ARCHIVE|"

> Advanced Options | Remove Link

IS Cancel

April 2015 View this email in your browser




3. Sending

Once youre done creating your reusable template, which you can edit every
time you need to send another issue of the newsletter, and you’ve named your

template, you are ready to send it.

Recycling a template for future use:

I. Go to TEMPLATES

a. Press the arrow key next to your template

b. Click REPLICATE

= You've created a duplicate for this issue of the newsletter whilst still preserving

the previous issue

a. Send a test email

Before you send the newsletter to your entire mailing list, remember to send a

test email to yourself.

I. Go to TEMPLATES

a. Open the template that you wish to send

II. Go to PREVIEW AND TEST in the upper right hand corner

a. Press ‘send a test email’

b. Type in your email address

= You've sent a test email which will help you assess whether everything is in the

right place before the big send-off

b. How to send the newsletter

I. Go to TEMPLATES

a. Press the arrow key next to your template

b. Click SEND CAMPAIGN

II. Choose the mailing list that you wish your newsletter to be send to

III. Fill out the technical details of your campaign, such as the title of the email
and the ‘from’ box
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Name your campaign

Internal use only. Ex: "Newsletter Test#4"

Email subject 150 characters remaining

How do | write a good subject line? « Emoji support

From name 93 characters remaining
JEF XXX
Use something subscribers will instantly recognize, like your company name.

From email address

XXX@jef.eu

Tracking

Track opens

Discover who opens your campaigns by tracking the number of times an
invisible web beacon embedded in the campaign is downloaded. Learn

Template

Use Conversations to manage replies = Paid accounts only
When enabled, we'll generate a special reply-to address for your campaign.
We'll filter "out of office" replies, then thread conversations into your
subscribers' profiles and display them in reports.

Personalize the "To:" field

Include the recipient's name in the message using merge tags to make it
more personal and help avoid spam filters. For example, *| FNAME | *

*| LNAME | * will show "To: Bob Smith" in the email instead of "To:
bob@example.com”. This is more personal and may help avoid spam filters.

Specify *| MERGETAGS| * for recipient name

*| FNAME| *

eCommerce360 link tracking

Track visitors to your website from your MailChimp campaigns, capture
order information, and pass that information back to MailChimp. Then you

Confirrr

IV. Preview the newsletter you wish to send now
V. Check whether all the technical fields that you've filled out are correct

VI. Press SEND

= Good job, you can now play high five with Frederick von Chimpenheimer IV

(press the hand and see what happens, you’re welcome)

)

High Fives!

Your mail is in the send queue and will go out shortly.
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4. Examples of newsletters

Below are two examples of the newsletters that I've done. You can view them,

because I've clicked the ‘view in your browser’ link.
JEF Poland’s March 2015 newsletter & YEM UK’s November 2014 newsletter.

The information in this guide 1s up to date as of 08 April 2015.
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http://us8.campaign-archive1.com/?u=f9abb9f742cf7d4bc23bdeae7&id=083f2ecaad&e=378070ea92
http://us7.campaign-archive1.com/?u=b9da74c98ecf187ee8640fcb7&id=feaf4770e7&e=6648d31c36

