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CHAPTER 1.

NTRODUCTION TO MAILCHIMP

mailchimp

Welcome to Mailchimp!

Mailchimp is a powerful marketing automation platform that helps you share email and ad
campaigns with clients, customers, and other interested parties. It's essentially a tool you can
use to create and manage mailing lists and newsletters, as well as automate your email
campaigns and collect leads

In this guide, you'll learn the basics of Mailchimp and how you can start using it to create effective
newsletter campaigns. We'll also provide some helpful resources to use as you work.

This tutorial is geared for complete beginners who are new to Mailchimp and don't have any
prior experience.

Our Mailchimp guide will cover the following:

* Overview of the Mailchimp Dashboard

* How to Manage Contacts

* How to Use Lists For Your Subscribers \
,,/'/\x = \

e How to Use the Newsletter Editor

* Adding Content to Your Campaigns
* Creating and Sending Campaigns

* How to Generate Reports
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CHAPTER 2. THE MAILCHIMP DASHBOARD
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Getting to Know the Mailchimp Dashboard

Mailchimp makes it easy to design beautiful, personalized email campaigns and automations
so you can build and strengthen your relationships with potential and existing customers. The
Mailchimp Dashboard is where you will find all the necessary tools to get started.

Once you are logged into your Mailchimp account, you will arrive on the Dashboard page and
see the following navigation items on the top of the page:

Campaigns Templates Lists Reports Content / G 515 Media

77777

Start designing your first email View all templates >

Share your big news.
+ Ve 9

Start from scratch

Simple layout Make an announcement




The main Navigation bar at the top of the Mailchimp Dashboard contains the following tabs:

* Campaigns: A Campaign is the email message you design and send to subscribers. In
this tab, you fill find a list of your recent and saved Campaigns. Here you can manage
your existing Campaigns and create new ones.

* Templates: Here is where you will find your Templates, which are preset layouts for
your newsletters, that you build your Campaign on. Here you can select a saved
Template to use for your new Campaign.

* Lists: In this section, you will be able to access and manage your contact lists. This
includes your newsletter subscriber lists.

* Reports: Here is where you can access performance reports to view the stats of your
campaigns/ads to help you track your growth, engagement, and revenue.

* Content: Here is where you will find the Content Manager which houses all of your
uploaded media (images, files, etc)

In the main content area of the Dashboard, you will also find additional tools to get you
started with your new Campaign.

Chris
Create ‘D oV Help
Create Button: On the right side of the - 210 Media

Navigation area, you will see a “Create” button.
This is simply a shortcut for creating a new
Campaign.

Notifications >

Profile

Account Tab: To the right of the Create button,
you will find a your account name and a
dropdown tab, which lists your pages related to
general Account Management. Here you can
access and update your Profile info, check your

Connected Sites
Account

Log Out
Notifications, manage your Account Settings,

Connected Sites, and more... Privacy and Terms
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CHAPTER 3. MANAGING CONTACTS

Contact Management

Mailchimp makes it easy to manage your contacts and subscriber lists. Here you will learn
where contacts go once they subscribe to your mailing lists from your website, and how to
edit / manage and remove contacts, plus what contacts can do to manage their own
subscription preferences, like unsubscribing.

NEW SUBSCRIBER CONTACTS

When a new subscriber signs up to your mailing list via the Signup form on your website, they
will be automatically added to the corresponding Subscriber List in your Mailchimp account.

To access your Subscriber Lists to view your new contacts, please click on the Lists tab in the
Dashboard Nav Menu. This will take you to the Lists page, where you will see your current
List/s (if you have multiple) displayed. Each List entry will display the number of subscribers
along with some basic stats on Opens and Clicks percentages. (see image on next page)



i,/g Campaigns Templates Lists Content

Reports

Lists

Sort by Custom order v
515 Media 5 0.0% 0.0%
Created Feb 28, 2019 3:15 am Subscribers  Opens  Clicks

Add your contacts

+&  Import from afile +&  Add a subscriber

Chris .
515 Media

.. JC)

Help

Create List

+& Add Contacts Stats

=

Try out your first landing page

To view the full list of subscribers for a specifc

list, please click on the desired List title. This

will open a new page displaying all of the current subscribers to that list. For example, you will
be able to see the email addresses, names and subscription status for each subscriber.

@ Campaigns Templates Lists Reports Content

515 Media 5

Stats v Manage contacts v Add contacts v Signup forms ~ Settings v Q
Filter by Tags v View Segment v New Segment
Email Address First Name Last Name Address
515 Media
PO Box 1192
515 Media
@yahoo.com PO Box 1192
. 515 Media
@gmail.com PO Box 1192
515 Media
@gmail.com PO Box 1192
515 Media
@gm... PO Box 1192

Chris
v
515 Media

.. )

Help

Toggle Columns v Export List
Phone Number Birthday \mall Marketing Source
Subscribed Unknown

Subscribed List Import from
Subscribed List Import from
Subscribed List Import from
Subscribed List Import from

If you would like to edit Subscriber
information for an individual, you may
do so by clicking on the checkbox next
to the subscribers email or clicking on
their email directly. Once you do that,
additional options will appear that will
allow you to take actions such as
unsubscribing or deleting the individual
from the list, or making other edits to

Add or Remove Tags v

Email Address Unsubscribe Address
. ) 515 Media
chris@515.media Resubscribe n PO Box 1192

VIP

@gmail.com

their information.



SUBSCRIBER OPTIONS

For contacts who no longer wish to be subscribed to a newsletter / list, they can unsubscribe
via the links that appear at the bottom of the Newsl|etter Campaign emails sent to the
subscriber.

Typically, Mailchimp places these links at the bottom of each Newsletter email message.
Please see the sample below:

unigue OppPorLuIliLy L0 COIIE LOZELIET d4I1U UISCUSS LldL U1IE WE €1I1d11ed you dDOulL.

Copyright © 2019 515 Media, All rights reserved.
You are receiving this email because you opted in via our website.

Our mailing address is:
515 Media

PO Box 1192

Englewood, CO 80150-1192

Add us to your address book

Want to change how you receive these emails?
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CHAPTER 4. HOW TO USE LISTS

How to Use your Lists

In this section of the guide, you will learn how to create new lists of contacts and subscribers,
and how to manage your existing lists.

CREATE A NEW LIST

When you create a Mailchimp account, we generate a list for you and populate it with details
you provide. Each time you create a new list, you'll be prompted to input default information
like your “From” email address and a message to remind your contacts who you are.

To create a new list in your Mailchimp account, follow these steps:

1. Navigate to the Lists page

2. Click on the Create List button located on the right side of the Create List W
page.

3. In the box, click Create List.

4. Type in the List details in the fields provided. (see screenshot on next page)



List details

List name

The Potted Planter Newsletter B]

Default From email address

amelia@thepottedplanter.com

Default From name

Amelia

Campaign URL settings

https://mailchi.mp/[xxxxxx] (generate randomly) v

Choose a verified domain to use in your campaign URLs. You
must be authorized to use the domain name you choose.

Remind people how they signed up to your list

You're receiving this email because you opted in at our website
ThePottedPlanter.com.

5. Review the Contact information for this list, and edit if necessary.

6. In the Form Settings section, choose the opt-in method for your list.

% Enable double opt-in
Send contacts an opt-in confirmation email when they subscribe to your

list.

Check the box next to Enable double opt-in to send an opt-in confirmation email when
someone signs up to your list. Or, leave it unchecked to use single opt-in and add subscribers
to your list right away.

7. Enter the email address where you'd like to receive notifications about your list, and select
your notifications.

Notifications

amelia@thepottedplanter.com
Daily summary
Summary of subscribe/unsubscribe activity

One-by-one

Subscribe notifications as they happen

One-by-one

Unsubscribe notifications as they happen




8. When you're finished, click Save.

After you create your list, you'll be able to import subscribers or set up a signup form to
collect new contacts.

ADDING NEW INDIVIDUAL SUBSCRIBERS MANUALLY

In addition to editing your Subscribers information, you may also add Subscribers to your Lists
manually, assuming the person has given you permission to add them to your list.

This can be done from the Lists page in your account. To add a single
email address to a list, follow these steps. Add contacts v

1. Navigate to the List .
avigate 1o the LISts page Add a subscriber

2. Click the name of your list. i

Import contacts
3. Click the Add Contacts drop-down menu and choose
Add a subscriber.

4. Type in the subscriber's information and check the “This person gave me permission to
be added to my list” box.
Add subscriber

Email Address *

sylvia kelving@gmail.com

First Name

Sylvia

Last Name

Kelving

Birthday

04 25

What best describes your gardening experience?
Beginner
Intermediate

Expert



5. When you're done, click Subscribe.
If the email address is already on your list and you want to update the information you have
on file, check the If this subscriber is already on my list, update their profile box.

After the subscriber has been successfully added, Mailchimp will display a success message at

the top of the page.
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CHAPTER 5. USING THE NEWSLETTER EDITOR

Comments

Drag any of the blocks below into the campaign preview on the left. Go ahead, try

dragging a text block to the top of your campaign.

Skip these r es

Color Image

Have an announcement to Ulflr/('(i?

Share your big news.

Boxed Text Divider Image Image Group
Image Card Image + Caption Social Share Social Follow Button

How to Use the Newsletter Editor

Mailchimp comes equipped with a powerful editor and newsletter templates that will allow
you to create catchy, attractive and marketable email blasts with unique layouts.

To help you get started with your new Campaign newsletter layout, Mailchimp offers a wide
variety of free templates to choose from, and which provide the foundation for your message.

When selecting a template, the first options you will see are the “Featured” Templates, which
have pre-designed layouts based on specific needs.

Featured

Showcase your products.

Share your story. Send a tailored follow-up

Help peaple use your product or service.
Share your big news. 3
email.

Sell Products
Market a line of products or promote
seasonal items.

Make an Announcement
Share details about a sale, event, or other
big news.

Tell A Story
Send a newsletter to let people know
what you've been up to.

Follow Up
Send a tailored email to people who have
engaged with you.

Educate
Explain your products or share
knowledge about a topic.



The Featured templates allow you to choose layouts geared for specific purposes, such as:

* Selling Products: With this layout you can market and promote your products

* Making Announcements: Share details about your events, sales, or other news.

* Tell a Story: Share your personal story or let people know what you have been up to.
* Follow Up: Send a tailored email to contacts you have previously engaged with.

* Educate: You can offer in-depth information about your products or services.

In addition, you can also choose Basic templates, that provide a variety of standard layouts.
These are typically the most popular templates to choose from as they provide a standard
base that is easy to work with and customize.

The Basic templates offer 9 different layouts that will allow you to present your content in
single column, multi columns, full width, plain text and more.

Basic

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

THE MAILCHIMP EDITOR

After you have chosen your Template, the next step is to start designing your Campaign and
adding your content to your newsletter layout. Here is an overview of the editor and its
primary features.

One of the great features of the editor is its “Drag-and-Drop” functionality, which allows you
to build newsletters with predefined content blocks that you can easily order and customize
based on your content.



EDITOR INTERFACE

The editor interface features an easy-to-use, intuitive design. On the left side, you will find the
area which houses your content and displays the layout of your Campaign. Your content
appears in individual blocks that can be ordered and customized as desired.

View this email in your browser Content Design Comments
Logo
o . 2 Text Boxed Text Divider Image Image Group
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 Image Card Image + Caption Social Share Social Follow Button
“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.
Footer Code Video

(]

Need a refresher? Take a quick tour.

On the right side of the page, you will find the tools and content blocks that you will use to
build your layout. There are a variety of content blocks to choose from that will allow you to
add text, images, buttons, videos, social media share links and more.

To use any of these blocks in your layout, you just need to simply select one of the blocks,
then drag it to the content area on the left. After you have dragged the new block to the

content area, you can also drag the block to the desired order.

ADDING CONTENT TO NEW TEXT BLOCK

For example, if you add a new Text content

block to the content area, on the right side Text

of the page, the “Content” tab will open in | Content Style Setings
the Text panel (tab highlighted in blue). In BI Ve MEERG o

the content area below, you will add in your e HES A-R-E i i rEz==%
new text content by either typing it in or This s a text block. You can use t 10 add fext 1 your template.

copying and pasting it in.

For your convenience, there are additional
tools in the formatting toolbar you can use
to liven up your text content.




As you enter your text into the editor panel on the
in the content layout on the left.

right, you will see it simultaneously appear

View this email in your browser

Now that you've selected a template, you'll define the la
give your content a place to live by adding, rearrangin@
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.

Drop Content Blocks Here

There are also additional content styling adjustments
available in the Text panel. To access these, you will
just need to click on the Style tab (to the right of the

Content tab).
In the Style tab, you will find options for changing

Font type, size, alignment and styles. You can also
adjust the line-height of your text here.

EDITING EXISTING TEXT BLOCKS

To edit one of the existing text block in the
content layout area (left side), you just simply
need to hover your cursor over the desired
block. This will reveal a grey tool bar, where
you will see 3 icons on the right side.

The first icon (pencil shaped), will allow you to
make text edits, the second icon (box with +
sign) will duplicate the block, and the third

Text

Content Style Settings

B I U®@ <

M= E B @ Ceusy
~ A-MN-B § MergeT

tyles ~  Fe

'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.

Text

Content Settings

Learn more about using Text content blocks.
Text style

Font

Not specified

‘th Size Color
e 7
Styles Align
B I = = = =
Line height
Not specified v

This is a text block. You can use it to add text to your template.

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.

icon (trash can) will delete the block.

SAVING CONTENT IN TEXT BLOCKS

After you have entered and styled the content in your text block you will need to click the
“Save & Close"” button that appears on the bottom of the Text Panel.
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CHAPTER 6. ADDING IMAGE & VIDEO CONTENT

Content Manager

ﬁ My Files

Add files

How to Upload New Content for Use in Your Campaigns

Upload

Upload images and files to include in your campaigns, templates, or signup forms

Adding additional media, such as images and videos, to your Newsletter Campaign is very

easy with Mailchimp.

ADDING IMAGES

To add a new image to the content area of your Campaign, please follow the below steps:

Feedback

1. In the Content tab on the right side of the Editor page, please drag the “Image Block” to

desired location in the layout on the left side of the page.

Drop an image Boxed Text Divider Image Image Group
or
=

X

Drop Content Blooks Here ImageCard  Image+Caption  Social Share Social Follow Button

0 6




2. Once the Image Block is in place on
your layout, you can either drag an image

from your Desktop directly into the block
where it says “Drop an image”, or you can
click the “Browse” button to select and
import a new image. (In this example, we
will be using the “Browse” option)

Drop an image
or

Drop Content Blocks Here

Content Manager Q

3. After you have clicked the “"Browse”
button, you will arrive on the Content
Manager page, where you can either

My Files v Filter v Folders v

select an existing image from your library,
or you can click on the “Upload” button
in the top right corner to add a new

image. (For this example, we will be
adding a new image)

4. After you have either selected an existing image, or clicked the “Upload” button and
selected an image from your computer, the image will automatically be inserted into the
Image Block on the page.

View this email in your browser Image

(AR

In the Content tab on the
right, you will see image
info (title, size) and options
for replacing the image,
editing the image, adding
a hyperlink / ALT tag to
the image.

sample-4.jpg
600 x 377
. Replace - Edit « Link - Alt

For additional image styling options, you can select the Style tab, which will allow you to add
an image border and rounded corners.

For additional image formatting options, you can click on the Settings tab, which will allow
you to set the image alignment (left, center, right) and set “edge to edge” margins.

After you have inserted your image and made the desired adjustments, please click the “Save
and Close"” button on the lower right to save your changes.



ADDING VIDEOS

To add a new video to the content area of your Campaign, please follow the below steps:

1. In the Content tab on the right side of the Editor page, please drag the “Video Block” to
desired location in the layout on the left side of the page.

2. After, you have placed the “Video Block” in the layout, on the right side of the page in the
Conten tab, you will need to add the link for your video in the “Video Block” field. (Ex.
YouTube or Vimeo URLs). Below the Video URL field, you can add a Caption for your video in
the text editor area.

Video

View this email in your browser

Content Style Settings

Video URL

Add Video URL in editor, drop a preview image here
or

(2]

Input caption text here. Use the block's Settings tab to change the caption position
and set other styles.

Your video preview image will link to this URL. Preview images are generated automatically for
YouTube and Vimeo URLs.

gy

- A-W-B ¢ MegeTags- T P

Input caption text here. Use the block's Settings tab to change the caption position and set other styles.

Drop Content Blocks Here

For additional image styling options, you can select the Style tab, which will allow you to
adjust the font type, sizes, line-height, etc...

For additional formatting options, you can click on the Settings tab, which will allow you to
set the caption position, video alignment, and set “edge to edge” margins.

After you have embedded your video and made the desired adjustments, please click the
“Save and Close"” button on the lower right to save your changes.
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CHAPTER 7. CREATING AND SENDING CAMPAIGNS

)

How to Create a New Campaign, and Send it to your Subscribers

To create a new Email Campaign, and send it out the people on your subscriber list, please

follow these steps:

1. Log into your Mailchimp account, go to the Campaigns tab/page, then click on the Create

Campaign button in the top right corner of your screen.

(g Campaigns Templates Audience Beta Reports Content
Recent
Ongoing B J
is Week (4)
Draft
Completed Untitled

® Create Folder

Regular

Edited Mon, March 4th 8:49 AM by you

Editor Test

Reaular

Chris .
Create 515 Media Help

Create Campaign

Sort by

Last updated v

Draft

Draft

Q

Feedback




2. This will open a new window where you can select which type of Campaign you would like
to start building. Please click on the Email option.

Email

Design and send automated or Grow your list with our new page templates
regular emails to your

contacts. They have the style and functionality you need

to create an eye-catching page. Great deals are inour

Ad roots
Create an ad fol Try The Templates

Instagram or use

network to retarge

customers across the web.

Landing Page

Create a landing page to
collect new contacts, promote
a product, or offer a discount.

Postcard
Design and send printed
postcards to reach your

contacts around the world. > -

Signup form

Add a pop-up or embedded
form to your website to collect
subscribers.

SUBSCRIBE AND SAVE

We can help you find and create the campaigns you need. Let us guide you

3. On the next tab, please select the Regular tab, then enter your campaign name in the
labeled field. Next, please click the Begin button.

Regular  Automated  Plain-text  A/B Test

Create an email

Keep your subscribers engaged by sharing your ws, promoting a line of

products, or announcing an event.

Campaign Name

Sample Campaign #1|




This will take you to the the Campaign Builder, where you'll choose your settings and design
your content.

SETUP & DESIGN

Mailchimp’s Campaign Builder is designed to let you work on the different parts of your
campaign in the order you choose, and review everything at once before you send.

There are four main things to do before you can send.
¢ Add your recipients in the “To" section.
e Add your from name and from email address in the “From” section.
e Add your subject line in the “Subject” section.
¢ Design your email in the “Content” section.

As each task is completed, a green checkmark will appear next to the corresponding section.

ADD RECIPIENTS

After you have arrived on the Campaign Builder page you will need to choose your recipients
of yoru email campaign follow these steps.

1. In the To section, click Add Recipients.

Finish later

To Add Recipients
Who are you sending this campaign to?

Let's get started!  Draft

From Add From
Who is sending this campaign?
Subject Add Subject

What's the subject line for this campaign?

Content Design Email
Design the content for your email.




2. In the List drop-down menu, choose the list you want to send to. (see screenshot below)

To
Who are you sending this campaign to?
List Segment
Abandoned in Berlin Subscribers v All subscribers on list v

Personalize the "To" field > what's Th

3. In the Segment drop-down menu, choose All subscribers on list.

4. Click Save.

ADD FROM NAME & FROM EMAIL ADDRESS

To set your from name and from email address, follow these steps.

1. In the From section of the Campaign Builder, click Add From.

Let's get started!  Draft

Finish later
Draft emai

T

Who are you sending this campaign to?

Who is sending this campaign?

Subject Add Subject

What's the subject line for this campaign?

Design the content for your email.

2. Your “From” name and email address should automatically show up. If not, enter your from
name and email address.

3. Click Save.



ADD SUBJECT

To set your subject line and optional preview text, follow these steps.

1. In the Subject section of the Campaign Builder, click Add Subject.

Let's get started!  Draft

Draft emai

T

Who are you sending this campaign to?

Finish later

Who is sending this campaign?

Subject Add Subject

What's the subject line for this campaign?

Design the content for your email.

2. In the Subject field, enter a subject line for your email.

3. In the Preview text field, you can enter up to 150 characters that will display next to your
subject line in recipients’ inboxes. This field is optional.

4. Click Save.

DESIGN EMAIL

To design the content for your campaign, follow these steps.

1. In the Content section of the Campaign Builder, click Design Email.

Let's get started! Draft
Finish later

Draft email

T

Who are you sending this campaign to?

Who is sending this campaign?

What's the subject line for this campaign?

Design the content for your email.




2. This will open up a new page where you can choose a template to start with. Please scroll
down to the bottom where you will see a template called “Simple Text” Please select it, then
click on the Next button

1 Column 1 Column - Full width 1:2 Colum 1:2 Column - Full wWidth 1:2:1 Column

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

Template Design

3. After you select the template and click Next, you will arrive in the Email Designer, where
you will see some placeholder text on the left side of the screen. You can click on the text
sections and start editing right away. For example, if you want to get rid of the top “Title"”
text, you can simply place your cursor over that section, then click on the Trash Can icon to

remove it.

Content Design Comments

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. Text Boxed Text Divider Image Image Group
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 @ ICURRENT_YEARI" “ILIST.COMPANYI", All rights reserved. X
“IFNOTARCHIVE_PAGEI" “ILIST.DESCRIPTIONI®

Image Card Image + Caption Social Share Social Follow Button

Our mailing address is:
*IHTML:LIST_ADDRESS_HTMLI* *IEND:IFI®

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

“IIF:REWARDSI" "IHTML:REWARDSI" "|END:IFI" Footer Code Video Product Rec Product




To edit the email body text, you can simply place your mouse over the body text and click on
the "Edit" icon which is shaped like a pencil.

Content Design Comments
Drop Content Blocks Here

blocks.

Text Boxed Text Divider Image Image Group

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

r

Copyright © "ICURRENT_YEARI" “ILIST.COMPANYT", Al rights reserved. Image Card Image + Caption Social Share Social Follow Button
*IFNOT:ARCHIVE_PAGEI" "ILIST:DESCRIPTIONI*

Our mailing address is:
*IHTML:LIST_ADDRESS_HTMLI* *IEND:IFI*

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

Footer Code Video Product Rec Product

“IIF:REWARDSI" "IHTML:REWARDSI" "IEND:IFI*

4. After you have clicked the “Edit” icon, on the right side of the screen, a content box with
the text should appear, and you will be able to add your new text there and make formatting
adjustments using the formatting toolbar (just like in Microsoft Word) (see image below)

Drop Content Blocks Here

Content Style Settings
Start writing your new text here e
B I Ue M i= i= By G ClearStyles <>
Copyright © ICURRENT_YEARI" “ILIST.COMPANYT", All rights reserved. Styles ~ Font A- M- d MegeTags~ @ P = = = = "y
*IFNOT:ARCHIVE_PAGEI" *ILIST:DESCRIPTIONI® -
Our mailing address is: Start writing your new text here|

“IHTML:LIST_ADDRESS_HTMLI" *IEND:IFI*

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

*lIF:-REWARDSI" "IHTML:REWARDSI" *|END:IFI*

Save & Close We'll autosave every 20 seconds

Template Design Save &Close >

(OPTIONAL) After you have added and edited the content, you may click the Preview and
Test drop-down menu (located in top menu bar) to access testing tools before you send your
email.

5. After you complete your design, click Save and Close (located on the bottom right corner
of the page) . You are almost ready to finish up and Send your Campaign!



SEND CAMPAIGN

After you've completed the To, From, Subject, and Content sections of the Campaign
Builder, you should see a green checkmark next to each. That means your regular email is
ready to schedule or send.

Schedule m

If you're ready to send the campaign to your subscribers, click the Send button. Then, in the
Prepare for launch modal, click Send Now to confirm your send.

Prepare for launch

@

You're about to send a campaign to:
Hathaway Store
22,815 subscribers

This is your moment of glory.

s

Your campaign is on its way!
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CHAPTER 8. REPORTS

Campaigns  Autoresponders. Inbox Inspections. —

O (e

How to Access your Reports

After you send your first campaign, you'll be able to see data on how it performed, who
opened it, and more! You can access detailed performance reports by going to the Reports
tab/page.

Chris
@ Campaigns Templates Audience Beta Reports Content G 515 Media v Help

Reports

Campaigns Comparative Automation Landing Pages

Folders v Filter v Download All Reports
Sample 5 60.0% 0.0% ViewReport v
Regular « 515 Media Subscribers  Opens Clicks

Sent on Thu, Feb 28, 2019 6:10 am




The main Reports page will show a list of your individual Campaigns, and basic stats for each
entry, including number of subscribers, opens and clicks. To view the full report data for each
Campaign, you will need to click the “View Report” button.

This opens the indivdual report page which opens on the Overview tab by default. Here is

where you will find general information and stats on your Campaign performance. (recipients,
opens, etc.)

At the top of the page you will see a row of tabs for different types of specific reporting
(Activity, Links, Social, eCommerce, Conversations, Analytics 360)

-~ Chris
(& by yes yco? ? Corm"] 0 Sismeda ¥ HeP  Q

Overview  Activity v Links Social E-commerce Conversations Analytics360

Sentto

5 Recig
Opened
List: 515 Me/ Delivered: Thu, Feb 28, 2019 6:10 am
Didn't open
Subject: Sat View email - Download - Print - Share
Clicked
Bounced
3
®
Unsubscribed Eel
$0.00 $0.00 <
. rs Average order revenue Total revenue o
Complained =~ semESesesseeseees e
Open rate 60.0%  Click rate 0%
List average 60.0% List average 0.0%
Industry average (Select your industry) Industry average (Select your industry)

One of the most useful tabs is “Activity”. This main tab contains 7 additional subtabs that
allow you to access very insightful information on who your campaign was sent to, who
opened it, who didn’t open it, who clicked on links in your Campaign, which emails bounced,
who unsubscribed, and who complained about your email. and will let you know who is
reading your email blasts, who is clicking and who is not engaging.
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CHAPTER 9. FINAL THOUGHTS

We hope you have enjoyed this guide and found it to be useful as you are learning how to use

Mailchimp to create your Newsletter Campaigns. If you have any questions, please feel free to
contact us anytime. We are always happy to help.

From all of the 515 Media team, we look forward to your success in your online business venture!

https://515.media
accounts@515.media
(720) 618-4908




