MailChimp Basics
Or
If Darwin had Email
Part 2
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1 CAMPAIGNS (“BLASTS”)

MailChimp is the facility that Pr
“Campaigns.”)

oject Onward uses to send email blasts (which MailChimp calls,

1.1 CREATE A CAMPAIGN (“BLAST”)

% Campaigs Tamplans Lisks Hupois

Good Afternoon, David !

Wekoine back to your account dashboard: Check aut o
personalized tips from MallChimp.

Click the “Create Campaign”

Diaraid )
Pencl Dy

button on the right of the screen. (Picture above).

»  Hep O

Cruata

hesa pedormance statbstics and

1.1.1 Use the “Create an Email” wizard

We know all the shortcuts because we live herel

We'll help you find and create the campaigns you need.

=

Create an Emai

Let us guide you

Mo
R

Create an Ad Create a Landing Page

Click on “Create an Email” (picture above).

(Don’t use “Let us guide you,” for now. This guides you through other tasks, not covered in this

introductory training.)
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Create an email

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

Campaign Name

My First Blast] ¢

3 <o

Type a name for the blast. This name will be used for managing and tracking. The name will be
seen only by you, not by your recipients. Click the “Begin” button when you are ready. (Picture
above).

1.1.2 Step 1 - Recipients
PO Training List (4 subscribers)

(@) Entire list ¢ Saved or pre-built segment Group or new segment

4 recipients. Everyone in your listwill receive this email.

Choose to send to the Entire list (Picture above). Groups and Segments are used for targeting
subsets of subscribers. For most mailings, we send to the Entire list. (Targeting mailings through
usage of Groups and Segments is covered in Advanced training.)

Recipients B U Template s Confirm

Notice that, at the bottom of the screen, you are on the First Step: “Recipients.” (Picture
above) This is the first of five steps, in creating the blast. You proceed to the next step by
clicking on the “Next” button, at the bottom right of the screen. But you can always go back to
a previous step, if you want to change something, by clicking on the step name in the menu on the
left side of the bottom of the screen.
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1.1.3 Step 2 - Setup

i
. ‘ My First Blast

Help Save and Exit

Campaign info

Campaign name
My First Blast

Internal use only, Ex: “Newsletter TestH#4"

Email subject 111 characters remaining

Why not make this Friday UNFORGETTABLE? ¢

Preview text 118 characters remaining

Meet an artist at Project Onward ¢

This snippet will appear in the inbox after the subject line
From name 86 characters remaining

Project Onward

Use something subscribers will instantly recegnize, like your company name

From email address

training@pencildave.com ¢

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

The second step, “Setup” (pictured above), is where you enter Campaign info. Note that the
“Setup” highlighted in the black area at the bottom of the screen (not shown). Remember, you can
always go back to this step to change anything you need before sending a blast. Just click on a
step name in the black area at the bottom of the screen.

The fields shown with Red arrows (pictured above) will be seen in the recipient’s email:

» Email subject — This is one of the most important items in the blast. A good, versus bad
Subject line can make the difference in whether or not a recipient reads the email, versus

deleting it.

Email subject

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

Click on the link, “How do I write a good subject line?’ (pictured above), for suggestions.

» Preview text — In many (but not all) email clients, this line will appear after the subject line.
Write a compelling follow-up line, realizing that it may, or may not be seen.

* From Name - This name will appear at the bottom of the blast, as the sender. Project
Onward blasts use the name, “Project Onward.”

* From email address - This email address will appear as “From” email address for the blast.
A “Reply’ from a recipient will be sent to this address. Project Onward blasts use
info@projectonward.org as the “From” address.
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Leave the boxes on the right of the screen (pictured above - “Use Conversations...” and
“Personalize the “to” field’) un-checked. These are options for advanced users.

Tracking

Track opens

Cescder whd ens yowr carmpaigne by tracking the sumber of temes an
5 wiioaded

[redsitile wik beacan embedded & the campalg

Track clichs  Apquired onfree arcousts

Cescaier vabbieh earopaipn Bk were dicked, how macy lmed they were

clicked. and whao dicl the clikking.

Track plain-texi chcks © Beguibred ton free accounts.

Track tiicks in the plain-teet wersion of yaur emall by replacing &8 ks with
braching AL, Leari rmare

Gaogle Analytics link tracking  Google vhegration or Shopdly mist be enahled

Track ticks from your campaipns all the way Lo purchasesy on your wiebiite.

Regores Goopgm Anabos on ypour wobzke or Shopify micgraton

Soclal media
Saura-twent aftor sending

Connesct To Twitiar

Mare options

Adnn-convert video

Turn thig an, and well scan your coment for embedded videas twhich den't

Leaf mare

E-coarmmerce ink tracking

fase detads, camversiong, and ofal sales on (b fepors page, You Zan
alzo 5e1 up seprments based on your subsiribers” purchadge adbhity. Lears tiare
ClockTale bnk tracking

Gair insight 10 Fow subrssribers inparact with your ermall contant,

Requires ClickTale on your websne

Track stats in Salesforce

a i i il

Auto-post to Facebook after sending

Connect To Falebook

abwiards rentder proterk in emall anesh then auto-cosvert ther 1 158 aur email-

The bottom half of the “Setup” screen (pictured above) has customization options (for advanced
users). For most mailings, you don’t have to change anything. Use the defaults. (The Red arrows
indicate boxes checked by default.) Leave the other boxes unchecked.

Click the “Next’ button (bottom right of the screen) when you are ready.
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1.1.4 Step 3 — Template

Change template

fl.'r||5a|l;|:|| golegred: T Column

Leyaiils Thaires Savied ternplates Campaigns Codi yiir awn

Fealtiired

Showcaap pout prodocin

e your Sy, Batad il bored BB I i it g o s
Shsies paLr big reean
il
soll Products KMaks an Anpouncemant Teil & Stary Foliaw Lip Educate
Market a line of products ar Share details about 3 sk event. or Send 2 newshabies 1o B peopi Sernd a eallored amal o prople Esplan your peodutts or srare
promabe seasenal iams otraf bif rews rbarwy vaiad o v TN D B i hawe efEaped adth you e about @ Lo

Tompixte

Project Onward blasts are often built from Saved templates or from previously sent Campaigns. We
will show this, further on. But for the purpose of this training, we will start by using a Basic Layout.
Click on the “Basic 1-column Layout” (as circled in red, in the picture above). Click the “Next’
button.
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1.1.5 Step 4 — Design

It's time to design your email.

New that you've selected a tamplate, you'll define the kayout of your email and
gve your content a place Yo 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 1o set background colors. barders. and ather styles

if you need a ba of inspiration, you can &
girig, of [#sin aboul emall design and blaze your own trail.

Cantant Desigh Comissnts

the top of your campaign.

Tent Boxed Teat Divader Image Imenge Growp

Imagze Card fmage  Capuan Zocial Share Sacial Follow Buttan

The template that you chose fills in most the elements (called “blocks”) of a basic email that
will meet the standards and pass the programmatic tests to keep your email from being

rejected by mail providers.

The template (pictured above) is a basic one, which formats your email as follows:

» stack everything in one column
* have an image at the top
» followed by some text

» followed by your social media links (which you setup when you initially register for

MailChimp)

» followed by footer information and links (that are also setup when you initially register for

MailChimp)

It is important to note that the template formats your email with all the basic information needed to
meet the standards for bulk email, as discussed earlier. Most this is in the footer:

The process of Design is modifying the elements for the blast you want to send.

Note that you can also add, change or delete most elements (and blocks of elements), as well as
include special formatting (example: a section that has multiple images.)
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Cantant Dasign Commants

Migw 1hiz email in your Browesr

Droman image: ur campaign.

It's time to design your email.

Now that you've selected a tamplate, you'll define the fayout of your email and
give your cantent a place o lve by adding, reananging, and deleting cantent Tam et ien  dou Image

blocks

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

if you need a b of inspiration, you can s

irng, o [eam 2bout email desion and blaze your own trait. imoge Card image « Capuon %Locial Share Sacial Follow

o o

Video

EARI* ILETCOMPANYIS Al righis s

SAGE *|LIST-DEECRIFTION"

The blocks that you can work with for your design are on the right (pictured above).

Your email design is on the left (as pictured above).

Irreppe Growp

Hutton

Note that your template has already started you off with some of the blocks (pictured above, noted

in red).
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1.1.5.1 Add an image

Wiew this email in your browser

Drop an image

It's time to design your email.

Mow 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 | put my mouse over any part of the design template on the left, a box highlights the block
that my mouse is over. | want to put in an image.

So | click on the “Browse” button (as pictured above).

— L T hrpesiut L adminmaldimpeomicmpsigntwirand/ W oo @ | L Seven + WD
T Myl
s
Giph s
Add files
—_— Uplaad images and files 1o indlude 19 your campalpna, templates, of sigrp forms
& Flc Uplead =
|
+ & Do - v Al
Organizs = Mie el -9 |
# Coaick pooess = = _ i |
t= -a F 174 ] 4 [ & m
L Diopbos S gempels dhembnall  30Obects Cosbacli Deddop Documests  Downloads  Faeoiiter Links [
meliive y
= Thisrc s = B 7 &
- 10 0kjnch OneQrive PFigfurey Somd Searcher Videoy
Games

BB Deskiop
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If | already have an image that | want to use in my MailChimp library, | could use that. But, since my
library is empty, | will upload an image from my computer.

Click on “Upload” in the upper-right of the screen.

Then your File Manager (Finder on a Mac) will pop-up.

Debut —-— b o

:.lda'_laktJul:_.'_lcl d slar_lake oct

e

dan_ruthre.rpg

Imrd_duu;_g!n::

5

iCloud Photos

jehn_brenda_vanessa_tom_dogs
max_school
pencildave

bear_butte_lighte
ing_brenda_mg

project_onward
Saved Pictures

Screenshots W

Find the image you want to use and click on it.

1.1.5.2 Pay attention to file-size

Later, in the training, we will look at file-size of images and what you can do to make life
easier, for yourself, and for your email recipients.

But for now, just be aware that, if you try to upload (from your computer) a dense image
(large file size):

It will take a long time to upload
MailChimp may give you an error message after a while, saying that it couldn’t load the file
MailChimp may accept the file, but:

Your email recipients may have to wait a long time for one picture to load (they
usually give up, and delete the email)
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1.1.5.3 Making changes to images

i i emal in vour Brovser Image

Content Settings

bear_butte _lightening_brenda_may_14_2016 PG
2500 = 1035
Replaze & Ei e Lol
@ This image is 50 big it may obliterate inbexes. Images should be around G00g:: 1o 800px
wade, Let's foe it

It's time to design your email.

Mow that you've selected a template, you'll deting the layout of your emall and

Whoaa! What happened? (pictured above)
| could fix the upside-down image in MailChimp.

Note that MailChimp is yelling at me about using an image that is too dense (too big). | could also
fix that in MailChimp.

But, instead, | will use another image.

Ima
] Content
bear_butte lightening brenda
2502 = 1936
Replace * Edit * Link - At

{D This irnag gl iz it may obfiveraze inbonoe:
wide. Lat

| just click on “Replace”
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Image

Content Sertings

4 4| dan_ruthiejpg
V531227988

Heplace = Edit = Link = Al

= =0'Mg it may oblitsrate inboxes. Images should be around B00px to 800px

It's time to design your email.

Mow that you've selected a template w}LI'II define the 1aynul af your emall and
Ok. I will use this image.
But it is still too big (note on the right in the picture above).

The picture doesn’t look too big in the MailChimp screen, but if | send this in an email, it will take
forever to load, or even crash an inbox. Needless to say, bulk email recipients aren’t going to wait.
Worse yet, they will hate your for filling-up their inbox.

Click on the Let’s fix it link (red circle, above).

Reslze

¥ Ya 576

Width Height

The numbers are pixels. MailChimp recommends images that are a maximum of 800 x 600 pixels,
or smaller. (This is a ballpark range — it doesn’t have to be exact).
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| just type-in 800 for the width (red circled number above).
Note that the other number (height) changes to keep the proportions correct.
Then | click on the “Apply” button in the upper right.

Then | click on “Save” in the upper right.

View this emall in vour browser Image

Content

\ . B dan_ruthie.jpg
o 300% 450

Replace = Edit * Link = Alt

O

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

Voila! The nasty message is gone. (pictured above) You don'’t see the difference, but your email
recipients will experience Nervana.
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It's time to design your email.

Mow that yl:'tll,l"n.'e selected a lemplate, :,'DI,J'U defing the Ia:n,l'GI,IT of wour email and
Qive your content @ place 1o iive by Eﬂﬂﬂ'lg, reamanging, and derenng content
hlocks.

When you're ready fo change the look of your emall, take a look through the
"design” lab lo set background colors, borders, and other slyles.

It wou need a bit of Inspiration, you can se2 whal aines MalChimp Bsecs are
daing, of leam abaul email desikgn and Maze your own Irail

(¥}

Don’t forget to click on “Save and Close” (on the right side, as pictured above).

Mrar revaifen sdrdrae o e

This Saves your changes for the block.

1.1.6 Editing a Text block

CANI = I

How that you've selected a template, you'll define the layout of emall an
give your content a place to live by adding. rearranging, and d ng content

blocks

When you're ready to change the look of your email, take a look through the
“design’ 1ab 1o set background colors, barders, and other styles

if you need a bit of inspiration, you can ==& what oiher MalChimp users are
loing, or deam aboul emasil desian and biaze your own trail

| put my mouse over the text, and the outline for the Text block appears (pictured above).

Note that, in the upper-right of the block, | can Delete the whole block (by clicking on the trash can
icon). | don’t want to do that, but | could.

Instead, | will click on the pencil icon (pictured above).
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e PR RERAN YRR B Tent

Corment Sophe SeTings

TR R T

& M@ L i rER AR

It's Dogs Rule!EnEm

i T v B LT A e RN T Ll O L BT B (e 0 SRR
70 Iwe b a0ding. marmangng acd deleting coman Hocts
When goutpesady bodtange the book of your emad, Taie @ ok fuough s “desian® fabda sob

Taskgroend celorn, basain, Al aher ihles

T peu rrnw e B of inck pitadiod, you can aa wh aLath B ARG Aa e Al Ka. al (g Ee i L)

BA15n 0 B i G il

It's Dogs Rulel!ll email.

Mow Fial you've sdecisd & fempiate, youll detne the bryout of your emal and
g YT conlent 3 place 1o e oy agding. reamanging . and demting confant
ks

WMEN woRiTE Ry 50 shange the ks of wour amal e a Kok mioagh he
“daskIn® 050 90 sal bac kg rodind color, Dordars. and oihar sty

1T i reeendl 3 i F Ipapiraticnn ol Cae 2y B -TTY
Wi, OF LEAIT AT EXEAR 08 SaT BN DHADE YOur own iras

I do all my editing of text on the right side (red arrow, above).

I highlight text, use icons for making things bold, changing fonts, etc., just like in a Word Processor.

Asdf

sutoseved S5EPM Centre

Design

When | want to Save my changes, | click the “Save & Close” button (on the bottom of the right
side, as pictured above).

Commercial Break

Remember — Save Early, Save Often
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1.1.7 Put-inalink

B Documentation | Tabl: X ﬁ Camnpaign Builder -

Say, | want to link to a website.

First, | open a tab in the upper-right of my browser (using the “+” at the top of the browser)
and go to the website (pictured above). (Note that different browsers look different.)

OF Whitps:/favwew.facebookcom/dogsruleddd

Dogs Rule!

@dogsruleddc - -
Home wﬁ
Aberait .

I highlight the URL (found at the top of the browser, as pictured above).
I Copy it - Ctrl+C (for Copy) — Cmd+C on a Mac.

B Documentation| X | {g Campaign Bui X (94) Dogs Rule! - - X

Then | go back to the MailChimp tab in my browser (as pictured above).
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Text

Content Siyle Semtngs
B I ™ = = M (B CiearsyEs €3
Siylag ¢ F'l Lll'lk: Sios _é J':'i ;l \L Higage -!i_:'.h' L | P = E 3 = "
Dogs Rule

What can | say?

i you need proof, TR @

| am now back in my MailChimp session.

I highlight the text in which | want to put the link, and click on the “link” icon (circled in red,
above).

Insert or Edit Link

Link to

Web address

Web address (URL)

http-‘s'..l’."www.famhuuk.cum.’dc—gsru?edﬁcl ¢ |
3@&-.’: options | Remove Link

m s

| PASTE the URL into the field in the dialog (using Ctrl-V, Cmd-V on a Mac).
Then | click on the “Insert” button.

(Click on the “Save & Close” button on the bottom, right, to Save your changes.)
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1.1.8 What it REALLY looks like — testing my changes

Preview and Test »

Serd a test emeail 2
Drag any of the NIRRT 3
campaign prev
R B o Link Checker 4
the top of your g
P S—  Social Cards 3

What you see on the left of the MailChimp Design screen is NOT NECESSARILY WHAT YOU GET.

To see what your email will look like, rather, click on “Preview and Test” in the menu at the
top, and then click on “Enter preview mode.”

My First Blast o

Deskrop Mabile Inbox Header Info

-
Wigww this @".‘;_lﬁ!t VST Enable live merge tag info

Te:

Recipient's email cddress

From:
Project Dnward

tramingiPpenciidave.cam

Subject:
‘Why not make this Friday night UNFORGETTABLE?

Preview Text:

Meet an artist at Project Onward

Dogs Rule
What can | say?

It you need proof, look ne further ¢

&d for Project Onwarnd Sysisms brsining

Our mailing sddress |s:
4
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NOW, you can click on the link to see that it works (pictured above).
While you are at it, check the copy and links in the footer.
And check the From and Subject line on the right.

And, click the “Mobile” button on the top, to see what the email will look like on a
smartphone.

1.1.8.1 How do I get out of Preview Mode?
I:> X
Header Info

Enable live merge tag infa

To:
I Recipient's emal oddross

When you are done looking at the email in Preview Mode,

Click the “X” in the gray area in the upper-right (pictured above).

1.1.8.2 | want to quit, and come back later — How do I get out?

Save and Exit +

Content Design Con Dashboard

Drag any af the blocks below inta the Templates

campaign pravicw on the lefr. Go

ahead, try dragging o text block 1o Likis

the mop of your campakgn.
Reports
Acooumnt
Log Qut

Text Boxed Text Divider tmngr Im.ngr f.rnlup
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To Save all your work, and get out (without sending anything), in the Design editor,

click “Save and Exit” in the top-right of the menu. Then click on “Campaigns” (as pictured
above).

This will save your email as a Campaign, which allows you to find it easily, the next time you use
MailChimp to continue working on it.
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