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This guide will take you through the basics of Mailchimp; from
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Introduction

e By 2023, there will be an estimated 4.3 billion global email users, according to Statista.

e Since most users tend to look at promotional emails in the same light as spam, future
email marketing campaigns should aim to be more personalized.

e Email marketing methods that make the message work more like a website and are easily
accessible on mobile devices will be important.

There are a number of services similar to Mailchimp. A basic Mailchimp account is free. If you
have multiple audiences and more than 2,000 contacts to send them to you will need to look at

the paid for plans.

This guide will take you through the basics of sending a simple email through Mailchimp:
e Campaigns — see what you’ve sent, analytics, when people are opening your email, best times,
tips and tricks on things to say and what not to say
O Templates —why to use them
O Setting up new templates
O Good examples
e Audience — why you need to have them
e Reports — stats on email campaigns
e Create a sign up form with GDPR and embed into your website.
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Account set up

Navigate to https://mailchimp.com/. On the top right there is an option to create an account,

click it and follow the instructions.

There are a number of steps to the sign up, including confirming you’re a human, activating via
an email, setting security questions and setting a physical address - we would recommend using
your church address. There are a number of upsell options, if you are opting for a basic account
select no on these.

Dashboard

When you have completed set up you will be taken to your Dashboard. This has some general
information about your account and your most recent statistics.

The first thing to do is to go to your profile, top right, and check all the details are correct.

Audience

Audiences are the people who you are sending emails to. In a basic account you can set up one
audience. However, you can segment and tag your audience, which will allow you to have
different groups in the one audience list. Navigate to the audience section of Mailchimp and
select create audience.

Audiences [ creste auence |

Fill in the details as prompted by Mailchimp. If you own a domain you may have linked to it
during set up. You can then select to use this rather than the randomly generated Mailchimp URL
for emails.

Make sure you fill in the section about why people are receiving the email. And tick the GDPR
field box. This makes it easier for you to comply with GDPR regulations.
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Create Audience

Audience details Form Settings

Audience name
Enable double opt-in
Mailchimp training =

Default From email address
comms@cofequildford.org.uk Enable GDPR fields
Default From name CeONNZe-yOur:Torna g s

Diocese of Guildford

Campaign URL setti i ;
gtk bl Notifications sentto comms@cofeguildford.org.uk - Edit

https://mailchi.mp/cofeguildford v

< ur campaign URLS. Yo Daily summary
orized to use the domain name you ct - -

Remind people how they signed up to your audience

COVID-19 v One-by-one

You are receiving this email because you have signed up to receive information
about the training on offer at the Diocese of Guildford.

One-by-one

Example: “You are receiving this email because you opted in at our website

end special off
Company / organization

CofEGuildford

Once created you can view the stats for your list, view contacts and add contacts.

Adding contacts
There are two options for adding contacts yourself. You can import a list or add individuals. If you import
contacts it is easier to do this by uploading a CSV file (Excel exported in CSV format).

You can also grow your audience by encouraging people to register to receive your emails themselves.

Sign up form

To create a sign up form you can either navigate to create and then sign up form, or to your
audience and select sign up form from there.

i‘,g Create v Campaigns Automate v Audience Brand v Reports

AUUICLICC

Current audience

Mailchimp training v

Your audience has O contacts. O of these are subscribers.

Overview  Manage contacts ¥ Add contacts ~ Signup forms  Settings ¥ Conversations  Surveys Q

There are a number of options available:
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An embedded form can be put into your website using html coding.
A pop up form can also be put on your site, but it pops up when a user navigates to a
page on your site.

3. At the bottom right there is an option to build a Mailchimp landing page with a sign up
form on it.

4. Form builder is the easiest option.

Overview  Managecontacts v Addcontacts ~  Signuploms  Sellings +  Comersalions  Suveys Q

Select

Embedded forms e

select

Select

There are some pre-made form options to choose from in the drop down menu.

Form builder

Forms and response emails

I Signup form

Go ail
Update Profile
Profile updat
Profile u
Update
Update

Forward to a friend emal
About your list -

The form builder works in a similar way to creating and email. You can drag and drop various
elements into the form, delete blocks you don’t need and customise the look and feel of it using
the design tab.
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Signup form URL
http://eepurl.com/gljeRH , QR

Build it Design it Translate it

Add afield Field settings

Text

Mailchimp training

Number

Radio Buttons

Email Address Check Boxes
Drop Down
First Name Date
Birthday
Last Name Address

Zip Code (US Only)

Address
Phone

Website

The marketing permissions at the bottom of the form are the GDPR element of the form and
necessary depending on what information you are asking of the subscriber. It can be edited to
ensure that it is relevant to your needs. The information can also be edited in profile settings.

Permissions

Please confirm you are happy to receive emails from the Diocese of Guildford about training
Communications training
General training
Youth and Young people training

Stewardship training

You can unsubscribe at any time by clicking the link in the footer of our emails. For information

about our privacy practices, please visit our website

aiha
.v.. Nere.
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Send a newsletter

Creating an email campaign

From the dashboard or any main page you can select create at the top left of your screen.
Choose email and then regular. You will be asked to create a name for your newsletter. This is
what you will see in your list of email campaigns. Choose something that is informative and
straightforward, with as few words as possible.

Filling in the email information

The page you will see has all the basic information for you to fill out. Each section has some
suggestions from Mailchimp on how best to complete them. They can all be completed in
whichever order you choose, but must be completed before you send the email. You will see a
green tick to the left of each section as you complete them.

To Add Recipients

:
:
-E' E I

Content Edit Design

Add recipients in the to section, add the name you want the recipients to see the email is from,
and the email address. Choose a subject and preview text. Again, this is what the recipient will
see so be informative and enticing, for example our newsletter might have ‘this week at the
diocese’ as the subject and for the preview a little taster ‘mailchimp and mini media training’.
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Subject
What's the subject line for this campaign?

Subject 113 characters
this week at the Diocese of Guildford A great subject line gives your audience
See how your recent subject lines performed. a reason to open your email.

@ It'sshortand sweet

Preview Text 117 characters Subject lines with fewer than 9 words tend to perform
it —_— s = bette
| Mailchimp and mimi media trainind ]
This snippet will appear in the inbox after the subject line. @ Emojis are great... in small quantities
We suggest using no more than 1

m cancel

@ Sspaceis limited
Great job staying under 60 characters

s inside

(@ That'simpressive
You got your point

Content
The final option is the content. This is where you can design your email and add your content. A
theme is the easiest option as you are starting out.

Change template

Currently selected: Bold

Layouts Themes Savedtemplates Campaigns  Code your own

Newsletters (30) -] Q

Meet & Street Artist

Lo L R ]

Color Tab

Art Newsletter Basic (500px) Celebration
ey
P Synmathesia S

Easy Reader Elegant Indoor Sports Line Art Mechanical Minimal

Change the look and feel

You can change the look and feel of the email by selecting style to the right of the screen. This
gives you access to all the different areas of the email and allows you to change the font for the
different text types, you can change the background colours for each section and you can add
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Page
Preheader
Header

Body

Footer
Mobile Styles

Referral Badge

Add in a logo

Comments
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« Preheader
Preheader Style
Background
Image Remove image
ﬂ 360ce09¢-4357-4cf4-a05b-1e058¢66f866.jpg
S Replace + Edit
Size Position Repeat

Cover v Center ) 2 None ¥

Fallback coler
#fafafa

Used if background images are not supported.
Choose a color that will display your text properly.

Border top Remove

None v
Border bottom Remove

None v
Padding top

9 px

It's great practice to identify yourself with a logo at the top. Select a box by clicking on the area,

or when then box lights up there is a pen sign, you can click on this.

GENERITECH

Generitech NEXT.
We already live in the future.
Shouldn't your business?

Comments

1% Blocks style

Text Boxed Text Divider Image
~

Image Group Image Card Image + Text Share

4

k

Social Follow Button Footer Code

Video

To the right of the screen the content section will change to show what is in the box you have

selected. If it is not an image box you can drag one in from the blocks section.

You can select to replace the image or add one in. You will be taken to the content studio where

all your images are saved. There you can upload an image or select one you have already

uploaded. If chosen to, you may have uploaded your logo during set up, you will find this under
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my logo. Your logo image should be around 250x100 pixels but you can make adjustments in
Mailchimp.

Image Set Dynamic Content

| =/ Content Style Settings

logo_generitech.png

%’_-uumrn 233 % 100
."

Replace * Edit * Link « Alt

Image display size

10% 100%

If the image is too big Mailchimp will let you know under the image and you can choose to fix it.
You can also edit the image by selecting edit. This will take you to the screen below where you
can make a number of edits.

pliogcese ot

~juildford

TRANSFORMING CHUR

_ = __ e E - R _ W S _ W R AR S S B

If your logo is white on transparent background you will have to change the background colour
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or select a version of your logo that is a different colour. To change the background of this
section you will need to come out of editing the section by clicking done. One the right, where
you were making edits, you can select style at the top. The section you want to change here is
called Preheader.

Blocks ﬂ@ Style Comments

Page
Preheader
Header

Body

Footer
Mobile Styles

Referral Badge

The first option is the background colour. You can choose a colour from the colour options, or if
you have a colour code from your brand colours you can input the code.

« Header

header style
Background
W =ce4343

Border top Remove

None v

Border bottom Remove

None v

header text

20p0x  ~ #FFFFFF

11/2 spacing A

header link

Color

Remember you can always go back and make further changes before you can send the email.
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Changing the button
You can change the text in the button and the style. Select the box and fill in the details. To make
changes to the way it looks select style. You can change the link to an email address, to take the

reader to somewhere else in the email (anchor link), to a file or to a landing page (created using
Mailchimp).

Button Set Dynamic Content
| 7/ Content Style Settings
Button text

REGISTER NOW
Link to
Web address v

‘Web address (URL)

https://www.cofequildford.crg.uk/whats-on/events|

> Advanced options -

Replacing images
Select the content block with the image and you can replace the image in the same way you did

the logo. In the Content studio you can select or upload an image or add a Giphy (a moving
image).

Content Studio

11}

© searching for “learn”

] Giphy

s
LILEARNED .
SOMETHING
NEW, TODRAY

o
you gone learn today

POVER

—
" r Did you know?
“ Einatoi oHfered the
aaadk o te N i S
_ |

The next section to change is the title. This needs to be attention grabbing. For shops you are
likely to see an offer such as 30% off jackets this weekend, or New homeware now in stock. You
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can change the font, size and colour directly in the content section. If you want to make the
change to all similar content boxed you can make changes in the style section and select to have
those changes copied across all.

Text Set Dynamic Content

Content & syle Settings

Text style

Text Set Dynamic Content Font

Not specified v

‘ ¥/ Content Style Settings
) o Not specified
B I Ue (o) B & <
A-RN-B g ar < v
= Atorat
EEEEENEN Arial
ENENEENE
: S EEOEENEE
Free virtual train 5 ; o 5 o 5 o o |help you Comic Sans

communicate be

Helvetica
Lucida

Tahoma

s

Introduction paragraph
This is where you want to welcome the reader, set expectations and encourage people to do

what you want them to do.

Images and text

As with previous content, to access this you click on the box however there are now two
sections, the image at the top and the text below. Once you have made the changes to the
content it can sometimes be easier to duplicate the box as it’s in your style, rather than
replicating each change to the original boxes. To do this select the option next to the pen when
you hover of the box. To delete the others you would select the bin, it will ask you to confirm.
You can skip the confirmation by holding the alt key down on your keyboard as you select the
bin.

If you wish to move any of the boxes of content hover of the box, on the left hand side there is a

four way arrow, select and hold the mouse on this and you have pick up the box, now you can

drag it wherever you wish.
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29 April 2020 2-2:40pm

Abitesize course for sending emails using
Mailchimp

Centrifuge

Take your team's efficiency to the next level
Flux

Pivot quickly. Change fast. Redefine agile

Video
To add a video select the video block and drag it to your desired space, it’s the bottom left
option.

‘ :E: Blocks l Style Comments
Text Boxed Text Divider Image
Image Group Image Card Image + Text Share
Social Follow Bu:on Footer Code
Video

The video block will only take videos as a URL from YouTube or Vimeo. Once you have located
the video you wish to share in the email select share (example below from YouTube), and copy
the URL as below.
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Bishop Jo's Sunday Sermon 26th April 2020

lews * 23 Apr 2020

Diocese of Guildford
Gfd

Bishop Jo's Sunday Sermon - Surprised by Hope - Luke 24:13-35, the road to Emmaus.

SHOW MORE

0 Comments = SORTBY

R Addapublic comment
’ ¢ =

e o

A SHARE

=4 SAVE
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Share

- 0000GQ

Embed Twitter Facebook

hitps://youtu. be/C8LIOTIDNjg

%
>

Blogger reddit Tumblr

CoPY

Paste the URL into the Mailchimp video URL box and write your caption in the alocated space at

the bottom.

Video Set Dynamic Gontent
Z Coment style Sertings
Video URL

https:/fyoutu.be/C8LICTIDNig

tomatically for YouTube

u 676b20a34b0f4c9cE65aa35481812941.png
640 = 360

Mm@ s <>
-A-B-H - W P EX's

B I Ues

Social follows

You can encourage your reader to follow you on social media. Select the social follow block and

fill in the main details. You can choose which social channels you would like to show, and if you

are sending the email to a specific audience group you could choose to showcase a specific

Facebook group to them. To make design changes navigate to the settings section.
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Social Follow Set Dynamic Content  Social Follow Set Dynamic Content
7 Content Style Settings Content Style 6} serttings
T o S . ® Social Follow settings
Facebook URL Display
https://www.facebook.com/groups/202447571072102/
Link text
Align
Facebook R
Twitter v (x .
""" ~ Width
Twitter URL or username Full width -
https://twitter.com/CofEGuildford
Link text Layout
Twitter
. [eee ]
Page URL
http:/fwww.cofeguildford.org.uk Icon style
Link text Solid -
Website
Add Ancther Service .
.
Preview

Once you are happy with your email you can view the email as your reader will on a screen or in
mobile. Navigate to preview, top right of the screen, and then select preview mode. Lots of
people view their emails from their phone so it is important to check that the email works well
on the phone. Too much scrolling is off putting and it is worth making sure that the top of your

email encourages the reader to scroll down.

You will also want to check the information to the right of the screen.
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Desktop Inbox

Diocese of

GUildford Header Info

TRANSFORMING CHURCH . taq inf
TRANSFORMING LIVES nable five merge fag info

To:

Recipient's email address
Free virtual training
courses to help you
communicate better Subject:

this week at the Diocese of Guildford

From:

REGISTER NOW Preview Text:
Mailchimp and mimi media training

Make any changes you need to and check again.

Send a test email

Once you are happy with your email send a test. You can do this in the content editor or in the
information page. In the content editor it is on the same drop down menu as the preview. You
can type in a specific email or you can send it to the email address you registered with. It is
helpful to ask someone to proofread any emails as it is really easy to misread what you have
written as what you think you have written.

Schedule and send
Once you have proofread your email and checked the email information is correct and you are
ready to send navigate to the main page for the email. Double check all the information is correct

and read the information about the link and social sharing. It is useful.

When you are happy the email is ready you can press send.
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o

High Five!
"test - mailchimp training” will go out shortly.

Your campaign will be sent to 2 subscribers from the audience, "Testers"

View or share your campaign
https://mailchi.mp/17540cb5b511/this-week-at-the-diocese-of-guildford

Track Performance In Our Mobile App

Try these channels to boost your campaign performance by up to 19

—
%‘:-

L
Take your message beyond the inbox with printed

Boost your audience growth rate by 36% with a
landing page postcards

for people to join your audience or buy you

Once you have sent the email it will generate URL and be hosted on Mailchimp, see
https://mailchi.mp/17540cb5b511/this-week-at-the-diocese-of-guildford. You can share this

across social media, on your website or any other channel you wish.
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Reporting
If you have sent an email you can see that email’s analytics by navigating to campaigns and
selecting view report on the far right of the email.

Campaigns [ creoe componn |

Current audience

All audiences v

List View Calendar View

View by Status - Sortby

All

50.0% 50.0% View Report

It is worth having a look around the analytics and familiarising yourself with it. However, as a
quick guide you will want to look at how many people have opened it and what the clock rate is.

Emails will bounce if the email address doesn’t exist or the email was undeliverable. If lots of
people unsubscribe you should consider why this may be.

Openrate 100.0%  clickrate 100.0%
| |

Audience average 70.0%  Audience average 30.0%
2 2 0] 0]
Opened Clicked Bounced Unsubscribed
Successful deliveries 2 100.0% Clicks per unique opens 100.0%
Total opens 3  Total clicks 2
Last opened 4/27/20 4:53PM Last clicked 4/27/20 4:53PM
Forwarded 0  Abusereports 4]

The graph below is a useful indicator of when people are reading your email, which will help you
decide when the best time is to send your next one.
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24-hour performance M Opens M Clicks

Top links clicked is useful to work out what people are most interested in and perhaps where you
have written an exciting and engaging call to action.

Top links clicked

You can view a link map, which shows you on the email where people have clicked, see location
below. It is useful to show you any themes, such as most people clicking on links in the text or on
buttons. Again, this should inform what your next email is like.

Test - Mailchimp Training

Switch report ¥

Overview  Activity v Links  Social E-commerce  Conversations  Analytics360

Click Performance  Click Map
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Imp basics
2 40pm
A bitesize course for sending emails using

Mailchimp

% iff EE_a;'Ping

2 =t} 40pm

A bitesize course that will help you tell good
news stories

anva - doing design simply
P S pr o

A bitesize course for creating simple designs

ocial media training
6b¥riryrermo—rd 40pm

A bitesize course will help you use social
media more effectively

You can also view analytics for your audience and reports. These are held separately in their own
sections on Mailchimp.

Other types of email

You can create other types of email, such as welcome emails for people who subscribe to receive
your emails. These are found under automated emails.
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