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Agenda
•Welcome

•MailChimp Demo

3



AAUW California Technology Peer Group, April 2018

5 Easy Steps
1. Create an account

2. Create a mailing list

3. Create an opt-in process

4. Create a campaign

5. Send (and resend) your campaign
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Create an Account

5

1. Open Mailchimp
2. Choose “Sign up for Free”
3. Fill in the entry form
4. You’ll receive a confirmation email
5. Activate your account
6. Confirm you are human!

a. Enter your name
b. Type of business, website, address
c. Indicate if you sell products
d. Connect your social media

7. Kickstart your use by signing up for assistance
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Create a Mailing List
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You’ll already have a 
starter list with the 
name of your 
organization. You can 
use this one or add a 
new one.
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Create a Mailing List
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Create a Mailing list
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Import a Mailing List
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Format and Select Your List

• Save your excel file as a CSV file

• Mailchimp only requires an email address

• You can have additional fields such as first name, last name etc.

• https://kb.mailchimp.com/lists/growth/format-guidelines-for-your-import-file
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https://kb.mailchimp.com/lists/growth/format-guidelines-for-your-import-file
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Match Columns
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Import Your File
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You’re Ready to Go!
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Create a Subscribe Form
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Create a Subscribe Form
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Create Your First Email Campaign
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You can choose a layout or a theme

Choose a Template
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Add Content to Your Email
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Resolve Issues and Test
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Update your Social Media Info
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Send Your Campaign
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Resend Your Campaign
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Resend Your Campaign
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How Did You Do?
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Resources

• Youtube Mailchimp Demos
• https://www.youtube.com/watch?v=Bf76_5usJaE
• https://www.youtube.com/watch?v=KNTi3taqZDk
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https://www.youtube.com/watch?v=Bf76_5usJaE
https://www.youtube.com/watch?v=KNTi3taqZDk
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Download a Logo 
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1. Go to AAUW.org
2. Click on MSD (you will 

have to log in)
3. Choose your branch 

(if you are a dual 
member)

4. On the left side - 
choose Logo
a. Enter CA as State 
b. Pick your branch 

from the drop 
down



AAUW California Technology Peer Group, April 2018

Download a Member Roster
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1. Go to AAUW.org
2. Click on MSD (you 

will have to log in)
3. Choose your 

branch (if you are 
a dual member)

4. On the left side, 
choose Member 
Roster
• Download CSV 

file


