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GETTING STARTED: CREATE AN ACCOUNT
1. At www.Mailchimp.com, click on the "“Sign Up Free"” button to begin
creating your account.

Q E Log In Sign Up Free

2. Complete the “Welcome to Mailchimp” form, filing out the following

form:
- .
Welcome to Mailchimp
Find your people :A":J‘—")" your customers. Build your brand Do it all with
Mailchimp’s Marketing Platform. Already have an account? L
Email
Username
Password & Show

Email: Enter the chapter email provided to you by the Ice Age Trail Alliance. (If
your chapter does not have one, you may request one, or you may use the
email address of the email account your chapter has set up.)

For example: BlueHillsChapter@iceagetrail.org

Note: a benefit of using an email with the iceagetrail.org domain name
(versus gmail.com, yahoo.com, etc.) is that the emails you send are less
likely to interpreted as spam by other email providers.

Username: Enter your chapter’'s email provided to you by the Ice Age Trail
Alliance (or use another user name of your choosing).

Password: Enter a password agreed upon by your chapter leadership.


http://www.mailchimp.com/
mailto:BlueHillsChapter@iceagetrail.org

NOTE: Please share the email/username/password information with your
chapter’s leadership. Ideally, this account information will be stored on a
spreadsheet maintained by the Chapter Coordinator or designee.

3. After clicking on the "“Sign Up” button, Mailchimp will send you an email
containing an “Activate Account” button.

4. Click on the "Activate Account” button for confirmation.

5. Mailchimp will then open another window (be patient, it could take a
moment or two) where you'll need to confirm that you are NOT a robot.

ACCOUNT SET UP
1. Select a PLAN: Choose the FREE account option, and click “Next” button.
2. Fillin the form, allowing you to set up an account:

Let's set up your account

First Name Last Name
Lysianne Unruh
Business Name
lce Age Trail Alliance
Website URL

iceagetra re

o
Import my branc ‘f"\‘ Get custom designa

Phone Number
6087984453228

1t’s OK for Mailchimp to call me about special offers and services

See fields:

First Name: Your first name

Last Name: Your last name

Business Name: [Name of Chapter] of the Ice Age Trail Alliance
Website URL: Iceagetrail.org (optional)



Click on “Import my brand”
Phone number: (optional)

Click on “Continue”

Add your address: Use the address determined by chapter leadership or
the IATA address.

Add your address

hv? Baliewa it Or noL we need & ¢ H = 10 Maks sure

your mrmails comply with international aoth Seam laws

official business address? Learn about phynical addrezs altematives

Addresa line 1 (Street address or post office box)

2110 Main Sireet

Address line 2

PO Box 128

Chty State [ Province / Ragion

Cross Plaing Wisconsin

Lip ! Postal code
53528

Country

Confirm list of CONTACTS: Say “Yes” and select mailing list size.

Tell us about your

who signed up to Moetya Markonng emal

¥ those who wolely receive transactional

amalle, Learn more about Mallchitmg coatact tynes

Do you have a list of contacta?

How many email contacts do you have?

501- 2,000 ~



Note: You may customize your experience: Select radio buttons as shown below.
(Answering the first question generates the second question.)

Help us determine the
best experience for you

Do you sell peoducts or seevices online?

Products

@ Naithar

Do you intend to sell products or services online in the future?
Products
Services
Both

®) Naither



GETTING STARTED: CREATE YOUR FIRST EMAIL

Mailchimp Resources:
hitps://mailchimp.com/email-design-guide/

hitps://mailchimp.com/help/create-a-reqgular-email-campaign/

hitps://mailchimp.com/help/design-an-email-classic-builder/
(This step-by-step guide includes useful video demonstration.)

Account’s all set up.
Let’sdivein.

What would you like to create? More hings t crasts I o this fit

Email Automation Wobsito

K- ‘; \ ‘ S ”v
; > : - o ’ .‘%":

1. Select the “Email” option by hovering over the word “Email”.


https://mailchimp.com/email-design-guide/
https://mailchimp.com/help/create-a-regular-email-campaign/
https://mailchimp.com/help/design-an-email-classic-builder/

2. Select an email template.
Note: This module opens up in “Layouts” with an array of options

presented under “Featured” and “Basic”. There are two basic template
option available in the FREE Mailchimp version.

Basic

1Column 1 Column - Full Width

3. Choose 1Column - Full Width, and you'll see the following:

View this amall In your browser

Logo

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
"design” tab to set background colors, borders, and other styles

If you need a bit of inspiration, you can see what other Mallchimp users are
doing, or learn about email design and blaze your own trail



4. See the right-hand side of the screen for two tabs worth of options:

Blocks o@ Style

Page

Preheader

Header >
Body >
Footer

Mobile Styles

Referral Badge >

5. Choose (click on) the “Style” tab to start, and you're presented with these
opftions:

’ “es i

+++ Blocks ! Style

Text Boxed Text Divider Image Image Group



6. The Style options are where global font and color options are set. For the
most part, you may leave these as they currently exist. However, click on
the “Body” arrow (to the right) to open the options listed there.

Note: The Alliance uses the Tahoma font, 16px size and black #202020
color as shown below:

Body Text

Font

Tahoma ~

Size Color

16px v B 7202020

Line height

11/2 spacing v

7. When you've made your changes, click the “Save” button.

8. Go back to “Blocks” to begin laying out your email.

Logo

It's time to design your email.

Now that you've selacted a template, you'l define the layout of your emall and
give yowr content a place to live by adding, rearranging, and deleting cortent
blocks

When you're ready to change
"design” tab to set backgroun

2 look of your email, take 3 look through the

olors, borders, and other styles

If you need a bit of inspiration, you can see what other Mailchimp users are

doing, of leam aout email desan and blaze your own trail



9. To delete blocks you don’t want, hover over the block and click on the
trash can symbol. (See image below #10.)

10. To move blocks to a new location, grab the “cross” icon on the left-hand
side and move the entire block where you want it to go. (See image

below.)

It's time to design your email.

how that you've salectad a tamplate, wou'l dafine the layous of your emai anc
awve your cackent a plaoe b Ive by adding, rearranging, and deleting cantent
Liocks

‘When youre reardy ta change the loak of your amall, teke a lack throagh the

10



11.To add the blocks you want, left click on the feature you'd like to include.
Hold down on your mouse, and drag the feature into the design area until
a blue “Drop block here” box appears. Moving your mouse up and down
will change the location of where the new feature will be placed once
you let go of your mouse.

Drop block hene

It's time to design your email.

oo that you've sekctad & detire the layedt of your emal and
Qe your cortent a place ke rearrangirg, and daletirg content
Hoxck:

TIP: Things to consider when creating your email newsletter:
e Resize the photos you will use prior to uploading them to
Mailchimp.
¢ Know how many sections of information you will have.
e Determine how to distinguish these sections of information from
one another.

Note: Basic Newsletter Layout:

A. Header photo

B. Welcome and Intro

C. Body of newsletter containing primary information (suggestion of
Image Card or Image + Text)

D. Boxed Text for secondary information, i.e. upcoming events, etc.
(choose Alliance colors for background). The benefit of boxed text
is the need for fewer photos.

E. Ice Age Trail Alliance logo

11



12.Drag “Image” and drop it into the "Header” section of the email design
areaq.

13.Click on “Drop an image” to open the right-hand panel. (See image
below #14).

14.Click on “Upload An Image” to do just that. (See image below.) Ideally,
you will have resized the image you want to use (we recommend a 3:2

ratio image at 600X400 pixels).

Image Set Dynamic Content

7 Content Style Settings

Drop an image ~
P i #{"Croative Assistant [N
E3 N

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

15.Now it's time for the Welcome and Infro section (a.k.a. “It's time to design
your email).

Set Dynamic Content

Text
/' Content Style Settings
B I U e chMi=i= My @ Clarsiles <> :
A- M- B & MergeTags~ ¢ P = = = = oy

' . . .
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 emall, take a look through the “design” tab to set background colors,

borders, and other styles

If you need a bit of inspiration, you can sag what other Mallchimp users are doing, or learn about emall deslgn and blaze

your own trail

12



TIP: Clear the text in the open box by highlighting it and deleting it. If the
previous text formatting remains a problem, click on the “Clear Styles”

button (see above image).

16.To personalize your newsletter greeting, you may insert the “Preferred
Name" merge tag *[MMERGE6]* into your salutation line.

Tek[ St NMiyrosernee: Contnnl
;=./_.¢ Cordent rye Settings
B 1 UG BMiZic g e v
A-TF | L Mo e (R S5 L &

d Yame -
Dear fHarw

L% e
A wloart voranmom Disdoo sont e wiree Sar bits tewum ST 29000 NuTt 1 cndheatane Paierpuniserom ul v
uptamitg event or ntahe Bz

2 Mar

.

Note: the “Preferred Name” merge tag will not appear as an option in the
dropdown menu until you've uploaded your first list of contacts with
“Preferred Name" as a column label. SEE PAGE 24 - 31 Uploading

Contacts.

13



17.Continue to drag and drop the elements you want to use to create your
newsletter.

View thiz amall i your browsor

Dear *|MMERGE6]*,

A shaort welcome helps set the tone for this ssue of the newsletier. You may
want to underscore the Importance of an upcoming event or initiative.

Drop an image

" Creative Assistant

The "Image + Text" box feature is an attractive way to highlight the main
article of your newsletter,

18.To insert or upload an image for an image block or “Image and Text”
block, click on the “Browse” button.

19.The Content Studio is opened and you will be able to upload photos and
logos.

14



20.Choose the “Upload” button

Sort by Newest First

Note: Ideally, you will have resized your photo before uploading it.

TIP: The IATA recommends images sized in a 3:2 ratio and 600X400 pixels.
This sizing allows the email to open faster on phones and desktops.

21.0nce you've dragged and dropped an element into your newsletter
design areaq, you can hover your mouse over it until the “editing pencil”

to upload a photo.

X

Upload -

icon displays. Click on the editing pencil to upload photos, insert text, and

SO much more.

postion and sel olher shyles,

Inpus coption text here. Usa tha |
prashion sl sel phher shyies,

Drop an Imags

< Crosthe Assistant

ahack's Settdros tab to dhange the captin

15



22.Click on the “Style” button (see blue button below) for additional font
opftions: style, size, color, etc.

Note: For consistency sake, the IATA recommends the Tahoma font sized at
16px and line height 1 2 spacing. The font color may range from #222222 to
#202020. However, we recognize there may be situations where the
information you are conveying may require need something else.

Image + Text Set Dynamic Content

Content : 06 Style Settings

16px v B 222222

1]
1]}

Image style
Border

None

Rounded comers

O Mare

Apply to all existing Image + Taxt blocks Undo

20 sscongcs

Save & Close we'll autosave avery

16



23.Clicking on the "Settings” button (the blue button) allows you to change
the number of images, the image position, and image alignment. These
settings may be altered to reflect the needs of your communication.

Image + Text
Content

Image + Text settings

Number of images

Image position

Left Right Top Bottom

Image alignment

Left Center Right

Set Dynamic Content

@ Settings

17



Note: The example below of “Image + Text” box is a continuation of the
newsletter on page 12.

Dear *|MMERGEG6|*,

A short welcome helps set the tone for this issue of the newsletter. You may
want to underscore the importance of an upcoming event or initiative.

Y ey R e =g LSO i, NS

e i~ P ~

The "Image + Text" box feature is an attractive way to highlight the main
article of your newsletter.

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

Consider using the "Divider" element to help distinguish information blocks.



24.The “Boxed Text" element is also a good way to help draw attention to
certain information.

This is a Boxed Text block. Use a contrasting background to draw
attention to this content.

Consider choosing background colors in line with the IATA brand

guidelines:
Blue = #0077d4
Yellow = #fbdeda
Brown = #563f23

Boxed Text Set Dynamic Content

Content \ £33 style Settings

R SES AT R | Yok ANy Lo BN D (X L e
Text style

Font

fahoma

16px v Liidilii

Line height

Not specified

Container style
Background Remove
B #0077d4

Border

None v

Apply to all existing Boxed Text blocks Undo

19



25.Brand Colors:
Blue = #0077d4
Yellow = #fbode4da
Brown = #563f23

Text colors
White = #ffffff
Black = #000000 or #202020 or #222222 (many variations on shade)

26.At the end of your email you will want to include the Ice Age Trail Alliance
logo and update the social media icons with your chapter’s information.

Image Set Dynamic Content

‘ ?f Content Style Settings

lce Age Trail Alliance.png
612 =512
Replace - Edit - Link - Alt

ICE AGE TRAII

"'::;:jf"Creative Assistant MNew

Image display size

' O

10% 100%

27.Hover over the social media icon element and click on the “editing
pencil” and fill out the form with your chapter’s information.

20



28.Replace the generic addresses (hitp://www.facebook.com) with the
correct address to your chapter’s social media account.

Note: Click on the Circle with an X to remove the social media options not
applicable to your chapter and add the ones that are.

Social Follow Set Dynamic Content
5/ Content Style Settings
E E Twitter v @

Twitter URL or username

http:/fwww.twitter.com/

Link text

o Facebook ~ ®

Facebook URL

http:/fwww.facebook.com

Link text

Website v @
Page URL
http:/fmailchimp.com
Link text

Website

Add Another Service

21


http://www.facebook.com/

29.When you're ready to SAVE (or SEND) your email, click on the “Continue”
button in the upper right-hand corner:

Style Comments

30. To save yourself some future effort, you may save the email you created
as a Template, and reuse the design again.

Template + Continue

‘ Il Blocks Switch templates Comments
Save this design as a template
Text Boxed Text Divider Image Image Group

31.You may also choose to “Replicate” or copy a previously sent campaign.
Select the campaign you want to copy from your list of previously sent
emails. The down arrow next to the “Edit” button will offer you the option
to replicate.

Edit v

Note: you will need to edit the name of your campaign, update the “To”,
“From”, “Subject”, and the design of the email.

22



32. To create future emails, you will access your layout and design options
from the dashboard.

{g {g Campaigns X

All campaigns
g3
4:

% Email templates

4".‘ Reports
[ IS
= =
8o og

Jo)
Jo)

23



CREATE AN EMAIL FROM AN EXISTING ACCOUNT

1. Log into your chapter’s Mailchimp account.

2. Choose “Campaigns” (the megaphone symbol) or the “Edit pencil” to
get started. (There are generally two ways to achieve the same end in
Mailchimp.)

fg Campaigns 4

All campaigns

Email templates

* BQ

Reports

a0

[l

3. If you choose “Campaigns” click on the “Create Campaign” button or
see #4.

4, If your chapter has an established template, you may use it (see “Email
templates” in the above image).

24



5.

Or you may choose to “Replicate” a previous campaign by choosing the
down arrow next to a campaign that has a format you want to use.

Note: If you choose to replicate (or copy) a previously created campaign,
you will want to make sure you edit the plain-text version of your new
email before you send it.

Begin creating your new email. See pages 7 — 23 for more details on how
to design your email.

Tip: Review these Mailchimp resources:

https://mailchimp.com/help/design-an-email-classic-builder/

https://mailchimp.com/help/create-a-regular-email-
campaign/

25


https://mailchimp.com/help/design-an-email-classic-builder/
https://mailchimp.com/help/create-a-regular-email-campaign/
https://mailchimp.com/help/create-a-regular-email-campaign/

AUDIENCE (Types of Contacts):

* When using Mailchimp as a chapter, your list of contacts (or audience) is
generated from your chapter’'s membership roster.

* You may request this list as an Excel spreadsheet from the IATA's Membership
Coordinator.

* Request the spreadsheet as a CSV file.

Note: Access the Audience dashboard from the sidebar menu (see the
grouping of four bubbles).

I‘ r C & > @ Audience <

Audience dashboard
All contacts

Signup forms

> BQ

% Tags
OA;
[~ Segments
R
= Surveys
—
T .
og
’;: oo Preferences cente m
Q Q Inbox

26



IMPORTING CONTACTS

Mailchimp Resources:

https://mailchimp.com/help/import-contacts-mailchimp/

Mailchimp's import tool helps you add contacts to your account.
The file import process has two parts:

1. First, you'll prepare your spreadsheet of contacts outside of Mailchimp
and save it as a CSV file.
2. Second, you'll upload the information into Mailchimp.

SPREADSHEET PREPARATION:
Note: We recommend your spreadsheet contain the following columns:

First Name, Last Name, Preferred Name (nicknames, etc.), Address, City, State,
and Zip code (and the optional tag “Member” would populate column “I'" with
“Tag” as the heading).

A B C D E F G H |

1 |First Name Last Name preferred Name emall Address City State Zipcode

2 lane Doe Janey |aneyl@yahoo.com 2110 Main Street Cross Plains Wi 53528

3 John Doe Johnnie lohnniebgood@yashoo,.com 2110 Main Street Cross Plains Wi 53528

4 Karla Schmarla Karla karlawithak@gmail.com 2111 Main Street Cross Plains Wi 53528

§ Joeseph Jeffery Joe-Joe nanwith2firstnames@gmall.com 2111 Main Street Cross Plains wi 53528

6

7

SAVING SPREADSHEET AS A CSV FILE:

If you haven't saved your chapter membership list (Excel spreadsheet) as a CSV
file, you will want to do that before you choose the upload your contact list.

To save your spreadsheet as a CSV:

a. Open the spreadsheet and click on “File”

27


https://mailchimp.com/help/import-contacts-mailchimp/

b. Choose “Save As” and choose the folder you were working in or use
the “Browse” feature on your computer to help it know where to
save the Excel file (which will become a CSV file).

c. Then, once the location window opens up, you may want to
rename your spreadsheet adding “CSV” to the end of the file name
so you can find it later, otherwise just click on the dropdown arrow
under “Save as type” which gives you two CSV options.

d. Choose the one that reads “CSV (Comma delimited)”.
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UPLOAD SPREADSHEET:

8. If you are setting up your account for the first fime, then, the when and
how of adding (uploading) your contacts (and access this information)
could look one of two ways:

® Account’s all set up. £ s <
Lets dive in.
Audience dashboard
% All contacts

° Your email is looking good!
Pa\c Signup forms

E—E Tags
@ Add your contacts

] Segments
Upload your audience data, get insights l =

When you bring all your contacts into Mailchimp, we'll show you insights

from your data that help you market smarter, é} g
urveys
Import Your Contacts 1'll do this later
e - -
oo Preferences center
@\ Inbox
Launch

From here you will be directed to “Add Contacts” or “Import Your Contacts”.

29



9. You will arrive at a screen that looks like this:

How would you like to import your contacts?

Not sure how to format your file? Learn how

‘,' Upload file

Ipload a CSV or tab-delimited TXT file

i"' Copy and paste

opy and paste contacts from a spreadsheet.

Continue to Upload

10.  Choose to upload a CSV file and click on the “Continue to Upload”
button and you'll see this screen:

Upload your contacts

@

Browse

Continue to Organize

11.  Click on “Browse” and locate the CSV spreadsheet on your computer.
Once the name of the spreadsheet shows up in the box (where the
“Browse" is located), then you can click on the “Confinue to Organize”
buftton.

30



12. Choose “Subscribed” from the dropdown menu and check the “Update
any existing contacts” box and click on the “Continue to Tag” button
which will take you to the screen below.

Note: Learn more about tagging:

https://mailchimp.com/help/getting-started-tags/

https://mailchimp.com/help/send-tags/

Organize your contacts

Select a status

Subscribed v

When you choose the "Subscribed" status for your contacts, it indicates that you've gained

permission to market to them. Learn more about the Importance of Permission.

Update any existing contacts
If any imported contacts are already in your audience, we'll automatically replace their information

with the data from your import. This option may make the import process take longer.

Continue to Tag

31
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13.  Type “Member” in the box to properly tag your contacts and click on the
“Continue to Match” button.

Tag your contacts

Easily organize your contacts using simple words or phrases that make the most sense to you.

Search for or create tags Choose from popular tags

Customer 2021 Staff Influencer
Member v

tart typing to add a custom tag

14.  You will need to make sure all the column labels you have in your
spreadsheet are recognized by Mailchimp. In the example below, the
“Preferred Name"” column needs tweaking.

Match column labels to contact information

4 contacts were recognized in this file

/. First Name /. Last Name 4. Preferred Name (D /. Email Address

lane Doe Janey
Johr Doe Johnnie
Schmarla Karla karlawithak@gmail.com
L]

4 columns will be imported. 4 columns will not be imported.

Finalize Import

32



15.

Hover over the “editing pencil” icon and click in the bright orange box.

An “Edit column label” box will pop up. Select the down arrow next to
the “Address — Street Address (ADDRESS)” line. Choose “Create a new
field”.

Addreee - Streel Address (AOCHESS)

Country (ADD
Prors Nurmber (FHONE)
Dirthdzy (RTHIDAY)
Taps

Opr in Confiematian Tima
Opt-in Confirmaticn IP Accrese

33



16. The following box will pop up:

Edit column label

Select a field for this column

Create a new field...

Create a field label Required

Select a data type

Text

17.  Type “Preferred Name" into the “Create a field label” box. Click the
“Confirm” button.

18.  REPEAT the above steps with all the columns whose labels do not match.

19.  Click “Complete Import” button as your last step.

20. You may be invited to start a *Campaign” (or email).

34



SENDING EMAIL

1. Complete (or edit as appropriate) the “To” and “From” fields.

2. You will want to check the "Personalize the “To" field” box and add the
correct merge tags, as suggested below.

3. You will want to choose the correct Segment (All subscribers in audience)
or Tag (Members, or any other tag you assigned audience members).

To

Audienoe Segment or Tag

Parsonalize the *To" fiekd - Reconwmended for you e

4. Fillin or update the Subject.

35



5. Make sure you've edited the plain-text version of your email. When you
click on the option to “edit”. This opens up the screen you see below.
Choose “Regenerate From HTML". This action synchs the HTML code with
the visual version you've just created.

Edit Plain-Text Version X

#|MC_PREVIEW_TEXT|* -

View this email in your browser (*|ARCHIVE|*)
Dear *|MMERGEG|*,

A short welcome helps set the tone for this issue of the newsletter. You may want
to underscore the importance of an upcoming event or initiative.

The "Image + Text" box feature is an attractive way to highlight the main article
of your newsletter.

Consider using the "Divider" element to help distinguish information blocks.
Consider cheoosing background colors in line with the IATA brand guidelines:
Blue = #@B877d4

Yellow = #fhdeda

Brown = #563123

*%* Facebook (http://www.facebook.com)
¥* Ice Age Trail Alliance website (https://www.iceagetrail.org/)

% Fmail fmailta:Tucianmal@ld canmatmas ]l aned e

Cancel Regenerate From HTML

6. You may choose to send immediately. (The option to schedule an email
requires an upgrade from the free account.)
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