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LPC websites guidance: How to use Mailchimp 
Mailchimp is an online tool that enables you to send email newsletters out to many recipients. PSNC uses Mailchimp 
to send its email newsletters out to LPCs and pharmacy teams. Other email clients are available but PSNC uses 
Mailchimp and there are also plugins on the LPC websites for Mailchimp. This guide will show you how to setup and 
send emails using Mailchimp. 
 
To send your first email you will need to: 

1. Sign up to Mailchimp; 
2. Create a mailing list; 
3. Create your newsletter; 
4. Send a test email; and 
5. Send your newsletter. 

 

1. Signing up to Mailchimp 
You can sign up to a free account by going to www.mailchimp.com 
 

 
 
 
 
 
 
 
 
 
 

LPCs 

http://www.mailchimp.com/
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2. Creating a mailing list 
You will need to create a list of all subscribers – these are the people who will receive your emails. 
 

 
 
Once you have clicked on the tab, you will need to click on ‘Create List’ in the left-hand corner. You will then need to 
fill in the relevant fields and then create the list. To add subscribers to the list, click on the dropdown button next to 
stats as shown below: 
 

 
To import subscribers into the list, click on import. The following three options will then be given: 
 

 
 
The format your subscriber list is currently in will determine which option you choose to import your subscribers. 



 
 

Page 3 of 8 info@psnc.org.uk      psnc.org.uk      0203 1220 810 
 

3. Creating a newsletter 
Now you are ready to create an email. Note: Mailchimp calls each email or newsletter a ‘campaign’. 
 

 

 
 
The next screen will come up with the subscriber lists you have added. Select the subscriber list you wish to send the 
email newsletter to. 
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Next you will need to select a template to use for your email. You can create and save templates for future use, 
please see the appendix to this guide for details on how to do so. 
 

 
 
Once you have selected which template you would like to choose, you will then be taken to the editing section. 
 
If you have chosen to use a one-off template (rather than one of your saved ones), you will see the screen below: 
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To design your email, simply just drag and drop the different elements on the right-hand side to the left hand side. If 
you select boxed text, the following screen will be available on the right-hand screen: 
 

 
 
You are able to edit and type text here. You can also incorporate different styles and formats to ensure the newsletter 
looks professional. 

 
 
 
You can add an image to your newsletter by dragging an image onto the boxed area or by pressing the browse button 
and selecting an image from your gallery, or uploading a new one. 
 
Guidance on writing and sending email newsletters is available in our LPC Communications Guide. 
 
Once the email newsletter is complete, select the Next button in the 
bottom right-hand corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://psnc.org.uk/wp-content/uploads/2013/07/LPC-Communications-Guide.pdf
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4. Send a test email 
You are able to send the email to any account users linked to your account and also any other external stakeholders 
who may wish to see a preview of the newsletter before it goes out. This gives you the chance to see how your email 
looks and correct any mistakes. 
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5. Sending the newsletter 

Once the Next button is pressed, the following screen should show: 
 

 
 
 
Once you press Send, an additional ‘Send now’ button will appear to make sure you don’t send an email before 
you’ve had the chance to check everything has been set up correctly. Once the ‘Send now’ button has been clicked, 
the email will be sent out to your recipients and you cannot amend it. 
 
 

If you have queries on this PSNC Briefing or you require more information please contact Melinda Mabbutt, 
Communications Officer. 
 
  

mailto:mmabbutt@psnc.org.uk
mailto:mmabbutt@psnc.org.uk
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APPENDIX: Creating a custom template 
To design a custom template that you can use on a regular basis for your newsletter, you need to click on ‘Templates’ 
on the top banner once you have logged in. 
 
To create a new template, click on ‘Create Template’: 
 
 
Once you have clicked on create template, chose what style of starting point for your template:  
 

 
 
The following screen will enable you to design your template as you wish: 

 
 
Once you have finished editing your template, click on ‘Save and Exit’ in the bottom right-hand corner. 
 
You will now have this as a saved template and can use it every time you wish to send a newsletter out. 
 


