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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
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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.

Click on the List tab on the left-
hand side of the page.

Campaigns Templates jsts Reports Automation

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

Where do you want to import subscribers from?

(@) CsV or tab-delimited text file
Import contacts from .csv or .txt files

Copy/Paste from file
Copy and paste contacts from .xls or .xlIsx files

Integrated service
Import contacts from services like Google Contacts, Salesforce, Highrise, Zendesk,
and more. Learn more

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

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

Dashboard B Ereste Cormpaign |
Click “Create Campaign”
in top right-hand corner
Choose A Type Of Campaign To Send:
Regular Campaign Select
Send a lovely HTML email along with a plain-text alternative version,
Plain-Text Campaign Select
Send a simple plain-text email with no pictures or formatting.
A/B Testing Campaign Select
Send up to three variations of a campaign to test the best subject line. from name. emall content. or
Lime/day 10 Send Campaigns.
RS55-Driven Campaign Select

Send content from an RSS feed to a list.

Select “Regular 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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The campaign name is just the \
name you will see in your account.
Choose something simple and easy
to use for reference (e.g.

Mowvember contractor newsletter)

The email subject should be what you
want the recipients to see in the subject
line when they receive the email

k\

You can choose what name the recipient sees and what

email address it has been sent from. Note: This is also used
for replies so use the general LPC office email address
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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.

Select a Template

Basic

Themes  Saved Templates

1 Calumn
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——
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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:

It's timae to design your email,
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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:

Boxed Text
Content Style Settings
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[This is a boxed text block. You can use it to draw attention 1o impartant content.

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

Drop an image here

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.
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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.

Click on ‘Preview and Test' button to get
a list of options to test and preview your
email.

Enter preview mode
P Click on "Send a test email’ button to get

‘_________________._._.—-—-—- the test email setup box
Send a test email

Push to MailChimp Mobile

Run Inbox Inspection

Social Cards

Send a Test

| »

Send a test to

Comma separate emails to send to multiple accounts

v Also send to the following account users

Mitesh Bhudia
MBhudia@psnc.org.uk

Send Test Cancel
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5. Sending the newsletter
Once the Next button is pressed, the following screen should show:

You're all set to send!

List iy
Suypect Line t
Reples ik
Tracking lan
Click here to send
HTML fﬂl'.ll-ll N ldn the newsletter
out straightaway
Piodn-Feer Emnall Kk

Ermail Authembication (£

Sockal Covs

If you wish the newsletter to
This is a checklist to ensure be sent out at a specific time,
everything is ready for the you can schedule it here

newsletter to be sent out

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.

D GED G D G G D aan
Page 7 of 8 info@psnc.org.uk psnc.org.uk 0203 1220 810


mailto:mmabbutt@psnc.org.uk
mailto:mmabbutt@psnc.org.uk

€ o0

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.
Create Template

Once you have clicked on create template, chose what style of starting point for your template:

Sedect a starting point for your template

To create a new template, click on ‘Create Template’:
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The following screen will enable you to design your template as you wish:

It's time to design your emall

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.
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