


About Superhighways

Providing tech support to 

the sector for 20 years

 Training

 Support

 Consultancy

 Digital inclusion

E-news sign up  https://superhighways.org.uk/e-news

https://superhighways.org.uk/e-news


About you…



Benefits of emailing using Mailchimp 

What 

else??



It’s another way to connect

Hard copy            Vs.               Email



Our training roadmap:

 set up your account

 set up your audience 

 create an email campaign

 view campaign reports

 customise your sign up form

 top tips for better emails

 next steps



Set up your 

account



info@superhighways.org.u

k









https://mailchimp.com/pricing/

https://mailchimp.com/help/about-legacy-pricing-plan/

https://mailchimp.com/help/about-legacy-pricing-plan/
https://mailchimp.com/help/about-legacy-pricing-plan/


What do these features / words mean?

https://mailchimp.com/marketing-glossary/

https://mailchimp.com/marketing-glossary/










You can also connect your social media at a later date – either in the default settings 

for your account for all audiences, or against individual audiences.







This is what you’ll see after…



And then this…



Set up your audience



Audience



Audience



Building your audience

+



Ways to categorise your audience

Tags SegmentGroups

internally 

organise  

your 

contacts

filter your 

contacts 

based core 

data

audience 

fields: 

basic info

*your 

audience 

chooses 

their own 

interests

*You can also create groups for internal purposes and choose not to show on your sign up form. 

However, ‘Groups’ is the ONLY way that individuals can choose their own interests





Audience settings

Don’t forget to tell people where / how they signed 

up or ended up receiving information from you. 

This is where to change the name of any existing 

audiences you have – this is internal 

categorisation (you can change the name as it 

displays on your Sign up Form)



Adding and importing contacts

 Do you have permission?

 Do you have data protection & data 

privacy policy?

 If not, review!



Importing contacts

https://mailchimp.com/help/format-guidelines-for-your-import-file/

https://mailchimp.com/help/format-guidelines-for-your-import-file/


Always 

use 

separate 

fields!





You can manually add or re-subscribe someone if they leave but take care.

https://mailchimp.com/help/resubscribe-a-contact/#Resubscribe_email_addresses_manually


Import a list

Create an Excel spreadsheet

Add the following information in 3 columns with headers (first name, last name, email 
address):

Sorrel Parsons sorrelparsons@superhighways.org.uk

Superhighways Info info@superhighways.org.uk

Kate White katewhite@superhighways.org.uk

Save as ‘Superhighways staff’

 Import into your audience – copy and paste your Excel data

Give the people in this list a tag ‘digital’

Repeat this exercise with some of your own data if you have the time

mailto:sorrelparsons@superhighways.org.uk
mailto:info@superhighways.org.uk
mailto:katewhite@superhighways.org.uk


Archiving versus deleting

Archived

Removed from specific audience

Don’t count towards total numbers

Retain personal data

Easily re-anabled

Deleted

Removed from specific audience

Anonymous data in reports

https://mailchimp.com/help/archive-unarchive-contacts/
https://mailchimp.com/help/delete-contacts/


Sign up forms



Sign up form basics

Build it

Design it



Consider…

What do I need the individual to 

complete? 

What don’t I need because Mailchimp 

does it automatically

What do I genuinely need? 

Start building your form



Where do I go to create a form?

You’ll find sign up forms under 

‘Manage Audience’. 



There are lots of forms to choose from



Click and drag your options



Get more people signed up....

 Link to your sign-up form for your list

 Embed it on your website

 Use the link in an email signature for all staff

 Use the link in your social media

 Think about all your contact points



Start designing 

your email



Email campaign objectives

Impacts on what you design & monitor



There are 

different types 

of campaign. 

Choose email





How will you use automation?



Top tips for your email campaign

Someone they know and trust

Your whole audience or segment?

Short & straight forward



Step 1 – pick a layout 

You only get 5 layouts 

for your free account.



Step 2 – add your content



Step 2 – Preview, test and send



Get organised

Upload your images 
and edit

Create Giphy for 
added animation

Set your default logo 
so you don’t have to 
add it every time



Check out your 

reports



What does good look like for you?

https://mailchimp.com/resources/email-marketing-benchmarks/

https://mailchimp.com/resources/email-marketing-benchmarks/


What does good look like for you?

You can target specific people 
who are interested in your 
work. May be better with an 
email outside of Mailchimp?



Next steps



Nice work but what next?

And a quick jargon busting test!



Some useful links

Getting ready for GDPR https://mailchimp.com/resources/getting-ready-for-

the-gdpr/

FAQs https://mailchimp.com/help/gdpr-faq/

EU / Swiss Privacy Shield https://mailchimp.com/help/about-mailchimp-the-

eu-swiss-privacy-shield-and-the-gdpr/

ICO information on PECR and Electronic marketing https://ico.org.uk/for-

organisations/guide-to-pecr/electronic-and-telephone-marketing/electronic-

mail-marketing/

Plus https://elink.io/p/mailchimp-training-resource

https://mailchimp.com/resources/getting-ready-for-the-gdpr/
https://mailchimp.com/help/gdpr-faq/
https://mailchimp.com/help/about-mailchimp-the-eu-swiss-privacy-shield-and-the-gdpr/
https://ico.org.uk/for-organisations/guide-to-pecr/electronic-and-telephone-marketing/electronic-mail-marketing/
https://elink.io/p/mailchimp-training-resource


www.superhighways.org.uk

info@superhighways.org.uk

Tel: 020 8255 8040

http://www.superhighways.org.uk/
mailto:impactaloud@superhighways.org.uk

