
 

 

  

 

Your First 
List 

A digital guide on the whys and how-tos 

of building your first email list. 
 



 

 

 

List Schmist.  Why 
do I even need a 
list in the first 
place?  
 

Your email list is your number one tool for 
communicating with your tribe.  They have signed 
up to your list because they like your vibe, what 
you stand for or know that they will use you in the 
future.  

 

You can email your list about any of the 
following: 

• What you do 

• What’s going on behind the scenes of your life 

• What new thing you’re launching 

• What sale you’re having on products or services 

• What you may be celebrating  
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• What you have learned 

As you can see the list (pun intended) is endless.  People 
sign up to your list because you have touched them in 
some way or they think that they want to keep up with 
you and what you are doing.  They are interested in you 
and your content.  It’s like your own private community 
with a ton of one on one connections.    
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How do I get 
started with this 
list thing? 
 

To start, really think about what are your goals in 
your business right now.  Are you trying to sell a 
product or service?  Are you trying to get people 
interested in who you are and what you do?  Are 
you trying to just make sure they read your blog 
posts every week? 

Write down your goals here: 
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It’s hard to figure out your goals isn’t it?   
 

For me, when I started my business, I really just wanted 
to get the word out about who I was and figure out who 
needed help and what kind of help they needed. So I 
focused on writing blog posts and then my newsletter 
was just a way to make sure that my list got my latest 
blog updates.  Easy peasy. 

 

But now, I also have services that I want to sell, so my 
approach will change.  I will really focus on giving them 
behind the scenes information about me and what’s 
coming and also let them know what my services are or 
what products I may have.  So I will focus on creating 
new content for the newsletter itself, and then just maybe 
let them know that there are also blog posts that I’d like 
for them to check out.   

 

See how my approach and my goals have changed 
based on where I am in in my business?  See how 
that affects the type of newsletter that I want to send 
out to my list? 

Where are you in your business?  And 
how does that translate to what you want 
to send to folks? 
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Another way to think about this, is what action do 
you want your readers to take when they get your 
emails? 
 

For example, if you want to build awareness, you might 
just want the people on your list to read your blog post 
and comment or share them with their community. 

 

If you want them to buy your thing, you may want to tell 
them about the thing and give them a link to your site 
where they can get more information. 

 

What action do you want your readers to 
take after reading your email?   
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Where do I build 
my list? 
 

Once you get clear on what your goals and 
approach will be for your list, you should pick a 
platform to build your list on.  For individuals 
and businesses just starting out, I highly 
recommend either Mailchimp or Aweber.   

You can do very similar things with both but Aweber has 

some additional features around segmenting your lists 

into groups if that is something that is of interest to you.  

List segmentation comes in handy when you have a 

larger list and want to really send some targeted 

campaigns to your people. 

Here is a comparison of AWeber & Mailchimp.  
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Mailchimp  AWeber  

Price Free to use as long as your list of 
subscribers remains under 2,000 and your 
emails sent on a monthly basis is less 
than 12,000. 

$19/month for 500 subscribers or less  

(1 month trial for $1) 

Interface Very user friendly and colorful. They 
have a chimp as their mascot after 
all.  They also have videos to help you 
with tasks. 

The interface is less colorful but they 
have plenty of how-to tutorial videos 
as you go through each step of the 
process. 

Email 
Design 

Multiple editors and ways to design your 
form and really tweak it to match your 
branding and the feel you want your 
clients to have for your business.  You 
can select pre-existing templates or do a 
drag & drop editor to create the email the 
way you want it to look. 

Very similar to Mailchimp in that you 
can choose from a variety of templates 
and then customize. The interface is 
not as colorful but designing the email 
and selecting the options is simple and 
straightforward. 

Sign Up 
Forms 

You can design your sign up form how 
you want it to look and then if you need 
to embed it on a website or html page for 
example, you can choose the type of sign 
up form you want to include on your site. 

There is a large selection of custom 
form designs that you can choose from 
and then tweak to go on your site. 
Then when you get it the way you 
want it, you can either send the link to 
folks or embed the HTML on a 
webpage. 

Support Live chat on weekdays and email support. Telephone, chat and email support 7 
days a week. 
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Which platform do you want to use in your 
business? 
 

 

 

 

 

 

 

 

Still not sure?  Want my recommendation? 
 

For people just starting out with their list, I recommend 

Mailchimp.  It is easy to use, has great design templates 

and it’s free to get started. And seriously, the monkey is 

adorable!  You can always export your list and import it 

into another email system as your business grows and 

your needs change. 
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How do I get 
started? 
 

No matter what email marketing platform you 
sign up for, you will have to create an account.   

They will ask you for a couple of things like: 

• Name 

• Email 

• Address 

• Social Media Information (if you want to integrate 

the two) 

• Payment information (if applicable) 

Then once you’re done with all of that, you will have to 

start by creating your lists and setting up your messages. 

For each email platform, I will show how to get your 

initial list set up and then go through the different 

message options you have.  I will also show you how to 

add the sign up forms to your WordPress site so that 

people can sign up to your list.  
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You can find the how-to videos here:  

http://techbizgurl.com/yfl-videos 

(password: listsaresexy) 
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What do all of 
these terms 
mean? 
 

When you start building your email lists and 
campaigns and such, you might run across many 
terms you may not recognize.  This list should 
demystify some of that email marketing lingo. 

Autoresponder 

An autoresponder is an automated email message (or 

series of messages) that is sent based on some event like 

an open, click or purchase.  For example, for people that 

sign up to your list, you can set up an autoresponder that 

checks in on them and asks them a question 5 days after 

their sign up.   

Campaign 

An email or series of emails designed to accomplish an 

overall goal. 
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Double Opt-In 

The recommended method of building an email list.  It 

requires subscribers (or those who sign up to your list) to 

confirm their opt in by clicking a link in a confirmation 

email. 

HTML Email 

An HTML email is one that matches the design you’ve 

set up for your email templates including colors, graphics 

and fonts. 

List (aka Mailing List) 

The list of email addresses to which you send your email 

campaigns. 

List Segmentation 

When you segment your list, you are selecting a target 

audience or group of people that you want to send your 

message to.  For example, you have a list of 20 people, 

but you know 5 of them LOVE orange juice.  If you want 

to send out a message to your people about a new orange 

juice you tried, you may want to only send it to those 5 

people because you know they’ll be interested instead of 

your entire list. 
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Opt-In (aka Subscribe) 

To opt-in or subscribe to a list means that someone 

WANTS to receive communications from you and they 

will supply their email address, in effect giving you 

permission to communicate with them.  

Opt-Out (aka Unsubscribe) 

When a subscriber does not want to receive email 

communications from you anymore, they will opt-out, or 

request removal from your email list. 

Personalization 

When you personalize an email, you add elements about 

the individual that they have supplied. For example, if 

you start an email saying, “Hi Jessica”, that email has 

been personalized, because you added my first name. 

Plain Text Email 

An email sent without HTML.  The email will look 

“plain.”  But you should give the option of reading 

emails in both formats.  Most often though, their email 

client will determine which version of the campaign they 

receive.   
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Reply-to 

The email address that receives messages sent from users 

who click “reply” in their email clients.  

RSS to Email Campaign (aka Blog Broadcast) 

This type of campaign allows you to automatically send 

site updates, or blog posts to your subscribers without 

having to type up a newsletter every week.  In AWeber, 

this is known as a Blog Broadcast.  To find your RSS 

address, it is typically one of these variations: 

http://yourdomain.com/feed  

http://yourdomain.com/?feed=rss 

http://yourdomain.com/?feed=rss2 

http://yourdomain.com/?feed=rdf 

Subscriber 

The person who has requested to join a mailing list. 

Subject Line 

A word or phrase that identifies what your email message 

is about.  This is what the subscriber will see first when it 

lands in their inbox and it should be designed to entice 

them to open the message. 
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Spam 

Spam is considered email communication that people 

have not asked for.  In other words, they did not opt-in. 

Test 

The process of sending a test email before sending a 

campaign, in which you would send one copy of the 

message to an in-house email address and then review it 

for formatting or errors or improperly formatted links.  

Welcome Message 

Message sent automatically to new list members as soon 

as their email addresses are added successfully. 
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About Me 

Jessica 
Williams 
I’m a Business Sidekick - here to help you take 
those sometimes scary first steps in your 
business by being your guide and your friend. 
 

I’m one part biz consultant, one part tech superhero and 

one part girl-next-door. 

With a Master’s Degrees in IT and Business and a 

background in technology and marketing, I’m like a 

secret weapon for budding online entrepreneurs.  I help 

amazing women entrepreneurs like you start their online 

businesses without getting overwhelmed or paralyzed by 

information overload or geek-speak. 

If you: 
• Need to get a WordPress site up and running asap 
• Are not sure where to start with your email list 
• Want the lowdown on how to start your first class 
• Know you want to start a biz but you don’t know 

what you don’t know 
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I’m your gurl. Tech Biz Gurl that is. 
 
My mission is to make your life a gazillion times easier. 

Have questions or need some help figuring out the next 
step in your business?  Sign up for a free Biz Sidekick 
session and pick my brain.  I promise there will be 
laughter and good times.  Or email me at 
jessica@techbizgurl.com.  
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