
PART ONE:
Setting Up Your MailChimp Account

What is MailChimp? 
MailChimp provides users with an easy way to design and send 
beautiful emails, manage subscriber lists, and track an email’s 
performance. MailChimp wants to make the complicated part of 
managing and sending emails an easier task for their clients. 
Their services range from simple email marketing to more 
in-depth marketing campaigns such as mobile phone apps, 
social media connects, or automated responders for email 
messages.

How does MailChimp work?
This service can help you send out creative and great looking 
emails by plugging information into easy-to-use templates. Your 
ministry can use MailChimp to communicate with volunteers, 
families, or the church community at large. Here’s a quick glance 
at how to get started with MailChimp:
• Sign up for an account. Check out which services MailChimp 

offers to determine what will best meet your ministry’s needs. 
If you have a contact list of no more than 2,000 subscribers 
and won’t be sending out more than 12,000 emails per 
month, you can sign up for a basic service that’s free. If you’d 
like to add features or have a wider selection of templates, 
you can choose from a variety of paid options that start at $10 
a month.

• Set up a list. Determine who will be recipients of your email 
campaign and create a list either by adding emails manually or 
import a list you currently have in place.

• Set up a campaign. This terminology is unique to MailChimp; 
rather than just viewing your content in a template, they look 
at the entire page from logo to colors to font. If you’re using 
the free service, your email will include a branding icon for 
MailChimp (this is removable if you choose the paid service). 
At this step, you’ll add all of your content for mailing and 
you’ll be able to review how the email will look before moving 
to the next step.

• Accept terms of use. Just before sending your email 
campaign, you’ll sign off on the Terms of Use to make sure 
your email is adhering to anti-spam compliance and require-
ments. Then click SEND!

• View reports. You’ll be able to view reports to see how many 
emails were actually delivered (MailChimp automatically 
removes invalid email addresses), how many were opened, 
and the percentage of click-throughs on any links embedded 
in your email.

Service Extras: 
For a ministry that doesn’t send a high-volume of emails and is 
content with limited template choices, MailChimp is obviously 
very affordable. There are Webinars to train you, and you can 
download helps for a variety of their services offered. There are 
also customer service folk ready to help via chat and email.

For more information about email marketing and other services 
provided by MailChimp, go to www.MailChimp.com.

PART TWO:
Using Email Templates with MailChimp
We want to make sure you are able to send out these emails, so 
that you look amazing! Follow the steps below:
• Sign up for a MailChimp account (see PART ONE).
• Login to your account.
• Open the MailChimp Template Link pdf for the email that you 

want to send and click the hyperlink in the blue box
• POOF!!
• You should now see that your template is in MailChimp, ready 

to be edited, pretty magical, huh?!
• At the bottom of the page, you will see the option to edit 

design or edit code.

Now you are ready to create your lists and campaign.
• Choose “Lists” either choose your list or create a list.
• Choose the list you would like to send it to then hit “next”
• Select “Create Campaign.”
• Choose “Regular ol’Campaign.”
• Name your Campaign, and scroll down and fill out the rest of 

the info, then click “Next.”
• You will find your edited Template under “Saved Templates"
• Click on “Confirm.”
• Review everything to make sure you love it!
• Click “Send."
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