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How to setup Mailchimp 

Go to www.mailchimp.com. Click on the option “Sign up for free”.  

 

Once your account is created you will see the following screen. 

 

Check your email and then go and activate your account. 
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Complete the information screen. 
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Now you need to create a list. 

 

Click on the ‘List’ option and select ‘Create List’ 
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Now once your list is created, you need to create a signup form for your website. Click on 

Lists again and then select the Down Arrow to the right of the list. Choose signup forms. 
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There are several types of forms to create depending on what platform you are using. 

 

Click on the option ‘Embedded Forms” 

 

 

You can now add the signup form to your website by copying the html code provided ion 

your home page or could you could use the following plugin to install the code on your 

site. 
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WordPress List Subcribe Form. 

Create an Auto-responder. 

An auto-responder is a message that gets sent immediately to your subscriber once they 

have confirmed their email address. This is the message where you will send them a link 

to ownload your free chapter or gift that you offered on them on your website. 

Autoresponder >> Create Autoresponder >> Select the list you want to send to. 

 

Click on Next and select the options you want. Click on Next again. 

 

 

http://wordpress.org/extend/plugins/mailchimp/
on: http://wordpress.org/extend/plugins/mailchimp/
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Complete the campaign name, email address etc. 

 

Click on Next again. Now you will design the email itself. For the sake of speed, just select 

a premade template. You can come back later and redesign if you want to. 

 

There are lots of options to choose from.  

 

N.B. Upload the free pdf onto your website using media upload (WordPress) and then get 

the link to the file. You will need it to insert into the body of your message. 
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When you click Next, you will get a chance to edit the plain text version of the email. 

 

Now all you need to is confirm that everything is right and then you click on ‘Start Auto-

responder’. Every time someone signs up on your list they will automatically be sent this 

email and you do not have to worry about it ever again. 

 

Great. You are on your way to building up an important asset to your online business. If 

you have any questions please feel free to contact me. 

Di Heuser 
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