
Mailchimp Press Release Instructions 

 

1. Open MailChimp 

2. Enter the login and password provided to you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Once logged in and you’ve created/edited your press release on the “Templates” page, 

you are ready to send a Press Release. 

4. Under the “Edit” drop down arrow next the the desired template, select “Send Campaign”  

 

5. Select the list “Green LIght Go PR Artist Updates” 



 

6. Send to a New Segment 

 

7. Under “Subscribers match” select “All” 

8. Under the Date Added drop down arrow select, “Groups: Bands” 

9. In the last column select the Specific Artist 

 



10. If sending to the “client news”  group as well, you would add condition and repeat the 

same process and select “client news.” 

 

11. Double check to make sure the # of contacts is correct. 

12. Click “Next” and continue filling out the Campaign information.  


