Mailchimp Import Instructions to the Biqg List (Green Light Go PR Artist Updates)

Part 1
1. Open MailChimp
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3. Once logged in, select the “Lists” tab on the left hand side of the screen.



Part 2
1. Once on the List page, scroll down and click “Green Light Go PR Artist Updates”
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2. After clicking “Green Light Go PR Artist Updates,” you will be able to see a list of all your
subscriber contacts. At the top of the page, select the “Manage Subscribers” drop down
arrow

3. Click “Groups”

Lists -
Green Light Go PR Artist Updates 1,064

Stats v Manage subscribers v Add subscribers v Signup forms ~ Settings v Q

/'y Janelle >
View subscribers
] Campaigns View su
Unsubscribe people
= Segments + Export List Toggle Columns v
|Z=| Templates Groups
|
Segments 1-100 of 1,064 >
Lists
DN SubscnberExpons First Name Last Name Company Send me information ab
« I 4
[EI Reports Delete all subscribers
charmir Paul Kerr Kerr The Devil Has The Best Tuna Client News
tomeri@allimusic.com > Tom Erlewine All Music Guide Client News
=] Autoresponders “



4. Next, you'll be directed to the Groups page. Under the group labelled “Bands”, select
“View groups” on the right hand side of the page
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5. To add a new band’s contact list, scroll to the end of the group and click “Add Group”
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6. Create a new group and title the group by Band name
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Part 3
1. Next, to import the contact list, click “Import to” on the right hand side of the new group
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2. Selectimport CVS or TXT file
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4. Add contact to the selected group(s)

5. Scroll to the end of the list and check the Auto-Update my updated list
6. Click Upload List
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Auto-update my existing list (Slows the Import process)
If MailChimp finds a subscriber in your import that is already on your list; it can
update the subscriber's info for you. This is particularly useful if you have an
existing list that you are trying to keep synced with an external list. Choosing this
option will make imports on existing lists much slower, so only select it if you have
new profile information that you need updated.
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7. Once the list is upload, format the cells and click “Complete Import” below
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Now let's match the columns in your uploaded list to your MailChimp list.
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