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

 

Part 1 

1. Open MailChimp 

2. Enter the login and password provided to you  

 

 

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”  

 

 

 

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” 

 



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  

 

 

5. To add a new band’s contact list, scroll to the end of the group and click “Add Group” 

 

 

 

 

6. Create a new group and title the group by Band name  



 

 

 

Part 3 

1. Next, to import the contact list, click “Import to” on the right hand side of the new group 

created 

  

2. Select import CVS or TXT file 



 

3. Browse and import the new contact list  

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  

 



 

 

7. Once the list is upload, format the cells and click “Complete Import” below 

 


