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How to download your Faculty member list
You can download your Faculty member list, but it's important to remember that emails to 30 or more recipients should be sent

through a bulk email service like Mailchimp rather than Outlook to prevent your email ending up in the recipient’s junk mail. 

Step 2: Click 'all contacts'Step 1: Click 'audience' 
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How to download your Faculty member list

Step 3: Click 'export audience' 

Step 4: Click 'export as CSV' 
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Step 5: Click the zip file at the

bottom left side of your screen

How to download your Faculty member list

Step 6: Double click on the excel

file and your list will display
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How to hyperlink a to a document
When using Mailchimp you can't attach documents as you would in outlook, you'll need to add them as hyperlinks.

Step 1: Highlight the text you want

to hyperlink to a document 

Step 2: Click the hyperlink icon 
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Step 3: Click into the drop down

menu

Step 4: Choose the file option at

the bottom of the list

How to hyperlink a to a document
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Step 6: Find the file you want to

upload and double click

Step 5: Click 'upload'

How to hyperlink a to a document
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Step 8: Your document will now be

loaded as a link

Step 7: Click 'insert'

How to hyperlink a to a document
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How to check who has unsubscribed 

Step 1: Click 'audience' Step 2: Click 'all contacts'
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Step 3: Click 'new segment' Step 4: select 'unsubscribed'

How to check who's unsubscribed 
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Step 5: Click 'preview segment' and your unsubscribed

contacts will  display

How to check who's unsubscribed 
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Step 1: Click 'campaign's

How to check your email stats 

Step 2: Click 'all campaigns'

Step 3: Find the email you want

to check and click 'view report' 

Page 11 
Version 1: 7 October 2021



Features of your email stats

Number of recipients
Number of people

who opened the email
Number of people who

clicked on the email 

Who has unsubscribed 
If you click on the number, it will tell you who

unsubscribed after receiving your email
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The College is happy to help by offering a personalised remote training session via ZOOM - If

you’d like to take this offer up, please email jamie.morris@rnzcgp.org.nz

We can also provide one off support if you're having problems completing a task on Mailchimp,

please email jamie.morris@rnzcgp.org.nz

Need extra help?

Good luck, and remember the College is always happy to help 
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