T




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 1: Click 'audience’ Step 2: Click 'all contacts'
V

{g Audience £

o Audience dashboard
ﬂ"... -

‘ All contacts

signup forms
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How to download your Faculty member list

Audience

S"‘ep 3: ClICI( IeXpOrT Cludience; The Royal New Zealand College of General Practitioners

Your audience has 577 contacts. 577 of these are subscribers.

Overview  Manage contacts v Add contacts VMPreferermes center  Settings v Inbox  Surveys Q

Toggle Columns V’ Export Audience 1-250f 577 3

View Segment v Mew Segment
~ Email Address First Name Last Mame Address Phone Number Birthday Tags Email Marketing Source Contact R
Overview Manage contacts ~ Add contacts ~ Signup forms Preferences center  Settings ~ Inbox Surveys Q

Step 4: Click 'export as CSV'

orts

Member Export 577 Export As CSV

Exported as C5V - Oct 06, 2021 5:44 pm by Wellington Faculty Contacts
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How to download your Faculty member list

Step 5: Click the zip file at the

bottom left side of your screen

B o M

The Royal New fealand

- - TS . [ —
College of General

. W .

Fractitioners

members_export_3..zip

e

Slllep 6: DOUble Clle on -I-he excel Mame Type Compressed size Paszword ...  Size Ratio Date modified

13KE Mo 73KB  83% 6/10/2027 %&:55 PM

_FI |e G nd you r | IS_I_ W| | | d |Sp|qy ' E@ subscribed_members_export_33cd..  Microsoft Excel Comma 5.
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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

=/ Content Style Settings

D M| i= i= By [ ClearStyles <>

Font - Ske - A-M-EBE I MergeTagz=~- 9 P = "

Come to our AGM on 5 December 2021

The Wellington Faculty is hosting their Annual General Meeting on 5 December 2021.

Step 2: Click the hyperlink icon

Date: 5 December 2021
Time: 5.00pm - 6.00pm
Location: Foxglove

+« Agenda
s [reasurers report
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How to hyperlink a to a document

Step 3: Click into the drop down Insert or Edit Link X
menu

Link to
Web address «

q Web address
Step 4: Choose the file option at
. Email address
the bottom of the list ~
Anchor link
~
File

Web address w
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How to hyperlink a to a document

: X
KK
Sortby | MNewestFirst v " g
Step 6: Find the file you want to
upload and double click
AGM-minutes-2020.pdf 20/07/2021 3:36 PM Adobe Acrobat D... 158 KB
Wellington-Faculty-Chair-Report-2021-Fi... 2070772027 3:532 PM Adobe Acrobat D... 109 KB
Wn-Faculty-Terms-of-reference-March-2...  26/05/2027 937 AM Adobe Acrobat D... 135 KB
[&] Wn-Facultv-Terms-of-reference-March-2...  26/05/2021 :12 Al Adobe Acrobat D... 200 KB
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How to hyperlink a to a document

Link to

Step 7: Click 'insert’ File v

File URL (Change file)

https://mcusercontent.com/642db9d443e6deBd291

» Advanced options | Remove Link

Date: 5 December 2021
Time: 5.00pm - 6.00pm
Location: Foxglove

Step 8: Your document will now be

loaded as a link

Papers

» Agenda
« Treasurers report
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How to check who has unsubscribed

Page 8

Step 1: Click 'audience’

Audience dashboard

Signup forms

Step 2: Click 'all contacts'

Audighce dashboard

All contacts

signup forms

Tan=
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How to check who's unsubscribed

Step 3: Click 'new segment’ Step 4: select 'unsubscribed'

e P R

v  Manage contacts Add contacts ~

subscribed
Opted into email marketing
anerate PE EhEI"JIC
_ Vi g ; N o i ased on how Jnsubscribed t events
S 1ads v W aedment v ew sedgimnen
= Wasg g Opted out of email marketing
. _ Non-Subscribed
Email Address First Name Lz

Hasn't opted infout of email marketing

llowing conc
Cleanec

Bounced email address

is w Unsubscribed "
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How to check who's unsubscribed

Step 5: Click ‘preview segment’ and your unsubscribed
contacts will display

Email Marketing Status

(® Add
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Campalgns 4

Qg

. £
How to check your email stats S

Q'AII campaigns

Step 1: Click 'campaign's =~

- Email templates
P

Step 2: Click 'all campaigns'— — 4 Reports

L

o

View Report

Step 3: Find the email you want

Emma Makes Covid-19 special

Reqular - Epymoal - =

to check and click 'view report’

—
iy

Sent Wed, May 6th, 2020 5:18 PM tc

=

—_— ¥ L
'R Fr
b=

~rde o we
=L Y YL

-
5 |
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Features of your email stats

Number of people Number of people who

Number of recipients |
who opened the email clicked on the email

Emma Makes Covifl-19 Special

Owverview  Activity ~ Click Perforgffance Content Optimizer Socia

807 Recipients

Audience: Emma Makes mailing i

Subject: New pencil sets + a

~ Who has unsubscribed

231 84 9 & If you click on the number, it will tell you who
Opened Clicked Bounced Unsubscribed . .. .
unsubscribed after receiving your email
Successful deliveries 798 98.9% Clicks per unique opens 15.8%
Total opens 928 Total clicks 151
Last opened 8/14/21 4:05FM Last clicked 8/16/20 5:56PM
Forwarded 0 Abuse reports 0
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Need extra help?

e The College is happy to help by oftering a personalised remote training session via ZOOM - It
you'd like to take this ofter up, please email jamie.morrisernzegp.org.nz

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

please email jamie.morrisernzcgp.org.nz

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