
USING MAIL CHIMP 
 
Here is the login link: 
https://login.mailchimp.com/?referrer=%2F&wcookie=102a4160d7154986b8b5 
 
Enter USERNAME and PASSWORD  
 
That will take you to this screen: 
 
Click on CAMPAIGNS in the navigation across the top 
 

 
 
Which will bring you to this screen where you can see each email that has been sent out. I did just delete a bunch and just kept the main 
ones that we may want to duplicate or refer back to. 

 
 
To send an email, click on the CREATE CAMPAIGN button on the top right. 
It will pop open a window that looks like this: 
 



 
 
You can name your campaign here. This is an internal name and not what the parents see.  Select the campaign type of REGULAR and click 
CREATE 
 
 
Which will take you to this window where you will select the age group list you are sending to.  These were updated on April17, 2017 at 
4:45pm. I will keep adding as players join. 
 

 
 
 



On the next screen select ENTIRE LIST. There are more options for who we can send to as we get into the season, but for now ENTIRE LIST.

 
 
Then click NEXT on the lower right. 
 
The next screen is where you will enter your EMAIL SUBJECT and change the FROM EMAIL ADDRESS to your email so that you get the 
replies. 
 

 
 
Once that is complete, click NEXT on the bottom right 
 
The next screen is one of the ones that can trip people up. Don’t worry you can always delete or fix it before you send, so don’t panic. 
 



 
 
On this screen you will select the layout or look of the email. You can do whatever you want, but if you don’t want to reinvent the wheel, click 
on CAMPAIGNS and it will show you recent ones we have sent that you can select and edit to your content. Just click on the one you like and 
click NEXT on the lower right. 
 
Now you will get a window that looks like this: 

 
 
If you hover over the text box you will get this pop up where you can click on the pencil icon to edit that block of text.  
After you click that it will look like this: 
 



 
Click on the TEXT box on the right and you can edit the content of the email. This is very similar to Word or you can even type what you want 
in Word and copy and paste it into this area. 
 
Once you are happy with the email click NEXT on the lower right. 
 
This will bring you to this window: 

 
 
At this point you can go back and edit if needed. Sometimes you’ll get a message that says you left a “blah blah blah” Block unedited… just 
click on that message and it will take you back into the editing email screen and you can delete the block its talking about. Usually it the 
teaser block at the top of the message. 
 
Once you’re all set, click SEND ☺ 


