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Step-by-Step Guide to Set Up Your Challenge
Opt-In Page with MailChimp

(last updated August 13, 2018)

MailChimp is a beginner-level marketing automation platform and an email
marketing service. It allows you to grow and manage your list, send emails,
newsletters and automated responses, and create targeted campaigns.

Here is the overview of the steps:

STEP 1: Create an account

STEP 2: Create a List

STEP 3: Create a Signup Form

STEP 4: Set up an automated Welcome Email

STEP 5: Create a Thank You Page (important to create this BEFORE step 6)

STEP 6: Create an Opt-In Page

NOTE: Don’t get intimidated by the number of pages in this guide. ©
Once you have the images and copy for your challenge, this entire set up can be
done in 30-60 minutes. And much faster the second time around.
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STEP 1: Create an account

MailChimp (Monthly plan - $10/month)

STEP 2: Create a List

1. Log in to your MailChimp account.

2. Click on the List tab on the top of the page.

Campaigns Templates Reports

3. Click on the Create List button.

Y

4. In the “Tags might work better” box select Create List, again.

Tags might work better than a new list.

With tags you can organize your list using any information or criteria you want.

Learn About Tags Create List
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9. Fillin the List Details form. Put the name of your challenge as the list name.
You can have multiple lists in MailChimp and send different emails to each
list.

List details

List name

Visibility Kickstarter Challenge 2018 o —

Default From email address

Alina@BusinessSuccessEdge.com e—

Default From name

Alina Vincent -o—e

Campaign URL settings

https://mailchi.mp/[xx000x] (generate randomly)

Choose a verified domain to use in your campaign URLs. You

must be authorized to use the domain name you choose.
Remind people how they signed up to your list

Reuse a reminder from another list ™

challenge. -

5. Review the Contact information for this list and edit if necessary.

6. Choose how you want to be notified about new opt-ins.

7. Click Save. Yay! You just created a new list.
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STEP 3: Create a Signup Form

1. On the list tab, click on options drop down menu next to your new list, and
select Signup Forms.

Lists =

Sort by Custom order v Opt-In Settyngs

0 0.0% 0.0% +9 stats U
Subscribers Opens Clicks

Manage contacts

‘ Signup forms

Settings

2. Select the Form Builder option.

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

Form builder
D Build, design, and translate signup forms and response emails

3. Make sure that Signup form is selected on the “Forms and response
emails” menu.

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

Form builder

Forms and response emails

Signup form — v
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4. On the Build it tab, you can select what information you will request from

people. Don’t worry about looking at the other tabs... you can design your
form later on your opt-in page.

Build it Design it Translate it

5. Click on the “Last Name” field on the form to highlight it and then DELETE
it (you will be asked to confirm it). The less information you ask for, the
more likely your prospects will complete the process. Ask for the minimal
amount of information you will need — just First Name and Email.

Add a field Field settings

Field type text
Field label

Visibility Kickstarter Challenge 2018

Last Name

click to add a message
Field tag
Email Address
LNAME

Required field
First Name

Field visibility
(@) Vvisible Hidden
Last Name Help text
[
o ° Default merge tag value ()
Subscribe fo list
Replicate € Delete )

Copyright BusinessSuccessEdge.com -~ Alina Vincent




08
B

FAST, EASY AND PROFILABLE

. ONLINE CAALLENGES

6. Make the “First Name” field a required field. Click on the field to highlight
it, and check the Required field option on the tab that will show up on the
right side of the form.

Add a field Field settings

Field type text
Field label

Visibility Kickstarter Challenge 2018

First Name

click to add a message
Field tag
Email Address
FNAME

Required field

First Name

Field visibility

(@) visible Hidden
o ° Help text

Subscribe fo list

Default merge tag value @

7. Click Save Field to save the changes.

8. You are now done with setting up your Signup form

STEP 4: Set up an automated Welcome Email

1. Click on the Campaigns tab on the top of the page.

Templates Lists Reports
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Click Create Campaign.

Create Campaign

On the form that pops up, select “Email.”

Design and send automated or
regular emails to your contacts.

Ad

Create an ad for Facebook or
Instagram or use Google's
network to retarget potential
customers across the web.

Landing Page

Create a landing page to collect
new contacts, promote a product,
or offer a discount.

Z[ 5] Postcard
Design and mail a postcard to
reach potential customers.

Signup form

Add a pop-up or embedded form
to your website to collect
subscribers.

Landing pages in MailChimp just got better

Now they support video, social sharing, and more.

See What You Can Do

We can help you find and create the campaigns you need. Let us guide you

On the next page, go to the “Automated” tab and select “Welcome new

subscribers” under the “Featured” tab.

Create an Automation Email

Featured Subscriber Activity E-Corpffherce Date Based API

Welcome new subscribers Say 'happy birthday'
Introduce yourself to people when they
sign up for your list.

the birthday field in your list.

Regular { Automated Plain-text ~ A/BTest

Celebrate with an exclusive offer or Help contacts keep up with your blog by

cheerful message that sends based on sending new posts straight to their

Custom

Share blog updates

inboxes.
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4. On the next page, name your automation (Welcome to the Visibility
Kickstarter) and make sure that the right list is selected. Click Begin when

o

done.

Welcome message Onboarding series  Education series

Welcome new subscribers

First impressions matter, so automate your welcome message to make sure no
one slips through the cracks. Plus, you'll get 5 times more orders per recipient

compared to bulk emails.

Campaign Name

Welcome to the Visibility Kickstarter

@ Kickstarter Challen@ »

Ul Cancel
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5. Since we want the Welcome email to be sent out as soon as someone signs
up for the challenge, we need to change the Trigger from the default “1 day
after” to “immediate”. Click on Edit trigger.

Welcome to the Visibility Kickstarter
Workflow recipe List name
i= Welcome Message Visibility Kickstarter Challenge 2018 { 0 subscribers)
Trigger: 1 day after subscribers join your |is
: Welcome
@ Schedule: Every day, all day - Edit
Segment or Tag: None - Edit
Action: None - Edit

6. Click on the delay menu options and select Immediately. Click Update
trigger when done.

Signup

A subscriber joins your list, Visibility Kickstarter Challenge 2018.

Change trigger

Delay Settings

Wait 1 day(s) " Trigger when subscribers are imported
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7. Next step is to design the actual welcome email. Click on the Design Email
button.

r subscribers join your list - Edit

Welcome
Schedule: Every day, all day - Edit

Segment or Tag: None - Edit

Action: None - Edit

8. On the Setup page, fill out the Name of your email, Email subject, Preview
text, From name and From email address. Click Next when done.

Email information

Name your email

Welcome Email B
Internal use only. Ex: "Newsletter Test#4"

Email subject 113 characters remaining

Welcome to the Visibility Kickstarter

How do | write a good subject line? * Emoji support

Preview text 95 characters remaining

Here are all of the details for your 5-day challenge...

This snippet will appear in the inbox after the subject line.

From name 87 characters remaining

Alina Vincent

Use something subscribers will instantly recognize, like your company name.

From email address

Alina@BusinessSuccessEdge.com
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9. On the Template step of the Email Designer, select any template you want
to customize the look of your email. All layouts are fully customizable and

elements can be added or removed. Once you select a layout, click Next.

Change template

Currently selected: Sell Products

Layouts  Themes  Savedtemplates  Campaigns Code your own

Featured

Logo

Showease your products.

Share your big news.

Featurs the star of your colsction frst

Make an Announcement

Share details about a sale, event, or other

Sell Products
Market a line of products or promote

seasonal items.

big news.

Logo

Share your story.

HESeRar s S S A B, s e o et

Tell A Story

Send a newsletter to let people know what

you've been up to.

10. Customize your email using click and drag options, and add your copy for
the Welcome to the Challenge email. If you need help with this step —

watch the tour of all of the features.

Logo

Showcase your products.

Add a photo here

Feature the star of your collection first.

To get started, replace the image above with a striking product photo to catch

Comments

Image Group

Social Share

Sacial Follow
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11. Once you are done, click Save a

nd Continue.

Drop Content Blocks Here

o VISIBILITY

\ ﬁ KICKSTAHTER/;

Congratulations on taking the 5-day Create Your Irresistible Opt-in Offer
challenge

Here is how to participate.

1. We will be officially starting on Monday, November 16th. Make sure to mark
your calendar!

2. For the duration of 5 days you will receive a daily email and a link to a video
that will explain each step of the process.

Each day you will be asked to post your answer to the question of the day
in the "Business Owners Who Think Big" Facebook Group - our platform for

12. On the next screen click Next.

step!!!

Content Design Comments
Text Boxed Text Divider Image Image Group|
Image Card Image + Caption Social Share Social Follow Eul:n
Footer Code Video
Need a refresher? Take a quick tour

Save and Continue

13.Click Start the Workflow to make the automation active. Don’t miss this

Ready to send. Review your workflow:

List
You will be sending to "Visibility Kickstarter Challenge 2018".

Tracking

You chose to track clicks and opens in the HTML email.

Emails

Welcome Email
Trigger: Immediately after subscribers join your list

> Email details

Emails

Confirm

Edit

Edit
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STEP 5: Create a Thank You Page

1. Click on the Campaign tab on the top of the page

Campaigns Templates Lists Reports

2. Click Create Campaign.

Create Campaign

3. On the form that pops up, select “Landing Page.”

@ Email
Design and send automated or Landing pages in MailChimp just got better
regular emails to your contacts.

Now they support video, social sharing, and more.

Ad
Create an ad for Facebook or See What You Can Do

Instagram or use Google's
network to retarget potential
customers acrose the web.

Landing Page
Create a landing page to collect
new contacts, promote a product,
or offer a discount.

Postcard

Design and mail a postcard to
reach potential customers.

Signup form

Add a pop-up or embedded form
to your website to collect
subscribers.

We can help you find and create the campaigns you need. Let us guide you
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4. Onthe next page, under the “Signup landing page” tab, enter a Page Name
and on the dropdown, select the List that you just created. Then, click
Begin to start designing.

Signup landing page ) Product landing page

“| Design a landing page

Collect email addresses in exchange for a giveaway or free download, or invite
people to join your list by announcing a pre-sale.

Landing Page Name
Visibility Kickstarter Thank You — -fe——

Visibility Kickstarter Challenge 2018  fj— v

You'll be able to segment your list by signup source to target people who subscribe from
your landing page.

Begin  [NSNE
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5. Customize your Challenge Thank You page.

a. When an element is not selected, the right side bar has two tabs,
Content and Design. The Content tab allows you to create new
elements by dragging and dropping items onto your page.

e

Text Boxed Text Divider

Image Image Group Image Card

b. The Design tab allows you to edit styles for the entire page, such as
background colors, padding, width, and font styles.

Content
Page b
Header >
Body >
Mobile Styles >
Notification Bar >
Privacy Badge >
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C.

Every element on the page can be moved, edited, duplicated, or
deleted. Hover over the element you want to change and the
different options will appear (hovering over the buttons tells you
which button does which).

When you click the Edit Button, the editor will show up on the right
side of the screen. For text, button, and form elements, there will be
options for Content, Style, and Settings. Image elements will only
have Content and Settings options.

[22)

Text
Content Style Settings
I U e M i= i= fy [ ClearSiyles <>
yles -~ Font - Size - A~ FA- & TP =

il
11T
&
5
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e. Use Content tab to edit the content (text, images, etc.) and some
styles (text color, highlight, alignment, font, etc.).

Content Style Settings

B I U&®e = iIZ Iy [ ClearSiyles <>

Styles - Font - Size - A- - I 7 r =

l\BC« r

f. Use Styles tab to customize colors and line height.

Text
Content Style Settings
Text style
Font
Not specified v
Size Color
Styles Align
B I = = = =
Line height >
Mot specified W
Apply to all existing Text blocks Undo
Save & Close autosaved 2:15PM Pacific Daylight Time
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g. When editing buttons, you will see options to send a person to a web
address, email address, anchor link, or a file. For the challenge Thank
You page you will be using the web address to either:

1) Invite people to join your FB group.

2) Send people to your shopping cart to pay for the recordings.

Button

Content Style Settings

Button text

Business Owners Who Think Big ~— <elf——

Link to

-
Web address (URL) /

http://www.facebook.com/groups/BusinessOwner

> Advanced options -

6. Since this is your Thank-You Page, make sure to delete the opt-in form from

the bottom of the landing page (that will show up on your opt-in page).
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Here is an example of what it could look like AFTER you designed your page:

y

Content Design
Congratulations!
You have successfully joined the Visibility Kickstarter!
Text Boxed Text Divider
>>> This FREE 5-Day Online Challenge will start on Monday, July 10th <<<
Email with all of the important details and logistics will be arriving fo your inbox in just a few minutes.
. Image Image Group Image Card
Only 1 step left: Join my Facebook Group - the
homebase for the Visibility Kickstarter Challenge.
Image + Caption Social Share Social Follow

Need ideas?

Create standout landing pages

BUSINESS OWNERS WHO THINK BIG

with these 9 design tips.

6. Click Save and Continue (bottom right-hand corner) when you are finished
making changes.

7. You will be asked to enter Page Title and URL. Name it after your challenge.
Click Publish when finished.

Ready to publish! ' Draft
©| Don'tworry, no one will see it until you share the URL. You can make changes to a published landing Finish later| m
page atany time
Visibility Kickstarter Thank You
Edit name
Page Title Edit Page Title
Visibility Kickstarter Thank You 4—
URL Edit URL
https://mailchi.mp/businesssuccessedge.com/visibility-kickstarter-thank-you +—
List Edit List
Contacts will be added to Visibility Kickstarter Challenge 2018
Content Edit Design
Design the content for your landing page.
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STEP 6: Create an Opt-In Page

1. Click on the Campaign tab on the top of the page

Campaigns Templates Lists Reports

2. Click Create Campaign.

Create Campaign

3. On the form that pops up, select “Landing Page.”

@ Email
Design and send automated or Landing pages in MailChimp just got better
regular emails to your contacts.

Now they support video, social sharing, and more.

7 Ad
R Create an ad for Facebook or See What You Can Do

Instagram or use Google's
network to retarget potential
customers 3 he web.

Landing Page
Create a landing page to collect
new contacts, promote a product,
or offer a discount.

Postcard

Design and mail a postcard to
reach potential customers.

Signup form

Add a pop-up or embedded form
to your website to collect
subscribers.

We can help you find and create the campaigns you need. Let us guide you
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4. Onthe next page, under the “Signup landing page” tab, enter a Page Name
and on the dropdown, select the List that you just created. Then, click
Begin to start designing.

Signup landing page ) Product landing page

Design a landing page

Collect email addresses in exchange for a giveaway or free download, or invite
people to join your list by announcing a pre-sale.

Landing Page Name

Visibility Kickstarter Challenge 2018 44—

Visibility Kickstarter Challenge 2018 — v

You'll be able to segment your list by signup source to target people who subscribe from
your landing page.

L Concel

5. Customize your Challenge Opt-In Page. You can use the same instructions
to style this page as you did your Thank You Page.
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6. When editing the signup form, under the Content tab check the box next to
“First Name” and change it to Required.

Signup Form

Content Style Settings

Manage available form fields in your list's

signup form builder
Available fields Required

Email Address

E First Name

7. VERY IMPORTANT: Connect the opt-in form to the Thank You Page. Scroll
down on the sidebar and change the “Send to” dropdown to “Landing
page.” Then, select the thank-you page you just created from the drop
down list. You can also edit your button text here.

E First Name

Button

Button text

LET'S GET STARTED!

Send to
After form is submitted, s Isitors to

Landing page o
Select a Landing Page to Iinkto/
Visibility Kickstarter Thank You v

A 3

Save & Close
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. Once you are done designing your page, click Save and Continue (in the
bottom right-hand corner).

Here is a quick example of what a very simple challenge opt-in page could
look like:

VISIBILITY
KICKSTARTER _

with Alina Vincent %

Join
The Visibility Kickstarter
FREE 5-Day Challenge
10x Your Business Exposure In Just Days!

Enter Your Information Below to Join

Email Address

First Name

LETS GET STARTED!

We'd like to keep in touch with you about exciting offers and upcoming trainings. You can unscubsribe at
any time.
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9. Next you will be asked to enter Page Title and URL. Write down the URL -
this is the URL that you’ll be using for testing and in all of your challenge
promotions. Click Publish when finished.

Ready to publish! ' praft
2| Don't worry, no one will see it until you share the URL. You can make changes to a published landing Finish late m
page at any time.

Page Title Edit Page Title

Visibility Kickstarter Challenge /
URL / Edit URL

https://mailchi.mp/businesssuccessedge.com/visibility-kickstarter-challenge

List Edit List
Contacts will be added to Visibility Kickstarter Challenge 2018

Content Edit Design
After signup form is submitted, visitors will be sent to https://mailchi.mp/businesssuccessedge.com/visibility-kickstarter-thank-you.

Settings & Tracking Edit

s You're not tracking with MailChimp.

s You're not tracking with Facebook Pixel.

* You're not tracking with Google Analytics.
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Testing Your Opt-In Page:

1. Go to your Challenge Opt-In page (you created it in STEP 6). Make sure the
page looks good.

2. Opt-in to your Challenge. Make sure it takes you to the Thank You page.

3. Check your email — you should get a Welcome message within 5-10
minutes.

4. Check your MailChimp account — it should show 1 new subscriber to your
list.
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