How to Add a Single Contact to Mailchimp

Learn how to manually input new subscribers into your Mailchimp audience list. This
guide walks you through the necessary contact fields and verification steps to ensure

your audience database stays updated.

Account Authentication

1  Navigate to https://mailchimp.com/

Email & SMS marketing

minus the learning curve

Drive revenue with intuitive marketing analytics, automations, and Al tools.

* * * * * *Based on 33,000+ reviews across
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https://mailchimp.com/

2  Click"Log In"

2 INTUIT - ( —
0/ é mailchimp Sales: +1(800) 315-5939  Pricing Logn —

Email & SMS marketing

minus the learning curve

Drive revenue with intuitive marketing analytics, automations, and Al tools.

3 Enter your login credentials and click Log in.

& INTUIT
0/% mailchimp

Log in to Mailchimp

Need a Mailchimp account? Create an account

Username or Email

kevin@cedarhighlandshoa.org| =

T T G

Forgot username? Forgot password?

Or, if you created your Mailchimp account with Google:

@ Continue with Google >
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Log in to Mailchimp

Need a Mailchimp account? Create an account

Username or Email

kevin@cedarhighlandshoa.org u Q
Password <& Show

Keep me Iogged‘ in

T

Forgot username? Forgot password?

4 Complete two-factor authentication to verify your identity and access your
account.

2-factor authentication

We'll send an SMS authentication code to your
phone number ending in 6294.

Need help?
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2-factor authentication

We've sent a code to the phone number ending in
6294. Add it below to finish logging in.

Verification

code

Just a heads-up, If/fnay take up to 2 minutes for your SMS code to
arrive. Thanks for waiting!

Skip this for 30 days

Don't share your login details with anyone, or the code you
receive. Our employees will never ask for this information.

2-factor authentication

We've sent a code to the phone number ending in
6294. Add it below to finish logging in.

Verification code

530287

Just a heads-up, It may take up to 2 minutes for your SMS code to
arrive. Thanks for waiting!

Skip this for 30 days

Don't share your login details with anyone, or the code you
receive. Our employees will never ask for this information.

Audience Navigation
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5

Click the menu icon in the bottom left to open the navigation sidebar.

Home

Total sends

317
A 102%

Clicks per unique opens
18 %
A 237%

6

7
B

=
S

Delivery rate

99.37 %

Unsubscribed rate

0.32%

Y/ Filters v

Open rate

4762 %
V1%

Navigate to the Audience menu in the sidebar.

Create

Home
Campaigns
Automations
SMS

Forpas
Audience
Analytics
Website
Content

Integrations

View a list of all the contacts in
your audience.
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Upgrade

Quick actions v

Click rate

8.57 %
A 231%



/ Create

{2 Home

£ Campaigns
ISy 5
¢g Automations

@ sms

Ch Forms

&8 Audience

Tags

Segments

Surveys

Subscriber preferences

Inbox

Upgrade

)

7 Select "Add a single contact" from the Add contacts dropdown menu.

© You've reached 75% of your contact limit. Upgrade to keep growing.  Upgrade now

(g Q  Help K

Contacts m Connect WooCommerce

(-]
Segments v Subscription status v Tags v Signup source v

32 Advanced filters
Filters applied: Advanced filters X Clear ¢ Edit filters Send campaign Save as segment

159 contacts
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© You've reached 75% of your contact limit. Upgrade to keep growing.  Upgrade now

(g Q  Help K

Contacts m Connect WooCommerce

Import contacts

- Add a sirigle contact

Segments v Subscription status v Tags v
View all integrations

= Advanced filters
Filters applied: Advanced filters X Clear £ Edit filters Send campaign Save as segment

159 contacts

Contact Details

8 Enter the contact's email address in the Email Address field.

Contacts

-
Add a single contact (G How to add a single contact

Marketing consent

To send marketing-related text messages with Mailchimp, you must comply with local laws and
regulations and obtain opt-in consent from your contacts.

8 Email
*Email Address Required

O Email marketing consent

This person granted explicit consent to receive marketing-related emails. Learn about the importance of permission.

entact details
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9  Check the "Email marketing consent" checkbox.

Contacts
Add a single contact ; How to add a single contact
T = DuTE e
8 Email
*Email Address Required
test@testing.com n

O Empil marketing consent

Thi€ person granted explicit consent to receive marketing-related emails. Learn about the importance of permission.

Contact details

First Name Last Name

e
one Number OwnerID

10 Enter the contact's First Name.
Enter the contact's Last Name.
Scroll down to the Address section.
Enter the contact's Street Address.
Enter the contact's City.
Enter the contact's State/Province/Region.
Enter the contact's Postal/Zip code.

Contacts

|
Add a single contact (; How to add a single contact

Email marketing consent

This person granted explicit consent to receive marketing-related emails. Learn about the importance of permission.

Contact details

First Name Last Name
Phone Number OwnerlD
AAAdvAnn
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Contacts

. Import contacts
Add a smgle contact (3 How to add a single contact _

Email marketing consent
This person granted explicit consent to receive marketing-related emails. Learn about the importance of permission.

Contact details
First Name Last Name

Test m ‘ ( ')
Phone Number OwnerlD

=

AAAdvAnn~

Contacts

|
Add a single contact (; How to add a single contact

Address

Street Address Address Line 2
City State/Prov/Region
Postal/Zip Country

Select a country v

ad tags
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Contacts

Add a single contact (% How to add a single contact

Address

Street Address Address Line 2

City U State/Prov/Region

Postal/Zip Country

ad tags

A =

Select a country

Contacts

Add a single contact (2 Howto add a single contact

Address
Street Address M Address Line 2

| L

City State/Prov/Region

Postal/Zip Country

Select a country

e.! PPN
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Import contacts

Import contacts
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Contacts

Add a single contact (% How to add a single contact

Address

Street Address

Address Line 2

[ 1234 High Valley View Circld

@ |

State/Prov/Region

City 77 N\
T 1}
| \ )
Postal/Zip
ad tags
Contacts

Country

Select a country

Add a single contact (; How to add a single contact

Address

Street Address

1234 High Valley View Circle

Address Line 2

Import contacts

Import contacts

City State/};g‘gu;é%egion
LCedar City U _] ‘ g Eﬁ

5 %‘ﬂ»ﬁwﬂ"’g
P Kevin-Utah Home 7 Country

Kevin J Bridges

More options...

ad tags
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Select a country

11



Contacts

Add a single contact (% How to add a single contact

Address

Street Address Address Line 2

1234 High Valley View Circle

City State/Prov/Region

Import contacts

Cedar City LUT

Postal/Zip f““‘“‘\ c Kew'n-Uta h'Home
‘ ’ Kevin J Bridges

ad tags

Contacts

L~
N

More options...

Add a single contact (; How to add a single contact

Address

Street Address Address Line 2

1234 High Valley View Circle

City State/Prov/Region

Cedar City uT

Postal/Zip IM”"\ Country

Import contacts

‘ 55555512% } n Select a country
j—

Add tags

s let you track insights about your contacts that are important to you. Use them to track where
acquired a contact, which campaigns lead to a contact's conversion and more. Learn more about
tags.

Made with Scribe - https://scribehow.com
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Contacts

Add a single contact (% How to add a single contact

Address

Street Address

1234 High Valley View Circle

City

Cedar City

Postal/Zip =

5555551112

Add tags

Address Line 2

State/Prov/Region

uT

Country

Select a country

s let you track insights about your contacts that are important to you. Use them to track where
acquired a contact, which campaigns lead to a contact's conversion and more. Learn more about

tags.

11  Select the country from the dropdown menu.

Contacts

Add a single contact ; How to add a single contact

Address

Street Address

1234 High Valley View Circle

City

Cedar City

Postal/Zip

84720

Add tags

Address Line 2

State/Prov/Region

uT

Country

Import contacts

Import contacts

USA

s let you track insights about your contacts that are important to you. Use them to track where

acquired a contact, which campaigns lead to a contact's conversion and more. Learn more about

tags.

Tags and Submission

Made with Scribe - https://scribehow.com
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12 Add the "Resident" tag to the contact from the Tags dropdown.

Contacts

Add a single contact ; How to add a single contact

Add tags

Tags let you track insights about your contacts that are important to you. Use them to track where
you acquired a contact, which campaigns lead to a contact's conversion and more. Learn more about
tags.

Tags N

Import contacts

)

D If this person is already in my audience, update their profile.

Add contact

Contante

D Directory

D Former Resident

O Full-Time

Q  Help K

D If this person is already in my audience, update their profile.

Made with Scribe - https://scribehow.com
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© Q wek K

Nantante

D Directory

D Former Resident

L) Full-Time

~—

D Part-Time
Resident

Tags

Resident X | ~

D If this person is already in my audience, update their profile.

13 Select the "Part-Time" tag and check "If this person is already in my audience,
update their profile."

CAntanta

D Directory

D Former Resident
D Full-Time
Part-Time

Resident

Tags

Part-Time X Resident X ~

O If this person is already in my audience, update their profile.

Add contact

Made with Scribe - https://scribehow.com 15



14 Click "Add contact"

Contacts

Add a single contact ; How to add a single contact

Add tags

Tags let you track insights about your contacts that are important to you. Use them to track where
you acquired a contact, which campaigns lead to a contact's conversion and more. Learn more about
tags.

Tags

Part-Time X Resident X

If this person is already in my audience, update their profile.

)/

{
Add (f%ontact

*“%‘w:w‘

g

e
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Import contacts

16



