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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/

https://mailchimp.com/
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2 Click "Log In"

3 Enter your login credentials and click Log in.
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4 Complete two-factor authentication to verify your identity and access your
account.
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Audience Navigation
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5 Click the menu icon in the bottom left to open the navigation sidebar.

6 Navigate to the Audience menu in the sidebar.
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7 Select "Add a single contact" from the Add contacts dropdown menu.
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Contact Details

8 Enter the contact's email address in the Email Address field.
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9 Check the "Email marketing consent" checkbox.

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.
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11 Select the country from the dropdown menu.

Tags and Submission
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12 Add the "Resident" tag to the contact from the Tags dropdown.
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13 Select the "Part-Time" tag and check "If this person is already in my audience,
update their profile."
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14 Click "Add contact"


