REPU-HUONG DAN IMPORT CONTACTS VAO MAILCHIMP

Import Contacts l1a mét tinh ndng co’ ban ban can biét khi st dung Mailchimp. Khi da c6 s&n mét file danh sach
contacts, ban hay s dung tinh n&ng Import dé upload file Contacts vao phan mém Mailchimp. Sau khi import
vao hé théng xong, ban cé thé g chién dich email marketing dén nhirng contacts nay.

CHUAN B| DANH SACH EMAIL CONTACTS
Trwéc tién, ban can chuén bi file Excel bao gém danh sach email va théng tin lién quan ctia khach hang.
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1 Email First name Last name Dia chi
2 ngocltb@repu.vn Ngoc Le 11 Ba Dinh
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4 |phuongng@repu.vn Phuong Nguyen 18 Pinh Céng
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Mailchimp chi nhan file upload c6 dinh dang CSV hodc txt nén ban can chuyén file Excel sang 1 trong 2 dinh
dang nay (nén wu tién file dinh dang CSV)

Trwong hop 1: File khdng chira dir liéu tiéng Viét

Trwéece tién, ban hay mé file Excel chira di liéu can import.



Sau d6, chon Save as. O muc Save as type, chon dinh dang CSV (Comma delimited) dé Iwu file dwéi dang
CSV
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Trwérng hop 2: File chira div liéu tiéng Viét
Trwdce tién, ban can download va st dung phan mém Notepad++.
Puorng link download Notepad++ mién phi: https://notepad-plus-plus.org/downloads/


https://notepad-plus-plus.org/downloads/

Current Version 7.9.5

[l Home

[l Download
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Downloads

[ Notepad++ 7.9.5 release

1 Notepad++ 7.9.4 release

[ Notepad++ 7.9.3 release

[ Notepad++ 7.9.2: Stand with Hong Kong

1 Notepad++ 7.9.1: pour Samuel Paty

I Notepad++ 7.9: Stand with Hong Kong

Sau d6, ban can thiét lap hién thij ky tw d&c biét trong Notepad++



Lwu y: Khi ban copy di¥ liéu tr Excel sang Notepad++, cac cot trong Excel sé duwoc thay thé béi cac dau tab.
Theo mac dinh, cac diu tab nay khéng dwoc hién thi trong Notepad++. Ban can thiét 1ap dé hién thj ky tw tab.
Céch thiét 1ap nhw sau:
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5 ngocltb.ftuforum@gmail.com -Ngoc Anh 27 Thanh Xuan

5 nguyenbtk@repu.vn Nguyen ~Bui 12 Ciu G&
kiennvm.B18MRO93€@stu.ptit.edu.vn Kien Nguyen 22 -bbng ba

Trén man hinh Note pad++, chon muc View (Xem) > Show Symbol (Hién thi ky tw dic biét) > Show White
Space and TAB



Ll *new 4 - Notepad++
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Ban mé file Excel can import, chon Ctrl + A, Ctrl + C dé copy toan bo di¥ liéu vao Notepad.

Sau d6, ban sé thay thé dau tab thanh d4u phay (, ) trong Notepad bang cach thwc hién nhu sau:

2
R

Chon mdt d4u tab bat ky (ky tw mi tén tré sang trai) > Nhan Ctrl + H (hodc chon Menu Search > Replace) dé
thay thé d4u tab thanh dau (, ).

Find what: phan mém da tw dong lwa chon ky tw tab da chon t trwdc => gilr nguyén.

Replace with (thay thé bang): dam bao gia tri ctia 6 nay 1a dau phay (, ).

Search mode (ché dd tim kiém): ddm bao 6 Extended (Bao gébm) dwoc chon d& phdn mém tim cac ky tw déc
biét la dau tab.

Sau khi dién cac théng tin nhw trén, nhan Replace all (thay thé tat ca) dé thay thé cac dau tab bang diu phay.
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Sau khi da thay thé xong, chon Save file dwéi dinh dang tén file.csv. O muc Save as type, ban chon Normal
text file (txt) la ban da hoan thanh Iwu file import dwéi dinh dang file CSV.
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IMPORT DANH SACH CONTACTS VAO MAILCHIMP (UPLOAD CONTACTS)

Truy cap tai khoan Mailchimp. Chon biéu twong Audience > Audience dashboard



Audience




Chon Manage Audience > Import contacts



Q

View Contacts Manage Audience v

Add a subscriber
Signhup forms
Surveys

Inbox

Manage contacts
Settings

\iew audiences



Chon Upload file > Continue to upload

Y = Import Contacts
G é Choose Method

How would you like to import your
contacts?

Not sure how to format your file? Learn how

(@) Upload file
Upload a CSV or tab-delimited TXT file.

:. Copy and paste
Copy and paste contacts from a spreadsheet.

Continue to Upload

Chon Browse > chon file CSV danh sach Contacts ban da chuan bj t trwdc > Continue to organize




fé Import Contacts

0 Choose Method > Import

Upload your contacts

&

Continue to Organize

Chon Select a status dé chon trang thai ctia contacts ma ban dang dinh import > Continue to Tag
Céc trang thai ctiia Contacts ban cé thé lwa chon bao gém:

- Subscribed: nhirng ngu®i da dang ky nhan chién dich Email Marketing tlr ban. Ho c6 thé tham gia danh
sach bang cach dién form dang ky ctia ban. Néu ban chon trang thai Subscribed, diéu nay thé hién rang
ban dwoc chd nhan email cho phép gtvi email dén ho.

- Unsubscribed: nhitng ngwdi tivng dang ky nhan chién dich Email Marketing ti ban nhwng sau d6 da hay
dang ky

- Non-subscribed: nhirng nguwdi da twong tac véi ban nhwng chwa dang ky d& nhan chién dich Email
Marketing tr ban



- Cleaned: cac contacts bi hard bounce hodc nhiéu Ian bj soft bounce sé tré thanh trang thai Cleaned.
Nhirng contacts c6 trang thai Cleaned cé dia chi email ma ban khéng gri dwoc dén ho, co thé do sai
chinh ta hoac khéng hop 1€

Lwu y: Néu ban chon trang thai Ia Unsubscribed/ Non-subscribed/ Cleaned thi ban sé& khéng gt duwoc chién
dich Email Marketing dén nhirng contacts nay. D& c6 thé glvi Email Marketing, ban can chon trang thai
Subscribed

Chon Update any existing contacts (néu Contacts da c6 s&n trong Mailchimp do ban import 1&n hé thdng tir
trwdc, thong tin ciia nhivng Contacts nay sé dwoc tw ddng thay thé va cap nhat bang div liéu trong file méi dwoc
import 1én)



/:é Import Contacts

G Choose Method > Import > Organize

Organize your contacts

Subscribed v

When you choose the "Subscribed" status for your contacts, it indicates that
you've gained permission to market to them. Learn more about the Importance
of Permission.

D IUpdate any existing contacts I
If any imported contacts are already in your audience, we'll automatically
replace their information with the data from your import. This option may make
the import process take longer.




Tag: O’ phan tag, ban c6 thé chon tag dé& danh d4u phan loai nhirng Contacts dang up 1&n. Ban ciing c6 thé
thém Tag cho nhirng contacts nay sau
VD: Mét sb tag phd bién dé& phan loai Contacts: Customer, Influencer, 2020, v.v

7 = Import Contacts
0 é Choose Method > Import > Organize > Tag

Tag your contacts

Easily organize your contacts using simple words or phrases that make the most
sense to you.

Search for or create tags Choose from popular tags

2021 X Staff Member

Start typing to add a custom tag

Continue To Match

Match: Nhirng co6t thong tin trong file dir liéu ctia ban sé& dwoc tw dong match (két ndi) véi nhivng trudng théng
tin co san trong Mailchimp

Nhirng cot hién thi mau trdng va tick xanh: da dwoc tw dong két ndi thanh céng

Nhirng cot hién thi mau cam va tick !: chwa dwoc két ndi chwa thanh cong



VD: Cot Email, First name, Last name duwoc tw ddng match (két ndi) vi day la nhirng truwéng thoéng tin c6 sén phd
bién trén Mailchimp (hién thj mau trdng va tick xanh la thanh céng). Mailchimp c6 thé tw ddng nhan dién théng
tin trong file di¥ liéu ca ban va két ndi cac trwdng thoéng tin nay

7 = Import Contacts
0 % Choose Method > Import > Organize > Tag > Match

Match cqlumn labels to contact
information

6 contacts were recognized in this file

/7 Email Address /. First Name
ngocltb@repu.vn Ngoc

N
thaobt@repu.vn Thao
phuongng@repu.vn Phuong

3 columns will be imported. 1 column will not be imported.

Finalize Import



/Zé Import Contacts

0 Choose Method > Import > Organize > Tag > Match

Match co_lumn labels to contact
information

6 contacts were recognized in this file

Le 11 Ba Pinh
&
Tran 30 Giang V6
Nguyen 18 Binh Cong
[ ]

3 columns will be imported. 1 column will not be imported.

Finalize Import

Dé chinh sira nhirng cot chwa duoc tw dong két ndi thanh cdng, ban chon tick cot mau cam do.
Sau d6, khung Edit column label duoc hién thj > chon biéu twong mii tén > Create a new field



Edit column label

Select a field for this column

Address - Combined (ADDRESS) v |‘|

Cancel




List Import | Mailchimp X Create a new field... I

Email Address (EMAIL)

<« (G- W N et First Name (FNAME)

Last Name (LNAME)

Address - Combined (ADDRESS)
Address - Street Address (ADDRESS)
Address - Address Line 2 (ADDRESS)
Address - City (ADDRESS)

Address - State/Prov/Region (ADDRESS)
Address - ZIP/Postal (ADDRESS)
Address - Country (ADDRESS)

Phone Number (PHONE)

Birthday (BIRTHDAY) X
STT (MMERGEB)

Tén cong ty (MMERGE7?)

Pai dién (MMERGES)

Email (MMERGE9)

Birthday (MMERGE10) <

Login | Mailchimp & Repu - Powered

Webmail Login [

Address - Combined (ADDRESS) v

Ca ncel

O muc Create a field label: Dién tén cla trwdng thong tin tiy bién ban mudn tao thém (t&n trwdng thong tin nay
nén twong wng véi trwdng thdong tin cé trong file div liéu). Sau do, chon Select a data type: chon loai di liéu
twong &ng cla trwong thdng tin nay (VD text la chir, number la sé, v.v)

VD: Néu ban mudn tao trwng théng tin 1a ma sb va dir liéu trwdng théng tin toan 1a con sb, ban cé thé dat tén
trwrd'ng thong tin nhw sau:

Create a field label: Ma s

Select a data type: Number

VD: trong anh
Create a field label: Dia chi



Select a data type: Text

Edit column label

Select a field for this column

Create a new field... v

Create a field label Required | Select a data type

Number
Date
Birthday

Address
Zip code (US only)

Phone number

Website AC-
Image Go

Chon Confirm



Edit column label

Select a field for this column

Create a new field... v
Create a field label Required  Select a data type
DPia chi Text v

- Cancel

Sau khi ban tao xong trwdng théng tin méi twong tng, trwdng thdng tin s& dwoc hién thi két ndi thanh cong
(hién mau tréng va tick xanh).
Mailchimp théng bao ca 4 cdt thong tin sé dwgc import vao Mailchimp. Chon Finalize Import



f-% Import Contacts

0 Choose Method > Import > Organize > Tag > Match

Match column labels to contact
information

6 contacts were recognized in this file

& Last Name / Diachi q
Le 11 Ba Binh
&«
Tran 30 Giang V6
Nguyen 18 Dinh Céng

4 columns will be imported. O columns will not be imported.

Finalize Import

Sau khi hoan thanh xong cac budc, ban c6 thé xem lai cac thong tin lién quan dén file vira tai Ién. Néu cé sai so6t
gi, ban cé thé quay lai ttrng bwéc dé chinh stra bang thanh cdng cu phia dwéi chi¥ Import Contact.

VD: Néu ban mudn thém 1 Tag bén canh Tag 2021, ban c6 thé nhap vao chir Tag trén thanh céng cu va quay lai
dé chinh stra & phan Tag



7 - Import Contacts
0 é Choose Method > Import > Organize > Tag > Match > Complete

Review and complete your import

6 contacts will be added to your "Ngoc Le" audience.
* Imported from: File upload
s Email marketing status: Subscribed
* Update existing contacts: No

» Tagged: 2021

The maximum number of contacts allowed on your Free plan is 2,000. If you go
beyond 2,000 contacts with this import, your ability to send email campaigns
may be impacted.

Complete Import ‘ Cancel Import

Mailchimp hién thj théng bao: Contacts da dwoc import thanh cong



( é Import Contacts

Your import was
successful

We've added 4 contacts to your "Ngoc Le"
audience.

Start a Targeted Campaign View Imported Contacts




