HOW TO CREATE AN EMAIL LIST OF
MEMBERS IN YOUR DOWNLINE

1. Login to the Young Living Virtual Office
2. Click on “Downline Viewer ‘in the “My Organization” section on the left of the screen.

Dashboard
Member News

Message Center

My Orga

» Downline View

Quick Order
Essential Rewards
Member Resources

My Account

3. Click on the Reports tab at the top, then “Accounts with Email”
My Orjlanization

40042 De
Dashboard
Member News

Message Center

Quick Order
Ezzential Rewards
Member Resources

My Account
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4. Click “Download Report”

Reports Classic Downline Viewer
| Accounts with Email v | | Customize =
Reset
1,398 matching accounts

] Download Report

November 2016

v

B Send a Message to Report

5. Select the fields you want included in the report. | suggest Account name and Email for this purpose. Then click

Download.

Format:

Comma Separated (CSV)

Report Columns:

¥ Member ID
PV
Autoship
Enrolled
Last Order Date
Previous Rank
Forecast PV

Autoship Status

Download Report

¥ Account Name
oGV
Has Autoship
Sponsor 1D
Last Order PV
Rank
Scheduled PV

Level

PGV

Autoship PV
Enroller ID
Highest Paid Rank
Email

PV Assistant

6. Depending on your browser settings and/or operating system. You may be asked where you would like to save
the file, or it will automatically be put into your “downloads” or files. You will need to locate the file later, so

take note of where it is saved if possible.

7. For this example, | am using Mail Chimp to send the newsletter to my downline. www.mailchimp.com . There
are other vendors available for this and most work in the same or similar ways for importing email lists.

8. llogin, and create a NEW List

< C | @ hitps//usd.adminmailchimp.com/lists/

Campaigns

Templates Lists Reports Automation

Lists
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New list or groups?

List management - What are groups?

m Cancel

WWW.GETORD.COM

Do you want to create a new list, or do you just want to sub-divide an existing list with groups?

Create List
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http://www.mailchimp.com/

9. | enter the list details

t) Campaigns  Templates  Lists  Reporss  Automation

Create List

List detalfs

List name

1 Downline in November

Default From en oddress

helpo

Default From name

Femind people how they signed up to your list

Reune a e « from ansther list o

You are @ Young Living user in Lori

10. | then click “Import Subscribers”

Exceflent! You have 3 brand new list

Lori's Downline In November

Switchilist

Stats v  Manage subscribers ~  Add subscribers »  Signup forms  Settings v Q

View subscribers

You have no subscribers

5 Or Cr orm T gt started,

11. | make sure CSV or Tab-delimited text file is selected, then click next

25/ usdadmin.mailchimp.com lists/me mpart w ,". & @ i

Where do you want to import subscribers from?

(®) CSVor tab-delimited text file

mport contacts from .csv or .t files
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12. I click Browse and find the .CSV file that | downloaded, then click “Next Step: Match”.

& C | @ hitps//ustadminmailchimp.com/ st vsepte & | Jg & 6

Import from CSV file

Upload file

Accounts with_Email-11-1-2016.C5V Orowse

f or tab-delimited text flles

% 1 understand that my billing plan may be automatically upgraded

13. It will not automatically map the first 2 columns in your file, so click the drop down box and select “Create a New
Column” and enter the following for each: “Name” and “Memberid”. Click save after each addition.

Column name

MName

Make a Selection
Create a New Column
New column name
I Available Column Names

Email Address

First Mame
Last Name

14. It will then say “All Columns are Matched”. Click Next to Review.

&« C | @ httpsy//us9.admin.mailchimp.com/lists/members/import/match?id=

1&import_id=6111098& ¢ ,- i e

Import subscribers

Now let's m j ilChimp list.
See an exafnple of the import field match process.

All columns are matched. Click "Next" below to finish.

Show skipped columns

Column name
memberid Email Address

Name v
text field email field

Skip Edit » Skip Edit « Skip

"GORDON, LORI" 1473736 opted-out

B==-Zmdap 1 T @gmail.com

WMy aE ™" o7 . com

UREEE A" Ed2p cwn@gmail.com

. »
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15. Click “Import” on the next screen

“ C | @ hips/ushadminmadchimpeom,

You're all set to import!

Please review your selections below before imparting your data

7 Import method

@79 Importing 3 of 3 columns Edit

¥ Detals

Categorize the imported subscribers as:

®) Subscribed

Unsubseribed

Suppressed or blacklisted emalls that will be unsy

Cleaned

Addresses that have bounced

16. Now you’re all set and ready to build your newsletter content!
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