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Profile:  How to Pull a Patient List and Export into Excel Spreadsheet and Import into MailChimp
In Profile, go to Reports >> Stored Queries and create a new search.  Please note the photo below which shows the search peramiters.   
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Make sure that you add the physicians’ initials in “Value” under Patient-Usual Doctor-Code.
Once you are satisfied with your search go to the top right green icon.  Shown below.
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Click on this icon and a list of patients will show up.
Begin by clicking on the top patient to highlight.  Hold down the “shift” button on your keyboard as you scroll to the bottom of your patient list.   This will highlight all patients.
Go to Edit >> Copy
Open a new Excel Spreadsheet >> right click and paste into spreadsheet
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*Note the only data required for MailChimp is:  First Name, Last Name, and Email address. 
When you right click at the top of the spreadsheet (ie in the “D” column), you will see a drop down selection.  Click on “delete”, and “delete column”.   You can do this process for each column that you do not need in MailChimp.  (See above snapshot)
When you are satisfied with the edited version of this spreadsheet then you can save it as a CSV file.  See screen shot below which shows what to look for when saving a CSV file.   (There are a few to choose from)
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1) From here you would open your MailChimp account.  Click on “audience” which is on the left-hand side of the page.   Click on “Manage Audience”, which is on the right-hand side of the page.  Click on “Import Contacts”.  
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2) Choose Upload file; and locate the file you would like to upload.   Click continue.  
3) Organize your Contacts – choose “subscribe”.  If this is your 2nd or 3rd or 4th upload, click on “Update any Existing Accounts”.
After completing your upload, it will take you directly to “creating a campaign” and you can begin your very first mass email. 
**Remember to delete your excel spreadsheet from your hard drive.   




image4.jpeg
TEST MAILCHIMP TEST 1c ~

rmulas

1 AR

= = = 777 '|‘(Cawjﬁi‘bri
——— -5 W
= = |
DOE
- = I
| ‘ ‘
== [
= “\ ﬁj Paste Options: ‘ = ==
E— L =
gmail.com [ EE] ) 240 333
city@gmail | ‘
1sbc.ca A_ Paste Special...
isionsbc.ca |
- =1 Insert
1ail.com |
live.ca ‘4‘] Delete
s.net |

Clear Contents

[ﬂ Format Cells...
Column Width...
Hide

Unhide





image5.jpg
N [ Deskiop

Jan2021pt updated 2021.02.08 (1)

[ sV (Comma delimited) (+csv)

[ save

More options...

£ New Folder

Name T

Date modified





image6.jpeg
Import Contacts
Ghooss Mathod G

How would you like to import your contacts?

Not curs how o format your file? Laarn how

) Uplosd file
Uplosd 5 CSV or tab-delimited TXT file.

() copyand paste
Copy and paste contacts from a spreadsheet.





image1.PNG




image2.PNG
Sort  Count Sum Avg Min Max

Name

oo
(m]m]

BEEEE
588k8

Ph....

(oo o |

§
!

Value

22k?

Active
is greater than today-3y

Condition
is equal to
is equal to

Date Created

Patient - Encounter - Date Created

Patent - Status





image3.PNG
uery  Out

DAD )R BBOE

biect S




image7.jpg
North Shore
Division of Family Practice

AGPSCinitiative





