
HTML PROMO
Email Guide



Upload zip file to email provider
If you’re using Safari the file will download as an HTML file, right click and click

“Compress” so it turns into a Zip File. Use the Zip file when uploading the email

MailChimp Instructions

 Go to Email Templates (sidebar to the left)

Create Email Templates (top right of screen)

Select “Code Your Own”

Click “Import Zip”

Upload Zip File



Exit out of the page and you’ll land on the “Templates”

page

Your uploaded file should be at the top of the page

Click “edit”

Scroll down through the code section on the right-hand

side and look for the white writing “*Insert Company

Name*” then edit the name and save your work





Next scroll down and stop once you see the white text

that’s in the body of the email.

Edit the “15%” promo with whatever % amount your promo

is for and save your work.

To find the coded text quicker, use “command+f or

control+f” function to look for the text on the site





Next scroll down and stop once you find the [INSERT

CODE] text. Edit the text with the actual promo code. 

Scroll down a little more and stop once you find the [Insert

End Date] text. Edit this text with your promo expiration

date.

To find the coded text quicker, use “command+f or

control+f” function to look for the text on the site





Next scroll down and stop once you get to the“Enroll Today

and Save!” text. A couple lines above that, you’ll see text

that says “http://WWW.ADDYOURURL.com” edit that URL

with your own website URL and save your work (only edit

the text IN the quotation marks)

To find the coded text quicker, use “command+f or

control+f” function to look for the text on the site

http://www.addyoururl.com/
http://www.addyoururl.com/




Next scroll down until you see the text “[Insert Code]” and

add your promo code.

Don’t forget to also update the “15%” text with the promo

amount offered. You’ll find this text after the “Insert Code”

text. 

http://www.addyoururl.com/
http://www.addyoururl.com/
http://www.addyoururl.com/
http://www.addyoururl.com/
http://www.addyoururl.com/




Lastly, scroll down until you see the text “For more

information…” after that text you’ll see the

“http://WWW.ADDYOURURL.com” URL, make sure to edit

that URL with your own website URL and save your work

(only edit the text IN the quotation marks)

http://www.addyoururl.com/
http://www.addyoururl.com/
http://www.addyoururl.com/




The email on the left will update once you save your

changes, so make sure to click on the links to make sure

they’re working

Once you’ve updated those areas, you can save and exit

and use the saved template when you send your next email

campaign


