Salesforce Marketing Cloud | Check an email send

Step 1: Log in to Salesforce Marketing Cloud (https://mc.exacttarget.com/cloud/#), click on ‘Email
Studio’ in the top ribbon and select ‘Email’ from the dropdown.
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Step 2: This brings you to the Email Overview screen. In the right column you will see all the email

‘Sends’ in the system. There are two tabs, the ‘Past’ tab shows all emails that were sent, when they
were sent, delivery rate, and subscriber number. The ‘Pending’ tab shows the same, but for emails that
are scheduled to go out in the future.
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OR you can see more in-depth information if you click in the ‘Tracking’ tab at the top of the screen and
then select ‘Sends’ from the drop down menu.
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This will take you to a new view that shows all the sends in the system, sent, scheduled, or canceled. You
can see the date sent, status, open rate, click rate, and more. You can also click on the email name to
see more in-depth information on that specific email send.

& Email Overview  Content  Subscribers v Interactions w  A/BTesting = Tracking v  Admin Feedback E09 v e Nicole Harrison v
-
Tracing « | WyTracking
PR vy racions | REE: o n > o o | Showing - Last 100 Sends | [3]Set Grid Preferences
3 Test Send Emails [ JobID Date/Time Sent Status - Emails Sent Total Opens Unique Clicks  Unique Click-Through Rats Open Rate Unsubscribes -
® [ Triggered Sends O 77179549 912212023 1201 PM Complete 2373 914 2 0.1% 6.8% 0
(23 AVB Testing
0O 779523 912212023 12:01 PM Complete 7,051 1385 1 0.0% 6.7% 0
@« My Reports =
« Report Status and History O 77125935 SCC Mental Health Counseing Services, Target SCC Stud 91412023 1:51 PM Complete 4147 1,159 3 01% 8% o
5 + Administrator Reports O 77033283 Casting Email #4, Current Students_Send Date September 1, 2023 9112023 5:12 PM Complete 6740 2593 2 02% 10.1% 0
¢ Emall Send Report O 77024543 Annual EEO Notice Email, All Current Students, August 31, 2023 8/31/2023 11:43AM Complete 6747 3,054 16 02% 104% 0
+ Email Sencs by User
O 76967829 Welcome Back to Camy d 22, 2023, Target All EICC Students 8122/2023 201 PM Complete 6118 3,038 54 0.9% 16.2% 1
&+ Subscrber Reports
+ Atiioute By Tracking Eventl] (] 76938967 Casing Emai #3, Curent Studen's Send Da 2 8172023 931 A Compite 5975 1961 s 01% 2% 0

This is also where you can cancel a scheduled sent if needed. You can’t cancel an “immediate” send.

Just check the checkbox next to the email, and then click on the ‘Cancel Send’ button at the top of the
list.
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