Salesforce Marketing Cloud | Setting up email lists

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: Once in the ‘Email’ screen, click on ‘Subscribers’ in the navigation across the top of the page. In
the dropdown select ‘Data Extension’.
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Step 3: Once on the ‘Subscribers’ tab you will need to click on the ‘Data Extensions’ section in the
‘Subscribers’ side navigation. Then expand the ‘Data Extensions’ folder and select your campuses

‘Student Services’ folder.

Please make sure to create and store all email lists in your campus specific folder.
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Step 4: Once in your ‘Student Services’ folder, click the blue ‘Create’ button in the top right corner.
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Step 5: A dialogue box will pop up to start creating your new ‘Data Extension’, which is your email list.
Select ‘Standard Data Extension’ from the options and click ‘OK’ in the bottom right corner.

Create Data Extension

Specify the method by which the data extension will be
built

(@) Standard Data Extension
A standard data extension allows you to create
custom fields fo store data.

Filtered Data Extension

A filttered data extension is generated by filtering

fields, measures, and filters for sendable data
extensions from a source data extension

Random Data Extension
Random data extension allows you t \
select subscribers from a source data extension.




Step 6: This will bring you to the next screen in the process.
There are two fields to complete on this screen:

e Set the ‘Name * field to a name that makes sense to you.
e Check the ‘Is Sendable?’ box.

Then click the ‘Next Button’ in the bottom right corner.

Create New Data Extension

€ Properiies Data Retention Policy Fields
Creation Method Create from New ~
Name *
External Key

Description

Type Standard
Location Clinton Student Services Change Location

[] Is Sendable?

Is Testable?

......

Create New Data Extension

o Properties Data Retention Policy Fields

Creation Method Create from New

Name * | Current Students

External Key

Description
Type Standard
Location Clinton Student Services Change Location
Is Sendable?
[ Is Testable?
Cancel




Step 7: In the next screen of the process, there is nothing you need to change, so click the blue ‘Next’
button in the bottom right corner of the screen again.

Create New Data Extension

Q Properties 9 Data Retention Policy Fields

Retention Setting On

Apply To Delete:

Period:

Step 8: The next screen of the process is setting up the structure of the Data Extension (email list).

Each row you set up on this screen will dictate the data contained in the row and it should match up
with the columns in your email list.

Create New Data Extension
@ Properties @ Data Retention Policy © Fields
Name Data Type 7 Length Primary Key Nullable Default Value
Text = 50 o
Send Relationship - relates to Subscribers on Subscriber Key -
Cancel Back Create ‘




Step 9: All your email lists must contain the student’s Student ID number. This is their unique identifier
in the system. You can leave the ‘Data Type’ and ‘Length’ at their default settings, but you must check
the ‘Primary Key’ box.

You will also need to set up the following fields as well:

o FirstName - this specific spelling corresponds to being able to dynamically load the students first
name into emails, the ‘Data Type’ and ‘Length’ fields can be left at their default settings.

o Email - this is the students email, you MUST set the ‘Data Type’ to ‘EmailAddress’ for the
system to use it as the email address, all other options can be left at their default settings.

Create New Data Extension
& Properties @ Data Retention Policy © Ficlds
Name Data Type |7 Length Primary Key Nullable Default Value
STUDENT_ID e - 50 W 1]
FirstName G - 50 oW
LastName i - 50 [ m
Email Emailaddress z 254 o
Send Relationship STUDENT_ID - relates to Subscribers on Subscriber Key -
Byck

You need to set the ‘Send Relationship’ dropdown at the bottom of the screen to the field that is set as
your ‘Primary Key’, so the field name for where your student ID is held.

Then click the blue ‘Create’ button in the bottom right corner.



Step 10: After you click ‘Create’ you will be brought back to your folder, and you will see your new Data
Extension. Click on the name of your new Data Extension to edit it.
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[ Publication Lists
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Step 11: This is what your Data Extension main screen will look like. In the left hand column with the
gray background you will see the date the extension was created and last modified. You can see who
created it, who owns it and in what folder it is stored. Below this you can see if the Data Extension is set
to be used for sending or testing and you can edit those settings.

In the right column, you can see the fields in the Data Extension and there is an ‘Edit Fields’ button in
the top corner of that section to make any changes.

Data Extensions = Clinton Student Services = Current Students

«» Ey W
Current Students W METERE
Manage Policies
Properties Tracking
EXTERNAL KEY [2
1B4A2C2E-2CDF-42B8-8DCF-5BE28DFOD23E 0
Created Date Records
Tuesday, September 26, 2023 11:55 AM
by Nicole Harrison
Last Modified Date Owne
Tuesday, September 26, 2023 11:55 AM Nicole Harrison  Edit Fields Edit Fields
by Nicole Harrison
Lose MName Data Type Length Primary Key MNullable Default Value
Clinton Student Services Change
Type STUDENT_ID Text S0
Standard
FirstMame Text 30
USED FOR SENDING USED FOR TESTING Edit LastName Text 50
Yes No
SUBSCRIE RELATIONSHIP Email EmailAddress 254

STUDENT_ID relates to Subscribers on Subscriber Key



Step 12: To upload your email list into the data extension click on the ‘Records’ tab at the top.

Daia Exterdiedd « Chrlen Shudeni Servites = Cutrent Stusissls e '. -r-
Cuirent Students ¥ Available
Manage Folicies
Properbes Tracking
1B4AZCIE-2CDF - 42088-8DCF-SEE2ADFOD23E 0

Tuesday, Sepbember 26, 2023 1155 AM
by Megaie Harmon

Step 13: Once in the ‘Records’ Tab, click the ‘Import’ button.

. Email Overview Content Subscribers v Interactions A/B Testing Feedback - EQ9 v 9 Nicole Harrison v
Data Exiensions = Clinton Student Services = Current Students o !| m
Current Students v Available

Manage Policies
Properties | Records | Tracking

STUDENT_ID FirstName LastName Email

0 items

Step 14: This will open a new dialogue box. Click on the blue ‘Browse’ button at the end of the ‘File *’
field to select your formatted email list.

Import Into Data Extension

o Upload File Configure Mapping %) Review & Import
Data Extension Current Students Supported File Types
. = Vour import must be a comma.delimited, tab-
Fllefocation (®) My Computer delimited, ot otherwise deiimitod ia
JETP If il size exceeds 20MB, you must use the
FTP oplion
Compressed
Delimiter* ® comma
O Tab
) Other
Date format English (United States)

Example: 9262023 12:53 PM

Import type Add and Updaie -

Import options [# Skip rows in import file with bad data
Respect double quotes as a text qualifier




Step 15: In the pop-up window, navigate to your formatted CSV file and select it. Then click ‘Open’ to
upload.
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Step 16: Next set the ‘Delimiter *’ field to ‘Comma’ and set the ‘Import Type’ to ‘Overwrite’. Setting the

‘Import Type’ to ‘Overwrite’ is especially important if you are just uploading a new version of the email
list to an already existing Data Extension.

Then click on the blue ‘Next’ button in the bottom right corner.

Import Into Data Extension

o Upload File Configure Mapping Review & Import
Data Extension Current Students Supported File Types
File location ® My Computer ngw"!q[ r&ul;lﬁérn‘s‘: cor lim
JFTP If file size exceeds 20MB, you must use the
FTP option.
File* ListNameNoSpaces.csv m
Compressed

Delimiter* @ Comma

O Tab

() Other
Date format English (United States) =

Example: 9/26/2023 12:59 PM

Import type | Overwrite -

Import options [# Skip rows in import file with bad data
Respect double quotes as a text qualifier




Step 17: This will move you on to ‘Configure Mapping’.

If your spreadsheet column names match up with the Data Extension fields they will automatically map.
If they do not, select the ‘Map Manually’ radio button in the options across the top.

e - __
Import Into Data Extension

@ upicad File @ configure Mapping Review & Import

®) Map by Header Row  (_) Map by Ordinal () Map Manually ListNameNoSpaces.csv
Rows: 893
Columns: 4

"ListNameMNoSpaces.csv"” Data Extension Columns Size:- 4321 KB

Required

STUDENT_ID STUDENT_ID (Text

Firsilame2 Firstllame (Text

Email (Email)
Opfional
LasiName LastName (Texd

This will change the first column to dropdown fields and you can select the spreadsheet column name
that corresponds to the data for the Data Extension field.

Import Into Data Extension

@ upicad File @ configure Mapping Review & Import
_) Map by Header Row () Map by Ordinal ®) Map Manually ListNameNoSpaces csv
R 3
C:
“ListNameMNoSpaces.csv” Data Extension Columns Si
Required
STUDENT_ID - STUDENT_ID {Text
FirstName2 - FirstName (T=xt)
| None Assigned - Email (Email)
Opfional

LastName - LastName (Tex|




Optional

LastName

Import Into Data Extension

o Upload File e Configure Mapping Review & Import
Map by Header Row Map by Ordinal (&) Map Manually
"ListNameNoSpaces.csv"” Data Extension Columns
Required
STUDENT_ID " STUDENT_ID (Text
FirstName2 - Firsthiame (Tex:

- LastName (Text

ListiNameMNoSpaces.csv
5 -

All required Data Extension fields MUST BE MAPPED to a column in your spreadsheet, any ‘Optional’
field in the Data Extension of any unneeded column from the spreadsheet can be left blank and the data
will not be imported.

Once all of the fields are mapped click on the blue ‘Next’ button in the bottom corner.

Step 18: This will bring you to the last section of the import dialogue box. All you need to do here is
double-check your email is in the ‘Email Address’ field on the right side and then click the blue ‘Import’
button in the bottom right corner.

o Upload File

Data Extension
File
Delimiter

Date format

Import type

Import options

Mapping

Import Into Data Extension

o Configure Mapping o Review & Import

Current Students
ListNameNoSpaces csv
GComma separated values

English {United States)

Ovenwiite

Skip rowss in import file with bad data
Do not Respect double quotes as a text qualifier

Map Manually

Notifications

We will send an email when the import

completes.
Email Address™

nharrison@sice.edu




Step 19: This will bring you to a screen with an ‘Import successfully started’ message. You can click the
blue ‘Close’ button in the bottom right corner.

Import Into Data Extension

Importing File

© mport successtully started
You will be notified by email when the import process completes
You may close this window now.

Step 20: Once the import is complete, you will receive an email in your inbox that looks like this.

All Unread By Date =  Mewest ¢
4 Today
Salesforce Marketing Cloud (1]
[EXTERMAL] Data Extension Import Motification 1:04 PM

Caution: This message originated outside of EICC, Use



If there were any errors in the upload the email will have an attachment with that information, the body
of the email will tell you how many rows were inserted and how many validation errors there were.

Attachment Tools

[EXTERMAL] Data Extension Import Notification - Message (HTML)

Message Acrobat Attachments

Hy A=

sE fh X
Open Quick Send Save Save All

Print  To~

Q Tell me what you want to do...

N Y
5

Remove Select Copy Show
As  Attachments Attachment All
Actions

Message
Selection Message
Tue 9/26/2023 1:04 PM

Salesforce Marketing Cloud <noreply@mc.salesforce.com>
[EXTERNAL] Data Extension Import Notification

26e757a8-31e5-1800-0e49-9c051e961645 Results 202309261403,

732 bytes

Caution: This message originated outside of EICC. Use additional caution with links and attachments

To view this email as 2 web page, go here. here.

The fcollowing impcrt has completed with validaticn errcrs Tuesday,
September 2&, 2023 2:04:08 PM GMT-5

HName: elaa7l2a-df28-a44d-eaB2-8e9ff038dadls

Dezcription: Import to Current Students from
ListNameNoSpaces.csv file content.
External Key: 26e757a8-31e5-1800-0e48-8c051e861645
Source: ListNameNoSpaces_290b75d6-2c83-417e-blcl-
ecfé04426bad.cav
Destination: Current Students

Results:
Inserted: 891
ValidaticnErrors:
Required Field: 2

Validaticn results have been logged to a delimited texnt file and
attached tc this message.

MID 10488104

This email was sent to: nharrisoni@eicc.edu

N P WO~ TR S P PP ER S

If there are validation errors the email attachment with give you the Row Number and the error code.
The following shows that rows 301 and 468 are both missing the required email field. You can then go

into your CVS file and check those rows, correct any errors and then you can go through the import
process again with the corrected file.

mj 26e75738-3123-1800-0e49-9c051 2961645 Results 202309261403 - Notepad

File Edit Format View Help

Fow Number Error Number Error Code Error Details Row Data
301 8975647799 RequiredField Email

468 8975647800 RequiredField Email



Step 21: Once the file is imported and processed this is what your Data Extension screen will look like.

will add the number of records and the last import date to the top of the right column.

Data Exlensions > Clinion Siudent Services = Current Sludents

Current Students

EXTERNALKEY |?

+  Available

Properties = Records

1B4A2C2E-2CDF-42B8-8DCF-5BE28DFODZ3E

Created Date

Tuesday, September 26, 2023 11:55 AM
by Micole Harrison

Last Modified Date

Tuesday, September 26, 2023 11:55 AM

by Micole Harrison
LOCATION

Clinton Student Services Change
Type:
Standard

USED FOR SENDING USED FOR TESTING
Yes No

SUBSCRIBER RELATIONSHIP

Owner
Nicole Harrison Edit

Edit

STUDENT_ID relates to Subscribers on Subscriber Key

891

Records

Fields

Mame

STUDENT_ID
FirstName
LastName

Email

« B W

Manage Policies

DATE LAST IMPORTED
Tuesday, September 26, 2023 2:.04 PM
by Nicole Harrison

Edit Fields
Data Type Length Primary Key MNullable Default Value
Text 50
Text 50
Teut 50

Emailiddress 254



