
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. 
 

 

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’. 

 
 



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. 

 



Step 4: Once in your ‘Student Services’ folder, click the blue ‘Create’ button in the top right corner. 

 
 

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. 

 
 

     



Step 6: This will bring you to the next screen in the process.  

There are two fields to complete on this screen: 

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

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

 

 



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. 

 

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. 

 



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: 

• 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. 
 

• 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. 

 

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. 

 

 
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. 

 



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

 

 

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

 
 

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. 

 



Step 15: In the pop-up window, navigate to your formatted CSV file and select it. Then click ‘Open’ to 
upload. 

 

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. 

 



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.  

 
 
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. 
 

 



 

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. 

 



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. 

 

 

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

 

 

 

 

 

 

 

 

 



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. 

 

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. 

 



Step 21: Once the file is imported and processed this is what your Data Extension screen will look like. It 
will add the number of records and the last import date to the top of the right column. 

 

 

 

 


