
Salesforce Marketing Cloud | Formatting email lists in excel 
Step 1: Make sure you at least the following four fields: 

• STUDENT_ID 
• FirstName 
• LastName 
• EMAIL 

There is no limit to the number of students in your email list, Salesforce Marketing Cloud can email to 
the entire list without breaking it up into chunks of 500. 

You can have as many columns as you like, and any information stored in your spreadsheet can be used 
like just like Mail Merge in office. 

Just make sure to remove all commas from the spreadsheet because it must be saved as a CSV file to 
upload. 

 

 

 



Step 2: Save your file as a CSV (comma-separated values), this file format uploads the best. 

 

 


