
Salesforce Marketing Cloud | Send or Schedule an email 
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: Click on the ‘Content’ tab across the top of the page. 

 

 

 



Step 3: Navigate to your folder in Content Builder, then select the email you want to send.  

 

Step 4: Once in the email click on the white ‘Send’ button in the top right corner. 

 



Step 5: This will bring you to the send screen for the email. 

In the first screen, click on the ‘Sender Profile’ dropdown. 

 

Select the person who’s email you will be sending this from and then click the white ‘Next’ button in the 
top right corner. 

 



Step 6: This will bring you to the ‘Select Audience’ step. Click on ‘Data Extensions’ in the left column and 
then click on your folder to access your Data Extensions.  

Drag and drop the list you want to send to in the ‘Targeting’ panel in the right column. 

 

A ‘Select Publication List’ dialogue box will open up. Do not select or change anything, just click on the 
blue ‘Select’ button in the bottom right corner. 

 

 



Then click on the white ‘Next’ button in the top right corner. 

 

 
Step 7: This brings us to the ‘Configure Delivery’ step. You can send an email out immediately, or select 
the ‘Schedule’ option and pick a data and time using the drop downs. The click the white ‘Next’ button 
in the top right corner. 

 

 

 

 



Step 8: This is the final ‘Review and Send’ step. Double check the highlighted areas to make sure the 
appropriate Audience, Sender Profile, and Send Timing are set. If everything looks good, check the ‘This 
information is correct and this email is ready to send.’ Box and click on the white ‘Send’ button in the 
top right corner. 

The email will now be sent or scheduled. 

 

 

Once you hit send, you can work on other emails, or log out. They system will send out the email. You do 
not need to leave the browser open. 


