
Salesforce Marketing Cloud | Set up 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: In the Content screen click the arrow next to ‘Content Builder’ in the left column. Once the 
Content Builder section is open you will see a ‘Student Services’ folder for your specific campus. Click the 
arrow to expand this section. 

 

A folder for ‘Images’, ‘2023 Fall Emails’, and ‘2024 Fall Emails’ has been set up under each college. 
Please use these folders moving forward to organize your emails and any images you upload for emails.  

You can add more folders by right clicking on the folder name you want to add a subfolder to. 

 

 



Step 4: Once you navigate into the appropriate folder, click on the blue ‘Create’ button in the top right 
corner, select ‘Email Message’ from the dropdown. 

 

 
Step 5: The ‘Create An Email’ screen will load at the ‘Define Properties’ tab. Click on the ‘Select Creation 
Option’ dropdown and select ‘Template’. 

 

 



Step 6: All template options will load in. Please go to the ‘SAVED’ tab and select the ‘Student Services 
Template’ from the options. 

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

 

Step 7: This will apply the template and bring you to the ‘Define Email Properties’ screen. You must fill in 
the ‘Name’, please name the email something meaningful containing the topic and send date.  

Then click the white ‘NEXT’ button at the top right of the screen. 
 

 



Step 8: The email will now load in for you to edit. 

First - set the ‘Subject’ field, this field is the Email Subject Line that will show up for students. 

Second - set the ‘Preheader’ field, this field sets the text from the email body that shows below the 
Subject Line in email clients. 

 

 

 

 

 

 

 

 

 

 



Step 9: Next we can start editing the email itself. Click on the section of the email you want to edit. 
 

 

This will open the section for editing in the left hand side with text editor tools at the top. 

Note: Copying and pasting text into the email can bring over formatting. Text should be set to Arial, 
Black, and 16px font size.  

 



Step 10: The template is set up with some basic layout options, you can remove any section by clicking 
on the arrow that appears in the top right corner of a section when it is hovered over. You can then 
select the ‘Delete’ option from the dropdown. 

You can also ‘Duplicate’ a section and open ‘Editing’ from this dropdown as well. 

 

When you finish editing a section, click the blue ‘Done Editing’ button in the bottom right corner of the 
left hand column. 

 



Step 11: Editing a button. Click on the button to open the editing window in the left column. Here you 
can set the Button Text, set the alignment of the button. And set the link the button goes to at the 
bottom of the left column. 

 

Next view is of the options at the bottom of the button editor. 



  



 

Step 12: Adding or Editing an Image. Any image in the email template can be clicked on to edit. This will 
bring up the editing window. To add an image, click on the blue ‘Browse’ button. 

 

This will open a Content Builder window, navigate to the ‘Images’ folder under your specific campuses 
‘Student Services’ folder. Click the blue ‘Create’ button in the top right corner. 

 



Select ‘Upload’ from the dropdown. 

 

Navigate to the image you want to upload and select it, then click on the ‘Open’ button in the bottom 
right corner. 

 



The image will upload and appear in the window. Click on the ‘Upload and Publish’ button underneath 
the image thumbnail. 

 

The image will then load into the email. Make sure to click the ‘Scale to Fit’ check box in the image 
editor. You must also fill in the ‘Alt Text’ field with a description of the image.  

Then click the blue ‘Done Editing’ button at the bottom of the left column. 

 



TIP: ADD LAYOUTS AND CONTENT BLOCKS 

You can add more layouts and blocks of content into the email template to fit your content. 

In the ‘Layouts’ tab of the left panel editor, you can drag and drop any layout option to any location in 
the email body. 

 

The layout will load and take you to a ‘Content’ tab, you can drag and drop any ‘Basic Content’ block into 
the new layout. 

 



Step 13: When you are done editing the email, click the white ‘NEXT’ button in the top right corner. This 
will take you to the ‘Preview and Test’ tab.  

 

Step 14: To send a test email, click on the email icon in the vertical toolbar on the left side of the screen. 

 



Step 15: In the ‘Recipients’ section, make sure your email address is there, as well as any others you 
want to send the test email to. You just type in an individual email and press ‘Enter’ to add it. 

You can edit the sender profile, and the prefix that shows before the Subject Line in the test email as 
well. You do not have to. 

Then click the blue ‘Send Test’ button at the bottom of the left column. 

 



A dialogue box will pop up to confirm your test send. Just click on the blue ‘Confirm and Send’ button in 
the bottom right corner. 

 

This will be what it looks like with those fields set in the previous screenshot. The default sender is 
‘Eastern Iowa Community College District’, the ‘[MCC]:’ appears before the subject line, any set 
preheader text will appear where it says %%PreHeader%%. 

 

From here you can ‘Save and Exit’ or ‘Save and Send’ the email from the drop down option using the 
blue “Save” button in the top right corner. 

 


