
Salesforce Marketing Cloud | Use an email template 
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 ‘Template’ folder. Click the arrow to expand this section. 

 

Step 4: Find the email template that you want to use and click the down arrow  to the right of the 
email name, and select ‘Duplicate’ from the dropdown menu. 

 

 
 

 

 



Step 5: In the ‘Duplicate Content’ dialogue box that pops up, hover over the ‘Name’ field at the top of 
the right panel. A pencil icon will appear, click on the pencil icon and rename the email. 

 

Then click on the ‘Move’ link next to the ‘Location’ field. 

In the resulting dialogue box, select the folder to save the email to, and then click the blue ‘Save’ button 
in the bottom right corner. 

 



 

 

Step 6: You can then click on the green pop up that appears to view and edit the email. 

 

Or you can navigate to the email through the content build panel on the left. 

 

 

Step 7: You can then go into the email and edit and send it like any other email.  

Make sure that you check that your variable data matches up with your Data Extension, for filling the 
name and any other personalized information before sending. 

 

 

 

 

 

 

 

 


