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September 2017 Updates

• New, simplified process to reuse old emails without cloning many old emails into 
each new program

• How to manage drafts, and avoid multiple drafts of the same email causing confusion

• Quick reference to navigate training for answers to frequently asked questions

• How to determine who receives an email you send



Quick How-Tos for FAQs

• How to get started with cloning – p. 16

• How to change the name of your cloned template  email to your current email – p. 20 

• How to upload, insert, and  edit images – p. 31

• How to upload and link to a PDF – p. 53

• How to send a sample email – p. 59

• How to check who received your email – p. 67

• How to troubleshoot extra drafts of an email – p. 87



How to Speak Marketo

• Workspace: Workspaces are separate areas we created in Marketo for each school/unit or group. 
That means, when you log into Marketo, you will see only the folders, templates, emails, images, 
and audience list associated with your school/unit or group. Your workspace is accessible to you 
and one other person from your team by Net ID.

• Powerball: The purple circle located on the top 
left of the screen while working in Marketo is 
called the powerball, and when clicked, it turns 
into a menu so you can navigate the platform.

• Program Template: Programs look like mailboxes, and they are the most important thing you will 
use because almost everything you do in Marketo will be inside a program. We set up your 
workspace with several program templates that are customizable, mobile-friendly, and do not 
require HTML coding. So, whenever you need to create a new email, your first step will be to copy 
a program template. Templates are to copy only. (see folder names)
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When learning a new system, sometimes it can sound like a foreign language. The 
following terms will help you be fluent in the language of Marketo.



How to Speak Marketo (cont.)

• Email Program: Email programs are what you 
will use most often. You can think of an email 
program as the container with all the stuff and 
steps you need to send your email:
– audience defines the "who,”

– email provides the "what,”

– schedule defines "when," and

– approval makes it ready to go.

The email program control panel has four boxes 
to help you stay focused on these four steps. 
When you copy from a program template, your 
audience will already be defined. So, you will be
ready to customize your email, schedule, and approve it. From this control panel, you will 

be able to send out emails, create A/B tests, and track your results.

• Email Campaign: One email sent to a selected audience is called an email campaign, and it uses a 
program template to build out assets. (see folder names)
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How to Speak Marketo (cont.)

• Email: An email is one part of an email program, and it represents the “what” or the content that 
you are sending to your audience. 

• Smart List: Your workspace comes with a master list of your full alumni constituency, and this list 
that represents your audience is called a smart list. We have already made and connected your 
smart list to the program templates you will find in your workspace to save you time. You should 
never delete your smart list from a program, but if you accidentally do so, note that you will not 
be able to send emails through the system until you contact your staff partner to create a new 
one. Note: during training, there is a sample list only. Once you complete your training, you will be 
able to access your full audience.

• Clone: In Marketo, when you copy a program template, this action is called “cloning”.  
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Marketo Cheat Sheet
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• Log into Marketo at: https://rufsso.rutgers.edu/

• Remember, your Marketo login and password are your NetID login and password.

• All email campaigns are created and sent in ‘Marketing Activities’.

• All images are uploaded in ‘Design Studio’.

• Your program templates are to copy or “clone” only. 
Never edit a list or mail an email from your template folder!

• To get a new email started, copy or “clone” from one of your templates, or a previous email you 
have sent.

• Always keep your workspace name in your email program name for reporting purposes! (see 
workspace setup for visual)! 

• Visit ralumni.com/marketo for step by step guides to help answer common questions.

• Reach out to your staff partner with questions or concerns.

https://rufsso.rutgers.edu/
http://ralumni.com/marketo


What’s in my workspace?

• A suite of program templates that each appear in a different 
folder, feature a different email layout, and come already 
connected to your smart list. 
(Visit http://Ralumni.com/Marketo for descriptions of the 
currently available templates and suggestions for use.)

• Your smart list, or audience, which we have already connected 
to each program template to save you time. That means when 
you copy a program template, you do not have to worry about 
defining your audience. All you have to do is add your content, 
schedule, and approve it 
to send. 

Note: During training, you will have access to a ‘Training Smart List’ 
with only 2 recipients. Your staff partner will make your full list 
available to you after you successfully complete your training 
exercises.
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Workspace Set Up

• Every email program in a workspace has a naming convention –
Workspace_YYYY_MM_DD_Freeform Entry of email type. 

– Keep this naming convention, including underscores, for ease in 
reading reporting down the road.

• As you create a new program, ALWAYS start the name with the 
acronym you see in your program templates. This will keep 
reporting clean and ensure opt out programs function 
correctly.  

• Remember – your program templates contain your list of your 
total constituency, and basic template layouts. The purpose of 
the templates is to clone and use over and over. Your first step 
should always be to clone. Do not send emails or filter your list 
before you clone a template into another folder for 
modification.
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The graphic above is a sample of a 

workspace that has cloned from its 

program templates into a new folder, 

and used the correct naming convention 

for email programs.



How to create and send a new email
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NOTE: See next section for repurposing an existing email



Log into Marketo at
https://rufsso.rutgers.edu/
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https://rufsso.rutgers.edu/


Remember – You will need a NetID
and password to log in

13



Upon logging into Marketo via SSO, go to Marketing Activities

Note that the following pages include screenshots that were taken by a Marketo administrator, who may have additional content in
their view. Don’t worry if your screen looks slightly different.
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This is a sample workspace view once logged in.

Your program templates folder contains clean email templates to clone from and use 
as email campaigns. 
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Expand your template folder and determine which template you wish to use.

Right click on the template and select ‘CLONE’ – remember, never edit the smart list or emails 
connected to your templates before cloning
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When you clone, your email will remain within your workspace. Select to clone to “A Campaign 
Folder”, then select an “Email Campaigns” folder from the drop down.

To Name your specific campaign, input WORKSPACENAME_YYYY_MM_DD_your_specific_email
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Your new email program will now appear in the Email Campaigns folder in your workspace. You should never edit and mail your templates –
always clone to the campaign folder.

The mailbox icon flags the email program, with the envelope representing the actual email asset to be edited and mailed.
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If you would like to change the name of the email you are planning to send from the 
template name to something more personalized, first click on the envelope icon.
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Hover your mouse over the name of the email (here, the example is from the Letterhead 
template). You will see the field turn yellow and a pencil appear to the far right – CLICK on 

this. Once you click, the name becomes editable and will look like the below.  
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Enter the text that you wish to name your email. This should be something easy to 
remember for the future. Then click ‘SAVE’.
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To edit the actual email in your program, right click on the email asset (marked as an envelope) 
and select ‘EDIT DRAFT’. This will open a new tab in your browser for the email editor 
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Alternatively, if you click on the envelope icon, you can also begin editing your draft here:
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This is the editor view of the email. Double click on the from name, from email, reply to, and 
subject spaces to update the text. Double click into the body of the email to edit the content. 
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When you click into the body of the email, the email editor options pop up. The layout is similar to Microsoft Word. From 
here you can edit fonts, sizes, add an image, add a link, or add a horizontal line to separate sections. The omega icon pulls

up symbols, including em and en dashes. When you make your changes, click ‘SAVE’.
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Key Editor Features

26

Font type, size, spacing, colors, accents

Insert a link

Insert an image
Insert a symbol Strip text formatting –

use this if you copy and 
paste in from Word, 
etc. before formatting

Insert a table Horizontal 
Line



How to insert a link in the email editor
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Step 1: Highlight the text you wish to hyperlink, then click the URL icon
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Step 2: Update the URL you want to send traffic to (either type in or copy and paste the link in). 
When you are done, click ‘INSERT.’
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Your text is now hyperlinked.
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Sidebar – How to upload and insert an 
image
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How to upload an image or file to Design 
Studio
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To upload an image, navigate to Design Studio from the powerball drop down. Note that the Marketo icon is 
not clickable in the email editor. You must be in Marketing Activities to switch over. If you are in the editor, 

navigate to the other open Marketo tab in your browser.
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You will see several options in Design Studio for your workspace – to upload an image, you 
will use ‘Images and Files’.
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You can add an image or file in 3 ways: 
1. directly to ‘images and files’, 

2. to an existing folder, 
3. to a new folder you create. 

(To create a new folder, just right click  on ‘Images and Files’ and name a new folder.)
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In this exercise, we will upload direct to images and files. The steps are the same for all 3 options.
First, click on the place you want to send your image for uploading. You will see names of other files in that 

area pop up to the right. 
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Right click on the orange bar and select ‘UPLOAD IMAGE OR FILE’, or choose that option from the 
gray toolbar to the right

37



Select the folder you wish to upload your image to from the drop down. Then browse your 
computer to select the file you wish to upload. (You can select more than 1 file to upload at a 

time.) When you are done, click ‘UPLOAD’.
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When your file has uploaded, you will get a status. If your file is skipped, there is likely another file with the 
same name already uploaded. Either rename your file, or select ‘overwrite existing files’ and try again. 

When you are done, click ‘FINISH’.
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How to insert an image or file

Assumption – image already lives in Design Studio
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To insert an image, click on the image icon in the editor.
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Next, click on the file folder icon.
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The folder icon will bring you to your image library. We have already uploaded a number of 
graphics for your use, in addition to any you upload in design studio. The folder names here 

match what is in your Design Studio.
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Note that you can also type into the Find… field to easily search for a graphic.
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Once you find your graphic, click on it to select it, then click ‘INSERT’. 
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The graphic will appear in your email.
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Is your graphic surrounded by text and you need to add padding? Do you need to resize your 
graphic? If so, click on the graphic, and then on the image icon. 
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To make your graphic bigger or smaller, adjust the dimensions by entering one number 
into the below. The second number will automatically size to scale. 

Then click ‘APPLY’.
Please note: this will not solve for sizing photos that are too small to be a bigger size. Please ensure final 

images do not appear pixelated.
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To add padding around your graphic, first click on the ‘Advanced’ tab.
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Next, add a standard 5 pixels of buffer space into the vertical and horizontal boxes. Depending 
on your email layout, you may only need to select one of these. When done, click ‘APPLY.’
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Your image preferences will update. Make sure to hit ‘SAVE’ when you are finished editing 
to save all of your changes. 
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Did you want to upload a file, such as a PDF to link to in your email? 

First, follow the same steps to add your PDF to the design studio that you would take to add an image.
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Next, click on the file name of your PDF in design studio to highlight it.
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Copy the URL listed in the URL box. This will be the URL you link the text to in your email 
that will open the PDF.
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Return to the email editor, and add your PDF URL from design studio to the hyperlink tool 
using the steps from slides 22-25. Click ‘INSERT’ when you are finished.  

55



You are set with uploading and adding 
images and files!
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When you are happy with all of your edits, click on ‘Email Actions’, in the top bar, then select ‘Copy All 
HTML to Text’. This will populate all of your edits into an auto-generated text-only backup version for 

recipients who might not accept HTML emails.
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Once you copy all HTML to text, you are done with the editor! Send yourself a sample by 
clicking on ‘Email Actions’, then ‘Send Sample Email’.
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Once you click ‘Send Sample Email’, add your email address next to the red 
asterisk the first time you send a sample, and click ‘SEND’. Next time, it will be 

saved in the ‘Send to’ dropdown menu for you to select.
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If you are happy with your preview, you are done in the email builder! 

Navigate back to the main Marketo experience. This is likely a tab to the left of the 
email builder in your browser with the main Marketo window. Remember, the main 

window has the active powerball menu in it.
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Once you review your sample email and are satisfied, right click on the email (envelope icon) in your 
program and select ‘APPROVE.’  A green check will appear over the envelope icon. Your program 

(mailbox icon) will not mail with an unapproved email (envelope) asset.
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You can also always preview any email, approved or unapproved, if you wish to double 
check it before loading into your program to mail.
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Your audience is pre-loaded to be your constituency so you will see a green check mark next to ‘audience’ on the program 
control panel. Remember not to delete your smart list because doing so will prevent you from being able to send your 
message. Select the email from the drop down menu on the control panel. If there are multiple options, drag the blue 

corner (on the bottom right of the the box) to expand and read all of the details. 
(Remember, if training, your smart list is likely the 2 person ‘Training List’ so your audience number will be 2.)
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Once you select an email, a green check will appear in the email box. Next, schedule your email 
program to send by using the calendar and drop down menu in the ‘Schedule’ box. Note that 

you need a 15 minute buffer window to schedule. 
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Once you schedule the email, you will see a green check. Finally, click the approve button in the 
bottom right ‘approval’ box. When you see the 4th green check appear in the approved section, 

your email has been scheduled to send! 
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After your email sends, your view will automatically convert from the ‘Control Panel’ to a 
results Dashboard. If this does not happen automatically, refresh your browser.
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Wondering who received your email? Click on the ‘Members’ tab after your email sends to see 
a recipient list. 
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Congratulations, you have sent an email! 
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How to repurpose an email
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NOTE: Cloning from a previously sent email, such as a monthly newsletter, to 
create a new one

UPDATED SEPTEMBER 2017



In Marketing Activities, find an email program that you have sent and wish to reuse. 
Right click on the program (mailbox icon) and select ‘CLONE’.

Note that the following pages include screenshots that were taken by a Marketo admin, who may have additional 
content in their view. Don’t worry if your screen should look slightly different.
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To clone, input the information for your new email. You will always clone to a campaign 
folder – select your folder and name your new email program according to the 

Workspace_YYYY_MM_DD structure

71

Note that not all users have the 
‘workspace’ option seen here. 



After clicking ‘CREATE’, you will see your new email program
highlighted in the left sidebar.
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These *new, revised* steps will ‘de-select’ the old email, and set up the process to unapprove
it and rename it, without an additional clone.
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To begin, we need to take the old email out of “use”. To do this, click the button in the 
email box next to the selected email, which looks like a hyphen inside of a circle. 



Once you take the email out of use, your email box will look empty. We can now move 
forward with un-approving and renaming the old email, so we can edit it and send again. 



Next, right click on the old email you want to repurpose. Since it mailed in the past, it will have 
a green check on it showing that it is approved. Right click, and select ‘Unapprove Email’ 
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Next, rename your now unapproved email by clicking on it and hovering over the name of 
the email in the right pane, until you see the pencil icon appear. Click that and edit.
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Once you have your new email name entered, hit ‘save’. 



You will now see the updated name of your email sitting under the updated name of your program. Move 
forward and edit your draft using the same steps from earlier in this training, beginning at slide 22. 
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Continue to follow the steps from earlier in the training to:

Edit your draft
Send yourself a sample
Copy all HTML to text
Approve your Email
Schedule Your Email

Approve your program
Read your performance metrics 
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Congratulations, you have sent a new 
email by repurposing an old email!
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Complete Your Training

Send a sample and create an Archive
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To complete your training, you must send a sample email to your designated staff partner and then archive 
your training exercise. 

To begin archiving, right click in your workspace to create a New Campaign Folder

83



Name the folder with your group name and ‘Archive’. 
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Drag any programs you created in training into the folder to clean up your workspace.
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Your workspace is now cleaned up and ready for use! Once your sample email and confidentiality 
document are received by your staff partner, your ‘live’ smart list will be made available and you 

can begin sending emails to your constituency.  

You can use your archive long-term in Marketo to keep your workspace clean and up to date.
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Marketo Awareness – the Dangers of Drafts! 

Have you ever ‘lost’ an email in Marketo, or felt confusion 
because something you were working on is not rendering 
when you sent yourself a preview? You likely have 
accidentally created an extra draft version of a previously 
approved email. 



How does a ‘rogue’ draft become created? 

You can create a ‘draft’ of an approved email by cloning a past 
program, right clicking on an approved email with a green check on 
it, and hitting ‘ edit draft.’ 



You can tell whether or not you have created an extra draft by looking at the envelope icon 
in your program. If you see a pencil and a plus sign, you have created a ‘draft’ of a 

previously approved email



When you expand the plus sign, you will see that a ‘draft’ is now sitting under your 
email/envelope icon. Any changes you make to the ‘Draft’ version with the blue pencil 
WILL NOT APPEAR in your email/envelope icon until you specifically approve the extra 

draft. You could send samples of the email and the draft, and they might have completely 
different content. 



Marketo will always default to send an approved email, not a draft. When you approve the 
extra draft, it will then flow into your actual email/envelope icon. If you have created a 

draft, you MUST approve the extra draft to select that content to mail. 



To approve the draft, and have that content 
flow into your envelope icon, right click on 

the black and blue pencil icon – you will see 
there are now added menu items to take 

actions just regarding the draft. 



Select ‘approve draft’ for your draft content to flow in and replace the content in the envelope 
icon. Remember – this will replace the entire email in your envelope icon.  Once you approve 

the extra draft, you will see that it disappears from beneath your envelope icon. 



To avoid the hassle and confusion of  drafts, always right click on and 
‘unapprove’ any approved email you may wish to repurpose before making any 

changes to it. 



Marketo Reminders

• Never 

– edit the templates or attempt to mail from templates. Clone only.

– edit the smart list or email asset in a template. Always clone first.

• Always

– name your programs using the Workspace_YYYY_MM_DD_Freeform_Entry format

– start the program name with the acronym used in your program templates.

– Contact your designated staff partner with questions or issues.

• Visit ralumni.com/marketo for a downloadable copy of this training, as well as other step by step 
and troubleshooting guides.
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