
SENDING EMAILS THROUGH 
MARKETING CLOUD



IMPORTANT for Assistants

Prior to sending emails through Marketing Cloud (MC), make sure that you do not have 

any contact records inadvertently assigned to you. The emails sent through MC look at 

the Contact Owner field and use this information to populate emails. These emails 

will be sent from you, not the LO.

1. Prior to sending out emails through MC, 

click on the Contacts tab > then select the My Contacts View. 

If any contacts show up in this View, change the contact owner 

to the LO as owner. You should not see any contacts in this View.

2. Prior to sending any emails, please contact

MarketingServices@ccmclending.com to make sure we have a report

for your use that includes all criteria and LOs.
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SENDING MASS EMAILS TO A 
GROUP OF CONTACTS



Sending Mass Emails

You will send mass emails using Reports*. Before you begin, make sure that Marketing 
Services has created a report for your use, located in the 1-USE TO SEND MC EMAILS report 
folder, that includes the group of contacts and any other criteria for your email send.

To do this:

1. Click the Reports tab.

2. Click All Folders link.

3. Click to open the 1-USE TO SEND MC EMAILS

folder.
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* If you need a custom report, email MarketingServices@ccmclending.com with report details.
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Sending Mass Emails

TIMESAVER:

When you request a custom template from Marketing Services, and 
you plan to send to a specific group of contacts (for example: Sub 
Source=Bridal Show) and you know that a custom report doesn’t 
already exist in the 1-USE TO SEND MC EMAILS folder, please 
request it in your ticket. That way, we’ll have it created for you 
while your template is being created.
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Sending Mass Emails

1. Click on the MC Email Sends tab from the Jungo menu.
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Instructions on how to send Mass Emails:
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Selecting your template

3. Click the Find button to select the template.

4. Click the Shared Content folder, and then 

navigate to the folder where the template is located. 

For your customized templates, click the Branch

Specific folder and then navigate to your branch’s 

folder.

The Subject line will populate from 

the selected template.

Click the Preview Email link if you’d like to see 

it before sending. 

2. Click on the New button in the top right corner.
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Selecting your template
To Preview a template before sending (this is optional):

a. Click the Preview Email link.

b. Use the back button in your browser if this message displays: 

d. Click the magnifying glass next to the Subscriber field and
choose any contact from your list. This is only a test, so it
doesn’t matter which contact is used.

c. Choose Contacts from the Recipient Source picklist.
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Selecting your template
The template opens so you can review it and it will show the signature block* at the bottom.

*Please note that the signature block looks a bit off-centered in this preview. Once sent, it will
be balanced.

d. Click the Close button when done previewing.
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Selecting your template
5. Click the + sign next to Report. The reports will either be in 

the 1-USE TO SEND MC EMAILS folder or your branch’s 

folder (if a custom report was created). You can also select 

more than one report at a time, as necessary.

IMPORTANT: Do not choose just any report in your Jungo. Use 

the one that Marketing Services has created for you. The Contact 

ID field has been added to each report so that it will update the 

contact’s email send history.

The selected report(s) will now be displayed (you can add more than one).

6. Select Record Owner in the From Email Address section. Leave 

the Dedupe Subscribers checkbox selected.

7. Select the Send Date and Time. Either Immediately or 

Schedule a Future Send.
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Selecting your template8. Click in the I certify all of these people have opted in checkbox, 

and then click the Send button.

Don’t worry, all of the reports were created to only include your 

contacts that are opted in. This is just a system formality.



12

Selecting your template
Once the email send is complete, you can view the Tracking Info. It takes a few minutes to update this info.

You’ll see the number of your Email Send at the top of the screen. This number will also show up in the Recent Items list so you

can access it later to view statistics.
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Selecting your template
You can also click back on the MC Email Sends tab in the menu.  From here, use the View named My Email Sends.  Here, you will 

see a list of all your sends with details. Click on the Email Send Number to view the statistics.
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Tracking (top screen)
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Selecting your template
Tracking (lower screen)

Best practice: Manage your hard bounces list. This means that the email addresses are bad or have 
changed. You can call your contact to get the new email address, remove the email address from their 
contact record, or delete the contact from your database.



SENDING AN EMAIL TO A 
SINGLE CONTACT



Sending an email to a single Contact

1. Open the Contact record. Look at their opt out fields to make sure they are not opted out.

2. On the Details tab in the Send MC Email to Contact section, click the Send Marketing Cloud Email  link.
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Selecting your template
3. Click the Find button to select the template.

4. Click the Shared Content folder, and then 

navigate to the folder where the template is located. 

For your customized templates, click the Branch

Specific folder and then navigate to your branch’s 

folder.

The Subject line will populate from 

the selected template.

Click the Preview Email link if you’d like to see 

it before sending. 
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Selecting your template
To Preview a template before sending (this is optional):

a. Click the Preview Email link.

The template opens so you can review it and it will show the signature block* at the bottom.

c. Click the Close button when done previewing.

b. Use the back button in your browser if this message displays: 
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Selecting your template
5. Select Record Owner in the From Email Address section. 

6. Select the Send Date and Time. Either Immediately or 

Schedule a Future Send.

7. Click in the I certify this person has opted in checkbox, and then 

click the Send button.
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Selecting your template8. You will be taken to the Email Send Detail screen. You can now navigate away and continue working in Jungo.
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Selecting your template
Once the email send is complete, you can view the Tracking Info. It takes a few minutes to update this info.

You’ll see the number of your Email Send at the top of the screen. This number will also show up in the Recent Items list so you

can access it later to view statistics. Or, you can open the Contact record to see results.
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Tracking  Info
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Selecting your template

The second link, Individual Email Results, will show other emails sent, including those from loan status alerts, drip marketing 

campaigns and/or Better Together campaigns.

On the Contact record, there are two links that show activity of emails sent through Marketing Cloud. 

The first link, Email Sends, will show all individual emails you sent to the contact.



Support / Questions
MarketingServices@ccmclending.com


