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Introduction

Welcome to the Mail Designer 365 Teams Admin Guide. This is a step-by-step guide designed
to help team administrators get started with creating a Mail Designer 365 Team and work
together with colleagues on email newsletter campaigns.

Follow the steps in this PDF guide to learn how to set up your team and adopt the Mail
Designer 365 workflow. Alternatively, if you need help on just one area, use the contents page
to jump through the guide to the relevant section.
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Getting Started

What is my.maildesigner365?
my.maildesigner365.com is your online hub for all things Mail Designer 365 and helps you

easily carry out the following tasks:

e Purchase and assign Mail Designer 365 plans
e Manage your payment and billing preferences
e Build teams and invite members

e Collaborate with your team on email designs

To access my.maildesigner365, simply log in with your equinux ID and password.

Using the start page
Once you've logged in, you'll be greeted by your personalised start page. Here you will see

an overview of your teams. As a new user, you are automatically created a team which
you can start adding members to.

If you create more teams in the future, these will also appear on the start page.

@ my.maildesigner365.com Rosa Lawson 0

Teams @

Rosa Lawson
1 member

Selecting your team
Click on your team name to go to your team’s homepage. This is where you can start to set

up your team and manage your preferences in the future.


http://my.maildesigner365.com/

Setting up your Team

Having a Mail Designer 365 Team is really useful, as it allows you to collaborate with your
colleagues on email campaigns, easily manage their plans and roles, and view your billing
information and order history - all in one useful place.

Naming your team
To start off, itis a good idea to change the name of your team to make it easier for

future team members to recognise. As an admin, you can change the name of your team in
your team’s homepage by clicking on your current team name and selecting Edit in the
dropdown menu:

@ maildesigner365 Rosa Lawson 0
W Activity Members  Approval Billing Store
Team Rosa Lawson
Why create a team?
s Consolidated billing Teams
s Invite team members to work on Mail

Designer projects

Full flexibility to add/remove team
members at any time

Use team features like team chat

Invite team members

© 2019 TOWER ONE GmbH Imprint - FAQ

You can now give your team a new name, e.g. your company name or department name:

@ maildesigner365 Rosa Lawson O
Welcome Activity Members Approval Billing Store

Edit team “Rosa Lawson”

Rename team

Marketing Campaigns

Delete team

Delete the team Rosa Lawson? This cannot be undone.

& Delete team...

© 2019 TOWER ONE GmbH Imprint - FAQ



Inviting team members
Inviting a new member to your team is easy. All you need is their email address. Click on

the Invite team members button and enter the name and email address of your team
member:

Invite team member

Name:

Grace Milller

Email:

grace@example.com

Role:

) member
Can access your Team and optionally be assigned a Mail Designer 365
plan.

© marketer
Can access web-based marketer features like approval and will
automatically be assigned an approval plan.

“ designer
Can access Mail Designer 365 and will automatically be assigned a Mail
Designer 365 plan.

~)admin

Can manage your team members, purchase plans and access all Mail
Designer 365 features.

Learn more about roles...

Cancel Invite

Selecting roles
You can also select a designated role for each member:

e Member: Has access to your team but is not automatically assigned a plan. Use this
role until you know which role this member will need.

e Marketer: Members of your team that will provide feedback on a newsletter design,
but do not need full editing capabilities (e.g. campaign specialists, CEOs,
managers...) Marketers are automatically assigned an Approval license, when
available.

e Designer: Creative members of your team responsible for designing email
campaigns and making changes in the Mail Designer 365 App. Designers are
automatically assigned a Mail Designer 365 App license, when available.

e Admin: Your role as the member of your team who is responsible for purchasing
plans, managing team members and overseeing the billing process. You can
optionally assign yourself a plan.



Team invitations
Each team member you invite will receive a personalised email invitation to join your
team:

00e I W &« «w > el
Mail Designer Team 5 Inbox - Equinux  10:50
‘You have been invited to team Marketing Campaigns by Rosa Lawson @

To:
Reply-To: noreply@maildesigner365.com

() TOWER ONE

Customer Service

*,,,___-g
A . S T

You're invited to Marketing Campaigns

You've been invited to join the Mail Designer team Marketing Campaigns by Rosa

Lawson.
Join Team

Or copy & paste this link into your browser:
https://my.maildesigner365.com/teaminvite/44dc6159-d26c-43a1-9063-1d6f484ec9cd

Important: New members will be prompted to register and create an equinux ID as
soon as they accept your invitation.

Managing your team
Click on the Members tab to receive an overview of all your team members, including their

respective roles and licenses. If any members of your team have been assigned roles which

require a Mail Designer 365 plan, this will also be indicated here and you will be prompted
to buy more plans:

@ maildesigner365 Rosa Lawson O
Welcome  Activity ([l Approval  Biling  Store Team Marketing Campaigns ~

You have no Mail Designer 365 plans. One Team member needs one. Buy more...

Invite member... ‘

Role
2

Member Plan

Grace Miiller
o

Remove

a Rosa Lawsen

Pending invitations Role

@ Lisa Heisenberg
designer
https://my.maildesigner365.com/teaminv




Purchasing Mail Designer 365 Plans

Now that you've got your team set up, you'll need to start adding plans to your account.

Accessing the store
To access the Mail Designer 365 store, head to the Store tab on your team’s homepage.

Here you are given the option to choose between the Mail Designer 365 App or Mail
Designer 365 Approval:

@ maildesigner365 Rosa Lawson Q
Welcome Activity Members  Approval Billing m Team Marketing Campaigns ~

Choose your product:

(&) Mail Designer 365 App (&) Mail Designer 365
For Mac For Windows, Android, iOS, ChromeOS, Mac

» Design, send and export newsletters » Preview newsletter designs on any device

» Upload designs to Mail Designer 365 Approval » Add comments, give feedback and final approval
= For designers, editors and marketers » For managers, campaign specialists, legal, CEOs, ...
Choose plan Choose approval plan

© 2019 TOWER ONE GmbH Imprint - FAQ

Which plans do | need?
Which plans you need depend on how many members you have in your team and which

roles they hold. A Designer will require the Mail Designer 365 App; however, a marketer
may only need an Approval license. This useful graphic shows an example workflow:

@ Mail Designer 365 App @ Mail Designer 365 Approval

For Mac For Windows, Android, iOS, ChromeQS, Mac

Kay, Marketing Manager
Discussing newsletters

=B
&N
uhe
Gaby, Designer
Running Mail Designer 365
on a Mac
“ N Lgna, CEO
discussing
and approving
newsletters
B
LX)




Buying a plan
Once you've determined which plans you need, click on Choose plan and enter the

number of licenses you want to add.

Here you can also choose whether you want to be billed annually or monthly and your
quote will be automatically generated for you. During this stage, you can also add your
chosen payment method.

@ maildesigner365 Rosa Lawson O
Welcome Activity Members Approval Billing, Team Marketing Campaigns ~

Payment interval

Mail Designer Approval

How many Approval licenses do you want to add?
Add Approval licenses to give team-members access to Mail Designer 365 Approval.

N -

Payment method This will be your future plan

Please add a payment method for your team's purchases.
2 = Mail Designer 365 Approval

Add payment method Vearly total €120.77
incl. 20% VAT

Vearly total €120.77
incl. 20% VAT

Due now: €120.77

incl. 20% VAT

Once your purchase has been completed, your licenses will be added to your team'’s
account and automatically assigned to the relevant team members.



Mail Designer 365 App

Your team is now all set up with the correct plans, so it's time to get to work! Designers can
use the tools and creative resources provided in the Mail Designer 365 App to build an
email template to use for your team'’s email campaign.

Downloading the app

To get started with your design, download the Mail Designer 365 app here:
https://maildesigner365.com/goto/HPdownload/maildesigner365

Once your download is completed, open the .zip file to install the app onto your Mac:

@ Mall Designer 365

Thank vou for downloading! @

a. are using conles o provide you

2 | Show in Finder

B it oot

[ Ma\\Des'\gnerS..z'\p1 show All | X
Signing in
Open the app and sign in with your equinux ID and password.
ece Mail Designer 365 Store

e Mail Designer 365 Store

Grace Miiller Manage Account Sign out

Mail Designer 365 Premium Business

- Exclusive priority support tier with email support ;104 annually {until 6 Dec 2019)
response within 24h (Mon-Fri)
- Recommended if newsletters are a critical part of

your marketing strategy

at the duration selected)
n your equinux account

free trial f

Subscription Management | Privacy Policy | Terms of Use


https://maildesigner365.com/goto/HPdownload/maildesigner365

Using the app

There's so much to Mail Designer 365, but in this guide, we are just going to take you
through the basics you need to get up and running. For more detailed step-by-step
tutorials, check out the resources linked at the end of this guide.

Choosing a Design Idea
The Design Chooser is where you'll find Design Ideas to build your email campaign with.

You can choose from a range of ready-made templates, or select a blank template to start
from scratch. Double click on a Design Idea to edit it:

ede BETA

@ Grace Miller Design Ideas Q

Mail Designar 365 Premium

My Designs

Sales - .
Announcements o i_, =
Events _ -
Business — 9 -',, T
Transactional Daily Report Event Employees

Basic
Announcement

Building a template
Use the creative tools and layout options in Mail Designer 365 to build your email

newsletter. You can find all the tools and style options you need in the menu on the
right-hand side. For help with designing emails, check out the Mail Designer 365 Manual.

Subject Contents ‘!_ Teamwork

Text within Image

Edit Link & Background

Font
g o -
Regular 60 | B

B I U & TT

Text Alignment

I [10x VA[  ow|C =3

Position 128 0 26/ C
x Y
Size 264 |0 99
Width Height
~| Constrain proportions
Rotate Flip
0°/C + L+
Align Position Distribute evenly

[IEIES

‘ ‘ We design your nails! ‘ ‘

‘ [ T '«Ln'.'# ‘ DESKTOP ONLY
AT el
fbec

Align Centers

Lorem ipsum dolor sit amet, consetetur

sadipscing elitr, sed diam nonumy eirmod


https://www.maildesigner365.com/knowledge-base/

Mail Designer 365 Approval

Now that you've built the first draft of your email design, you're going to want to share it
with the rest of your team and get their feedback. This is where Mail Designer 365

Approval comes in.

Uploading an email design to Approval
Once the first draft of your design is ready, click on the Approval button in the app menu

to upload your design:

&= dlo |

B Nail Design

BETA

e S O

subject  Discover amazing nail art tips! /,J

o §

/VJ/Z@%{W

NYC

DESKTOP ONLY

Contents ‘a_ Teamwork

Inner Content

Design Width 598 px| C
Borders

e —
RIS PN

Innar Rankaranind

You will then be prompted to select a team from the dropdown menu. Click Upload to
send your design to Approval, where your team members will be able to provide

feedback:

ee
& ale &

B Nail Design copy

BETA

a6 ISLF &

subject Discover amazing nail art tips! |

O
olJ 7

@ Mail Designer 365 Approval

Share this design with your team for feedback and approval.

Team: Marketing Campaigns

There are no uploads for approval yet.

Contents ‘a_ Teamwork

Inner Content

esign Width 598 px

Cancel

Uricad |

prders

Iner Background

S

Delete Background



Inviting your team to leave feedback
Once you've uploaded your email design, you can click Go to Approval to view it on the

Approval platform. Click on the invite icon in the top right-hand corner to invite team
members to give their feedback and join in with the design discussion:

< Showall (>=) Mail Designer 365 Approval 1people ()

LAST UPLOAD: TODAY AT 1:54 PM BY GRACE MULLER

ssecrune Discover amazing nail art tips! #/

You nailed it! Turn heads with these 10 unique nail art tips Grace Miller
INBOX SNIPPET ' plaintext v
for you to try out this summer...
aminute ago
Desktop m Grace Milller uploaded a new
version
P .
Ml/;)ﬂ/ﬂﬂ%

A list of your team members will now appear. Check the box next to the names of the team
members you want to share the email design with and click Share:

Share with team members

Anyone in your team can see this approval. Share with team
members to notify them about changes.

Search
Lisa Heisenberg

Rosa Lawson




Team members who are invited to give feedback will receive an instant email
notification. They can then access the design using any platform (Mac, Windows, iOS,

Android, Chromebook, etc.) to leave their comments. Simply click on the link in the email
to view the design:

(§) TOWER ONE

@ Mail Designer 365 Approval

Hello Grace Miiller,

Lisa Heisenberg asks you for feedback on the design Nail Design.

Go to approval page

You also can approve or decline the design right here:

Leaving feedback on email designs
You can access all of the email designs your team has uploaded to Approval via the

Approval tab in my.maildesigner365. Go to your team’s welcome page and click on
Approval.

Here you will be able to see how many email designs are waiting for feedback or approval,
outstanding comments, as well as the upload date and the team member who uploaded
them:

@ iy.maildesigner365.con

Welcome Activity WEGl M Approval 425
Nail Design

Updated 44 minutes ago by Lisa Heisenberg

. Notifications

amet, consetetur
sadipscing
elitr, sed disn
nonuny eirmod
temper invidunt
ut labore et
dolore magna

aliguyam erat,

vero eos et

acc,..



Click on a design to open it up. This will also open the Approval chat window. Join in the

discussion on your team member’s design, or be the first to leave a comment or
suggestion:

< Showall ";" Mail Designer 365 Approval

4people (i}
LAST UPLOAD: LAST WEDNESDAY AT 4:22 PM BY KAY DOLLFUS

sercrne Discover the greatest Bateau Collection!

Be one of the 50 first to explore the all new Bateau collection
INBOX SNIPPET

Grace Miller  Kay Dollfus
and win a voucher in the value of $100!

!
plaintet v

6 days ago
oo [

Kay Dollfus uploaded a new version

Lena
HeiRenbttel

Lena HeiBenbiittel
Please update all the prices
Bateau

NEW ARRIVALS SUMMER SETS

JOINTHE cLUB SALE Oh, 1like that dress! O

Kay Dollfus
will do.
Maximilian Szengel
Ilove t, Its wonderful!
NEW
ARRIVAL GEERED
$39 Message

Approving a design
Mail Designer 365 App users can take your feedback on board and upload multiple

revisions of a design to the Approvals portal using the button in the app. Uploading a new
revision of a design will send an email alert to anyone who has been invited to work on it

[ ] B Nail Design BETA
g 4de = @ St O
subject  Discover amazing nail art tips! |

Contents

(&) Mall Designer 365 Approval

Inner Content

Share this design with your team for feedback and approval.

esign Width 508 px| ©

Team: | Marketing Campaigns & F
DD i brders

The design was last uploaded an

hour ag g
|E It has been changed since then.

01 5 ok

Cancel [EEQ iner Background

. FZE] Delete Background

When you are satisfied with the end result, you can click the green tick icon to approve a
design:

Go to Approval...

Message



Once an email design is approved, the email designer will receive an instant email
notification to let them know you are happy for them to send.

(§) TOWER ONE

o st Cornny

P

@ Mail Designer 365 Approval

Hello Grace Miiller,

Adam Thomson has approved the design Nail Design

Go to approval page

You also can approve or decline the design right here:

Exporting a design after Approval

After your team has approved your design, you can use the Mail Designer 365 App to
export your newsletter via your chosen ESP or via HTML and share with your email
subscribers. Do so by clicking on the Share menu and choosing your preferred export

method:

@ Mail Designer 365 File Edit Insert Format Arrange [JFITY MailHQ View Window Help €

e0e Send Test Email ~03D

&% dale a

Share design document via Email...
Lend...

Upload for approval ...
Upload as Design Idea ...

Send via Mail HQ
Send email %D

BETA

& S+ O

Contents ‘!_ Teamwork

W

% Apple Mall...

@D NYC Campaign Monitor...

Direct Mail

> Mailchimp...

i Other Newsletter Services...
= { Website / HTML...

]
N
"; ‘ ‘ We design your nails! | ‘
e 1

Y X Lorem ipsum dolor sit amet, cansetetur ‘ § wwmw waisrer i.ﬂ ‘ DESKTOP ONLY
= | sadipscing elitr sed diam nonumy eirmod e 1230

Inner Content

Design Width 598 px C

Borders

o —H
L0 ) om:

Inner Background

P | Delete Background




Other resources

We hope you have found this guide useful and will have no problems in setting up your team
and getting started with the Mail Designer 365 workflow.

Here are some more useful resources which will help you get started with Mail Designer 365:
e Mail Designer 365 Manual

e \ideo Tutorials

Contact us
If you are still having difficulties setting up your team, or have a specific question for one of our

support staff, send us an email and we'll get back to you asap.

Stay creative!
Your Mail Designer 365 Team


https://www.maildesigner365.com/knowledge-base/
https://www.maildesigner365.com/exclusive-video-tutorials-mail-designer-365-en/
http://equinux.com/goto/sendtomaildesigner/contact/

