
How to create or update a user account

Step 1 : Login to Mailjet main account and create new account
Click on  your user account 
Go to "account settings" 
Go to "account sharing" 
Grant user rights (basic or advanced) 

Note: Change the Can only edit template drafts to   Can edit and publish templates

 Basic user rights   Advanced user rights (i.e. with automation) 

Step 2: Add the user in Mailjet cleanup contact list
Put all user information : First name, Last name, Email address, GBU/F (e.g. F_COMMUNICATION), date of training. 

e.g. 

Erin Bellomy erin.bellomy@solvay.com GBU_NOVECARE November 4
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Step 3: Update the VERSION FINALE- Mailjet training List Google spreadsheet
Put all user information : First name, Last name, Email address, GBU/F (e.g. F_COMMUNICATION), date of training. 

e.g. 

Erin Bellomy erin.bellomy@solvay.com GBU_NOVECARE November 4

Please fill in all the details in the spreadsheet once training is completed
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