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Email Templates: User Support for Their Autodesk Accounts
The following have been provided as two templates that you can use to provide guidance to users who are having issues logging in to their Autodesk account or who wish to change the username or email that is associated with their account. The templates are intended to be short and to the point, but provide helpful direction to get users logged in and productive as quickly as possible. They also provide a space to add contact information where users should direct questions if the email isn’t able to resolve their issues. In the templates, red font indicates where you should edit or customize the template.
Email #1: This template provides various situations that users may experience with logging in to their Autodesk accounts and provides support to solve the issue as quickly as possible. 
Subject Line: Suggestions to Resolve Your Login Issues
	<< Insert Company Logo Here>>

	Login issues? Here are some suggestions!
Hi <Username>, 
We are sorry to hear that you are having issues logging in to your Autodesk account and we understand that this is preventing you from gaining access to your Autodesk software. 
I have included a few things that you can try. If these don’t work, please don’t hesitate to contact me.
Forgot your password? Go to accounts.autodesk.com, click SIGN IN, enter your email address, and click Next. On the password page, click the FORGOT? link. Check your email! You will receive one with a link to change your password. Sometimes the verification server can be busy or unavailable. If after changing your password you still can’t login, try again in a few minutes.
Didn’t get the password reset email? Before requesting a new link, check your spam/junk folder and add Autodesk.com as a trusted email domain.
Forgot your email address? You will need to contact me directly with this one (my details are below). I can look up the email address that is tied to your username in our company’s Autodesk account. 
I can log in but I can’t access my software. You will need to contact me directly with this one (my details are below). I can verify the email address that is tied to your username in our company’s Autodesk account, and I can also verify that your software entitlements are set up properly.
If the above tips do not help, please don’t hesitate to reach out. 
<Insert Signature with contact info>



Email #2: This template provides support to users if they wish to change their username, email, or password for their Autodesk account. 
Subject Line: How to Change Your Autodesk Username, Email, or Password
	<< Insert Company Logo Here>>

	Hi <Username>, 
You must log in to your own account to make changes to your Autodesk username, email, or password. Our internal IT department is unable to do this for you. I have included the following instructions on how to do this below.
1. Go to accounts.autodesk.com, click SIGN IN, enter your email address, and click NEXT. 
2. On the password page, enter your current password and click SIGN IN. 
· If you do not remember your password, click the FORGOT? link. Check your email! You will receive one with a link to change your password. Sometimes the verification server can be busy or unavailable. If after changing your password you still can’t login, try again in a few minutes.
3. In the left-hand navigation bar, click Security.
4. The Sign in card at the top of the window (shown below) provides access to edit your username, email, and current password.
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5. Click the [image: ] icon associated to the credential that you would like to edit and complete the instructions provided. For a username or email change, you will be required to enter a new one and click Save. For a password change, you will be required to enter the old password and verify the new password twice before clicking Save.
6. To log out of your account, select your profile thumbnail in the top right-hand corner and click Sign out. 
If you are still having issues, please don’t hesitate to reach out. 
<Insert Signature with contact info>
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