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Email Template: Notifying a New Secondary Admin
As the primary admin, you may want to assign a secondary admin to some of the teams in your account. The following template has been provided to help you notify the user of this new role. Along with explaining the change, it also contains links to learning content that they can use to learn more about how they can manage users and their software access and view and export reports. The template is intended to be short and to the point, but provides helpful direction to get your new secondary admin productive as quickly as possible. The template also provides a space to add your company logo, the user’s name, the effective date, and your contact information (all in red font to indicate where you should edit or customize the template).
Subject Line: Secondary Admin Role Assignment – What You Need to Know



	<< Insert Company Logo Here>>

	You are being assigned as a team’s secondary admin for our Autodesk account. Here’s what you need to know!

	Hi <Username>, 
As the primary admin for our Autodesk account, I will be assigning you a new role to help manage users within your team. Your new role will be as a secondary admin for the <INSERT TEAM NAME> team. Once I complete this assignment, you will receive notification from Autodesk prompting you to log in to Autodesk Account. Once logged in, you will notice that your navigation panel looks a little different. You will now have access to the following menu options:
· User Management
· Billing and Orders
· Additional reporting options
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	The following links will direct you to learning content on these options:
· Tour of Autodesk Account (for administrators)
· Manage users and their access to products
· View and export product usage reports
You should receive the email from Autodesk in the next <INSERT TIMEFRAME>. If you do not receive this email or have questions, please do not hesitate to reach out to me. 
<Insert Signature with contact info>
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