
 
 

Operator Training

Part 2: Admin Settings



Training Agenda

Introduction
Profile Settings 
Application Settings
Marketing Tools
Users
Personalizing 'My Settings'
How to Contact Support 



Welcome to Anytime Mailbox! We are thrilled to partner with you and provide
you with comprehensive training to ensure that you and your staff have a
thorough understanding of our software.

Our training program is designed for both new and long-time operators, and
we are confident that it will equip you with the necessary knowledge to
effectively use our software.

This is the second deck in our 5-part series, which focuses on admin set up. In
this series, we provide a complete walk-through on how to set up your
additional settings in your profile. Even if you have been a long-time operator
with us, we recommend reviewing this deck to ensure that you have checked
all your admin settings.

If you have any additional questions after completing this course, please do
not hesitate to contact us. We are committed to providing you with the
support and training needed for a successful partnership.

Thank you for choosing Anytime Mailbox. We are excited about the prospect
of working with you and achieving success together!

Greetings



What's next?
Admin Settings - Profile



Profile - Location
Once you click on the 'Admin' tab, the system will automatically take you to the
'Profile' subtab. 

Here you will see your location's address. 

Please note that this information has already been set up for you at the
beginning of your partnership with us. Please do NOT update this information
without contacting us & your renters first.



Profile - Location
in the 'Location' section, you have the option to include a contact number,
email address, and website for your mailbox location. 

It's always a good idea to keep this information up to date, as it is visible to
your mailbox renters. Moreover, we at Anytime Mailbox also use this
information to contact you if needed.



Profile - Branding
After the 'Profile' subtab, the next one is 'Branding'. 

This is the perfect spot to input or update your business name, as well as
upload or change your logo which will be visible on the platform.



Profile - Localization

The 'Localization' subtab is up next, and it's a handy spot where you can
change the time zone of the platform and also adjust the language as required. 

Additionally, you can easily update or change the measurement and weight
units used in the platform to suit your preferences.



Profile - Taxes

The next tab is 'Taxes'. This is a handy spot where you can add any type of
taxes that need to be included on a renter's invoice or monthly bill. 

The amount of tax you add here will be deducted from the renter's invoice as
a whole and charged when collecting their monthly balance. 

It's important to note that charging renters any type of tax is your location's
responsibility, so make sure to add it here if needed.



Profile - Business Hours
The next tab is 'Business Hours', and it's a great spot to edit and update your
location's specific hours of business at any time. 

This information is important for your renters as it's provided to them when
they are making a request to pick up mail items from your location.



Profile - Calendar

'The next tab is 'Calendar'. This is where you can add dates when your location
won't be in operation.

This information is important for your renters as it's provided to them when
they are making a request to pick up mail items from your location.

Simply click on 'Add' to add the dates as needed.



What's next?
Admin Settings: Applications



Application Settings - Signup
'The next subtab under 'Admin' is called 'Applications', and the first section
you'll see is 'Signup'. 
   
Here, you can find the signup URL for your location that you can use to source
renters. 
   
It's a super easy way to connect with potential renters, so don't forget to put it
on your location's website to promote that you offer virtual mailbox services.
Any potential renters can sign up for your location right from that URL



Application Settings - Terms & Conditions
'The next tab is 'Terms & Conditions'. 
   

These are really important because all of your renters need to read and agree
to them the first time they access their mailbox account after signing up. 
    

It's crucial to keep them up-to-date with the latest policies and procedures at
your location. 
    

One thing to keep in mind is that every time you update the terms and
conditions, your renters will need to re-read and agree to them again when
they next log in. 



Application Settings - Geographic Restrictions
'The next tab is 'Geographic Restrictions'. 

This is an awesome feature that lets you customize access to your services
based on location. 

For example: If you state that you would only accept applicants from the USA,
anyone based in another country will NOT be able to sign up for your location.



What's next?
Admin Settings: Marketing



Marketing - Marketing Assets
The next subtab under 'Admin' is called 'Marketing', and we have a highly useful section
called 'Marketing Assets'. 

This section contains a selection of photos and logos related to our virtual mailbox
service, which you can use on your website or social media when promoting your
business. 

It's a great resource that can help add a professional touch to your marketing efforts, so
do take advantage of it! 



Marketing - Customer Flyer
The next tab is 'Customer Flyer'. Here, you can download a PDF of a flyer customized
for your location, which you can use to promote the service. 

It's really simple to use - all you have to do is click on the blue button labeled
'Download PDF', and it will automatically populate with your location's URL and logo. 

It's a great tool to have in your marketing arsenal!



What's next?
Admin Settings: Users



Users - Adding Users
The next highly useful subtab under 'Admin', is 'Users'. 

This section allows you to easily manage user logins for your employees and
staff at your location. 

It's a great way to streamline your user management and ensure that your
team has easy access to the tools they need.

Adding a new user is really simple - all you need to do is click on the + icon. 



Users - Adding Users
Once you've clicked on the + icon under the 'Users' tab, you'll be prompted to
input the new user's first and last name, as well as the email address that they
will use to log in. 
    

It's important to note that only one email address can be used per user, so
please avoid using an email that another user is already using to log in to the
platform. 
   

Once you've entered the required information, simply click on the blue 'Add'
button and the new user will receive an email with instructions on how to create
their password and log in to the platform.



Users - Adding Users
Another useful feature within
the 'Users' tab - the ability to
manage each user's access
and permissions within the
dashboard. 

Just click on a user when
viewing your list of users and
navigate to the 'Privileges' tab. 

From here, you can uncheck
anything that you don't want
certain employees to have
access to. 

It's a great way to tailor each
user's experience to their
specific role within your
organization. 

And remember, if you make any
changes to these privileges,
just be sure to click on the blue
'Update' button to save your
changes



Users - Removing Users

To remove a user from your list, simply select their name while viewing the
user list, and you'll be taken to the 'Details' tab. 

From there, you can click on the 'Delete' button in red to remove the user. 

Once the user has been removed, their login credentials will no longer be valid,
and they won't be able to access the dashboard anymore.



What's next?
Admin Settings: My Settings



My Settings - Details

The next subtab under 'Admin' is called 'My settings'. 
   

The first subtab you'll see within this section is called 'Details', where you can
easily update your login information such as your email address. 
   
Feel free to make any necessary changes to ensure your account remains
up-to-date.
   
And remember, if you make any changes, just be sure to click on the blue
'Update' button to save your changes



My Settings - Notifications

Next up is the 'Notifications' tab, which
allows you to customize the notifications
you receive from the virtual mailbox
platform. 

To make changes, simply select the
relevant checkmarks next to the
notifications you want to receive, and
uncheck any that you don't want to
receive. 

And remember, if you make any changes,
just be sure to click on the blue 'Update'
button to save your changes.

Please be aware that not all notifications
are listed in this section, as some
important notifications, such as
forwarding requests, are automatically
sent to you by default.

These notifications are crucial to ensure
a smooth virtual mail experience for the
renters, and as such, they cannot be
disabled.



The next tab is 'Reset Password'. 

This tab allows you to easily change and update your password for accessing the
dashboard. 

If you ever need to update your password for security or any other reasons, this tab is
the perfect place to do so!

And remember, if you make any changes, just be sure to click on the blue 'Submit'
button to save your changes.

My Settings - Reset Password



Contact 

If you have any questions or concerns, 
please do not hesitate to contact us on the following channels:
 
        Phone: +1-833-677-2862

        Email: service@anytimemailbox.com

        Live Chat: www.anytimemailbox.com 

Here are some useful links to help you:

        FAQ: anytimemailbox.com/mail-center/faq

        Knowledge Base: service.anytimemailbox.com/en/support/home

tel:18336772862


Test Your Knowledge

Where would you go within your dashboard to add taxes to be charged to
your renters?
How do you add a user to your operator account?
Where would you go within your dashboard to update your location's renter
terms & conditions?
True or False - There is an option for you to set Geographic Restrictions on
your application audience.
Where would you go within your dashboard to update your notification
preferences?

1.

2.
3.

4.

5.


