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Copyright

Specifications and data contained in this document are subject to change without prior notice. The
names and data used in the examples are fictitious unless stated otherwise. No part of this document
may be reproduced or made available for any purpose and in any way by whatever means, be it
electronically or mechanically, without the express written permission of BrandMaker GmbH.

© BrandMaker GmbH. All rights reserved.
Head office:
An der Raumfabrik, Amalienbadstralle 41a, 76227 Karlsruhe, Deutschland,

All brands mentioned are the sole property of their respective owners.
Your feedback is important to us!

We would be grateful to be notified of any errors you may discover. Just send us an e-mail to
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Basic Guide - For Users

1 Introduction

This documentation assists you in becoming familiar with the system as a user. It provides you with
information about the following topics:
e Basic navigation in the system

e The user area, in which each user can configure personal settings such as entering address
data, creating substitutes for absences, or changing the password.

e Managing notifications that you receive as the system user

This documentation is intended for all system users, regardless of their role in the system.
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2 Basic Navigation

The BrandMaker system generally consists of multiple modules that provide an extensive range of
functions. In addition, as the system user, you can always access your personal settings and
notifications. This chapter explains the basic navigation for these functions.

Note

Note that the system does not support the back button in your browser. It is therefore only in
exceptional cases possible to open a previous view again by clicking the back button. Note that
such exceptional cases may also no longer work in later versions.

Header

You can navigate between the modules, your notifications and your system settings using the system
header:

L
-\ @) smart Access

Smart ALoess @
Campaigns Besidgutt ey Marks
Campaigns Budget Imagery Brand Elements
Brand Templide Badder Warkgtan Shop

You can use the dropdown list on the left in the header ({i)) to access the modules. When the list is
closed, the top field displays the current selected module, which is where you currently are. The
selected module is displayed below (7). To the right of the dropdown list you can reach the
navigation at the top-level within the module (())), in the picture in the Smart Access module of the
Service entry.

When you open the dropdown list, the desktop is moved down and a list of the modules accessible
to you is displayed:

Smart Access Marketing Planner Job Manager Marketing Data Media Pool Brand Template
o et P e e K wontiows and  Hub ore 2l yo Builder

! Marketing Shop Review Manager Brand Management  Administration

' Portal

Semant Access

Campanns Susrmt nnzery Beand Bements

Campaigns Budget Imagery Brand Elements
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Please note that the dropdown list will probably look different in your system. There are several
possible reasons for this:

e The dropdown list in the image above shows all the modules with their default names.
These names can be changed in your system based on the selected language. Your system
administrator will inform you about which name is used to access which function.

Not all the modules are activated in your system. Possibly your company may not require
all the modules.

e You do not have access to all the modules. Depending on your tasks in the system, it may

make sense to allow you to access only selected modules. Discuss any changes that you
consider necessary with your system administrator.

If you are able to place orders in the Marketing Shop module, you can also see the shopping cart icon
(&9) in the header. Clicking on the icon opens a dialog box. If you have not currently placed any
items in the shopping cart, a link to the store is displayed. If you want to order items and have
already placed them in the shopping cart, the dialog box shows a list of items:

Your shopping cart

Campaign Poster

x ‘x ) 5x 5%

X ———= G 2x 10 €

Total amount 45 €

GO TO CART

Clicking the bell icon (())) opens a dialog opens in which you see two items:

e The dialog shows the latest notifications that have been sent to you. By clicking Show all,
you get an overview of all notifications. The number on the bell indicates how many
unprocessed notifications you have. For more information, see chapter 4.

e Administrators who have started an export or import can view the status here. The
administrator, who has started an export, can download or delete the result via a link

here. The link is valid for 3 hours. For more information, please refer to the administration
manual.

When you click your name ({2}, here: John Admin), a list with two options opens:

e User settings (see chapter 3)

e Logout (i.e. you are logged out of the system)

© BrandMaker GmbH 2022 | 5
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3 User Settings

In the user settings, you can edit and change some of the information that has been stored for your
user account. Click your user name and then User Settings in the upper area of the Marketing
Efficiency Cloud.

The following functions are available:

e Settings: Specify when you want to receive messages from the system. You can edit your
user data and configure personalized settings such as the interface language or your
preferred start module. For more information, see Chapter 3.1

e Working hours: Enter the amount of time you work in the system each weekday, see
Chapter 3.2.

e Absences: Note the days that you cannot work in the system, for example because you are
on vacation or traveling on business, see Chapter 3.3.

e Change password: Change your password. For more information, see Chapter 0.
e Manage branch: Change your assignment to a branch, see Chapter 3.5.

e Substitute: You specify who will cover for you when you are absent for the modules Media
Pool, Brand Template Builder, Marketing Shop or Job Manager, see Chapter 3.6.

e Distribution lists: Create or edit distribution lists, see Chapter 3.7.

3.1 Settings
Click > Your name > User Settings > Settings to configure various settings for your user account.

Area Description

Notifications Specify whether you want to receive system messages by e-mail.
Define a Signature. The signature is used when you send an e-mail (for
example, when you send an asset by e-mail from the Media Pool).

General Settings e Language: Choose your interface language.

e  Country/region: Select your country or region.
e Time zone: Select your time zone.

e Affiliate: If you are assigned to multiple affiliates, specify your
default affiliate.

e  Preferred unit of length: Select the unit of measure in which
lengths are specified in the Brand Template Builder module.

e  Start module: Specify which module is displayed after you log
in.

e  Personal data: Edit your own personal data (title, name,
function, (user) type).
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Area Description
Address Edit your address or enter a different invoice address, delivery address,
or postal address.

General SeHings

Lasguage [ Englan uated States) l~]

Cauningregion [ oe Germany =]

Time Tone | GUT EXCAGMT Greenwich Wess Tme [ser |

Current datetime: Uizn, 1 Feb 2001 1337

Atflste | tom meiane [er]

Prefermed unt of lengih | Willgter (o) [~]

Start maduie (Home) [ so0 anager =

Sataton | Prease chooss ]

Tes I

First name | Jotw

Last name [amn

Fuscten I |

Address
Phoew [butingss) Prane {privase) Prane (mobile] Fax
I I | | !
rmmm
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3.2 Working hours

On the Working hours screen, you enter the amount of time you work in the system each weekday.

This information is used in the resource management calculations.
EXAMPLE

You work 6.5 hours each day in the system Monday through Friday.

1. Click on > Your name > User Settings > Working hours:

Working Hours @

Working Hours

©

2. Click on the Working hours field.

3. Selection lists are displayed to set the hours and minutes:

Working Hours @
Working Hours
© 00:00
Hours Minutes
00 00
01 15
02 30
03 45
04

4. Select the working hours 6 hours and 30 minutes in the selection lists or enter 06:30 in

the field.

5. Inthe weekday bar, click on the placeholders for Monday (M), Tuesday (T), Wednesday

(W), Thursday (T) and Friday (F) respectively.

6. Click on Save.

You have set your working hours:

Working Hours @

Waorking Hours
© 06:30 M T W T F
Waorking Hours

©
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Notice that when you click on the days of the week, a second row is displayed. This allows you to
enter different numbers of hours for each day of the week:

Working Hours @

Working Hours
®© 0500 T X
Working Hours
® 0200 M X
Waorking Hours
®© 0445 T F X
Working Hours
@© o800 w X
Warking Hours

X

You can fill in the rows until you have entered a time for each day of the week.

3.3 Absences

Under Absences, you enter the days on which you cannot work in the system, for example, because
you are on vacation or traveling on business.

You can enter a vacation day by clicking on the corresponding day in your calendar. You can enter a
vacation spanning several days by clicking on a date range (first day, last day). Two separate day
counters are displayed for individual absences (primary color) and for company calendars (secondary
color). The counters are located on top of the calendar and show the total of entries for the selected

year.

This information is included in the resource management calculations in that work cannot be
assigned to you for the period entered.

The first day of a week in the calendar view is based on the user's language setting, for example
Sunday for en-US and Monday for de-DE. See chapter 3.1.

EXAMPLE

You want to note that you will not be available to work in the system from 4/11/2023 to 4/20/2023
due to vacation.

1. Click on > Your name > User Settings > Absences:

The current day is marked with a circle.

2. Make sure that the year 2023 is selected.

3. Click on April 11th.
4. Click on April 20th.
5

You can store the entry by clicking the Save button below the calendar.
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You have entered your absence for the specified time period.

Select calendar

Absences @ DE Feiertage 2023
< 2023 > ® Vacations 13d @ Public holidays/company vacation: 20 days
January February March April
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

0234507 1 2 3 4 T2 3 4 1
o

2 3 4 5 6
15 16 17 18 19 20 pal 12 13 14 15 16 17 18 12 13 14 15 16 17 18 wo 12 @ 14 e
22 23 24 25 26 27 28 19 20 pal 22 23 24 25 19 20 21 22 23 24 25 16 17 18 19 21 22
29 30 3 26 27 28 26 27 28 29 30 31 23 24 25 26 27 28 29
30
May June July August

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

° 2 3 4 5 6 1 2 3 1 1 2 3 4 5

N -_—

You can also delete an entered vacation again.

1. Click on any day of the vacation in the calendar.

2. A pop-up box appears with the duration of the vacation and the button to delete it.
3. Press Delete to remove this vacation record.

16 17 18% 19 @ 21

28
Apr, 11 - 20 (10 days)

@ Vacations

Delete

Sun Mon Tue Wed Thu Fri

4. You apply the changes by pressing the Save button below the calendar.
You have deleted the vacation from the calendar.

EXAMPLE

The public holiday on October 3 overlaps with a booked vacation of the user.

October

Sun Mon Tue Wed Thu Fri Sat

@0

If a company vacation/holiday and a private day off fall on the same day, the company calendar is
superimposed in such a way that the private day off is never obscured.

© BrandMaker GmbH 2022 | 10



Basic Guide - For Users

3.4 Change Password

Click > Your name > User Settings > Change password to choose a new password. You have to enter

your current password before you can change your password.

Note: The requirements for the password can be set on a customer-specific basis and can
therefore be different. The rules for a valid password are displayed as hint text next to the input
fields on the right. A tool tip specifies if and which rules have been violated. The selected
password must not be the identical to the user name.

Changs Passweed
Kole: To change your password, you will nebed 10 CONSam your Curment passwond

CaTend s wpnd
ot pasawand e

Bt Potree e | g S paawand i 100 abart Pleabe o o oot §
fa e el

3.4.1 Forgotten password

You can request to reset your password on the login page by yourself if you have forgotten it.

Note
If you don't see this option on your login screen, the Forgot your Password? button has been

disabled by your administrator.

1. Press Forgot your password? in the login window.
2. The Reset Password dialog is displayed on the next screen.
3. Enter your username and confirm with the Reset button.

< Reset password

Enter your user name, you will get an e-mail

with further instructions.

2 ron.swanson

R

4. You will receive an e-mail from the system with instructions on how to reassign a new

password.
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5. After the Reset button, a Resend button will appear in the dialog, which you can use to re-
submit the request in case you did not receive an e-mail.

6. Click the link in the received e-mail.
7. Adialog box opens asking you to enter your new password twice.

8. The requirements that a new password must meet in your organization are determined by an
administrator through the system settings.

9. In order to complete the process, select the Change Password button."

3.5 Editing Affiliates

Click > Your name > User Settings > Manage dffiliate to define the affiliate to which you are assigned.

Note: A user can select an affiliate.

Prerequisites:
e You have selected an affiliate.
e Multiple affiliates are stored for you.

An affiliate can be linked to information such as an address or opening times, which can then be used
automatically (for example, when customizing a document in Brand Template Builder module).

Note: The list of existing affiliates and their linked information is displayed using custom
structures. If you have any additional questions, contact your BrandMaker contact person.

© BrandMaker GmbH 2022 | 12
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3.6 Defining Substitutes

You can set another user as your substitute either on a permanent basis or for a specific time period.
You can activate these substitution rules for the following modules:

e Media Pool

e Brand Template Builder

e Marketing Shop

e Job Manager

For the Media Pool, Brand Template Builder and Marketing Shop modules, you specify one or more

people who can cover for you during your absence. A maximum of 10 substitutes is possible.

You can define a principal substitute for the Job Manager module. The principal substitute is selected
from all the users with access to the Job Manager module. In this case, the principal substitute takes
on all the tasks of the delegating user.

If you want to retain the functional separation of the user groups for a substitution in the Job
Manager module, select substitutes for each user group to which you are assigned. These substitutes
take on only the specific tasks that are assigned to you as part of the collective user group.

Tasks

The user defined as your substitute adopts the following tasks:

e Media Pool: The approval of assets that were imported to a VDB that requires approval.

e Brand Template Builder: The approval of documents and templates that have been
imported to a VDB that requires approval.

e Marketing Shop: The substitute takes on all of the tasks.

e Job Manager: The substitute for the delegating user takes on the tasks resulting from his
or her role as the processor of a job. If a substitute is defined for each user group, the
substitutes take on only the tasks related to their membership of the user group.

Prerequisites

Note that users who are selected as substitutes must have the appropriate authorizations in the
Media Pool and Brand Template Builder modules. If you select a user who does not have these rights,
a warning message is displayed. You can still select the user. However, the user is not able to
substitute for you. If you have any questions, please contact your system administrator.

In the Marketing Shop module, the substitute inherits all the rights of the user for whom he or she is
substituting. In the Job Manager, the substitute receives the same rights as the delegating user for

delegated tasks. There are no restrictions here as a result.

© BrandMaker GmbH 2022 | 13
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Starting and ending a delegation

You can start and end a delegation in several ways:

Note

A prerequisite for starting a delegation is that you have entered substitutes for the modules.

e You require the delegation for a specific time period (for example, because you are on
vacation or cannot process your regular tasks in the system due to a trip abroad):

a. Click the Date period field.

b. Inthe displayed Date period dialog box, enter the time period with the start and end
date.

c. If necessary, edit the time for the start and end date.
d. Choose Apply.
e. Choose Schedule delegation.
A confirmation dialog box is displayed.
f. Choose Confirm.

The delegation is scheduled and starts and ends at the specified times.

e You need to start a delegation for an undefined time period from a specific date:
a. Click the Date period field.
b. Inthe dialog box that opens, choose Single selection, and enter the start date.
c. If necessary, edit the time for the start date.
d. Choose Apply.
e. Choose Schedule delegation.
A confirmation dialog box is displayed.
f. Choose Confirm.

The delegation is scheduled and starts and ends at the specified times. If you want to
end the delegation, choose Stop delegation.

© BrandMaker GmbH 2022 | 14
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e You want to delegate the tasks immediately for an undefined time period:
a. Choose Start delegation now.
A confirmation dialog box is displayed.
b. Choose Confirm.
The delegation is scheduled and starts and ends at the specified times. If you want to
end the delegation, choose Stop delegation.

Notifications during the delegation

An administrator can choose whether the function for sending notifications to the delegating user is
generally deactivated. If the administrator allows notifications to be sent, you as the delegating user
can choose whether you want to receive the notifications. If you do, activate the checkbox Send
changes during the delegation by e-mail to me.

3.6.1 Specifying a Substitute

You want to define the user Max Mustermann as your substitute for the Media Pool and Brand
Template Builder modules during your vacation (14.10.2023 t0 25.10.2023).

1. Click > Your name > User Settings > Substitutes.

2. Click the pencil icon next to Media Pool.

The dialog box Substitute for group Media Pool opens.

3. Select a user.
You can search through the list of users manually or enter a part of the name. The list
then automatically displays only the hits found.

4. Select your substitute (Max Mustermann) from the search hit list.
5. Choose Confirm.

The user Max Mustermann is loaded to the overview of substitutes.

6. Repeat steps 3 to 6 for Brand Template Builder.

7. Click the Date period field above the module list.

A dialog box for selecting a time period opens.

8. Enter the desired time period for the delegation:

a. Choose Range selection to define a start and end date.

b. Select the time period from October 14, 2023 to October 25, 2023.

c. Enter the time at which you want the delegation to start on the start date and end on the
end date. The default time is midnight.

d. Choose Apply.

9. Choose Schedule delegation.

The Schedule delegation dialog box opens.
10. Choose Confirm.
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You have defined the user Max Mustermann as your substitute for the Media Pool and Brand
Template Builder modules in the time period from October 14, 2023 to October 25, 2023. The time
control is activated, and the delegation will start on October 14, 2023. The remaining time until the
start of the delegation is displayed.

Substitutes

Yiu £an $61 up substitules and delegate youd 1asks 1o these subslitutes 50 1hat your Lasks do nol remain unfinkshed in the system if, for example,
you are prevented hom doing 50 by an absence. During & debegation, the system sends messages to the specified substitute and the substitute
mmmﬁmh u5 approvals with you righls. You can set up delegation for the Media Pool, Brand Temglate Builder, Markeling Shop, and Job
Manager 5.

Once you have selected ot least one substitute, s1a: the delegation for & certain time of indefinitely by clicking the Start delegalion button. The
delegation can be terminated al any time by clicking the Stop delegation button

Dedegation starts in:
21, 12:00 Ab 821, 12:00 AM = c SCHEDULE e
[ e I I - |
Mariceting Shop
Brand Template Builder

Chiistian Ciealine
Wedia Pool Frinciple Subst
AlEX Approver

Job Manager

Send changes during the delegation by e-mail to me
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3.7 Distribution Lists

You can use the relevant search fields to select a distribution list as a recipient in the same way as
you select an e-mail address. You can create and use distribution lists to group together arbitrary
users regardless of their organizational unit, user groups, or roles. You can then, for example, use the
lists to send assets (Media Pool) or a created marketing plan (exported from the Marketing Planner)
to the e-mail addresses of all the users included in the distribution list at the same time.

In the Marketing Efficiency Cloud, there is a difference between private and published distribution
lists. A private distribution list can only be used by the user who created the distribution list. A
published distribution list can be selected and used by all users.
Prerequisites

e Adistribution list must contain at least one user.

e You must have the right PUBLISH_DISTRIBUTION_LISTS to publish your distribution list.
Actions for which you can use distribution lists

You can select your own distribution list or a published one from the Recipient search field and use it
for the following actions:

e Sending a collection (Media Pool)

e Forwarding a collection (Media Pool)

e Sharing a collection (Media Pool)

e Sending a timeline (Marketing Planner)

e Sending a created export (Marketing Planner)
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Hame *

Recipient

Name -
Doa, John
Mustermann, Max

Pubic, John

Publsh distribution kst

Muster-verbederisis

E-Mai

]
T —
B T

[ vres

Creating a distribution list

Page
Organizational unt

Immortal defsult division
Immortal default division

mmortal defaul division

~

1ol

Compary

G 1-3003

Cancel Save

You want to group multiple users together in a distribution list so that assets (the latest images for an

image campaign, for example) can be sent to them by e-mail at the same time. You want to publish

the distribution list so that your colleagues can also use the created distribution list.

1. Click > Your name > User Settings > Distribution Lists.

2. Choose Create.

This opens a new dialog box.

3. Provide a name for the distribution list.

4. Use the Recipient search field to select the users that you want to add to the distribution

list.

5. Activate the Publish distribution list checkbox to make the distribution list available to

other users.

6. Click Save.

The distribution list has been created and is listed under the name that you entered in the table

overview.
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4 Notifications

The system can be used to send e-mails when a variety of events occur. If you have activated this
setting in your settings, notifications are sent to you by e-mail (see chapter 3).

You can also access your messages by clicking the icon H in the caption bar. The number indicates
how many unread messages you have.

When you click on the bell, a list opens that shows your latest messages. In the list below, click Show
all to get an overview of all notifications. The overview includes notifications from the following
modules: Administration, Media Pool, Brand Template Builder, Job Manager, Event Manager,
Marketing Data Hub, and Review Manager. Unread notifications are displayed in bold.

Filters

You can apply filter functions to the overview of notifications on the left-hand side. You have the
following options:

e Keyword: only notifications containing the keyword in the sender or the subject will be
displayed.

e Status: you can decide to display read notifications, unread notifications, or notifications
with any status.

e Module: only notifications from specific modules will be displayed. To remove a module
filter, click Remove selection below the dropdown list.

e Date: notifications are only displayed if they were sent during a specific period. To remove

a date filter, click Remove date.

If you use more than one filter, notifications will only be displayed if they meet the requirements of
all of the filters, e.g. unread notifications from the Job Manager module sent between September 1,
2023 and September 20, 2023.

Display
Above the overview you can reach the display functions on the right. You have the following options:

e Select number of notifications per page: you can choose between 5, 15, 25 or 50
notifications per page.

e Arrow keys: use these to move between pages.
You can also click the header of the Date column to sort notifications in ascending or descending
order based on when they were received.
Associated tasks

e Opening a notification (see chapter 4.1)

e Changing a status (see chapter 4.2)

e Deleting a notification (see chapter 4.3)

e Selecting and editing multiple notifications (see chapter 0)

© BrandMaker GmbH 2022 | 19



Basic Guide - For Users

4.1 Open Notification
1. Open your overview of notifications.
2. Look for a specific message by filtering the overview.
3. Click the row the notification is on.

The notification opens on the right-hand side of the screen.
To close the notification again, choose X in the top right corner of the notification.

4.2 Change Status

1. Open your overview of notifications.

2. Look for a specific message by filtering the overview.
3. Place your cursor over the row the notification is on.
Icons will be displayed on the right-hand side of the row.

4. Click the letter icon.
You have changed the status of the notification.

If you would like to change the status of multiple notifications at once, please refer to Select and edit
multiple notifications on page 20.

4.3 Delete Notification

1. Open your overview of notifications.

2. Look for a specific message by filtering the overview.
3. Place your cursor over the row the notification is on.
Icons will be displayed on the right-hand side of the row.

4. Click the trash canicon.

You have deleted the notification. You can also delete a notification after opening it. For more
information, please refer to Open notification on page 20.

If you would like to delete multiple notifications at once, please refer to Select and edit multiple
notifications on page 20.
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4.4 Select and Edit Multiple Notifications

You can delete multiple notifications or change their status at the same time.

1. Open your overview of notifications.
2. Look for the messages by filtering the overview.
3. Check the boxes for the notifications you would like to edit in the first column.

The actions which you can apply to the selected notifications (Delete and Change status) will
be displayed above the overview.

4. Click the action you would like to perform.

You have applied the action to multiple notifications.
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