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The speed and efficiency of email marketing is at your fingertips with the Disney Online
Post Office. Now you can send emails with content created by Disney and customized

with your agency’s call-to-action.

The Disney Online Post Office includes a variety of email content from Disneylande
Resort, Walt Disney Worlde Resort, Disney Cruise Lines and Adventures by Disneye.
Under each Disney destination, you’ll find booking offers, e-Brochures, thank you

notes and more.

This how-to-guide will help you understand the basic workings of the Disney Online
Post Office. The best way to learn it though is by doing it yourself. Try sending a few
emails to co-workers, friends and family. You’ll get the hang of it quicker than you think!
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Access the Disney Online Post Office

Access the Disney Online Post office via
disneytravelagents.com > My Disney Tools

Click on Disney
Online Post Office

Pevsp Travel Agents elcome Bas Mogant Undate Prt | Logout | Curenty lagasd n = Mnegansharpe
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Disney Learing Connection

®) Room and Tickst Packages.
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Next Stap - eMail Marketing Requirements,
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welcome to the Disney Online Post Office. Here you can select email content
created by Disney and customized with your agency’s creative look and call-to-
action. Yiew the How-To-Guide (4dobe FDF)
The Disney Online Post Office includes a varisty of email content from
Disneyland@® Resort, Walt Disney World® Resort, Disney Cruise Line® and
Adventures by Disney. Under each Disney vacation destination, you'l find
e booking offers, e-Brochures, thank you notes and mare.
Bookmark This Page T get started, youll need ta register. The information you pravide will become
2l b et your customized call-to-action within emails and e-Brochures, Vou can also add
7 yyalt Disney World pakages | YOUF 0WN email masthead design. Just create your masthead using the
,

N Asicneulond Resort Packages |  Specifications provided and then upload it into the system. It's an aptional

7Dizney Cruize Line Itneraries | feature but one that will truly help to brand the email around your agency,
L puome | Losont | Suieaty gged I os: megansharpe P T

After you build your email, it will be sent to your email addre:
forward the email to your clients using most email programs.

ck on Next Step:
eMail Marketing
Requirements

Before accessing the Disney Online Post Office, well need
‘ important email marketing requirements. Please click the link

Next Step: eMail Marketing Requirements

The Disney Online Post Dffice has two important requirements: Mora Datals
1. Your email address must contain your travel agency name \ Next Step: eMail Marketing Requirements
{for instance, BobSmith@XYZTravel.com), For more information
sbout having your travel agency name in your email address, dlick
ere.
2. Your agency’s business name must be displayed in the
“From” line of the email, and must be the only name in the
From” line. Both the name the client will see in the *From* calumn
of their inbox (also known as the sender display name) and the name
that will appear in the *From” line when the email is opened, See the
pictures below for examples,
Example 1:
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Register here
first to update
your profile
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Click on Access
Disney Online | ® |
Post Office 4

REGISTER HERE. FAQ /CONTACT U

Firsttime users - You MUST
update your profie before you can
use the system.

e ready to go. Just click the link below to begin. Access

EMAIL BUILDER AoUNCEMENTS
Disney Online Post Office

@0isney Al Fighs Reserved
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My Profile

You want your clients to call you. Here’s where you tell them how to do that. To
begin, click the “My Profile” button, then complete your profile with your contact
information. For added branding, add your logo and/or email masthead. Be sure to
roll over the “What’s This?” buttons for helpful tips on creating your profile.

( \
%p Travel Agents i 20
My Profile Email Builder FAQ / Contact Us
Update Your Profile
‘Welcome to the My Profile section. Please be sure to complete the information in all three sections. Although some information is optional,
the required fields must be completed and approved by a Disney system administrator prior to using the Disney Oniine Post Ofiice. This
information will be used to create your customized call-to-action within the emails and brochures. Be sure to click the "Update & Save My
Profile” button or your changes won' be saved.
Not Submitted nor Approved: Approved:
My Info:
B information Approval Status: Approved
— AV |
q v
Agent First Name: e
Agent Last Name: Address 1: *1 [123 Main Street
My Agency Namet DISNEY CRUISE Address2 [
ist VACATIONS
(as registered on disneytravelagents.com) City: * |Lake Buena Vista
Name D0 [ e State *
= L= State v
Business as: 1ad
®© use Agency Name zp * B
O use DBA Name Country:  [UNITED STATES
Wy Email [ e hotmail com . o7z
Address: MIs81079@hotmail.com = M0 Phone:  |407-222-3333
This information will be checked by a Disney * Required Fieids  *f No PO Boxes Al
systom administrator.
My Unsubscribe
B unsubscribe Approval Status: Approved
Here is where you need to set up your email unsubscribe for clients that no longer wish to receive your promotional emails
© Email Unsubseribe': OR O web unsubscribe:
Use "Email Unsubscribe" to enter an email address Use "Web Unsubscribe” to enter a link that wil take clients to a page on your
that sends clent opt-out information to you or website where they can manage their email opt-out preference. The link must be.
someone in your agency who manages email tested to ensure your clients have no issue opting out from any future emails.
unsubscribes.
Unsubscribe Link
Unsubscribe Email Address: ) What
4\ [mis81079@hotmailcom | A
Subject Line:
Unsubscribe me
Body of Emait
Please remove this email ¢
O You should have received an email asking you to validate your email unsubscribe information. Ifyou have not received this
email or would like another copy sent, please check the box and hit the "Update & Save My Profile” button.
A\ Thisinformation willbe chacked by a Disney If you elect to use the Email Unsubscribe option, you willreceive an email atthe
systom administrator. stated unsubscribo omail address which you must confirm tho unsubscribe email addross
My Graphics
B Graphics Approval Status: Approved
£ AddLogo: A\ AddMasthead:
Your logo must be a jog image 150x80 pixles, and less than Your masthead must be a jog image 650x100 pixels, and less than
40kb. "Disney", Disney trade names, trademarks and Disney 90kb. "Disney*, Disney trade names, trademarks and Disney
artworkiproperties can not be used in your logo in any form artworkiproperties can not be used in vour masthead in any form.
Agency Logo
Placed Here | . . |
1 2
O Dekte Logo [ Delete Masthead?
A T informaton wil be checked by a Disney
system administrator.
: g pdate ™ I
Don’t forget
to click
@Disney Al Rights Reserved
. J

After updating your profile, it will be sent to Disney for approval. You will
be informed of your status via email within 1-2 business days.
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My Unsubscribe

Very important! You must establish your opt-out mechanism for your email. You
should use your agency’s standard procedure to set up the opt-out. Select Email
Unsubscribe* or Web Unsubscribe and fill-in the required fields.

My Unsubscribe
B vnsubscribe Approval Status: Approved

Here is where you need to set up your email unsubscribe for clisnts that no longer wish to receive your promational emails

® Email Unsubseribe’ OR O web Unsubscribe:
Use "Email Unsubscribe® to enter an email address Usze ek Unsubscribe" to enter a link that will take clients to a page on your
that sends client opt-out information to you or weehsite where they can manage their email opt-out preference. The link must e
someone in your agency who manages email tested to ensure your clients have no issue opting out from any future emails

unsubscribes
Unsubscrite Link:

Unsubscribe Email Address: 4 What's This
£ [risB1078@hotmailoom | S
Subject Line:

Unsubseribe me

Body of Email:

Flzase remove this emall «

[ ou should have received an email asking you to validate your email unsubscribe information. Ifyou have not received this
email orwould like another copy sent, please check the hox and hit the "Update & Save My Profile” button.

A This information will be checked by a Disney * If you slect to use the Email Unsubscribe option, you will receive an eamail at the
system administrator. stated unsubscribe email address which you must confirm the unsubscribe email address.

* Please note that if you select the Email Unsubscribe option, you will receive

an email at the stated unsubscribe email address asking you to validate that
address. Once your email unsubscribe address has been confirmed, you will

be able to access the Email Builder portion of the site. This validation will be sent
approximately every three months, to ensure that your information is up-to-date.

& Action Required; Disney Online Post Office Email Unsubscribe Validation - Message (HTML)

Fle Edt Wew Insett Fomat Took Actions Help
{ g Reply | CiRephyto All | C Forward [ 9 | LA | P [ (S ]3 X [ & - 9 - A 4G | @ ! £ 3¢ This is Spam G Thi i< 1o Soam | Symantec -+ !
i A ClALB L U= =

From: " support@emaibuider. net Sent: Fri 12/5/2008 9:27 AM

Hello Megan Sharpe,
Action Required: Disnsy Cnline Posi Office Email Unsubscribe Validation
You have received this email as a registered user of the Disney Online Post Office (formerly known as the Disney e-Brochure Programy. In

order to continue your access to email / e-Brochure content, you must confirm your email unsubscribe (opt-out) address. Qur records show
your email unsubscribe address to be: megan.L.sharpe@disney.com

“VB i _

CLICK NOW TO CONFIRM CLICK NOW TO UPDATE

For further assistance, email us at support@emailbuilder.net and we will attempt to respond within one business day.

Ifyou haven't visited us in a while, comne back and see all the new and exciting email marketing materials we now offer for Disneyland®
Resort, Walf Disney World® Resort, Disney Cruise Line® and Adveniures by Disnay.

To access, please visit disneytravelagents com = My Disney Toals = Disney Online Post Office

Thank you for using the Disney Cniine Post Office.

Fleass note: to ensurs we have your mast cunant unsubseriba infarmation, this same validation amail will be sentts you spproximately svery three months. Only approved users of the Disney Oniine Fost
Oce will recsive the email
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Email Builder

Start

You received an email saying your profile has been approved. Great, now you’re
ready to begin sending emails! If you received an email saying you were not
approved, review the issue and go back to the My Profile page to correct the issue.

N\

( “Bfensp Travel Agents U2}
(1] oo, DISNEp ONLINE POST OFFICE
: e Yt

_ HomE ! A
—
~ MY PROFILE & F

EMAIL BUILDER

= FAQ/CONTACT US

Announcements...

Kils 12 an

REGISTER HERE . FAQ | CONTACT US
Flrst time wsers - Yau MUST

Aﬂer yo u il re ﬂiﬁfﬁ;ﬁ:ﬁ% b:Fareffou can
approved, go

&
EMAIL BUILDER ANHOUNCEMENTS
here next. .

®iznay Bl Rights Rezerued

v

Choose

Select the Disney Destination you wish to
use and click Next.

e wmp Travel Agents %@
lgﬂfp ONLINE POST OFFICE

FAQ I Contact Us

S ai:
Nz~

Email Builder - Choose Destination

it ir iy
Aimts N A
o ADVENTURE
“Dsep CuIsE Line. ADVENTURES

Disneyland @ ner DFenzpWorld Bhep “PleneyPrncs

®Diznsy All Rights Reserved

kM P2009-1223 ©Disney)




Email Builder

Select

All available email templates for the destination you chose will now be displayed.
Simply choose the one you want by clicking on the Select button beneath the
template and then click Next.

( )

“Denep Travel Agents >
ISNEP ONLINE POST OFFICE

13

FAQ / Contact Us
/'\\“C,;;v
=

Email Builder - Choose Email

Rollover each template
to enlarge the creative
and view a detailed
description, validity dates
and other important .

information. e | |

Customize
Choose from a palate of colors to personalize the look and feel of your email
Masthead and Footer. Select a color that best complements your agency’s color
scheme along with the email creative. If you don’t upload a Masthead, your
agency name (and logo, if loaded) will be displayed instead.

e A
“Dessp Travel Agents

@
BISNEP ONLINE POST OFFICE

FAQ/Contact Us

‘This is a promotional email from:
‘Sample Agency.

100
Lake Buena Vista, FL, 32830

BEEEEL DLEERE |

v
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Send

A preview of your email, including your
Masthead, Footer and Call-to-Action
information will be displayed. If there are
any errors, please use the Back button to
correct.

s N

“Desep Travel Agents

@
%lsﬂep ONLINE POST OFFICE

15

FAQ Contact Us

myProfie

Email Builder - Send

Your Inbox

You’ve now recieved the email in your
inbox. Please read and then delete the
“reminder” text and forward the email to
your clients.

Message (HTML)

L ®
. What Will You Celebrate? -

4% FW: Celebrate at Disney, The Place Where Dreams Come True

Bl Edt View Insert Format Tooks Actions Help
4B 2 0 T atech s adobe POF | (W

S -|Aln zuEE=EEs When forwarding the
email to your client,
e e be sure to delete the
gl e Reminder Copy and
i i O T CR LY remove the “FW” from
the Subject line

Subject:

Hello Jane Srith,
Before you send (forward) this email please read these important reminders:

« This email must be sent (farwarded) to your clients from your approved email address that contains your travel agney name (e.g., BobSmith@XYZTravel.com)

T o Your ageney's business name must be displayed inthe "From line of the email
. A: ’ « For a professional appearance, please remove the "FW" or "FWD" from the subject line prior to sending
Flip through the il « Maderate the amount of email you send your clients and be aiteniive o the applicatio of best email practices

rochure, watch

r « "Disney” and other Disney trade names o trademarks cannot be used in the email address o “Sender Display Name” in any form
7| videos and more~

@ur DswepWorld

o O
. Wh('at‘WilL‘You Celebrate? -

&) Contact us o plan your Tom Morrow
o oyl Sample Agency
ieney World. Phone: 4075551234
Emi jiawdi
web:

When vou think about i, theres fe ]

Once the email is ready to
be sent, simply click on
Send Email to have your .. v

email delivered directly to o commcemisune

al email from:

your Inbox It can then be ¥® Celebrate at Disney, The Place Where Dreams Come True - Message (HTML)
8 Dl Edt Vew Invert Fomet Took Acons Heb
forwarded to your clients. 9 FEET ETRR NN RS AR AR AV IE )
 Goramond <4 -JAIB zu E=Ezi=Frsll
I
]
‘Subject: Celebrate at Disney, The Place tWhere Dreams Come True.
|
J o ®
. 4 1 . 5
. What Will You Celebrate? '
i < When ife
I\ 3
(I B v
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When updating your profile in the Disney Online Post Office,
please keep the following in mind:

%" Your Email Address must include your agency name
Good Example: Bob_Smith@xyztravel.com
Bad Example: Bob_Smith@email.com

%" If you choose to add your agency logo to your Call-to-Action, it must be a JPG image,
sized to 150x180 pixels and less than 40KB in file size

%" If you choose to add a custom email Masthead to your Call-to-Action, it must be a
JPG image, sized to 650x100 pixels and less than 90KB in file size

%" Including a DBA, or “Doing Business As” name allows you to replace your “official”
agency name that is carried over from disneytravelagents.com. If you choose to use
a DBA name, your initial request (and any subsequent changes) require approval
by Disney. This is a great option for home based agents that may operate under a
different name than their host agency

%" “Disney”, Disney trade names/trademarks and Disney artwork/properties cannot be
used in your email address, logo or masthead in any form

‘" Remember to click the Update & Save My Profile button after making any changes on
the “My Profile” screen

‘%" If you need help, assistance is just an email away! Send any questions or concerns to
support@emailbuilder.net

%" If you’re using Microsoft Outlook and are having issues with white lines (gaps) in the
email, you may be able to fix the issue by going to: Your Inbox > Tools > Options >
Mail Format and make sure that neither “Use Microsoft Office Word 2003 to edit...”
box is checked

Options

| Preferences || Mai Setup | Mal Format | speling | Security | Other || Delegates |

Message format:
£ Choose a format for outgoing mail and change advanced settings.

" Compase in this message format: | I 2

[Juse Microsof ft Office Word 2003 to edit e-
[[use Microsof Ft GFfics Word 2003 ko read Rich Text e-mail messages

——1
| ST T

Stationery and Fants

: Use stationery ko change your defaul Font and style, change calars,
" and add backgrounds to your messages.

Use this stationery by defaul: | <hones v

[ Fonts... ] [ stationery picker...

o J[ cancel | [ apply |
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Email Marketing Tips

Overview
‘%" The Disney Online Post Office offers you new ways to reach your clients with relevant and
timely Disney marketing messages. Disney emails branded with your agency information offer a
powerful combination to increase sales.

Everything in Moderation
%" Email is easy and inexpensive to deploy. Therefore, it’s easy to get carried away. The last thing
you want to do is damage the relationship with your clients.

%’ Email marketing should be a key method for establishing and maintaining a valuable relationship
with your clients. But don’t overwhelm them with email. We all get a lot of email. Make sure it’s
relevant to your clients before you send it. You need to be attentive to the application of best
email practices.

What it’s Designed to Do
%" The Disney Online Post Office is designed to be a self-service email marketing tool.
Emails are sent directly from the Disney Online Post Office to the registered agent email address.
You can then forward the email to your clients on a one-to-one or one-to-few basis.
In other words, if you are simply forwarding the email to your clients, it’s best not to forward
it to thousands of your valued clients! Most likely it will be blocked by ISPs (Internet Service
Providers) and may cause future emails you send to be blocked.

%" Mass mailings can be accomplished with the email tool. We suggest using an email marketing
service that follows professional mailing practices, unless you have an in-house email marketing
team.

%" Please remember if you wish to mass mail, you may not change or add to the email message. If
you wish to make custom changes, please contact your Disney Sales Representative.

Best Practices
%" Prior Consent: As a best practice, commercial email (vs. transactional email) should not be sent
to clients without prior affirmative consent. If you are collecting email addresses, you should
confirm with the client they wish to be included on your commercial email list.

%" Set Client Expectations: When clients opt-in to receive emails from your agency, tell them what to
expect. For example, if the client is only interested in cruising, then tell them you will only send
them cruise emails. If possible, you should also set expectations on frequency.

%" Email Brand Recognition: Be sure to use standard From Addresses and From Names. This will
help your clients recognize your emails.

%" Stay Off Blacklists: Email administrators try to reduce the amount of spam that comes through
their networks. If a particular IP Address (or domain name) is flagged as sending spam, the
administrator will block that IP Address or domain nhame. Complaints are one way that a sender
can get added to blacklists. You don’t want your emails to be flagged as spam. Therefore, you
want to minimize client complaints. How do you do this? It’s easy, only mail to clients who have
requested information from your agency.

" Keep Your Mailing List Clean: Haven’t done business with a client in five years? Getting bounced
email addresses? Take these clients off your list! Be sure the clients on your mailing list have
specifically requested information from your agency.
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