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Chapter 1: Getting Started

Selerix Engage is a benefits communication software designed to automate every day communication
needs while delivering personalized, meaningful messages to your workforce.

Roles

Selerix Engage provides userroles to give you control over the level of access administrative you will have
within the Selerix Engage platform.

e Engage Access - provides useraccess to Engage only. This user permission will not be able to
view oraccess sensitive employee data.

¢« Engage Administrator - user can add users, create content and audiences, and deploy
engagements. This is the only role with access to the Performance, Activity, Summary and
Settings screens.

e Engage Audience Builder - user can create content and audiences.

¢ Engage Content Creator - usercan only create content.

¢ Engage Content Publisher - user can create content, audiences and deploy engagements.

To accessroles (onthe Adminsite), go to the Access menu and click Users. On the Recent tab, search for
existing user profiles or create new users. Click the Roles tab in the user’s profile to select the appropriate
Engage userrole. If youdo not have access to the Access>>Users menu, contact your case
administrator or the Selerix Support Team at support@selerix.com.

Accessing Selerix Engage

1. Open Selerix Engage by logging in to the BenSelect Admin site dashboard. Current BenSelect
users utilize their current credentials. New users can request credentials via case administrators
who are authorized to grant access.

2. Clickthe Selerix Engageicon Eat the upperright corner of the screen.


mailto:support@selerix.com
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Engage Dashboard

Activity Stream

TODAY  DAILY WEEKLY m 052025 Search a Z QUICK COMPOSE

Engagement Activity ; -
‘M SUN MON etk i Message Engagement Rate

Q All Messages

Engagement summary 2
05/01/25 - 05/31/25

@ Delivered
Performance o (96)
s 6 7 a i 1
@ Opened Audience ] }
0% 96) 4 /
Manage Clicked ~
oD% (96) —
May Newsietter 13 M fe.. 16, Dietary Guideline., 16 Selerix News: Mar_. 16
( People New 1 JobClassChange 2 Quick Links
e Eval. 16
’— Templates e 6
o Benselect
" e 8 19 o 2 2
1 May Training Mes.. 16 Breakroom Survey 16
n Release Nates
setings x

Access your profile in the upperright corner of your Selerix Engage screen. Your profile allows you to

1. Uploada profile picture. Please see the image guidelines.
2. Selectyourtimezone. Selecting your time zone will not affect yourengagement’s deployment
time. Engagements deploy based on the recipient’s time zone.
3. Selectyourhomepage. You have the option of selecting your Selerix Engage homepage. You can
select from these options:
o EngagementDashboard - select the view youwant (e.g., Daily, Weekly, Monthly)
¢ Engagement Activity - select the view youwant (e.g., Daily, Weekly, Monthly)
« Engagement Summary
¢ Performance

User Profile

MANAGE YOUR PROFILE

PROFILE PICTURE ] c - PERSONAL SETTINGS

@* Shannon Krakosky Time Zene:  (UTC-0600} Central Time (US & Canada] v?
Homepage: | Engagarment Dashboard || Monthyy v
@

UPLOAD
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Group Settings

Before deploying communications, be sure to set your case’s global settings appropriately. View and
adjust group settings foryour case by clicking the Group link under Settings on the left-hand side of the

page.

Group Settings

GROUP SETTINGS

The settings control which Engage components will be used for your case as well as emil delfivery and authentieation requirements Choose your options then select the Save button

Manage
u Engagernents.

[| peore

« «
CEEE00N0n 0
g0F 8 § % E K 8IZ
" ] g 1 2 ¢

Your Company Code - this code is unique to your case and cannot be changed. You will provide it to
employees who are having trouble logging into the Selerix Engage employee portal.

Custom Sender Name - emails deployed using Selerix Engage will come from the do-not-
reply@benselect.com email address. If required by your organization, this email should be white listed.
You have an opportunity to add a custom sender name to the email address to make your
communications more recognizable to employees. Forexample, “Custom Sender Name <do-not-
reply@benselect.com>.” The default custom sendername is SelerixEngage if itisnot changed.

Emails Delivered To - you can select what employee email address to use for email delivery. Your options
are:

1. Email - this option will deliver to the primary email address stored in your employee data.

2. Personal Email - this option will deliver to the employee’s personal email address if stored in the

employee data.
3. Both - this option will deliver to both the primary and personal email addresses.


mailto:do-not-reply@benselect.com
mailto:do-not-reply@benselect.com
mailto:do-not-reply@benselect.com
mailto:do-not-reply@benselect.com
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Email Notifications - when using event-driven communication, you can designate the individual in your
organization who will receive notifications if a targeted recipient fails to receive a communication. Click
on the Pencilicon to add a fallback recipient.

Email Notifications

NO CORRESPONDENCE EMAILS SENT
This emsil i to nolfy recipiants that an employee will not recsive any correspondincs associated to an engagement intiated for an event date that i projecting passed the delivery date defined for an engagement

RECIPIENTS

Select recipients who can receive not fications of this type Select « ADD to define this list. Without defining recipients, if applicable, the user who enabled the engagerent will receive the notificatior

Manage

[ Peoe

=
g "“MMMMW

Click the Add button to search for an administrative user, select the user and then click N J.

ADD RECIPIENTS

Search and add recipients by typing a name in the text field. Once names are displayed, select the checkbox and click OK for
those recipients to receive notifications for this message type.

Recipients: | [search Q

n CANCEL

Employee Portal - the Selerix Engage employee portal gives you another way of communicating with
youremployees via the desktop and mobile browser. Toggle to activate the portal.
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Message Categories - Selerix Engage give you an opportunity to assign message categories to your
communications. In addition to the included categories - Company Events, Health and Wellness,
Organizational Changes, and Training and Seminars.

Message Categories

Settings » Message Categories

MESSAGE CATEGORIES Search Q

Message categories allows Users to create categories for engagements. The grid lists all of the available categories. Users can medify the category name, description and indicate if the category is required. To create a new category, select the & on
the grid or the 4+ Add Category button

Category Description Required +

Company E

N £ x
5. N £ %
nanges Engag organizational changes. No 7%
ninars Engageme raining and seminars. No /%
4+ ADD CATEGORY
ADD A CATEGORY

Ifyou'd like to add a new category, select the 4 Add Categoery button

To add custom categories, click the Add Category button:

1. Enterthe category name.

2. Indicateif the categoryis required, meaning employees cannot opt out of this category.

3. Youcanuse acustom sender name for any category which can be helpful if different areas inyour
organization are using Selerix Engage to deploy communications to employees.

4. Including a descriptionis optional but recommended.

5. Click Save whenyou are finished.

Message Categories

Settings » Message Categories » Add

ADD A MESSAGE CATEGORY

Administrators can add a new category by entering a name or description. If this is a category that should be required for all employees, adjust the required toggle to the On position

Category Name: Required: Custom Sender Name: e
off

Category Description pionar

N NJ
B Y Y L WP e P NP V¥ Y
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Set Default Authentication Requirements: Login Required - This setting dictates whetheremployees
willneed tologinto the Selerix Engage Employee Portal to read theirmessages. Unless you will be
deploying protected information, Selerixrecommends setting to “No.” You can change the setting to
“Yes” on anindividual engagement basis.

Set Hours of Operation - Entering your organization’s hours of operationisimportant if you will be
deploying event-driven communication. These are communications that deploy based on an event
happening such as a newly hired employee being added to the employee database. Often, these
updates occur late at night oron weekends. Selerix Engage will “hold” those communications until your
hours of operation begin the following business day.

Rememberto click on the Save button once you’'ve made your selections.
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Chapter 2: The Engage Dashboard

Selerix Engage displays the Engage Dashboard when you login. This Dashboard provides a centralized
view of allengagements using the “Activity Stream”. Message creationis simplified with the Quick
Compose feature, which allows you to easily select the audience and send out a message in just a few
steps. You also have a quick view into some basic Engagement Metrics, as well as Quick Links for basic
guidance.

Using the Activity Stream

The Activity Stream allows you to view engagements by a day, weekly, ormonthly view. Simply click on
the type of view wanted and locate the desired engagement.

Engage Dashboard

) & QUICK COMPOSE
sar

Message Engagement Rate

Manage

[| Ergomements

“WW"M\HMM,.A#M smmunication Studio

You can also filter by types of Engagements. Use the Filtericon to show the types of Engagements fora
selected timeframe.

2 W

Engagements
@ Messages

Surveys

@O Quizzes

Type
@ 5Scheduled

Event-Driven

Disabled Engagements

10
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Viewing Engagements

If you click on a date that has multiple engagements, you can use the expanded side panel to
see the engagements occurring on that date.

x
Wednesday: May 14, 2025

4 Engagements

B Performance Evaluation Message @

Message Type Hoveroverthe engagementicon to the left of the engagement’s title to
identify the type of engagement, for example Event Driven Blor Scheduled B
Audience Clickonthe Audienceicon to view a list of employees who received the
message; thislistis also searchable if needed.

4Engagements

B Performance Evaluation Message @ x

(e )
{ )

'ALICE GREENE (1234679)
B Yearly Employee Survey @ BRIAN COOPER (123465)
- CHARLES GREENE (123467)

DANIEL BROOKS (123468)

= May Wellness Message ® DAVID THOMPSON [123459)
— DEREK BROOKS (12346877)
& )
N S EMILY JOHNSON (123458)
JAMES TURNER (123463)

[ New Hire Training
IOHN SIMMONS (123456)
LISA CARTER (123464)

!|  MARCUS DANIELS (123457)
MICHAEL ANDERSON (123461)
NANCY EVANS (123466)

Trigger: Added Emplayee
Cawr )

RACHEL WALKER (123462)
RICHARD JONES (1346598)
" SARAH MILLER (123460)

Click onthe Exporticon * to download a file containing both Successes and Failures. The file
will show Opens and Clicks on the Success tab, and Failure Reasons and Delivery Attempts on
the Failed tab.

ENGAGE USER GUIDE
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Understanding Message Engagement Rates

The Message Engagement Rate widget displays overview statistics for a specific time period
(based on the Activity Stream view). It shows the following:

e Delivered - totalnumber of messages delivered
e Opened -totalnumberof messages opened
e Clicked - total number of messages clicked

Message Engagement Rate

Q, Al Messages -

osfo1f2s - o5/31f25

. Deliverad
00 (98]

@ ©Opened Audience
00 (98]

) clicked

100 [96)

Note: This widget is ONLY for Messages, not Surveys or Quizzes.

12
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Using Quick Compose

Quick Compose provides a more efficient way to quickly compose and send simple messages. You can
assignamessage name, set a delivery date and time, select orimport an audience, select the type of
message, and then compose your message. You can always choose to continue the message in the
newly designed Message Editor if you need additional assistance.

QUICK COMPOSE

Set necessary detalils like message name, delivery date, time, and audience. Check off the message delivery type(s), such as App Message,
Email, and/or SMS/Text, visit each one and compose the message. Select Send when done.

Message Name:

Select delivery type to begin your message.
Delivery Date: Delivery Time:

[ = I @

Audience: @) Al Active Employees

IMPORT B

CONTINUE IN EDITOR 4 AUDIENCE TEMPLATE = CANCEL

13



selerix ENGAGE USER GUIDE

Composing a Quick Message

Follow these steps to quickly craft amessage to your specified audience.

Step 1- Message Name

Entera Message Name - this displays on the Activity Stream, as well as in the Engagements >>
Manage >> Message view.

Message Name:

| Prep far the 4th Q.J:_‘.llf:""l |

Step 2 - Delivery

Set the Delivery Date and the Delivery Time. This message is saved as a scheduled message.
Delivery Date: Delivery Time:

o9f29/2025 | M ‘UQ:UUI—\M 0]

Step 3 - Select the Audience

You can choose from using All Active Employees, searching for an existing global audience or
importing one using the Audience Template.

First, download the template using the Audience Template download button.

I 4+ AUDIENCE TEMPLATE

Be sure toinclude either the SSN or EIDs for each employee to accurately match theiremployee
record.

Note thatimporting audiences into the Quick Compose editor does not save the
audience for other engagements.

Click IMPORT, then select the Audience to upload. Click UPLOAD to import the audience.
Audience: All Active Employees

SEARCH Q

Choose File | TestC__us.xlsx m
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Step 4 - Select the Message Type

Select email, text, and feed notification based on your communication needs. Each editor
displays to the right and provide editing options specific to that message format.

‘ Text/sSMSs 3 ‘

Step 5 - Message Composition Area
Use the Message Composition area to compose your message.

t OrrZf &

Subject: Cc:

m
10l
il
iii
3

B I U (inherited size) v

T CARY
glP@J HESH@PPE

POTIONS + TONICS # ELIXERS

Dear [EMPLOYEE_FIRST_NAME]
Lorem ipsum dolor sit amet, cted dipiscing elit. Fusce lerisque justo
vel quam fermentum, ac malesuada velit varius. Integer condimentum, urna vel
ullamcorper fringilla, felis est fermentum nulla, vitas hendrerit purus justo eu
tertor. Proin ullamcorper imperdiet elit, vel facilisis nulla fermentum eu. Vivamus
tristique justo vel ex accumsan, vitae venenatis ipsum elementum. Sed eget
convallis edio. Phasellus evismod, ligula sed feugiat commaodo, felis justo pulvinar
tortor, ac dictum libere sed elit. Pellentesque habitagd morbi fristigue

15
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SBVigi RL RECIqACC $g0sdVisT1e8gd¢ drrZf 3« Kt [BOC 67 28803ZFbsdq » $goOCIg
Squife ar S QT 1755G8¢ Arr Zf 35

Create your message that will be sent SMS/text. The Telephone Consumer Protection
Act [TCPA) requires that you include the sender's identity. The systerm will insert opt-
out instructions inserted into texts. Please limit text messages to 255 characters.

Text Message:

255 character(s) rermaining

Text Message Preview:

=

ul csm F 9:45 AM 3 58% D
< Engage Q
Wednesday, August 13,

2025

IMPORTANT DISCLAIMER: Selerix does not provide legal advice. You are responsible
for ensuring your own compliance with any applicable laws, and you should consult

with a legal professional if needed.

EBICcAGSL ArrZf BeEc [57qACEISBIOZTE 6984 drrZf 8 $988¢ 57 qbqyiife r S0 «
nesgd¢ OrrZf &

Title:

Message:

Preview:

Step 5 - Send
Click the RAme button.

16
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You can always choose to do more in-depth editing/audience selection by clicking the

Crymstmt 34mEC $jgoutton.

You must have already provided a Message Name, Delivery Date and Delivery Time to go to the
Messages >> Manage > Edit page.

17



selerix ENGAGE USER GUIDE

Chapter 3: Performance Metrics

Engagement Activity Page

The Engagement Activity page provides details on all active engagements on a daily, weekly or monthly
basis. You can also search activity on a historical basis by selecting the date in the upperright-hand
corner of the page. Use the combination of date and search bar to make your search more specific.

1. Daily view - This view shows all active engagements for the current day. Click the View Details
button to see detailed information on yourengagement.

Daily Engagement Activity

Daily | Weekly | Manthly 0shz202s @ @ Al v Search

o

Training Quiz May 01, 2025 - May 31, 2025

Audience: 0 Messages Sent: 0 Completed: 0

. 5
2025 Communications Messages May 13, 2025 - May 31,2025
alenile
m Gene holicay and newsletiers
Audience: |5 Messages Sent: 45 Surveys Completed: 0 Quizzes Completed: 0

Manage

D Engagements

May Newsletter
H People

& VIEW DETAILS

[ rormpaes Messagessene

[ o

[| settngs Yearly Employee Survey May 13, 2025 - May 30, 2025

® VIEW DETAILS

Audience: 1 Messages Sent: 15 Completed: 0

2. Weekly view - This view shows all active engagements for the current day and the previous six
days if any engagements were active.
Icons represent different engagement types you can create, and the number beneath each one
shows how many instances of that type were active on that specific day. Click anicon to show a
list of active engagements for that type.

Weekly Engagement Activity

Dsily | Weeakdy | Month

Czt ozZif m 5
Lorrzfd

Manage

[ erssoemencs

Ptly e

[ rempies

[J e
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Click onthe Viewicon to the right of each engagement to view details.

Daily | Weekly | Monthly 0513205 B © Search qi

CAMPAIGN ACTIVITY

Campaign Trigger Srarts
~

Category

B 2025 Communications Messages Scheduled 05/13/2025

Monthly view - This view shows all active engagement for the current month. Use the boxes at the
top of the page toview all or just some of the engagements either scheduled, event-driven or
both. Click onthe engagement to see detailed information on yourengagement. See View Details
below for more information.

€ 5 € % engagebenselectcom/monthly-activity aw O &= © Q

F Manager-TeamMe.. |l Shop Back toSchonl @ Home (@) Couponahoc Exire » O mamkm.s

& Bockmars Bl (6413 unread) -sha. @ Nutriton [ Shopping [ GlessicLeague 15 @ Log n < Seleri—

Daily | Weekly | Monthly July

Mmigs  Mveseges Wsoneys B auies Shoduled Evnt Driven
Sun Mon Tue Wed

Company Survey

[——

Manage Company Survey
I] Engagements

Breaksoom Sumvey
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View Details - Click the View Details button or the View icon to open the View Details page foryour
engagement such as messages sent, message failures and surveys or quizzes completed.

Engagement Activity

2y 13, 2025 - May

2025 COMMUNICATIONS MESSAGES

ENGAGEMENT

Engagement Summary .2

Performance Messages Sent Surveys Completed Quizzes Completed

Manage 45 o 0

] Engagements (
. e e This includes each The total ourt of surveys completed by each repient in pient

J e mes the targeted audience.

| Tempiates

] fasets MESSAGES SENT

Settings

Buttons on the page include:

View Schedule (for Scheduled Engagements only) - Click this button to view the dates for the type of
engagement selected. The Name of the engagement and deployment date are also displayed.

2025 COMMUNICATIONS MESSAGES May 13,2025 - May 31 2025

CAMPAIGN SCHEDULE

- May, 2025

ﬂ I Start of 2025 Communications Messages

¢
g
@ May Newsletter @ 300PM @ g

n @ May Wellness Message © 200AM ®

@ Selerix News: March @ 200AM ®

n I £ndl o 2025 Communications Messages

You canuse the +Engagement button to add a new engagement.

Download As - Click this button to select how to download the details of the engagement.

20
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Messages Sent section - This section shows a table list of all employees who have successfully received
amessage. The table includes the following columns:

Name - recipient name.

Delivered on - date and time the individual received the engagement.

Opened - shows yes orno depending on the individual opening the message.
Clicked - shows yes orno depending on the individual Click a link within the message.
Reminders - shows the number of reminders the individual received.

NGNS

The final column contains a Resend button " andaViewicon ® . The Resend button will
resend the original message to the individual. The View icon will open a page with specific
information on the individual such as email address, mobile number and the version of the
message he or she opened or clicked. Scroll to the bottom of the page to click the Resend
Message button.

7. Youcanalso searchemployees by name.

Messages Sent

This section displays messages sent to recipients for an engagement. You can also resend messages to listed recipients and, once the message is

Search “

sent, it will display on the grid.

Name Delivered On Opened Clicked Reminders
04/28/2023 1:00 PM CST Yes Mo 0 - @
04,/28/2023 1:00 PM €ST Yes Yes 0 - &
04/28/2023 1:00 PM CST Yes Mo 0 - @™
04/28/2023 1:00 PM CST Yes Yes 0 -+ &®
04/28/2023 12:00 PM CST Yes No 0 - ®
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Messages Failed section - This section shows a table list of all individuals who failed to receive the
message. The tabled includes the following columns:

The first columnincludes anicon representing the type of engagement that failed.

Name - shows the name of the intended recipient.

Message - shows the name of the engagement.

Delivery Attempt - shows the date and time of the message’s attempted delivery.

Reason - provides areason for the delivery failure.

The final column contains a View icon. When clicked, you will see amore detailed reason for the
delivery failure.

RGN NI N

Messages Failed @9 Search n

Message Delivery Attempt
Selerix News: 04/28/2023 1:00 PM

=] Email got dropped. (]
April ST

) Selerix News: 04/28/2023 11:01 AM The destination number is unable to receive this message. Potential reasons could include trying to reach a landline or, in the case
April CsT of short codes, an unreachable carrier.
Selerix News 04/28/2023 11:00 AM

0 ~ 3 Incorrect Phone Format L]
April ST
Selerix News: 04/28/2023 11:00 AM

0 & Incorrect Phone Format -]
April csT
Selerix News. 04/28/2023 11:00 AM

8] o incorrect Email Farmat (<]
April csT

,, 3l |5

Quizzes Completed section (if applicable) - This section shows a table list of the individuals who have
completed the quiz. The table includes the following columns:

1. Name - shows the name of the individual.

2. Completedon -shows the date and time the individual completed the quiz.

3. Passed -shows yes orno depending on the individual’s performance on the quiz.

4. Score - shows theindividual’'s final score based on his or her performance.

5. Thefinalcolumn contains a View icon. When clicked, you will see the individual’s answers to the
quiz questions.

Quizzes Completed Search E

Name Completed on

No Quizzes found

Surveys Completed Search n

Name Completed on

No Surveys found
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Surveys Completed section (if applicable) - This section shows a table list of the individuals who have
completed the survey. The table includes the following columns:

1. Name - shows the name of the individual. However, if you created an anonymous survey, you
would see the word “Anonymous” in this column.

2. Completedon -shows the date and time the individual completed the survey.

3. The final column contains a View icon. When clicked, you will see the individual’s answers to the

survey questions. Again, if you created an anonymous survey, you will see the word “Anonymous.”

To see a summary of how your employees answered your quizzes and surveys overall, go to the
DBed Zmbd<YZf Ssection in this user guide.
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Engagement Summary Page

The Engagement Summary page provides a high-level overview of your engagements’ performance. The
page contains a table with a list of your active engagements for the current month. The table contains the

following columns.

The first column contains anicon representing the type of engagement.
Engagement column - shows the name of your engagement.

Starts and Ends columns - show the start and end date of your engagement.

Open Rate column - shows the actual open rate foryourengagement.

Click Rate column - shows the actual click rate for yourengagement.

Completion column - shows the completion rate for both surveys and quizzes.
Clicking the Viewiconin the last column will show more details of your engagement’s
performance.

No oA W

You can change the month and year of your summary, as well as search engagements by name in the
upperright portion of the screen.

Engagement Summary

Open Rate Completion

052872025

Performance

0siz72025

05212025 os/21/2025

Manage @ MayTraining Message 05719/2025 05/13/2025 100% 100%

4 & 0 9 @

|| engagements B Ereakroom Suvey osnarzos osfsvz02s
_| People
[ rompttes
| Assets

| settings
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Performance Page

The Performance Page provides detailed metrics on all your deployed engagements. The metric goals
that you set when creating your engagements are compared to the actual performance to determine the
letterrating of A, BorC.

The page defaults to the last 30 days; however, you can select any date range you'd like to see.
The page is divided into three sections:

1. Overall Engagement Rating - a rating for ALL deployed engagements.

2. Engagement Ratings by Type - arating assigned by deployed engagement type.

3. Performance Breakdown - arating for EACH deployed engagement. View greater detail of your
engagements by clicking the iconin the last column of table. In the case of quizzes and surveys,
clicking the icon will show you a tabulation of how your employees answered your surveys and
quizzes.

Calculating Your Ratings:

SelerixEngage compares the metrics goals you set when creating your engagements to the actual open,
clickand completionrates. The letterrating is determined by the following ranges:

1. A-90%to100%
2. B-80%1t089%
3. C-1%1t079%

4. N/A-0%

Performance

OVERALL ENCAGEMENT RATING 05/12/2025 B o 073202 2o

The overall engagement rating is a measurement of all your engagement activity. Through a comprehensive formula, Selerix Engage uses performance metrics like open,
click and completion rates to calculate the Overall Engagement Rating

There is no need to interpret the numerical rating because Selerix Engage then takes the rating and assigns an easy-to-understand letter grade of A, B or C based on pre-

determined ranges. Users can track their rating over time to gauge the effectiveness of their communication efforts.

Last Updated 06/06/2025 3:05 AM CST
A: 90%-100%, B: B0%-B9%, C: 15-79%, N/A: 0%
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Average Metrics:

AVERAGE OPEN RATE is a mathematical average of the openrate for each deployed engagementinthe
selected daterange.

AVERAGE CLICK RATE is a mathematical average of the click rate for each deployed engagementin the
selected daterange.

AVERAGE COMPLETION RATE is a mathematical average of the completion rate for each deployed survey
orquizinthe selected daterange.

Performance Metrics:

These numbers are based on the goals you set for each engagement—they help you see how things are
going compared to what you planned.”

PEN RATE AS OF % OF GOAL is calculated by dividing the actual open rate by the openrate goal set when
an engagementis created. It shows how your actual openrate compares to the set goal.

CLICKRATEAS % OF GOAL is calculated by dividing the actual click rate by the click rate goal set when an
engagement is created. It shows how your actual click rate compares to the set goal.

COMPLETION RATE AS OF % OF GOAL is calculated by dividing the actual completion rate by the
completionrate goal set when a survey or quizis created.

ENGAGEMENT RATINGS BY TYPE

This section shows performance data for each type of engagement within a specific time period. It includes a count of engagement types, averages for click, open and completion rates and how those averages
compare to set geals. Click on the information icen for more information on each metric type,

CAMPAIGNS @ SURVEYS ©

Metric Average % of Goal Metric Average % of Goal

Open Rate 100% 100% Open Rate 100% 100%

Click Rate 100% 100% Click Rate 100% 100%

QUIZZES © MESSAGES @

A Metric Average % of Goal

Open Rate 33% 100%

Metric Average % of Goal

Open Rate % 100%

Click Rate 33% 100% Click Rate % 100%
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Chapter 4: Creating Engagements

You can create the following scheduled or event-driven engagements via the Manage section:

1. Campaigns - these engagements take place over a period of time and can include messages,
survey and quizzes. Best to use when you want to deploy multiple, supportive, engagements.

2. Messages - these engagements deploy once on either a scheduled or event-driven basis.

3. Surveys - these engagements deploy once and can be designed toreceive feedback from
employees.

4. Quizzes - these engagements deploy once and can be designed to test employee knowledge.

5. EventDriven Engagements - these engagements can be triggered by a particularevent
(birthday, anniversary, etc.) and can be any of the four previous engagement types.

6. Engagement Templates - use these as a starting point foran engagement. Templates are a good
time saver, especially if you are new to Engage and need some ideas to get started. These can be
utilized when building any kind of engagement.

1

Manage

I Engagements

Campaigns

D

Messages

Surveys

Quizzes
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Campaigns

Click Campaigns under the Engagements section to open the Manage or Create Campaigns page.
Existing campaigns display in the table—you can scroll through pages or use the search bartofind a
specificone.

Bl camPAIGN TABLE OVERVIEW

Column Contents Details

Type CampaignType Displays anicon for Scheduled or Event-Driven campaigns.

Title Campaign Name Shows the name/title of the campaign.

Trigger Activation Method Indicates whetherthe campaignis Scheduled or triggered by
anevent(e.g.,New Hire).

StartDate LaunchTiming The date the campaign begins.

End Date Completion Timing The date the campaign ends.

Status Enabled/Disabled Shows whetherthe campaignis currently active orinactive.

Actions Interaction Options Includesicons and menu options for managing the campaign.

COLUMN 7: ACTIONS EXPLAINED
o ¢ Pencillcon - Appears when the campaign is disabled. Click to edit the campaign.

« ®@Wiewlcon - Appears when the campaignis enabled. Click to view the campaign in read-only
mode.

o --Ellipsis Menu - Opens additional options:
o Copy - Duplicates the campaign withits current type (Scheduled or Event-Driven).
o Copy As - Duplicates the campaign andlets you changeits type.
o Download - Exports the campaign to your download folder foruse inanother case.

o Engagement Activity - View detailed engagement metrics (see Engagement Activity
section).

o Engagement Summary - View a summary of engagement performance (see Engagement
Summary section).
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Viewing Campaign History

Click the History link at the top of the page to display a table list of all the campaigns you have
created. You can scroll through each page to find a campaign or use the search bar at the top of
the page.

Campaigns

Engagemen|

B CAMPAIGN HISTORY OVERVIEW

Column Contents Details

Type Campaign Type Displays anicon for Scheduled or Event-Driven
campaigns.

Title CampaignName Shows the name/title of the campaign.

Modified Last updated The date and time the campaign was last modified.

on

Modified Username The name of the user who modified the campaign.

by
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Creating New Campaigns

To create anew campaign, begin by clicking + Add Campaign. You can also copy an existing campaign or

import a campaign from another case or source. See the Copying a Campaign orImporting a Campaign
sections.

ADD CAMPAIGN x

To start building a campaign, select between a new campaign or
starting from a template. Campaign titles are for reference only
and not displayed to employees. When starting from a template,
it pre-selects the campaign type, but this can be simply modified
by selecting a different type icon.

From: Choose v

Title: Campaign title

Choose between a Scheduled @ or Event-Driven @ campaign.
el shedle
Type: m
Scheduled Event-Driven

CANCEL
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Creating a New Campaign “from Scratch”

Step1- Create New
Select Create New in the From drop-down list.
Give the campaign a title and indicate if itis scheduled or event driven. Click OK.

Step 2 - Getting Started

Enterstart and end dates, select a category (optional), and enter a campaign description
(optional).

If you selected Event-Driven, select the Event Trigger and Trigger Date, and then click MAv.
M$d The Event Date uses a defined event date field, while the Processing Date uses the date
that the recordis enteredinto the system.

Step 3 - Build My Audience

You can choose to send to all active employees by toggling on the AKAbSHIBEL kg WadT
button. Click the £At ¢drmbd button to add a global audience (accessible to allengagements)
or create anew custom audience. The Audience window will open. You will see a list of available
global audiences from which to select or click the M3 At & ®mbd button to create a custom
audience. Clicking the A¢¢ At ¢Bmbd button will open the Define My Audience page.

Build My Audience

DEFINE MY AUDIENCE

Y Tttt st s i e bt g s T 8 e item i s of et st o srhyest

:" o %
Mwww

Give your custom audience aname.

Select the criteria you will use to define the custom audience.

If youwant to use a custom field to define an audience, select the custom field.

Click the M&wbutton.

You can make the custom audience a global audience (see Building a global audience)
by toggling the global button to Yes.

Click the MW button to define the criteria.

7. Click the Rz{id button.

NN

o
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Step 4 - Adding Surveys, Quizzes and Messages

Decide what type of engagements you will add to your campaign.

1. Rt didW- Click the + Survey button to create a new survey or the import button to import
an existing survey. For steps on creating a new survey, please see the Creating a Survey
section. If youwon’t be adding a survey, click MOwi.

2. Ptly-_Clickthe + Quizbutton to create a new quiz or the import buttontoimport an
existing quiz. For steps on creating a new quiz, please see the Creating a Quiz section. If
you won’t be adding a quiz, click M.

3. L OrrZf 8- Clickthe + Message button to create a new message or the import button to
import an existing message. For steps on creating a new message, please see the
Creating a Message section. If youwon’t be adding a message, click M.

Step 5 - Setting Open, Click and Completion Rate Goals and Business Goals

Setting goalsis a great way to measure engagement performance. Use the sliders or the Pencil
iconto set goals foropen, click and completionrates then click next.

Click the + Goal button to add business goals. Enter your business goal information and click
OK.

Step 6 - Almost Done

You can enable the campaignifitisready to deploy or save the campaign as disabled if it is not
ready to deploy.
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Copying a Campaign
You can easily copy an existing campaign from the Manage page.

To copy a campaign:

1. Display the campaignyou want to copy on the Campaigns >> Manage page.

2. Selectthe ellipsis and then select either Copy or Copy As.

Campaigns

MANAGE OR CREATE CAMPAIGNS  wanage|Hictory All Campaigns v Ssearch

Acampaign is a series of messages sent over time 1o achieve a geal. Campaigns can include 1
active. Campaigns that have not been enabled remain on hold until you enable them. You can edit,
on the Add Campaign button at the bottom of this page.

Campaign Trigger Ends Enabled

ual messages, surveys of quizzes, Below is a list of your current campaigns. Enabled campaigns are
or delete any campaign by using the icons to the right of each row. To create a campaign, click

+ ADD CAMPAIGN i Copy As
& Download

. Engagement Activity

ADD A CAMPAIGN
" S R I T e I WSy

3. Selecting Copy will copy the campaign “asis.” Selecting Copy As allows you to change a

B Welcome to Selerixt New Hire No s
W Copy

& Engagement Summary

scheduled campaign to an event-driven campaign or vice versa. The entire campaign will open on

one page, and you willneed to do the following:
a. Enternewstartand enddates.
b. Selectorcreate anew audience.

c. Enternew delivery dates and times for the campaign components.

4. Click Save to save yourcampaign.
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Importing a Campaign

Importing acampaignis a two-step process. First, you willneed to export the campaign from the case
where it was created (case 1). Second, you willneed to log into the case in which you want to use the
campaign(case 2)toimportit.

Step|1

Logintothe case in which the campaign was created. From the Manage or Create Campaigns page,
select the ellipsis for the campaign you’d like to export and select Download.

Step 2

Logintothe case in which youwant to use the campaign and click on the Import button. Next, click
Browse to find the downloaded campaign. After selecting the downloaded campaign, select Scheduled
or Event-Driven and click OK. The entire campaign will open on one page, and you willneed to do the
following:

1. Enternew startand end dates.

2. Selectorcreate anew audience.

3. Enternew delivery dates and times the campaign components.
4. Enternew performance goals.

You can import a previously exported campaign here, Select your preference
for a scheduled or event-driven engagement then browse to the ZIP file in
your file system and click OK to import.

Import Campaign:

Choose between a Scheduled @ or Event-Driven @ campaign.

=

Scheduled Event-Driven

Type:
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Messages

Click L drrZf dr under the Erf Zf 8t dm¥r sectionto openthe L ZnZf dqqCapZ$d4L drrZf or page.
Existing Messages display in the table—you can scroll through pages or use the search barto find a
specificone.

B) MessAGES TABLE OVERVIEW

Column Contents Details

Type Message Type Displays anicon for Scheduled or Event-Driven message.

Message Message Name Shows the name of the message.

Trigger Activation Method Indicates whetherthe message is Scheduled or triggered by
anevent(e.g.,New Hire).

Valid From Timeframe Forevent-driven messages, the start date.

ValidTo Timeframe For event-driven messages, the end date.

DeliverOn Delivery Date The Deliver Oninformation (dates for scheduled messages
and plus days/time for event-driven messages).

Status Enabled/Disabled Shows whether the campaign is currently active orinactive.

Actions Interaction Options Includesicons and menu options for managing the campaign.

COLUMN 7: ACTIONS EXPLAINED
« ¢ Pencillcon - Appears when the message is disabled. Click to edit the campaign.

o« @Wiewlcon - Appears when the message is enabled. Click to view the campaign in read-only
mode.

o --Ellipsis Menu - Opens additional options:
o Copy - Duplicates the message withits current type (Scheduled or Event-Driven).
o Copy As - Duplicates the message and lets you changeits type.
o Download - Exports the message to your download folder foruse in another case.

o Engagement Activity - View detailed engagement metrics (see the Engagement Activity
section).

o Engagement Summary - View a summary of engagement performance (see the
Engagement Summary section).
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Creating New Messages

To create anew message, begin by clicking + Add Message. You can also copy an existing message or
import amessage from another case or source. See the Copying a Message orimporting a Message
sections for more information.

The new workflow for creating messages is intended to streamline and simplify the message
composition process. Creating a message now takes fewer steps, with all content creation on the same
screen.

Step1- Create New
From the Manage or Create Message page, click + Add Message.
The New Message dialog box provides options for creating the message.

NEW MESSAGE

To begin creating a message, choose either a Scheduled or Event-Driven message. Next,
select whether you'd like to start from scratch or use a template. You can choose one or
more message types, including Text, Email, or Feed.

You can access the Toolbox % at any time during the creation process to add or remove
sections as needed.

Type: @ Scheduled (:::l Event-Driven
From: @ New :' Template
Email: Off Text: Off Feed: Off

CANCEL
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Step 2 - Select Options

1. Selectthe Type of trigger forthe message - Scheduled or Event-Driven.
2. Selectthe From method - New (from scratch) or Template.
3. Selectthe types of messages you want to create - Email, Text or Feed.

4. Click OK.

Note: The following steps use Email, Text, and Feed for message composition. You do NOT have to
select all three, just the one(s) you want to use.

The Message Builder page opens, with all the options you need to create a basic message.

Selerix Engage Dashboard - Message Builder

Manage > New Message

READY TO SEND YOUR MESSAGE? HOW WE CAN HELP YOU GET STARTED...

age type, after compiling your message and selecting your delivery options, you'l be prompted to choose your audience and enable the message. For extra features, use the Toolbox % to add different message types, create content pages,

Engagement Activity }*

Message Title:

Li
Engagement Summary _z%
== New Message

Step 3 - Name Your Message
Enterthe MessageTitle.

Step 4- Creating the Email Version of Your Message

Enterthe subject of your email followed by the body of the email:
1. Entercontent directly into the email editor using the available editing tools.
2. Clickonthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click on the T button for a preview of the content page.
3. Click Content Assist to use the Selerix Al partner to help you compose your message. See the
Using Content Assist section for details.

SEND AN EMAIL

Create a version of your message that will be sent via email. Here you can incorporate formatting, images, and other elements. To evaluate a message in email clients, select the Test Email button. For Ce, recipients will receive all instances of the engagement sent

to the specified audience members. Multiple recipients should be separated by a semicolon

Subject:
Subject..

ce

Email Message: & SELECTTEMPLATE [ v 1

v Format Y & & ¥ (inherited font) ¥ (inherited size) e o @ nh @8
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Dear [EMPLOYEE_FIRST_NAME]

Lorem ipsum dolor sit amet, cansectetur adipiscing eiit. Fusce scelerisque justo vel quam
fermentum, ac malesuada velit varius. Integer condimentum, uma vel ullameorper fringila,

felis est fermentum nulla, vitae hendrerit purus justo eu tortor. Proin ullamcorper imperdiet

&lit, vel facilisis nulla fermentum su. Vivamus tistique justa vel ex accumsan, vitas vanenatis
ipsum elementum. Sed eget convalis odio. Phasellus euismod, ligula sed feugiat commods,
felis justo pulvinar tortor, ac dictum libero augus sed elit. Pellentesque habitant morbi tristiqus.
senecus et nefus et m; lames ac furpis egestas, Quisaue ultricies, epima hendrerit
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Step 5 - Creating the Message Feed version of your message

The message feed message will be displayed in the message feed section of the Selerix Engage
Employee Portal (see the Selerix Engage Employee Portal section). Enter the title of the message
followed by the message. A preview of the message is shown.

Content Assistis also available for help in message creation, although you cannot upload a file.

SEND A MESSAGE TO THE FEED

Create a message that will be displayed in the message feed. If a content page has been created, this message will automatically be linked to that content page.

Title: Preview:

QC Enroliment

QC Enrollment
Message: gre— | Discover the latest offerings from Selerix! Go to
s & " * Selerix.comftraining to learn more and stay updated!

Discover the latest offerings from Selerix! Go to Selerix.comiraining tlearmn more and stay updated!

Step 6 - Creating the Text Message version of your message

Enteryour text message in the text message window. Text messages are limited to 280 characters. A
preview of the text message is shown.

Content Assistis also available for help in message creation, although you cannot upload a file.

SEND ATEXT MESSAGE

Create the SMS/text message version of your message. You can preview your text message on the right. The Telephone Consumer Protection Act (TCPA] requires that you include the sender's identity. The system will insert opt-out instructions inserted into texts.
Please limit text messages to 255 characters.

IMPORTANT DISCLAIMER: Selerix does rot provide legal advice. You are responsible for ensuring your own compliance with any applicable laws, and you should consult with 2 legal professional if needed.

Text Message: + CONTENT ASSIST Text Message Preview:

Don't miss out on Open Enroliment! BOLO for OE dates| ail CSM B 45 AM $ 8% 0

< Engage Q

Thursday, October 23,2025

202 character(s) remaining
| Dot miss ut on Gpen Enrellment! BOLO for OE dates. [Link] Reply STOP.
tounsubscribe

Step 7a - Select Delivery Settings - Scheduled Messages
Select the Delivery Date and Time.

LET'S DECIDE ON YOUR DELIVERY SETTINGS

Delivery Date: Delivery Time:

10/31/2025 =] 0130 AM (0]

WWW——\MH
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Step 7b - Select Delivery Settings - Event-Driven Messages

If you selected Event-Driven, select the Starts and Ends date, Trigger, and the Delivery Date and
delivery Time.

Formore information on configuring Event-Driven communications, see the Creating Event-Driven
Engagements section.

LET'S DECIDE ON YOUR DELIVERY SETTINGS %

Starts: Ends:

JV A = A —

Trigger:

Select an Event Trigger v

Delivery Date: Delivery Time:

Plus 0. Das | - @

Step 8- Build My Audience
You can choose to send to all active employees by toggling the All Active Employees buttonto on.

Click onthe +Audience button to create a new custom audience or add a global audience. The New
Audience dialog box opens.

To create your audience, you can define it by selecting specific employees, or by setting
your own custom parameters to build your audience with specific criteria.

Additionally, you can use the Toolbox 3 to add or remove criteria such as department, job
class or date of hire.

SPECIFIC EMPLOYEES CUSTOM PARAMETERS

Specific Employees - Click this button to name your audience, select employees from a Search list, or
Import from a template.

Custom Parameters - Click this button to select an audience from the most-used options. .
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Step 8a - Building an Audience - Specific Employees

B READY TO BUILD YOUR AUDIENCE? HOW WE CAN HELP YOU GET STARTED...

Your audience defines which employees will be included and receive messages for this engagement. Get started by creating a name for this audience and if applicable, use the autocomplete search to add specific employees

additional audience criteria, use the Toolbox R to add or remove different audience types, simply toggle on the audience criteria you want to be included in your target audience.

Audience Title:

Audience

SPECIFIC EMPLOYEES

You can find employees using the auto-complete search or by clicking 'Import’ to upload an Excel file. Feel free to use both methods together to build your audience for this engagement!

Click to search for existing employees

1. Give youraudience a name/title.
2. Selectthe criteriayou willuse to define the specific employee’s audience.

or import from an Excel file. To include

[[] saveasGlobal audience

al audience) by

3. Youcanmake the custom audience a global audience (see Building a glob
selecting the Save as Global Audience option.
4. Click the RZ{i®button.

Note: You canImport an audience if needed. Click the Import button.

IMPORT AUDIENCE

To import a list to define a target audience, select the browse button and choose an excel
file. This creates audience specific to this engagement only. Please note that this audience
is for one-time use and will not be added as a global audience for other engagements.
Please conform to our standard import audience template.

Import Audience: BROWSE

DOWNLOAD TEMPLATE n CANCEL

clicking DownLoad Template.
2. Click OK.

1. Clickthe Browse button to select an audience file forimport. The template is available by
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Step 8b - Building an Audience - Custom Parameters

When setting up an audience using Custom Parameters, the three most-used audience parameters
appear preloaded onyour screen.. This includes Employment Status, Enroliment Status, and Job
Class.

If youwant to add options for the audience, simply click the Toolbox option atthe top left of the
page.

b READY TO BUILD YOUR AUDIENCE? HOW WE CAN HELP YOU GET STARTED... e

Your audience defines which employees will be included and receive messages for this engagement. Get started by creating a name for this audience and if applicable, use the autocomplete search to add specific employees or import from an Excel file. To include
additional audience eriteria, use the Toolbox R to add or remove different audience types, simply toggle on the audience criteria you want to be included in your target audience.

Audience Title:

Audience

Employment Status: (0/6 selected) Checkall ]
[ Active [] Leaveof Absence [] mactive

[ Terminated [[] cosra [] retired

Enrollment Status: (0/4 selected) Checkall ]
[] NotBegun [[] NotEligible [ incomplete

[[] complete

Job Class: (0/3 selected) Checkall ]

[[]  salary (Descr: Salary) [[]  Hourly (Descr: Hourly) [[] Testing Job Class (Various)

< BACK [[] saveasGlobal Audience m

Click the RZii® button when you complete your selections.

Step 9- Authentication Requirements

The authenticationrequirements will default based on the Settings page. However, you can change the
requirement on a perengagement basis.

AUTHENTICATION REQUIREMENTS

You can require recipients to log in to Selerix Engage to read their messages by selecting Yes below. If you select No, the link sent to the recipient will only be valid for a limited time, but the recipient can request a new link if it expires

Login required: () ves (@) no

Step 10 - Aimost Done

You can enable the message ifitis ready to deploy or save the campaign as disabled if itis not ready to
deploy. Click Save to keep yourupdates.

ALMOST DONE

Your message will be sent when you enable it. Be sure that you have reviewed and are ready o go before enabling your message. If you will be making additional edits to your message, leave the message disabled until you are ready 1o send to prevent unfinished

messages from being sent.

Enable Message: | Disabled
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Using Content Assist

When creating a message, you can use Content Assist as an Al partner to help create content for
your messages. You should start with a good prompt, which can streamline message creation
by offering tone selection, optional document uploads, and prompt-based guidance.

Creating a Good Prompt

From the Message Builder page, click Content Assist (foramessage, text ormessage feed).
The Content Assist window opens.

# Content Assist x

Email Content
Tone €

- & i

Friendly Concise Celebratory Professional

Upload File &
File must be pdf, txt, or doc format and max 10 MB.

Begin by providing the context of the message
you want to generate. This context will be inserted
into your selected template. If you haven't chosen
a template, one will be created for you.

Message Prompt @ =

4

+ RESET # GENERATE

Optionally, select the S@TO you want to use, as well as upload a file for use in reference for the
prompt.

Enter a Message Prompt, then click Generate.
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Scenario-Based Examples

Key elements of effective promptsinclude some or all of the following:

Who -is the intended recipient of the message

What - is the main topic of the message

Where - willthe event/item/main topic take place

When - are there specific dates/timeframes for the topic
Why -is the message being sent

Usingthose “Ws”, here are sample scenarios for creating basic prompts:

Write an open enroliment reminder to employees, using the OE dates of 11/1-11/15. Be
encouraging; also add that employees may receive additional email reminders until
OE starts.

Upload a sample file, such as a Benefits Guide.

Using the uploaded file as areference, summarize the Medical plan optionsina
bulleted format, and also include HSA/FSA information.

Help me compare Plan A and Plan B. What are the main differences in cost and
coverage?

Create amessage that explains in simple terms what an HSA account is, and how best
touseit. Encourage employees to sign up!

Upload a sample file for a voluntary benefit, such as a Critical lliness plan.

Create amessage that provides highlights of the Critical lliness plan, and outlines why
employees should review that plan offering.

The more context you give, the better Content Assist can help! Just share what’s relevant, and
you’llget smarter, more accurate responses
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Copying a Message

You can copy a message directly from the Manage or Create Messages page.

To copy amessage, select the ellipsis and then select either Copy or Copy As. Selecting Copy
will copy the message “asis.” Selecting Copy As will give you the option of changing a
scheduled message to an event-driven message orvice versa. The entire message willopen on
one page, and you can edit or create new message content, change delivery date and time, and
setup orreuse a global audience.

Importing a Message

Importing amessage is a two-step process. First, you will need to export the message from the
case where it was created (case 1). Second, you willneed to loginto the case in which you want
to use the message (case 2)toimportit.

Step 1

Logintothe case in which the message was created. From the Manage or Create Message
page, select the ellipsis for the message you’d like to export and select Download.

Step 2

Logintothe case in which you want to use the message and click on the Import button. Next,
click Browse to find the downloaded message. After selecting the downloaded message,
select Scheduled or Event-Driven and click OK. The entire message will open on one page, and
you willneed to do the following:

1. Enternew date and time for deployment.

2. Selectorcreate anew audience.

3. Enternew performance goals.
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Surveys

Click Rt didwr under the Erf Zf 3t dmir section to open the L ZnZf 391aCPZEIRt didW page. Existing
Surveys display in the table—you can scroll through pages or use the search bar to find a specific one.

Bl SurRVEY TABLE OVERVIEW

Column Contents Details

Type Survey Type Displays anicon for Scheduled or Event-Driven surveys.

Title Survey Name Shows the name/title of the surveys.

Trigger Activation Method Indicates whetherthe campaignis Scheduled or triggered by
anevent(e.g., New Hire).

StartDate LaunchTiming The date the campaign begins.

EndDate Completion Timing The date the campaign ends.

Status Enabled/Disabled Shows whetherthe campaignis currently active orinactive.

Actions Interaction Options Includesicons and menu options for managing the campaign.

COLUMN 7: ACTIONS EXPLAINED
« ¢ Pencillcon - Appears when the campaign is disabled. Click to edit the campaign.

o« @Wiewlcon - Appears when the campaignis enabled. Click to view the campaign in read-only
mode.

o --Ellipsis Menu - Opens additional options:
o Copy - Duplicates the campaign withits current type (Scheduled or Event-Driven).
o Copy As - Duplicates the campaign and lets you changeits type.
o Download - Exports the campaign to your download folder foruse inanother case.

o Engagement Activity - View detailed engagement metrics (see Engagement Activity
section).

o Engagement Summary - View a summary of engagement performance (see Engagement
Summary section).
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Creating New Surveys

To create anew survey, begin by clicking + Add Survey. You can also copy an existing survey orimport
a survey from another case orsource. See the Copying a Survey or Importing a Survey sections.

You will be taken on a step-by-step workflow to create your new survey.

Step1- Create New
Click the + Add Survey button. The Add Survey dialog box provides options for your survey.

Add Survey X

To start building a survey, select between a new survey or starting frem a template.
Survey titles are for reference only and not displayed to employees. When starting
from a template, it pre-selects the survey type, but this can be simply modified by
selecting a different type icon.

From: Choose v

Title: Survey title

Choose between a Scheduled € or Event-Driven @ survey.

[ Y olenlle
=

Scheduled Event-Driven

Ccancel

Inthe From drop-downlist, select Create New or Template.
Give the survey a title and indicate if it is Scheduled or Event Driven. Click OK.

Step 2 - Getting Started

Enter the Valid From and Valid To dates, indicate if it will be anonymous, select a category (optional),
and entera message description (optional).

Start building your survey here. Be sure to answer the "Would you like to give a survey description?® question by including a description letting other users know the survey's purpose and objectives.
Survey Title: Valid From: Valid To: Anonymous Results:
What's your favorite holiday menu item? 10/27/2025 = NA7/2025 E @ (no

Category: optisnal)
Company Events XV

Would you like to give a survey description? optiona)

|

Click Next.
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Step 3 - Build My Audience

You can choose to send to all active employees by toggling on the AKAb&HiIdEt dkgwddr button.
Click the £At ¢[Bmbd button to add a global audience (accessible to allengagements) or create a
new custom audience. The Audience window will open. You will see a list of available global
audiences from which to select or click the M3§ At ¢1Bmbd button to create a custom audience.
Clicking the A¢¢At ¢RBmbd button will open the Define My Audience page.

Build My Audience

DEFINE MY AUDIENCE

T o o s e e g i 5 i oy i s e o bt

Www

Give your custom audience aname.

Select the criteria you will use to define the custom audience.

If youwant to use a custom field to define an audience, select the custom field.

Click the MAwbutton.

You can make the custom audience a global audience (see Building a global audience) by
toggling the global button to Yes.

Click the MW button to define the criteria.

7. Click the RZiid button.

NN

O

Step 4 - Create the Survey Questions

Begin creating survey questions by Click the + Question button. The question box willopenwhere
you can enter your questions. You can then select the type of question by selecting

Multiple choice - click on the answer bar below to add the answer choices for your question.
Yes/No

Free text

Click OK

Continue Click + Question to add questions.

Click Next when finished.

NI ENSNINES
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Step 5 - Creating the Landing Page

The landing page contains the start button to begin taking the survey. It is very similar to a content
page, butitis not optionalin a survey. You will see the landing page editor and have three options to
create the landing page:

1. Entercontent directly into the editor using the available editing tools.

2. Clickonthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click on the T button for a preview of the landing
page.

3. Clickonthe Select a Template link. You can then select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Alink to the landing page will automatically be inserted into your survey invitations.

Step 6 - Creating the survey invitation

Theinvitationis required for the survey to work. It is what let’s recipients know they have a survey to
answer. Click onthe + Invitation to create anew invitation, or click the Import button to import an
invitation from another case or source (see importing a message for more information).

1. Entertheinvitation title, delivery date and time. Include a description of the invitation if
desired.

2. Indicate whetheryou willinherit the overall survey audience or create a new audience.

3. Create the Message Feed version of yourinvitation. The message feed invitation will be
displayedinthe message feed section of the Selerix Engage Employee Portal (see the Selerix
Engage Employee Portal section). Enter the title of the message followed by the message. A
preview of the message will be shown.

4. Create the Text Message version of yourinvitation Enter yourinvitationin the text message
window. Text messages are limited to 280 characters. A preview of the text message will be
shown and alink to the landing page will be included.

5. Create the email version of yourinvitation.

a. Enterthe subject of your email followed by the body of the email.

b. Entercontentdirectlyinto the email editor using the available editing tools; click on
the HTML editor button so you can paste your HTML code into the editor; or click the
Select aTemplate link. You can then select a saved template from the Templates
section (see the Creating a Template section).
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Step 6 - Creating the survey invitation (continued)

6. Create areminderforyourinvitation. You can create as many reminders as you like for the
invitation. Click the + Reminder button to begin creating the reminder(s). You have two options
foryourreminder - resending the original message or customizing the reminder.

a. Toresendthe originalmessage:
i. Enterthetitle of the reminder.
ii. Enterthedate andtimeit willdeploy.
iii. Selectthe conditionthat willtrigger the reminder - invitation not opened, link not
clicked or survey not taken.
iv. Click OK
a. Sendacustomreminder
i. Enterthe title of the reminder.
ii. Enterthe date andtimeit will deploy.
iii. Selectthe conditionthat willtriggerthe reminder - invitation not opened, link not
clicked or survey not taken.
iv. Click Custom Reminder, and the Custom Reminder page will open.
v. Enterthe optional reminder description.
vi. Selectthe version of the reminder that you would like to customize - message
feed, text oremail.
vii. Customize the reminder and click Save.
viii. Click Next

Step 7 - Create a Thank You page

Creating a Thank You page is optional; Selerix Engage will create one for you. However, if you wish to

create your own, you will see the thank you page editor and have three options to create the landing

page:
1. Entercontent directlyinto the editor using the available editing tools.

2. Clickonthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click on the T button for a preview of the landing page.

3. Clickonthe Select a Template link. You canthen select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Step 8 - Set Survey Goals

Setting goalsis a great way to measure engagement performance. Use the sliders or the Pencilicon to
set goals foropen, clickand completionrates then click Next.

Step 9 - Authentication Requirements

The authenticationrequirements will default to Yes or No based on the Settings page. However, you
can change the requirement on a per engagement basis.
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Step 10 - Aimost Done

You can enable the survey ifitis ready to deploy or save the survey as disabled if it is not ready to
deploy.

Copying a Survey

To copy a survey, select the ellipsis and then select either Copy or Copy As. Selecting Copy will copy
the survey “asis.” Selecting Copy As will give you the option of changing a scheduled survey to an
event-driven survey orvice versa. The entire survey willopen on one page, and you willneed to do the
following:

1. Enternew date and time for deployment.

2. Selectorcreate anewaudience.

3. Enternew performance goals.

Importing a Survey

Importing a survey is a two-step process. First, you will need to export the survey from the case where it
was created. Second, you willneed tologinto the case in which you want to use the survey toimport it.

Step1

Logintothe case in which the survey was created. From the Manage or Create Survey page, select the
ellipsis for the survey you’d like to export and select Download.

Step 2

Logintothe case in which youwant to use the survey and click on the Import button. Next, click Browse
to find the downloaded survey. After selecting the downloaded survey, select Scheduled or Event-
Driven and click OK. The entire message will open on one page, and you will need to do the following:

1. Enternew date and time for deployment.

2. Selectorcreate anewaudience.

3. Enternew performance goals.

50



selerix ENGAGE USER GUIDE

Quizzes

Click P t yydr under the Emf Zf 8t Ammér section to open the L ZmZf 39qCaPZ$OP t lyydr page. Existing
Quizzes display in the table—you can scroll through pages or use the search bar to find a specific one.

B Quizzes TABLE OVERVIEW

Column Contents Details

Type Quiz Displays anicon for Scheduled or Event-Driven quizzes.

Title QuizName Shows the name/title of the quiz.

Trigger Activation Method Indicates whether the quizis Scheduled or triggered by an
event (e.g., New Hire).

Valid From LaunchTiming The date the quizbegins.

ValidTo Completion Timing The date the quizends.

Status Enabled/Disabled Shows whetherthe campaignis currently active orinactive.

Actions Interaction Options Includesicons and menu options for managing the campaign.

COLUMN 7: ACTIONS EXPLAINED
« ¢ Pencillcon - Appears when the campaign is disabled. Click to edit the campaign.

o« @Wiewlcon - Appears when the campaignis enabled. Click to view the campaign in read-only
mode.

o --Ellipsis Menu - Opens additional options:
o Copy - Duplicates the campaign withits current type (Scheduled or Event-Driven).
o Copy As - Duplicates the campaign and lets you changeits type.
o Download - Exports the campaign to your download folder foruse inanother case.

o Engagement Activity - View detailed engagement metrics (see Engagement Activity
section).

o Engagement Summary - View a summary of engagement performance (see Engagement
Summary section).
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Creating New Quizzes

To create anew quiz, begin by clicking + Add Quiz. You can also copy an existing quiz orimport a quiz
from another case or source. See the Copying a Quiz orImporting a Quiz sections.

You will be taken on a step-by-step workflow to create your new quiz.

Step1- Create New
From the Manage or Create Quiz page, click + Add Quiz.
The Add Quiz dialog box provides options for creating the quiz.

ADD QUIZ o

To start building a quiz, select between a new quiz or starting
from a termplate. Quiz titles are for reference only and not
displayed to employees. When starting from a template, it pre-
selects the quiz type, but this can be simply modified by selecting
a different type icon.

From: Choose W

Title: Quiz title

Choose between a Scheduled @ or Event-Driven @ quiz.

| sl
Type: %

Scheduled Event-Driven

CANCEL

Inthe From drop-downlist, select Create New or Template.
Give the quiz a title andindicate if itis Scheduled or Event Driven. Click OK.

Step 2 - Getting Started

Enter the Valid From and Valid To dates, indicate if it will be anonymous, select a category (optional), and
enteramessage description (optional).
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Step 3 - Build My Audience

You can choose to send to all active employees by toggling the All Active Employees button to on.
Click onthe +Audience buttonto add a global audience or create a new custom audience. The
Audience window will open. You will see a list of available global audiences from which to select or click
on the new audience button to create a custom audience. Clicking the new audience button will open
the Define My Audience page.

1. Give your custom audience aname.

2. Select the criteria you will use to define the custom audience.

3. Youcanmake the custom audience a global audience (see building a global audience) by

toggling the global button to yes.
4. Click the Next button to define the criteria.
5. Clickthe save button and click Next.

Step 4 - Answer Explanations

You can create explanations after answers are submitted to questionsin the quiz. Enable Explanation
After Answering button.

Step 5 - Create the Quiz Questions

Begin creating quizquestions by Click the + Question button. The question box will open where you can
enteryour question. You can then select the type of answer by selecting

Multiple choice - click on the answer bar below to add the answer choices for your question.
Yes/No

True/False

Free text

Click OK

Continue Click + Question to add questions.

Click Next when finished.

NOOTA LN

Step 6 - Creating the Landing Page

The landing page contains the start button to begin taking the quiz. Itis very similar to a content page,
butitis not optionalina quiz. You will see the landing page editor and have three options to create the
landing page:
1. Entercontent directly into the editor using the available editing tools.
2. Clickonthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button for a preview of the landing page.
3. Clickonthe Select a Template link. You can then select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Alink to the landing page will automatically be inserted into your quizinvitations.
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1.

2.
3.

Step 7 - Creating the Quiz Invitation

Theinvitationis required for the quiz to work. Itis what let’s recipients know they have a quiz to answer.
Click onthe + Invitationto create a new invitation, or click the Import button to import an invitation from
another case or source (see importing a message for more information).

Entertheinvitation title, delivery date and time. Include a description of the invitation if desired.
Indicate whether you willinherit the overall quizaudience or create a new audience.

Create the Message Feed version of yourinvitation. The message feed invitation will be
displayedinthe message feed section of the Selerix Engage Employee Portal (see the Selerix
Engage Employee Portal section). Enter the title of the message followed by the message. A
preview of the message will be shown.

Create the Text Message version of your invitation Enter your invitation in the text message
window. Text messages are limited to 280 characters. A preview of the text message will be
shown and alink to the landing page will be included.

Create the email version of your invitation.

a. Enterthe subject of your email followed by the body of the email.

b. Entercontentdirectlyinto the email editor using the available editing tools; click on the
HTML editor button so you can paste your HTML code into the editor; orclick the Select a
Template link. You can then select a saved template from the Templates section (see the
Creating a Template section).

Create areminder for yourinvitation. You can create as many reminders as you like forthe
invitation. Click the + Reminder button to begin creating the reminder(s). You have two options
foryourreminder - resending the original message or customizing the reminder.

b. Toresendthe originalmessage:

i. Enterthe title of the reminder.
i. Enterthe date andtimeit will deploy.
iii. Selectthe conditionthat willtriggerthe reminder - invitation not opened, link not
clicked or quiznot taken.
iv. ClickOK
b. Sendacustomreminder
i. Enterthe title of thereminder.
ii. Enterthedate andtimeit willdeploy.
iii. Selectthe conditionthat willtriggerthe reminder - invitation not opened, link not
clicked or quiznot taken.
iv. Click Custom Reminder, and the Custom Reminder page will open.
v. Enterthe optional reminder description.
vi. Selectthe version of the reminder that youwould like to customize - message
feed, text oremail.
vii. Customize the reminderand click Save.
viii. Click Next
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Step 8 - Create a Thank You page

Creating a Thank You page is optional; Selerix Engage will create one for you. However, if you wish to
create your own, you will see the thank you page editorand have three options to create the landing
page:
1. Entercontent directlyinto the editor using the available editing tools.
2. Clickonthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click on the T button for a preview of the landing page.
3. Clickonthe Select a Template link. You can then select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Step 9 - Set Quiz Goals

Setting goals is a great way to measure engagement performance. Use the sliders or the Pencilicon to
set goals foropenrate, click rate, completionrate, passing score, and pass rate then click next.

Step 10 - Authentication Requirements

The authentication requirements will default to Yes or No based on the Settings page. However, you can
change the requirement on a perengagement basis.

Step 11 - Almost Done
You can enable the quizif it isready to deploy or save the quizas disabled if it is not ready to deploy.
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Copying a Quiz

To copy a quiz, select the ellipsis and then select either Copy or Copy As. Selecting Copy will copy the
quiz “asis.” Selecting Copy As will give you the option of changing a scheduled quiz to an event-driven
quiz orvice versa. The entire quiz will open on one page, and you will need to do the following:

1. Enternew date and time for deployment.

2. Selectorcreate anewaudience.

3. Enternew performance goals.

Importing a Quiz

Importing a quizis a two-step process. First, you willneed to export the quiz from the case where it was
created. Second, you willneed tologinto the case in which you want to use the quizto importit.

Step 1

Logintothe case in which the quizwas created. From the Manage or Create Quiz page, select the
ellipsis for the quizyou’d like to export and select Download.

Step 2

Logintothe case in which youwant to use the quizand click on the Import button. Next, click Browse
to find the downloaded quiz. After selecting the downloaded quiz, select Scheduled or Event-Driven
and click OK. The entire message will open on one page, and you willneed to do the following:

1. Enternew date and time for deployment.

2. Selectorcreate anew audience.

3. Enternew performance goals.
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Creating Event-Driven Engagements

Event-driven engagements are engagements that deploy based on an event occurring. Event-driven
engagements caninclude:

e Campaigns
e Messages
e Surveys

e Quizzes

Engagements can be based on the following:

1. Added Employee - engagements deploy based on the day an employee is added to the data.

2. Agent Pending - engagements deploy based on an employee moving to agent pending during
benefits enrollment.

3. Birthday - engagements deploy based onan employee’s birthday.

4. CustomField Change - engagements deploy based on a change in a custom field. You will also
select the specific custom field.

5. Jscript - engagements deploy based on the results of a Jscript.

6. Eligibility Date Change - Select the event date or processing date for the eligibility change.

7. Employment Status - engagements deploy based on a change inemployment status. You will
also select the specific employment status.

8. Enrollment Complete - engagements deploy based on employee’s completing enroliment.

9. EOIPending - engagements deploy based on an employee moving to EOl pending during
benefits enroliment.

10. Grace Period Expiration - Set the number of days before the Grace Period expires.

11. Hire Date Change - engagements deploy based on a change in the employee’s hire date.

12. Job Class Change - engagements deploy based on a change in the employee'sjob class.

13. Life Event - engagements deploy based on alife event. You will also select the specific life event.

14. New Hire - engagements deploy based on a new employee added to the data.

15. Pay Group Change - Select the pay group and then choose Event Date or Processing Date.

16. Pending Documentation - engagements deploy based on an employee needing to submit
additional documentation.

17. Rehired Employee - engagements deploy based on past employees being rehired.

18. Salary Change - engagements deploy based on a salary change.

19. Transfer - engagements deploy based on an employee transfer withing the organization.

20.Work Anniversary - engagements deploy based on an employee's work anniversary.

The workflow for creating these engagements is very similar to a scheduled engagement, but you use a
different method to set the send criteria. Rather than select a specific month, day and year, you need to
select the number of days after the event for deployment. Inthe case of campaigns, EACH componentis
scheduled based on the occurrence of the event. Forexample, a three-message, event-driven
campaignwith the initial message deploying 10 days after the event and each subsequent message
being 10 days apart would be scheduled as follows:
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Event occurs (day O)

Firstmessage is scheduled plus 10 days after the event.
Second message is scheduled plus 20 days after the event.
Third message is scheduled plus 30 days after the event.

NN
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Engagement Templates

To make things easier, a library of engagement templates is available for use in your communications.
These optionsinclude complete engagements such as campaigns, messages, surveys and quizzes, as
well as individual engagement components such as content pages and emails. You can easily import
templatesinto engagements and make changes as necessary.

You can find template options within the Templates section. You can preview, copy, edit, or evenimport
your own creations into the appropriate are within the Templates section. To create your own templates,
see section 4 - Creating Templates: Content, Campaigns, Messages, Surveys and Quizzes.

Step1

Determine what kind of engagement you want to deploy (campaign, message, survey or quiz), then
head to that section under the Engagements tab.

Step 2
Begin your workflow the same way you would if you were creating an engagement from scratch.
EWwZt Old Creating a "Happy Birthday" message that deploys automatically on an employee's birthday

Goto "Messages” under the "Engagements” tab.

Click +Message.

Select "Template” in the “From” drop-down.

A“Template” drop-down menu will appear and you can click or even search for the template you
wish to use.

e. Makeyourselection, give the message a title, then designate whetherit's scheduled orevent-
driven. Since the birthday message will deploy to employees on their birthday, select Event-

o 0600w

Driven.
f. Click Nj Zw.
Step 3

At this point your message will auto-populate all the fields from the template youselected with
the exception of the day and time of deployment as well as the audience. Add those items and make as
many changes to layout and content as you wish.

NOTE: If your selected template has alogo placeholder, be sure toreplace it with yourown logo orsimply
select it and delete before deploying. Feel free to reach out to your account manager for further
instructions.

59



selerix ENGAGE USER GUIDE

Content Page And Email Templates

You also have access to templates for content pages and emails within the Engagement builder. You ca
View those layouts in the "Content" section under the "Templates” tab and pull them directly into your
engagement via the editor.

Step1

Begin building your new engagement, then when you arrive at the stage to create either the "Content
Page" or "Email" portions, you'll see the optionto "Select Template” in the top right corner of the editor.

Step 2

Click “Select Template,” and a box will open with a preview of the available templates. Select the one that
best suits your desired layout, and the content will populate in the editor.

Step 3

At this point, you can edit the content to yourliking, replace logos or photos, oreven adjust the
formatting.

Step 4

Click Next and continue building your engagement. Repeat the previous steps to select an email
template.

Select Template X

View template thumbnails below. Use the sort and search features to narrow your selections. Click a thumbnail to
select.

Template: Search n

w2ee ek e e
" 4

AMMIYERSARY] MMIVERSARY | ’ 2

“wurE
oerIT

[
P
¥

=3

2
Ty

=

=
S
e

E b =

Employee Survey Invitation Happy Anniversary Happy Anniversary Happy Birthday Happy Birthday

s (!2 3 » 3

60



selerix

ENGAGE USER GUIDE

Chapter 5: Using Templates

CONTENT, CAMPAIGNS, MESSAGES, SURVEYS & QUIZZES

Templates can make using Engage quicker and easier. This section allows users to save templates for

future use. The following templates can be createdin the Templates section:

1. Content templates - create templates for content pages and emails.
2. Campaign templates - create complete campaign templates. Campaigntemplates can
include messages, surveys and quizzes.

Message templates - create complete message templates.
Survey templates - create complete survey templates.
Quiz templates - create complete quiz templates.

ok

Engagement Activity #

Engagemnent Summary E

Performance

Manage
Engagements
Peaple

I Templates
% Content
B Campaigns
£ Messages
B Surveys

B ouizzes

Settings

Manage or Create Content Templates

Easily streamline the creation of engagements with an email or content template. Templates allow users to easily modify the content and branding eler
Add Template button at the bottom of this page.

=

&

[:2 ]

Name

Employee Survey Invitation

Employee Survey Landing Page

v Happy Anniversary

v Happy Anniversary

Happy Anniversary

4+ Add Template

Add a Template

If you'd like to add a new template from scratch, click the < Add Template button below or @ Import a previously exported template.
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CONTENT TEMPLATES

Click Corm$dmsunder the S8 SIZ$3r section to open the L ZmZf 31)qCPHZSICmsdmsSH SKZ$dr page.
Existing templates display in the table—you can scroll through pages or use the searchbartofind a
specificone.

The table contains the following columns:

Column one contains icons representing the type of template - email or content page.
Column two contains the name of the template.

Column three indicates whether a template has been enabled and available foruse.
Column four contains several options from which you can select.

Pencil orViewicon - if the template is disabled, clicking the pencil icon will allow you to edit the template.
If the template is enabled, clicking the View icon will allow you to view the template, but it willbe read-
only unless you disable it.

Clicking on the ellipsis will open an additional menu.
Copy - copying the template will copy it as it was created.

Download - selecting download exports the template to your download folder. You will then be able to
import the template into another case.

- oyl Manage or Create Content Templates AlTamplates v seses

Ergagement Sumenany ,ki

Pertarmance

9L
> @i

@ o K

Add a Template

1o like b Bkl & row tervapilate Tram serateh, click the b Add Ternplate Buthen betow o @ Import 3 previcouy expested termplaty,

= Acd femplate
Settings
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Creating New Templates

To create anew template, begin by clicking + Add Template. You can also copy an existing template or
import atemplate from another case or source. See the Copying a Template oriImporting a Template
section.

Creating a New Template “from Scratch”

You will be taken on a step-by-step workflow to create your new template.

Step 1

Give the template a title and indicate if itis a content page or email template.

Step 2 - Getting Started

You will see the Title and type of template. Enter a description for your template (optional).
Step 3 - Create Your Template

1. Enter content directly into the editor using the available editing tools.

2. If youchoose to use HTML, click on the HTML editor button to open the HTML editor. You can then
paste your HTML code into the editor. After entering the HTML, click on the T button for a preview of the
content page.

Step 4 - Aimost Done

Whenyou are ready, enable the template to make it available for future engagements.

Create Template

To start Bulling A tempiate, give your template 3 title and chooss a template type
Titte:

Choose betwean a Content @ or an Email @

N -
tent
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Copying a Template

To copy atemplate, select the ellipsis and select Copy. Selecting Copy will copy the template “asis.” The
template willopen on one page, and you will need to do the following:

Enter new title, if necessary.
Edit the current description or give your template a new description (optional).

Make changes to the template as necessary.

Manage or Create Content Templates Al Tsp el v | search

Easlly streamdine the creation of engagements with an email or content template. Templates allow Lsers te easily modify the content and branding slements to reflect brand identity upon creating an engagement. To create a template, click on the « on the grid betow or the +
Add Template button at the bottorm of this page.

B Copy of Employes Survwy Imitatice

B (mplojee Survey nvtation

B/ Happy Aseiersany

B sappy Arvevensary

o
) pres——— E ® %

+ Acd Template - - S S

Add a Template

#f you'd like o add a new tempiate from serateh, clickthe 4 Add Tempiate button below or & Import a previously exported template.
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Importing a Template

Importing a template is a two-step process. First, youwill need to export the template from the case
where it was created (case 1). Second, you willneed tolog into the case in which you want to use the
template (case 2) to import it.

Step|1

Logintocasel, in which the template was created. From the Manage or Create Templates page, select
the ellipsis for the template you’dlike to export and select Download.

Step 2

Logintocase 2, in which you want to use the template, then click on the Import button. Next, click
Browse to find the downloaded template. After selecting the downloaded template, the template will
open onone page, and you willneed to do the following:

1. Enter new title, if necessary.

2. Edit the current description or give your template a new description (optional).
3. Make changes to the template as necessary.

Import
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CAMPAIGN TEMPLATES

Click CZt &ZH rm underthe S&t SIZ$dr section to open the L ZmZf 39aCPZSICZt OZiF mSSt dZSor
page. Existing templates display in the table—you can scroll through pages oruse the searchbartofind a
specificone.

The table contains the following columns:

Column one contains icons representing the type of campaign template - scheduled orevent-
driven.

Column two contains the name of the campaign template.

Column three contains the trigger - scheduled or the name of the trigger. Forexample, New Hire.
Columns four contains the category.

Column five indicates if the campaign template is enabled or disabled.

Column six contains several options from which you can select.

Pencil or View icon - if the campaign template is disabled, clicking the pencilicon will allow you to edit the
campaign. If the campaign template is enabled, clicking the Viewicon will allow you to view the
campaign template, but it will be read-only unless you disable it.

b. Clicking on the ellipsis will open an additional menu.
Copy - copying the campaign template will copy it as created - scheduled or event-driven.

Download - selecting download exports the campaign template to your download folder. You will then
be able toimport the campaign template into another case.

Manage or Create Campaign Templates All Ternplates ¥ v/ Search

i ereating an engagement, To create a template, click on t

i you'd like to 3dd a new template from seratch, click the 4+ Add Template button below or @ Import a previcusly exparted template.
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Creating New Campaign Templates

To create anew campaign template, begin by clicking + Add Template. You can also copy an existing
campaign template orimport a campaign template from another case or source. See the Copying a
Campaign Template orImporting a Campaign Template sections.

Creating a New Scheduled Campaign Template “from Scratch”
You will be taken on a step-by-step workflow to create your new campaign.

Step 1
Give the campaign a title and indicate if it is scheduled or event driven.
Step 2 - Getting Started

You will see the title enteredin step one. You can also select a category (optional), and entera campaign
template description (optional).

Step 3 - Template Management

You can choose to lock the template which restricts who can modify the template. Torestrict the
template, select X8r and add users who can manage the template. Select Mn to allow anyuser to make
changes.

Add Template

o Start building 2 campaiRN, Bive Your campaign a ttle. This s for reference only and
il ot be diplayed to employees.

Tithe:

Choase between a Scheduled @ or on Event-Driven @ campaign
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Step 4 - Adding Survey, Quizand Message Templates
Decide what type of engagements you will add to your campaign template.

Survey template - Click the + Survey button to create a new survey template orthe import buttonto
import an existing survey template. For steps on creating a new survey template, please see the Creating
a Survey Template section. If you aren’t adding a survey template, click MOwé.

Quiz - Click the + Quiz button to create a new quiztemplate or the import button to import an existing quiz
template. For steps on creating anew quiztemplate, please see the Creating a Quiz Template section. If
you won’t be adding a quiztemplate, click Movié.

Message - Click the + Message button to create a new message template or the import button toimport
an existing message template. For steps on creatinga new message template, please see the Creating
aMessage Template section. If youwon’t be adding a message template, click Movié.

Step 5 - Almost Done

You can enable the campaign template if it is ready to use for future campaign engagements.

Add a Survey
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Copying a Campaign Template
To copy a campaign template, select the ellipsis and then select Copy. The campaign template will open
on one page, and you will need to do the following:

Enter a name for your new campaign template.

Select a category (optional) and enter a description (optional).

Make any modifications to the components of the campaign.

Manage or Create Campaign Templates

Lasdy streamling the ¢n
or = Add Templ

n of Campaign Engagements with an engagement template. Templates allow users to caslly meddy the cont
he bottom of this page.

B Cmosgn e sehaduind No Pl 1

Add a Template

o you'd like 1o agd

m scratch, cicktha - Add Templete bution bekow or (B Wmpart s previoushy exparied templats
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Importing a Campaign Template

Importing acampaign template is a two-step process. First, you will need to export the campaign
template from the case where it was created (case 1). Second, you willneedtologinto the casein
which you want to use the campaign template (case 2)toimportit.

Step|1

Logintocasel, in which the campaign template was created. From the Manage or Create Campaigns
Templates page, select the ellipsis for the campaign you'd like to export and select Download.

Step 2

Logintocase 2, in which you want to use the campaign template and click the Import button. Next, click
Browse to find the downloaded campaign template. Select the downloaded campaign template,
and the campaign template will openon one page. You will need to do the following:

Enter a name for your new campaign template.
Select a category (optional) and enter a description (optional).

Make any modifications to the components of the campaign.

Import Campaign Template

You ¢an import 3 previously exported template here. Templates pre-select
1he campalgn Type. Simply browse 1o the 219 file in your file ystem and click
OK to impart.

Irmpart Ternplate: m
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MESSAGE TEMPLATES

Begin by clicking Messages in the Templates section. You will be taken to the Manage or Create
Message Templates page. Allmessage templates will be listed in the table. You can scroll through each
page to find an existing message template oruse the search bar above the table. The table contains
the following columns:

Column one contains icons representing the type of message template -scheduledorevent-
driven.

Column two contains the name of the message template.

Column three contains the trigger - scheduled or the name of the trigger.
Columns four contains the category.

Column five indicates if the message template is enabled or disabled.

Column six contains several options from which you can select.

Pencil orView icon - if the message template is disabled, clicking the pencilicon will allow you to edit the

campaign. If the message template is enabled, clicking the View iconwill allowyou to view the
message template, but it will be read-only unlessyou disable it.

Clicking on the ellipsis will open an additional menu.
Copy - copying the message template will copy it as created - scheduled or event-driven.

Download - selecting download exports the message template to your download folder. You will then
be able to import the message template into another case.

Manage or Create Message Templates Al Templates * e

Easily streamiing the creation of Message Engagemants with an engagement temalate. Templates allow users to easily modity the content and branding elements ta reflect brand identity upon creating an engagement. To create a template, click on the 40 on the grid below or
4 Add Template button at the battom of this page.

® B2 omi
-] Deatt n om L
B Uk Bient: Dependent Asined Age Age Uit n L
B W Life fvent: Gependent Regained Stati Dependent Statun L
B W Life Event: Diverce [ m @om i
+ add Terplate . n - RS
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Creating a New Message Template “from Scratch”

To create anew message template, begin by clicking + Add Template. You can also copy an existing
message template orimport a message template from another case or source. See the Copying a
Message Template orImporting a Message Template sections. You will be taken on a step-by-step
workflow to create your new message template.

Step1
Give the message template a title andindicate if itis scheduled or event driven.
Step 2 - Getting Started

You will see the title enteredin step one. You can also select a category (optional) and enter a description
(optional).

Step 3 - Display Settings
Display Settings default to Yes which means a time and date stamp will appear on the content page.
Step 4 - Template Management

You can choose tolock the template which restricts who can modify it. To restrict the template, select
Yes and add users who can manage it and make changes. Selecting No will allow any user to make
changes.

Add Template

Ta start building & message, give your message a tRle. This i for reference only and
will not be displayed to employees.

Title: Test

Choose between a Schedulod @ or on BventDriven @ mossage.

(]

Schedubed Event Driven

Type:
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Step 5 - Create Content Page

Creating a content page is optional. Acontent page is a one-page website giving you an opportunity to
house additionalinformation beyond what can be included in the message feed, text message or email.
To create a content page, toggle the “Add a content page?” button to Yes. The content page editor will
then open. You have three options to create the content page:

1. Enter content directly into the editor using the available editing tools.

2. Click onthe HTML editor button to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button for a preview of the content page.

3. Click onthe Select a Template link. You can then select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Alink to the content page will automatically be inserted into your messages.
Step 6 - Creating the Message Feed version of your message template

The message feed message will be displayed in the message feed section of the Selerix Engage
Employee Portal (see the Selerix Engage Employee Portal section). Enter the title of the message
followed by the message. A preview of the message will be shown.

Step 7 - Creating the Text Message version of your message template

Enteryour text message in the text message window. Text messages are limited to 255 characters. A
preview of the text message will be shown.

Send a Text Message

Create a version of your message that will be sent via SMSText message. You can preview your text message on the right. Please lmit text messages to 230 charact ers.

IMPORTANT DISCLAIMER: Seterix does not provide legal advice. You are responsible for ensuring your own complianoe with any applicable laws, and you should consust with 3 legal professional if needed

Tt Message: Text Message Preview:
ol osv T 9:45 AM $ 5E% D

Happy Birthay! Chick the ink 19 view message

o Happy Birthiduyl Click the knk to view message: [LINK] Raphy
STOR to unsubscribe

233 characten|s] remaininy '3
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Step 8 - Creating the Email version of your message template
Enter the subject of your email followed by the body of the email:
Enter content directly into the email editor using the available editing tools.

Click on the HTML editor button to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button for a preview of the content page.

Click on the Select aTemplate link. You can then select a saved template from the Templates section
on the left (see the Creating a Template section).

Step 9 - Authentication Requirements

The authentication requirements will default based on the Settings page. However, you can change
the requirement foryour template.

Step 10 - Aimost Done

You can enable the message template if it is ready foruse or save it as disabled if it is not ready for use.

Send an Email

Create & version of your message that will beé sent via email. Here you can incarporate formatting, images, and other slements.
Subject:
Hapgy Birthday
Email Message: Select Termgilate
B I Mmoo FFEEEEEONTEOREAEEESE A O Y fomat T F @ W (inheritediont) T (inherited size)

e o @R e «

- »

LOGO

Authentication Requirements

‘¥ou can require recipients te log In to Selerix Engage to read thelr messages by sefecting Yos betow, If you sedect No, the link sent to the recipsent will onfy be vasid for a fimited time, but the reciplent can request a new link it it expires

Login required: (@) veu Ne

Almost Done
This template i not going 1o be availabie until If Ras been enabled for use. Be sure that you have reviewed and are reaty 1o go bedore enabing your template. 1 you will be making adoimional edis to your template, leave it disabled until you are ready to deploy 1o prevent
undinished messages from being ser

Enable Template: Disabled
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Copying a Message Template

To copy amessage template, select the ellipsis and then select Copy. The message template will open
on one page, and you will need to do the following:

1. Enteraname foryournew message template.
2. Selectacategory(optional)and enter a description (optional)
3. Make any modifications to the components of the message template.

Importing a Message Template

Importing amessage template is a two-step process. First, you will need to export the message
template from the case where it was created (case 1). Second, you will need tolog into the case in which
you want to use the message template (case 2) to import it.

Step1

Logintocasel, in which the message template was created. From the Manage or Create Message
Templates page, select the ellipsis for the message template you'd like to export and select Download.

Step 2

Logintocase 2,in which you want to use the message template and click the Import button. Next, click
Browse to find the downloaded message template. Select the downloaded message template, and it
willopen onone page. You will need to do the following:

1. Enteraname foryournew message template.
2. Selectacategory (optional)and enter a description (optional)
3. Make any modifications to the components of the message template.

Manage or Create Message Templates AllTemplates * # Seaech

Easiby streamline the creation of M with an template. Templates alaw users to easily modify the content and branding elements to reflect brand identity upon creating an engagement. To create a template, dick on the 4+ on the grid below or
+ Add Tempiate buron at the botom of this page.

BV Ufefuren: Rithdey Hirthutay n o@ L
BV Uta Event: Death of Depandent Death n oL
= Aqn i eow i
-] Depens n L B3
2 vu oni
+ mp " - S
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SURVEY TEMPLATES

Begin by clicking Surveys in the Templates section. You will be taken to the Manage or Create Survey
Templates page. All survey templates will be listed in the table. You canscroll through each page to
find an existing survey template oruse the search bar above the table. The table contains the
following columns:

Column one containsicons representing the type of survey template - scheduled or event-driven.
Column two contains the name of the survey template.

Column three contains the trigger - scheduled or the name of the trigger. Forexample, New Hire.
Columns four contains the category.

Column five indicates if the survey template is enabled or disabled.

Column six contains several options from which you can select.

Pencil oreyeballicon - if the survey template is disabled, clicking the pencilicon will allow you to make
changes. If the survey template is enabled, clicking the eyeballicon will allow you to view the template,
but it will be read-only unless you disable it.

Clicking on the ellipsis will open an additional menu.
Copy - copying the survey template will copy it as created - scheduled orevent-driven.

Download - selecting download exports the survey template to your download folder. You will then be
able toimport the message template into anothercase.
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Creating a New Survey Template “from Scratch”

To create anew survey template, begin by clicking + Add Template. You can also copy an existing survey
template orimport a survey template from another case or source. See the Copying a Survey Template or
Importing a Survey Template sections.

You will be taken on a step-by-step workflow to create your new survey template.
Step 1

Give the survey template a title and indicate if it is scheduled or event driven.
Step 2 - Getting Started

You will see the title enteredin step one. You can also select a category (optional) and enter a description
(optional).

Step 3 - Template Management

You can choose to lock the template which restricts who can modify it. To restrict the template,
select Yes and add users who can manage it and make changes. Selecting No will allow any user to
make changes.

ADD TEMPLATE

TV, Give your survey a title. This is far
#l not be displayed to employees.

Choose between a Scheduled @ or on Event-Driven @ survey,

]

Scheduled Event-Driven

Type:
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Step 4 - Create the Survey Questions

Begin creating survey questions by clicking on the + Question button. The question box will open where
you can enter your questions. You can then select the type of question by selecting

Continue clicking on + Question to add questions.
Click M&ws when finished.

1. Multiple choice - click on the answer bar below to add the answer choices for your question.
2. Yes/No

3. Free text

4, Click OK

5.

6.

SET-UP MY QUESTIONS

Create your sutviy questions by clicking on 4 Question Questions can be either multiple choice, yesing of free text

Question Type +
$  Onascaleof 1ta 10, how satisfied ate you with your overall (ole? oo Tost P
1 How well do you fo Froe Test a3
i Yeune /B
H] Froe Text a3
i Free Taxt S Ex
i YewNo S Bx
} Howsupported doyou Sate supervisor and the leadership team: Free Tt /X
i Doyou b YewNo SR x
1 Howss Fren Tast S Bx
$  How do you describe the company 1o your friends and family? Frioi Text s
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Step 5 - Creating the Landing Page

The landing page contains the start button to begin taking the survey. It is very similar to a content page,
butitis not optionalina survey. You will see the landing page editor and have three options to create the
landing page:

1. Enter content directly into the editor using the available editing tools.

2. Click onthe HTML editor button to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button for a preview of the landing page.

3. Click onthe Select Template link. You can then select a saved template from the Templates
section onthe left (see the Creating a Template section).

4, Alink to the landing page will automatically be included in the invitation.
Step 6 - Creating the survey invitation

Theinvitationis required for the survey to work. It is what let’s recipients know they have a survey to
answer. Click onthe + Invitation to create a new invitation, or click the Import button toimport an
invitation from another case or source (see importing a message for more information).

1. Entertheinvitation title, delivery date and time. Include a description of the invitation if desired.

2. Create the Message Feed version of your invitation. The message feed invitation will be displayed
in the message feed section of the Selerix Engage Employee Portal (see the Selerix Engage Employee
Portal section). Enter the title of the message followed by the message. A preview of the message will be
shown.

3. Create the Text Message version of your invitation Enter your invitation in the text message
window. Text messages are limited to 255 characters. A preview of the text message willbe shownand a
link to the landing page will be included.

4. Create the email version of your invitation.
a. Enter the subject of your email followed by the body of the email.
b. Enter content directly into the email editor using the available editing tools; click on the HTML

editor button so you can paste your HTML code into the editor; or click the Select a Template link. You can
thenselect a saved template from the Templates section (see the Creating a Template section).
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Step 7 - Create aThank You page

Creating a Thank You page is optional; Selerix Engage will create one for you. However, if you wish to
create your own, you will see the thank you page editorand have three options to create the
landing page:

Enter content directly into the editor using the available editing tools.

Click on the HTML editor button to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button for a preview of the landing page.

Click on the Select aTemplate link. You can then select a saved template from the Templates section
on the left (see the Creating a Template section).

Step 8 - Authentication Requirements

The authenticationrequirements will default based on the Settings page. However, you can change the
requirement foryour template.

Step 9 - Almost Done

You can enable the survey template if it is ready foruse or save it as disabled if itis not ready foruse.

AUTHENTICATION REQUIREMENTS
quire recipients to log in to Selerix Engage to read their messages by selecting Yos betow, If you select No, the link sent to the recipient will only be valid for a limited time, but the recipient can request a naw link if it axpires

Login required: ves (@ No

ALMOST DONE

This tersplat

Enable Template: Dizabled

e =
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Copying a Survey Template

To copy a survey template, select the ellipsis and then select Copy. The message template will open on
one page, and you willneed to do the following:

1. Enteraname foryour new survey template.
2. Select a category (optional) and enter a description (optional)
3. Make any modifications to the components of the message template.

Importing a Survey Template

Importing a Survey template is a two-step process. First, you willneed to export the survey template
from the case where it was created (case 1). Second, you will need to log into the case in which you want
to use the survey template (case 2) toimportiit.

Step1

Logintocasel, in which the survey template was created. From the Manage or Create Survey Templates
page, select the ellipsis for the survey template you’d like to export and select Download.

Step 2

Logintocase 2, in which you want to use the survey template and click the Import button. Next, click
Browse to find the downloaded survey template. Select the downloaded survey template, and it will
openonone page. Youwillneed to do the following:

1. Enteraname foryour new survey template.
2. Select a category (optional) and enter a description (optional)
3. Make any modifications to the components of the survey template.
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QUIZTEMPLATES

To create anew quiztemplate, begin by clicking + Add Template. You can also copy an existing quiz
template orimport a quiztemplate from another case or source. See the Copying a Quiz Template or
Importing a Quiz Template sections.

Creating a New Quiz Template “from Scratch”

You will be taken on a step-by-step workflow to create your new quiz template.
Step 1

Give the quiztemplate a title and indicate if it is scheduled or event driven.
Step 2 - Getting Started

You will see the title enteredin step one. You can also select a category (optional) and enter a description
(optional).

Step 3 - Template Management

You can choose tolock the template which restricts who can modify it. To restrict the template, select
Yes and add users who can manage it and make changes. Selecting No will allow any user to make
changes.

Step 4 - Question Feedback

You can create explanations after answers are submitted to questionsin the quiz.

o start bullding 3 qui, give your quiz a title. This s for reference caly and will not bo
displayed 1o ermplayees.

Title:

Chaose between a Scheduled @ or on Event-Driven @ quiz

B

Event-Oriven

Type:
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Step 5 - Create the Quiz Questions

1.

®© N0k

ENGAGE USER GUIDE

Begin creating quiz questions by clicking on the + Question button. The question box will
open where you can enter your questions. You can then select the type of question by

selecting

Multiple choice - click on the answer bar below to add the answer choices foryour

question.
Yes/No
True/False
Freetext

Indicate the correct answer and click OK
Continue clicking on + Question to add questions.

Click Mdwié when finished.

SET-UP MY QUESTIONS

Create your quiz questions by clicking on 4 Questlon Questions can be either multiple cholce, yesha, truaffalse or fres text,

Question Type +

§ What is Loeem Ipsum? Mutipie Chaice P
§ Inuim metus prothim sit pmet? Multipie Chaics P
Lorern ipsum dolor £ SMet. contecletin Sdipiding eiL nteger e odio. MuRtiphe Cheice S lx
abitant mort Tk 2E IS o MahEuada fanes I¢ turps sgeitas. Multiple Chaice S X

I Quisaue ulamconper placerat ipsum Musigle Choice SR x
Curabitis e arew ved il cursis vars. Muttiple Chajce S x
Maecariss fucibiss malis e Multple Choice e
Aliquarm erat volutpat. Asncan posucre Bberaou augue condimenturm rhoncus. Mustipls Choice SR

Lt enim 3 minim veniam, quis nostrud exsrcitation ullamca labars nis Ut Alquip &% ea commds consequat Mutigle Choice: e =

i Sedwt 4 12 4t ol Multiple Chaice Fa 3
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Step 6 - Creating the Landing Page

The landing page contains the start button to begin taking the quiz. Itis very similar to a content page, but
itis not optionalin a quiz. You will see the landing page editor and have three options to create the landing

page:

1. Enter content directly into the editor using the available editing tools.

2. Click onthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click on the T button for a preview of the landing page.

3. Click onthe Select Template link. You canthen select a saved template from the Templates
sectiononthe left (see the Creating a Template section).

Alink to the landing page will automatically be inserted into your quizinvitations.

Step 7 - Creating the quizinvitation

Theinvitationis required for the quiz to work; it allows recipients to know they have a quizto answer. Click
onthe + Invitation to create a new invitation or click the Import button to import aninvitation from another
case or source (see importing a message for more information).

1. Entertheinvitation title, delivery date and time. Include a description of the invitation if
desired.
2. Create the Message Feed version of your invitation. The message feed invitation willbe

displayedinthe message feed section of the Selerix Engage Employee Portal (see the Selerix
Engage Employee Portal section). Enter the title of the message followed by the message. A
preview of the message will be shown.

3. Create the Text Message version of your invitation Enter your invitation in the text message
window. Text messages are limited to 255 characters. A preview of the text message will be
shown and alink to the landing page will be included.

4, Create the email version of yourinvitation.
a. Enter the subject of your email followed by the body of the email.
b. Enter content directly into the email editor using the available editing tools; click on the

HTML editor button so you can paste your HTML code into the editor; orclick the Select a
Template link. You can then select a saved template from the Templates section (see the Creating
a Template section).
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CREATE A LANDING PAGE

‘Your guiz will be sent with an initial greeting message, This message should convey to the reciplents the purpose of the quiz with an invitation to particips

Header Image:

Message:

B I U & x ¥ ¥ ¥ I B @B I 1 = E & & '8 @ = EEE AT 0~ omt 7T & & W (nherted font)

o o @ 0L & o

ENGAGE USER GUIDE

You can add a header image to the invitation as well

0 IMAGE GUIDELINES

@

SELECT TEMPLATE

{inherited sire)

F . o
ADD AN INVITATION
‘You can add individusl invitations 1o your guiz an this page. Clickon 4 Invitation 1o créate b new imitation
Name +
v
Firne 1 Lest your knowledcge! S mix

I 4 INVITATION l I & maponT l
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Step 8 - Create aThank You page

Creating a Thank You page is optional; Selerix Engage will create one for you. However, if you wish to
create your own, you will see the thank you page editorand have three options to create the landing

page:

1. Enter content directly into the editor using the available editing tools.

2. Click onthe HTML editor button to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button for a preview of the landing page.

3. Click onthe Select a Template link. You can then select a saved template from the Templates

sectiononthe left (see the Creating a Template section).
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Step 9 - Authentication Requirements

The authentication requirements will default based on the Settings page. However, you can change the
requirement for your template.

Step 10 - Aimost Done
You can enable the quiztemplate ifitis ready foruse or save it as disabled if itis not ready foruse.

Copying a Quiz Template

To copy a quiztemplate, select the ellipsis and then select Copy. The quiztemplate will open on one
page, and you willneed to do the following:

1. Enteraname foryournew quiztemplate.
2. Select a category (optional) and enter a description (optional)
3. Make any modifications to the components of the quiztemplate.
MANAGE OR CREATE QUIZ TEMPLATES Mg = v | soorch a
Easr 1 Quiz Engagements with o template. Templates allow users (o easily rmadify the content and branding elements to reflect brand identity upon creating an engagement. To creste a template,
click e or 4 Add Temnplate bu! 1 of this page.
MName Trigger Category Enabied +
B Guis Sarmple: Lovsen bpsum Sthoduiled Mo SR
[ oo |
+ ADD TEMPLATES & Download

ADD A TEMPLATE

if you'd like 1o add a new template from scratch, click the 4 Add Template button below or @ Import a previously exported template.

o

87



selerix ENGAGE USER GUIDE

Importing a Quiz Template

Importing a quiztemplate is a two-step process. First, you will need to export the quiz template from the
case where it was created (case 1). Second, you willneed to loginto the case in which you want to use the
quiztemplate (case 2) toimportit.

Step|1

Logintocasel, in which the quiztemplate was created. From the Manage or Create Quiz Templates page,
select the ellipsis for the quiz template you’d like to export and select Download.

Step 2

Logintocase 2,in which you want to use the quiztemplate and click the Import button. Next, click
Browse to find the downloaded quiz template. Select the downloaded quiztemplate, and it will openon
one page. You willneed to do the following:

1. Enteraname foryour new quiztemplate.
2. Select a category (optional) and enter a description (optional)
3. Make any modifications to the components of the quiztemplate.

IMPORT QUIZ TEMPLATE

the Z1P file | i

Import Template: BROWSE

£l e
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Chapter 6: Managing Content Settings

Creating Global Audiences

Global audiences can be created outside of an engagement. A global audience is simply an audience
that is available foruse in allengagements. Creating global audiences saves time; youwon'’t have to
recreate the same audience each time you create an engagement.

Bt it Z lgaIZt Conbd

1. ClickonAudiencesinthe People section.
2. The Manage or Create Audiences page will open. If you've created audiences, they will be listed in
atable. The table has the following columns:
a. Columnone contains the audienceicon.
Columntwo contains the name of the audiences.
Columnthree contains the estimated audience size.
Column four contains the date and time when the audience size was estimated.
Column five contains several items:
i. Clickthe Pencilicon allows you to edit the audience. Note: this will affect
engagements in which the audience has been previously used.
ii. Clickthe stariconwillmake the audience afavorite.
iii. Clickingthe downloadicon willdownload a Microsoft Excel spreadsheet of the
audience.
iv. Clickingthe Xwill delete the audience. Note: this will affect engagements in which
the audience has been previously used.
Click the + Audience button to create a new audience.
Give the audience aname on the Define My Audience page.
Select the criteria you will use to define your audience then click Next.
Define the values for the selected criteria on My Audience Specifications page then Click Save.
The audience willnow be listed on the Manage or Create Audiences page andis ready to be used
in your engagements.

©® Q00

No oA
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Managing Employee Data

The Employees section gives you access to allemployees in the case along with their contact
information. This gives you the ability to manage individual employee data without the need to leave
SelerixEngage andlogin to the benefits administration platform.

L ZrZf 3Et SlgwddDZ$Z

1. Clickon Employeesinthe People section.
2. The Employees page will openwith a table list of allemployeesinthe case. Search for specific
employees using the search bar at the upperleft of the page.
3. Thetabled contains the following items.
a. Columnone contains an employeeicon.
Column two contains the employee names.
Column three contains the employee’s work email. If missing, it has not been collected.
Column four contains the employee’s personal email. If missing, it has not been collected.
Column five contains the employee’s mobile number. If missing, it has not been collected.

©® 000
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Placeholders

Personalize your engagements with the use of placeholders. To personalize your communications, enter

a placeholderanywhere in your communications - Message Feed, Text Messages and Emails.

Employee ID - [EMPLOYEE_ID] 28. Employee Job Class - [EMPLOYEE_JOB_CLASS]

Employee User ID - [EMPLOYEE_USER_ID] 29. Employee Pay Group - [EMPLOYEE_PAY_GROUP]

Employee Prefix - [EMPLOYEE_PREFIX] 30. Employee Date of Hire - [EMPLOYEE_DATE_OF_HIRE]

Employee Nickname 31. Employee Termination Date -

[EMPLOYEE_PREFERRED_NAME] [EMPLOYEE_TERMINATION_DATE]

Employee First 32. Employee Hour per Week -

Name — [EMPLOYEE_FIRST_NAME] [EMPLOYEE_HOURS_PER_WEEK]

Employee Middle Name - 33. Employee Title - [EMPLOYEE_TITLE]

[EMPLOYEE_MIDDLE_INITIAL] 34. Employee Employment Status -

Employee Last Name - [EMPLOYEE_EMPLOYMENT_STATUS]

[EMPLOYEE_LAST_NAME] 35. Employee Eligibility Date - [EMPLOYEE_ELIGIBILITY_DATE]

Employee Suffix - [EMPLOYEE_SUFFIX] 36. Employee PTO Balance - [EMPLOYEE_PTO_BALANCE]

Employee Full Name - 37. Employee Enroliment Status -

[EMPLOYEE_FULL_NAME] [EMPLOYEE_ENROLLMENT_STATUS]

Employee Date of Birth - 38. Employee Location - [EMPLOYEE_LOCATION]

[EMPLOYEE_DATE_OF_BIRTH] 39. Employee Location EIN - [EMPLOYEE_LOCATION_EIN]

Employee Marital Status - 40. Employee Location Contact Company -

[EMPLOYEE_MARITAL_STATUS] [EMPLOYEE_LOCATION_CONTACT_COMPANY]

Employee Home Address Line 1 - 41. Employee Location Phone -

[EMPLOYEE_HOME_ADDRESS_LINE_1] [EMPLOYEE_LOCATION_PHONE]

Employee Home Address Line 2 - 42. Employee Location Address Line 1 -

[EMPLOYEE_HOME_ADDRESS_LINE_2] [EMPLOYEE_LOCATION_ADDRESS_LINE_1]

Employee Home Address City - 43. Employee Location Address Line 2 -

[EMPLOYEE_HOME_ADDRESS_CITY] [EMPLOYEE_LOCATION_ADDRESS_LINE_2]

Employee Home Address State - 44. Employee Location Address City -

[EMPLOYEE_HOME_ADDRESS_STATE] [EMPLOYEE_LOCATION_ADDRESS_CITY]

Employee Home Address Zip - 45. Employee Location Address State -

[EMPLOYEE_HOME_ADDRESS_ZIP] [EMPLOYEE_LOCATION_ADDRESS_STATE]

Employee Mailing Address Line 1 - 46. Employee Location Address Zip -

[EMPLOYEE_MAILING_ADDRESS_LINE_1] [EMPLOYEE_LOCATION_ADDRESS_ZIP]

Employee Mailing Address Line 2 - 47. Current Date — [DATE_NOW]

[EMPLOYEE_MAILING_ADDRESS_LINE_2] 48. "Employee" and "Person" scope custom fields -

Employee Mailing Address City - [EMPLOYEE_CUSTOM_FIELD_{custom_field_label}]

[EMPLOYEE_MAILING_ADDRESS_CITY] 49. Employer Name - [EMPLOYER_NAME]

Employee Mailing Address State - 50. Case Name - [CASE_NAME]

[EMPLOYEE_MAILING_ADDRESS_STATE] 51. Enrollment Site Link - [ENROLLMENT_SITE]

Employee Mailing Address Zip - 52. Open Enrollment Period - [OPEN_ENROLLMENT_PERIOD]

[EMPLOYEE_MAILING_ADDRESS_ZIP] 53. Employee Unsubscribe

Employee Work Phone - Link - [EMPLOYEE_UNSUBSCRIBE_URL]

[EMPLOYEE_WORK_PHONE] 54. Employee Portallink - [EMPLOYEE_LOGIN_LINK_URL]
Open Enrollment Start and End Dates -
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23.

24.

25.

26.

27.

Employee Home Phone -
[EMPLOYEE_HOME_PHONE]
Employee Mobile Phone -
[EMPLOYEE_MOBILE_PHONE]
24 Employee Work Email -
[EMPLOYEE_WORK_EMAIL]
Employee Personal Email -
[EMPLOYEE_PERSONAL_EMAIL]
Employee Department -
[EMPLOYEE_DEPARTMENT]

[OPEN_ENROLLMENT_START] and
[OPEN_ENROLLMENT_END]
55. Plan Year Start - [PLAN_YEAR_START]

92



selerix ENGAGE USER GUIDE

Chapter 7: Get Set For Success

Selerix Engage Checklist

e Make yourselections on the Settings page prior to deploying your engagements.

e Testallengagements (including links) prior to deploying to intended audience.

e PreviewHTML content pages, landing pages, thank you pages and emails prior to deployment.
e Preview estimated audience to review mobile numbers and email addresses.

e Download andreview recipient spreadsheet.

¢ Continue toreview engagements until completed.

e Setproperrolesandpermissions for alladministrative users.

Whitelisting

Some organizations must whitelist our websites and servers so that they are accessible behind VPNs or
company firewalls. To ensure access to Selerix websites and software products, such as Engage and
BenSelect, we recommend you whitelist by IP address, if possible, as IPs are the most likely to stay
consistent. If whitelisting IP addresses is not possible, you may use the Domain names listed below
instead.

IP Whitelist

e 168.245.7513]
e 149.72.210.238

Email Address

do-not-reply@benselect.com

Domain Whitelist

If possible, use a wildcard to whitelist all of these domains at once. Forexample, *benselect.com.
Email Security Certificates

The certificates below are used by Selerix to authenticate emails when they are deployed from Selerix
Engage.

DL AQC - Domain-based Message Authentication, Reporting & Conformance, is an email authentication,
policy, and reporting protocol. It builds on the widely deployed SPF and DKIM protocols, adding linkage
to the author (“From:”) domain name, published policies for recipient handling of authentication failures,
andreporting from receivers to senders, to improve and monitor protection of the domain from
fraudulent email.

DJH - Domain Keys Identified Mail, is an email authentication technique that allows the receiver to check
that an email was indeed sent and authorized by the owner of that domain. This is done by giving the email
a digital signature. This DKIM signature is a header that is added to the message and is secured with
encryption.
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R('_‘B— Sender Policy Framework, is an email authentication protocol and part of email cybersecurity used
to stop phishing attacks. It allows a company to specify who is allowed to send email on behalf of a
domain.

Unsubscribe Links

The CAN-SPAM Act of 2003 sets the rules for all commercial email, establishes email requirements, gives
recipients the right to stop emails, and dictates penalties for violations.

If the primary purpose of your email is to advertise or promote a commercial product or service itis
considered a commercial email and must comply with the requirements of the CAN-SPAM Act.

IMPORTANT DISCLAIMER: Selerix does not provide legal advice. This contentisintended
merely to raise awareness of some laws that may apply to your use of Selerix’s offerings. You
are responsible for ensuring your own compliance with any such applicable laws, and you
should consult with a legal professional if needed.

Sptmr Sp$GO¢ r t & bdeddng

1. Select the content that you will use for the hyperlink.

2. Click onthe hyperlink button on the toolbar.

3. Enterthe placeholder, [EMPLOYEE_UNSUBSCRIBE_URL], inthe web address window.
4. Clickthelnsert button.
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