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

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

e 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.

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

¢ Engage Content Creator - user can only create content.

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

To access roles (on the Admin site), go to the Access menu and click Users. Onthe 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 you do 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. Click the Selerix Engageicon Eat the upper right corner of the screen.


mailto:support@selerix.com

selerix ENGAGE USER GUIDE

Engage Dashboard

Activity Stream

TODAY  DAILY WEEKLY m 052025 Search a Z QUICK COMPOSE

SUN MON TUE ) H Message Engagement Rate

All Messages
Engagement Summary Q 4
05/01/25 - 05/31/25

@ Delivered
Performance oo (96)
s 6 7 a i 1
@ Opened Audience ] }
O (96 4 /
Manage Clicked ~
oD% (96) —
May Newsietter I3 May Wellness Me... 16 Dietary Guideline... 16 Selerix News: Mar_. 16
(r:umm ing 1 JobClassChange 2 Quick Links
]— Templates
o Benselect
" e 8 19 o 2 2
1 May Training Mes.. 16 Breakroom Survey 16
n Release Notes
setings x

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

1. Upload a profile picture. Please see the image guidelines.
2. Select your time zone. Selecting your time zone will not affect your engagement’s deployment
time. Engagements deploy based onthe recipient’s time zone.
3. Select your homepage. You have the option of selecting your Selerix Engage homepage. You can
select from these options:
¢ Engagement Dashboard - select the view you want (e.g., Daily, Weekly, Monthly)
¢ Engagement Activity - select the view you want (e.g., Daily, Weekly, Monthly)
e Engagement Summary
¢ Performance

User Profile

MANAGE YOUR PROFILE

PROFILE PICTURE ] c - PERSONAL SETTINGS

*  Shannon Krakosky Time Zene:  (UTC-0600} Central Time (US & Canada] v
shanronkaskosoGasiixoom
Homepage: | Engagarment Dashboard || Monthyy v
214 a5
UPLEAD
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Group Settings

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

page.

Group Settings

GROUP SETTINGS

antrol which Engage components wil be sed for your case as well as email delivery and authentication requirements. Choose your oftions then select the Save button

¢
s Delivered Ta mai %
Email Notifications rd
Employee Ports! Disabled
Message Caregories ’
ault Authendication Reau ) ves @ no
on

e ey e Dsavis E

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.

i

g
|
H]
g

Manage
H Engagernents.
H People

[| remoimes

[I Assets.

g
S
H
E
@
=
€
5
3
<
H
®
°

..

BEEED0N0 8
F - g E)
; :

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 sender name is Selerix Engage if itis not changed.

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

1. Email - this option will deliver to the primary email address stored inyour 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 acommunication. Click
on the Pencil icon 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 OK.

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
your employees 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. Inaddition 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

Health and Wellness Engagemel

Training and Seminars Engagemnel

N £ x
hea iness. No /%
Engag orga nges. No £ R
ain ars. 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. Enter the category name.

2. Indicate if the category isrequired, meaning employees cannot opt out of this category.

3. Youcanuse a custom sender name forany category which can be helpful if different areas in your
organization are using Selerix Engage to deploy communications to employees.

4. Including a description is optional but recommended.

5. Click Save when you 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
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Set Default Authentication Requirements: Login Required - This setting dictates whether employees
will need tologinto the Selerix Engage Employee Portal to read their messages. Unless you will be

deploying protectedinformation, Selerix recommends setting to “No.” You can change the setting to
“Yes” onan individual engagement basis.

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

Remember to click on the Save button once you’'ve made your selections.

10
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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 all engagements using the “Activity Stream”. Message creation is simplified with the Quick
Compose feature, which allows you to easily select the audience and send out a message injust afew
steps. You also have a quick view into some basic Engagement Metrics, as well as Quick Links forbasic
guidance.

Using the Activity Stream

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

Engage Dashboard

) & QUICK COMPOSE
sar

Message Engagement Rate

Q Aivessages
o5z - o83V

@ ovrered

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

1



selerixX

Viewing Engagements

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

Wednesday: May 14, 2025 *

4 Engagements

B Performance Evaluation Message @

Message Type: Hover overthe engagement iconto the left of the engagement’s title to

identify the type of engagement, forexample Event Driven BlorScheduled &

Audience: Click on the Audience icon to view a list of employees who received the
message; this list is 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)
e )
el EMILY JOHNSON (123458)
JAMES TURNER (123463)
B New Hire Training
JOHN SIMMONS (123456)
g Yoo Sroeores, LISA CARTER (123464)
ey

| MARCUS DANIELS (123457)
MICHAEL ANDERSON (123461)
NANCY EVANS (123466)
RACHEL WALKER (123462)
RICHARD JONES (1346598)

T SARAH MILLER (123460)

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

ENGAGE USER GUIDE

12
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Understanding Message Engagement Rates

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

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

Fi
Message Engagement Rate
Q, Al Messages -

osfo1f2s - o5/31f25
. Deliverad

100 (9E)
@ ©Opened Audience

100 (9E)
@ clicked

100 (9E)

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

13
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Using Quick Compose

Quick Compose provides a more efficient way to quickly compose and send simple messages. You can
assign a message 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

14
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Composing a Quick Message

Follow these steps to quickly craft a message to your specified audience.

Step 1 - Message Name

Enter a Message Name - this displays onthe 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 their employee
record.

Notethatimporting 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

15
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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.

Email Editor: Add the Subject, Cc (if needed), any message formatting, and your
message.

Subject: Cc:

([
L[]
i
i
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

16
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Text/SMS Editor: Add the text of the message (limited to 255 characters); the editor
provides a preview of the message.

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:

ol csm F 9:45 AM 3 58% D
< Engage Q
Wednesday, /
2025

(4

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.

Feed (App Message) Editor: Add a Title and the message; the editor provides apreview
of the message.

Title:

Message:

1
)
$

Step 5 - Send
Click the Send button.
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You can always choose to do more in-depth editing/audience selection by clicking the

Continuein Editor button.

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

18
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Chapter 3: Performance Metrics

Engagement Activity Page

The Engagement Activity page provides details on all active engagements ona daily, weekly or monthly
basis. You can also search activity on a historical basis by selecting the date in the upper right-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 your engagement.

Daily Engagement Activity

o

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

Engagernent Activity 4~_ Training Quiz May 01, 2025 - May 31, 2025

Audience: 0 Messages Sent: 0 Completed: 0

.l

2025 Communications Messages May 13, 2025 - May 31,2025
alenile
m Ceneral Selerix communications including holiday and newsletters,

Engagement summary  Spd

Manage

D Engagements

Audience: 16 Messages Sent: 45 Surveys Completed: 0 Quizzes Completed: O Z
May Newsletter

H People
@ VIEW DETAILS

[ rormpaes Messagessene

[ o

Yearly Employee Survey May 13, 2025 - May 30, 2025

‘ Settings

® VIEW DETAILS

Audience: 1 Messages Sent: 15 Completed: 0

2. Weekly view - This view shows all active engagements forthe 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 forthat type.

Weekly Engagement Activity

Dsily | Weeakdy | Month

Campaign
Message

Survey

Manage

Quiz Joere

[ rempies

[J e
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Click onthe View iconto 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 to view all orjust some of the engagements either scheduled, event-driven or
both. Click onthe engagement to see detailed information on your engagement. See View Details
below formore 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 orthe View iconto open the View Details page foryour
engagement such as messages sent, message failures and surveys or quizzes completed.

Engagement Activity

vity » Campaign

2025 COMMUNICATIONS MESSAGES

ENGAGEMENT

Engagement Summary .2

Performance Messages Sent Surveys Completed Quizzes Completed

Manage 45 0] 0

] Engagements (
R sincludes each The total court of surveys completed by cach recipient in The total count of quizzes completed by each recioient in

J & the targeted audience. the targeted audience

| Tempiates
Assets

] = MESSAGES SENT

Settings

Buttons on the page include:

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

activity s Campaign » Schedule

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 can use the +Engagement button to add a new engagement.

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

o A LN

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

7. Youcan also search employees 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:

1. The first column includes aniconrepresenting the type of engagement that failed.
2. Name - shows the name of the intended recipient.
3. Message - shows the name of the engagement.
4. Delivery Attempt - shows the date and time of the message’s attempted delivery.
5. Reason - provides areason for the delivery failure.
6. The final column contains a View icon. When clicked, you will see amore detailed reason forthe
delivery failure.
Messages Failed @9 Search n
Message Delivery Attempt
) Zeu\:nx News: ::iBE;‘EDH 1:00 PM Eiiall gk dvorsiiad ®
) 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.
D :ap\:lrm News: S:fs;‘![ﬂi 11:00 AM ricoEE PRETE RaFTE ®
0 ::Im Hevs: 2::28/1&3 L0 Ak Incorrect Phone Format ]
Selerix News: 04/28/2023 11:00 AM
=) it ik o Incorrect Email Format (<]

,, 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. Completed on - shows the date and time the individual completed the quiz.

3. Passed -shows yes or no depending on the individual’s performance onthe quiz.

4. Score - shows the individual’s final score based on his or her performance.

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

Quizzes Completed Search n

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. Completed on - 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
Performance Page sectionin 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 alist 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 foryour engagement.

Click Rate column - shows the actual click rate for your engagement.

Completion column - shows the completion rate forboth surveys and quizzes.
Clicking the View iconinthe last column will show more details of your engagement’s
performance.

No oA N

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

Engagement Summary

Open Rate Completion

052872025

Performance

0siz72025

05212025 os/21/2025

Manage @  MayTraining Message 05718/2025 0511372025 100% 00%

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 onall your deployed engagements. The metric goals
that you set when creating your engagements are compared to the actual performance to determine the
letter rating of A,Bor C.

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

1. Overall Engagement Rating - arating 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:

Selerix Engage compares the metrics goals you set when creating your engagements to the actual open,
click and completion rates. The letterrating is determined by the following ranges:

1. A-90%to100%
2. B-80% to89%
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 foreach deployed engagement in the
selected date range.

AVERAGE CLICK RATE is amathematical average of the click rate foreach deployed engagement in the
selected date range.

AVERAGE COMPLETION RATE is amathematical average of the completion rate foreach deployed survey
orquiz inthe selected daterange.

Performance Metrics:

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

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

CLICKRATE AS % 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
completion rate 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 overa 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 oneither ascheduled orevent-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 canbe triggered by a particular event
(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 agood
time saver, especially if you are new to Engage and need some ideas to get started. These canbe
utilized when building any kind of engagement.

1

Manage

I Engagements
BE Campaigns
Q Messages

B 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
specific one.

B CAMPAIGN TABLE OVERVIEW

Column Contents Details

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

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

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

Start Date Launch Timing The date the campaign begins.

End Date Completion Timing The date the campaign ends.

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

Actions Interaction Options Includes icons and menu options for managing the campaign.

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

. Viewlcon - Appears when the campaign is enabled. Click to view the campaign in read-only
mode.

o .- Ellipsis Menu - Opens additional options:
o Copy - Duplicates the campaign with its current type (Scheduled or Event-Driven).
o CopyAs - Duplicates the campaign and lets you change its type.
o Download - Exports the campaign to your download folderforuse in another 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 atable 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

CAMPAIGN HISTORY e Histo

t have been created and a history of modifications made to an engagement. Click the view icon for the medification details of each engagement

E CAMPAIGN HISTORY OVERVIEW

Column Contents Details

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

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

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

on

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

by
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Creating New Campaigns

To create a new campaign, begin by clicking + Add Campaign. You can also copy an existing
campaign orimport a campaign from another case orsource. See the Copying a Campaign or
Importing 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.
sl slemnlla

Type: E

Scheduled Event-Driven

CANCEL

The following instructions walk you through creating a campaign from “scratch”.

Step 1 - Create New
Select Create New inthe From drop-downlist.
Give the campaign atitle and indicate if it is scheduled orevent driven. Click OK.

Step 2 - Getting Started
Enter start and end dates, select acategory (optional), and enter acampaign description
(optional).

If you selected Event-Driven, select the Event Trigger and Trigger Date, and then click Next.
Note: The Event Date uses a defined event date field, while the Processing Date uses the date
that the record is entered into the system.

Step 3 - Build My Audience

You can choose to send to all active employees by toggling on the All Active Employees
button. Click the +Audience button to add a global audience (accessible to all engagements)
orcreate a new custom audience. The Audience window will open. You will see alist of available
global audiences from which to select or click the New Audience button to create acustom
audience. Clicking the Add Audience button will open the Define My Audience page.
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Build My Audience

DEFINE MY AUDIENCE

U et o o kg TSy i i ey il i e b

AW

Give your custom audience a name.

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

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

Click the Next button.

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

Click the Next button to define the criteria.

7. Click the Save button.

NN

o

Step 4 - Adding Surveys, Quizzes and Messages

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

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

2. Quiz - Click the + Quiz button to create a new quiz orthe import button toimport 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 Next.

3. Message - Click the + Message button to create a new message orthe import button to
import an existing message. For steps oncreating anew message, please see the
Creating a Message section. If youwon’t be adding a message, click Next.

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

Setting goals is a great way to measure engagement performance. Use the sliders or the Pencil
icon to set goals foropen, clickand completion rates then click next.

Click the + Goal button to add business goals. Enter your business goal information and click
OK.
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Step 6 - Almost Done

You can enable the campaign if it isready to deploy or save the campaign as disabled if itis 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 campaign you want to copy on the Campaigns >> Manage page.
2. Select the ellipsis and then select either Copy or Copy As.

Campaigns

MANAGE OR CREATE CAMPAIGNS  wanage Heiory AIETETS | Search &

5. Below is a list of your current campaigns. Enabled campaigns are
sing the icons to the right of each row. T create a campaign, elick

A campaign is a series of messages sent aver time to achieve a goal. Campaigns can inelude TRligual messages, survey
active. Campaigns that have not been enabled remain on hold until you enable them. Vou can edit,

on the Add Campaign button at the battom of this page.

or delete any car

Campaign Trigger Ends Enabled I
B Welcome to Selerix! New Hire No Lo R
B copy
+ ADD CAMPAICN Wi Copy As
& Download

_k Engagement Activity

ADD A CAMPAICN
R R T O VTl
3. Selecting Copy will copy the campaign “asis.” Selecting Copy As allows you to change a

scheduled campaign to an event-driven campaign orvice versa. The entire campaign will
open on one page, and you will need to do the following:
a. Enternew start and end dates.
b. Select orcreate anew audience.
c. Enternew delivery dates and times forthe campaign components.
4. Click Save to save your campaign.

& Engagement Summary
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Importing a Campaign

Importing acampaign is atwo-step process. First, you will need to export the campaign 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 campaign (case 2)toimport it.

Step1

Loginto the case inwhich the campaign was created. From the Manage or Create Campaigns
page, select the ellipsis forthe campaign you'd like to export and select Download.

Step 2

Loginto the case inwhich you want to use the campaign and click onthe 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 onone page, and
you will need to do the following:

1. Enter new start and end dates.

2. Select orcreate anew audience.

3. Enter new delivery dates and times the campaign components.

4. Enter new 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 impart.

Import Campaign:

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

Type:
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Messages

Click Messages under the Engagements section to open the Manage or Create Messages page.
Existing Messages display in the table—you can scroll through pages oruse the search bar to find a
specific one.

B MEsSsSAGES 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 whether the message is Scheduled or triggered by
an event (e.g., New Hire).

Valid From Timeframe For event-driven messages, the start date.

Valid To Timeframe For event-driven messages, the end date.

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

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

Actions Interaction Options Includes icons and menu options for managing the campaign.

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

. Viewlcon - Appears when the message is enabled. Click to view the message in read-only
mode.

o .- Ellipsis Menu - Opens additional options:
o Copy - Duplicates the message with its current type (Scheduled or Event-Driven).
o CopyAs - Duplicates the message and lets you change its 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 a new message, begin by clicking + Add Message. You can also copy an existing message or
import a message from another case orsource. See the Copying a Message orImporting a Message
sections for more information.

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

Step 1 - 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. Select the Type of trigger forthe message - Scheduled or Event-Driven.
2. Select the From method - New (from scratch) or Template.

3. Select the 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, withall the options youneed 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...

@ 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:
Engagement Summary 35§
== New Message

Step 3 - Name Your Message
Enter the Message Title.

Step 4- Creating the Email Version of Your Message

Enter the subject of your email followed by the body of the email:
1. Enter content directly into the email editor using the available editing tools.
2. Click onthe HTML editorbutton to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button fora preview of the content page.
3. Click Content Assist touse the Selerix Al partner to help youcompose 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 C, 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 [0 S FPEE

B = = = EE = A v 0 v fomt Y & & ¥ (inheritedfont) ¥ (inherited size) e S @D 8 «»

W
il
n

B
=
&
i}
1E
[

B T U w x <

o B N

[EZselerixLogo.png

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 Assistisalso available for help inmessage creation, although you cannot upload afile.

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 & " = Selerixcomftraining 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

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

Content Assistisalso available for help in message creation, although you cannot upload afile.

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| wil 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]

MMWWM
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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.

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

Starts: Ends:

LET'S DECIDE ON YOUR DELIVERY SETTINGS %

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 buttonto create anew 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 or import from an Excel file. To include

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 your audience a name/title.

2. Select the criteria you will use to define the specific employee’s audience.

3. You can make the custom audience a global audience (see Building a global audience) by
selecting the Save as Global Audience option.

4. Click the Save button.

Note: You can Import 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

1. Click the Browse button to select an audience file forimport. The template is available by
clicking DownLoad Template.
2. Click OK.
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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 on your screen.. This includes Employment Status, Enroliment Status, and Job
Class.

If you want 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 Save button when you complete your selections.

Step 9- Authentication Requirements

The authentication requirements will default based on the Settings page. However, you can change the
requirement on a per engagement 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 - Almost Done

You can enable the message ifit isready to deploy or save the campaign as disabled if itis notready 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 (for amessage, 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 Tone you want to use, as well as upload afile foruse in reference forthe
prompt.

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

Key elements of effective prompts include some orall of the following:

Who -is the intended recipient of the message

What - is the main topic of the message

Where - will the event/item/main topic take place

When - are there specific dates/timeframes forthe topic
Why - isthe message being sent

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

Write an open enrollmentreminderto employees, using the OE dates of 11/1-11/15. Be
encouraging; alsoaddthatemployees mayreceive additional email reminders until
OE starts.

Upload a sample file, such as a Benefits Guide.

Usingtheuploaded file as a reference, summarize the Medical plan optionsin a
bulleted format, and also include HSA/FSA information.

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

Create amessage that explainsin simpletermswhatanHSAaccountis,andhow best
to use it. Encourage employees to sign up!

Upload a sample file fora voluntary benefit, such as a Critical lllness plan.

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

The more context you give, the better Content Assist canhelp! Just share what’s relevant, and
you’ll get 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 a message, 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 will open on
one page, and you can edit or create new message content, change delivery date and time, and
setup orreuse aglobal audience.

Importing a Message

Importing amessage is atwo-step process. First, you will need to export the message 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 message (case 2) toimport it.

Step 1

Logintothe case inwhich the message was created. From the Manage or Create Message
page, select the ellipsis forthe message you'd like to export and select Download.

Step 2
Login to the case inwhich you want to use the message and click onthe Import button.

IMPORT X

You can import a previously exported message by selecting the ZIP file through the Browse
function and clicking Ok

Import Message: m

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

Type: (@) scheduled (1) Event-Driven

CANCEL

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 will need to do the following:

1. Enter new date and time for deployment.

2. Select orcreate anew audience.
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Surveys

Click Surveys under the Engagements section to open the Manage or Create Surveys page. Existing
Surveys display in the table—you canscroll through pages oruse the search bar to find a specific one.

Bl SurVEY 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 whether the campaign is Scheduled or triggered by
an event (e.g., New Hire).

Start Date Launch Timing The date the survey begins.

End Date Completion Timing The date the survey ends.

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

Actions Interaction Options Includes icons and menu options formanaging the survey.

COLUMN 7: ACTIONS EXPLAINED
o ¢ Pencillcon - Appears when the survey is disabled. Click to edit the survey.
. Viewlcon - Appears when the survey is enabled. Click to view the survey in read-only mode.
o .- Ellipsis Menu - Opens additional options:
o Copy - Duplicates the survey with its current type (Scheduled or Event-Driven).
o CopyAs - Duplicates the survey and lets you change its type.
o Download - Exports the survey to your download folder foruse in another 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 a new survey, begin by clicking + Add Survey. Youcanalso copy an existing survey orimport
a survey from another case orsource. See the Copying a Survey orImporting a Survey sections.

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

Step 1 - 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-down list, 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 acategory (optional),
and enter a 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 All Active Employees button.
Click the +Audience button to add a global audience (accessible to all engagements) orcreate 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 New Audience button to create a custom audience.
Clicking the Add Audience button will open the Define My Audience page.

Build My Audience

DEFINE MY AUDIENCE

) Tttt st s i e bt oy s T s e item iy e ' s of et st o srhest

WW

Give your custom audience a name.

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

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

Click the Next button.

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

Click the Next button to define the criteria.

7. Click the Save button.

O NINENES

o

Step 4 - Create the Survey Questions

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

Yes/No

Free text

Click OK

Continue Click + Question to add questions.
Click Next when finished.

SN ENIE

Multiple choice - click on the answer bar below to add the answer choices foryour question.
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Step 5 - Creating the Landing Page

The landing page contains the start button to begin taking the survey. Itis very similar to acontent
page, but it isnot optional in a 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 editorbutton to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button fora preview of the landing
page.

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

Alinktothelandingpage will automatically be inserted into your survey invitations.

Step 6 - Creating the survey invitation

The invitation isrequired for the survey to work. Itis what let’s recipients know they have a survey to
answer. Click on the +Invitation to create anew invitation, or click the Import button toimport an
invitation from another case or source (see importing amessage for more information).

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

2. Indicate whether you will inherit the overall survey audience or create anew audience.

3. 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.

4. 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 a link to the landing page will be included.

5. Create the email version of your invitation.

a. Enterthe 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 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 areminder foryour invitation. 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
foryour reminder - resending the original message or customizing the reminder.

a. Toresend the original message:
i. Enter the title of the reminder.
ii. Enterthe date and time it will deploy.
iii. Select the condition that will trigger the reminder - invitation not opened, link not
clicked or survey not taken.
iv. Click OK
a. Send acustomreminder
i. Enter the title of the reminder.
ii. Enterthe date and time it will deploy.
ii. Selectthe condition that will trigger the 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. Select the version of the reminder that you would like to customize - message
feed, text or email.
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 foryou. 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. Enter content directly into the editor using the available editing tools.
2. Click onthe HTML editorbutton 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
section onthe left (see the Creating a Template section).

Step 8 - Set Survey Goals

Setting goals is a great way to measure engagement performance. Use the sliders or the Pencilicon to
set goals foropen, click and completion rates then click Next.

Step 9 - Authentication Requirements

The authentication requirements 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 - Almost Done

You can enable the survey if it isready to deploy or save the survey as disabled if itis notready 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 will open onone page, and you will need to do the
following:

1. Enter new date and time for deployment.

2. Select orcreate anew audience.

3. Enter new performance goals.

Importing a Survey

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

Step 1

Logintothe case inwhich 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

Login to the case inwhich you want to use the survey and click onthe 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. Enter new date and time for deployment.

2. Select orcreate anew audience.

3. Enter new performance goals.
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Quizzes

Click Quizzes under the Engagements section to open the Manage or Create Quizzes page. Existing
Quizzes display inthe table—you can scroll through pages oruse 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 Quiz Name Shows the name/title of the quiz.

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

Valid From Launch Timing The date the quiz begins.

Valid To Completion Timing The date the quiz ends.

Enabled Enabled/Disabled Shows whether the quizis currently active orinactive.

Actions Interaction Options Includes icons and menu options for managing the quiz.

COLUMN 7: ACTIONS EXPLAINED
e ¢ Pencillcon - Appears when the quiz is disabled. Click to edit the quiz.
o Viewlcon - Appears when the quiz is enabled. Click to view the quizin read-only mode.
o .- Ellipsis Menu - Opens additional options:
o Copy - Duplicates the quiz with its current type (Scheduled or Event-Driven).
o CopyAs - Duplicates the quiz and lets you change its type.
o Download - Exports the quiz to your download folder foruse in another 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 a new quiz, begin by clicking + Add Quiz. You can also copy an existing quiz orimport a quiz
from another case orsource. See the Copying a Quiz orImporting a Quiz sections.

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

Step 1 - 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

To start building a quiz, select between a new quiz or starting
from a template. 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

] o
Type: %

Scheduled Event-Driven

CANCEL

Inthe From drop-down list, select Create New or Template.
Give the quiz 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 acategory (optional), and
enter a message 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 button to 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 a name.

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

3. You can make 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. Click the save button and click Next.

Step 4 - Answer Explanations

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

Step 5 - Create the Quiz Questions

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

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

True/False

Free text

Click OK

Continue Click + Question to add questions.

Click Next when finished.

NOoOTA N

Step 6 - Creating the Landing Page

The landing page contains the start button to begin taking the quiz. Itis very similar to acontent page,
but itis not optional in 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 editorbutton 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
section onthe left (see the Creating aTemplate section).

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

2.
3.

Step 7 - Creating the Quiz Invitation

The invitation isrequired for the quiz to work. Itis what let’s recipients know they have a quiz to answer.
Click onthe + Invitation to create a new invitation, or click the Import button to import aninvitation from
another case orsource (see importing a message formore information).

Enter the invitation title, delivery date and time. Include a description of the invitation if desired.
Indicate whether you will inherit the overall quiz audience or create a new audience.

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.

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 a link 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. 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 Selecta
Template link. You can then select a saved template from the Templates section (see the
Creating a Template section).

Create areminder foryour invitation. 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
foryour reminder - resending the original message or customizing the reminder.

b. Toresend the original message:

i. Enter the title of the reminder.
ii. Enterthe date and time it will deploy.
iii. Selectthe condition that will trigger the reminder - invitation not opened, link not
clicked or quiz not taken.
iv. Click OK
b. Sendacustomreminder
i. Enter the title of the reminder.
ii. Enterthe date and time it will deploy.
ii. Select the condition that will trigger the reminder - invitation not opened, link not
clicked or quiz not taken.
iv. Click Custom Reminder, and the Custom Reminder page will open.
v. Enterthe optional reminder description.
vi. Select the version of the reminder that you would like to customize - message
feed, text or email.
vii. Customize the reminder and 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 foryou. 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. Enter content directly into the editor using the available editing tools.
2. Click onthe HTML editorbutton to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button fora preview of the landing page.
3. Click onthe Select a Template link. You can then select a saved template from the Templates
section onthe left (see the Creating aTemplate section).

Step 9 - Set Quiz Goals

Setting goals is a great way to measure engagement performance. Use the sliders or the Pencil icon to
set goals foropenrate, clickrate, completion rate, 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 per engagement basis.

Step 11 - Aimost Done
You can enable the quiz if itis ready to deploy or save the quiz as disabled ifitis 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 or vice versa. The entire quiz will open on one page, and you will need to do the following:

1. Enter new date and time for deployment.

2. Select orcreate anew audience.

3. Enter new performance goals.

Importing a Quiz

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

Step1

Login to the case inwhich the quiz was created. From the Manage or Create Quiz page, select the
ellipsis forthe quiz you'd like to export and select Download.

Step 2

Login to the case inwhich you want to use the quiz and 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 will need to do the following:

1. Enter new date and time for deployment.

2. Select orcreate anew audience.

3. Enter new 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 onthe following:

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

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

3. Birthday - engagements deploy based on an employee’s birthday.

4. Custom Field Change - engagements deploy based on achange in a custom field. You will also
select the specific custom field.

5. Jscript - engagements deploy based onthe 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 achange in employment 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 enrollment.

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

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

12. Job Class Change - engagements deploy based on achange in the employee's job 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 onan employee needing to submit
additional documentation.

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

18. Salary Change - engagements deploy based ona salary change.

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

20.Work Anniversary - engagements deploy based on an employee's work anniversary.
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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 fordeployment. Inthe case of campaigns, EACH component is
scheduled based on the occurrence of the event. For example, athree-message, event-driven
campaign with the initial message deploying 10 days after the event and each subsequent message
being 10 days apart would be scheduled as follows:

1. Event occurs (day O)

2. First message is scheduled plus 10 days after the event.

3. Second message is scheduled plus 20 days after the event.
4. Third message is scheduled plus 30 days after the event.

Note: Events must occurafterthe campaign has been enabled and within the assigned date range to be
counted. This applies regardless of the event’s original date.
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Engagement Templates

Need a hand with your communications? We've got alibrary full of ready-to-use templates! This includes
everything from full campaigns and surveys to content pages and emails. Just grab what you need, drop
itinto your engagement, and tweak it to fit.

Template options are available in the the Templates section. You can preview, copy, edit, oreven import
your own creations into the appropriate are within the Templates section. To create your own templates,
see Chapter 5: Using Templates.

Step 1

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.
Example: Creating a "Happy Birthday" message that deploys automatically onan 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 oreven search forthe template you
wish to use.

e. Make your selection, give the message a title, then designate whether it's scheduled orevent-
driven. Since the birthday message will deploy to employees on their birthday, select Event-

o 6o

Driven.
f. Click Ok.
Step 3

At this point your message will auto-populate all the fields from the template you selected 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 yourselectedtemplatehasalogo placeholder, be sure to replace it with your own
logoorsimply selectitanddelete before deploying. Feel free to reach out to your account
manager for further instructions.
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Content Page And Email Templates

You also have access to templates for content pages and emails within the Engagement builder. You can
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 option to "Select Template" inthe 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 your liking, replace logos or photos, or even 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 H
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Chapter 5: Using Templates

Templates can make using Engage quicker and easier; you can save these templates foruse in future
communications. The following templates can be created in the Templates section:

1.

2.

ok

Content templates - create templates for content pages and emails.

Campaign templates - create complete campaign templates. Campaign templates can
include messages, surveys and quizzes.

Message templates - create complete message templates.

Survey templates - create complete survey templates.

Quiz templates - create complete quiz templates.

ERmm—— 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
Engagement Summary ’H Add Template button at the bottom of this page.

Name

Performance

®  Employee Survey Invitation

B} Employee Survey Landing Page

Manage
@/ Happy Anniversary
Engagements
BN Happy Anniversary
People
B Happy Anniversary
I Templates
& Content 4+ Add Templat
B campaigns
Add a Template
& Messages
B Surveys
If you'd like to add a new template from scratch, click the = Add Template button below or O] Import a previously exported template.
B auizzes
Settings
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CONTENT TEMPLATES

Click Content under the Templates section to open the Manage or Create Content Templates page.
Existing templates display in the table—you can scroll through pages or use the search barto find a
specific one.

B CAMPAIGN TEMPLATES TABLE OVERVIEW

Column Contents Details

Type Type of template Displays anicon for Scheduled or Event-Driven template.
Name Template Name Shows the name/title of the template.

Category Template Category Indicates the category of the template, if provided.

Enabled Enabled/Disabled Shows whether the campaign is currently active orinactive.
Actions Interaction Options Includes icons and menu options for managing the campaign.

COLUMN 7: ACTIONS EXPLAINED

« Y Default Icon -Click to set the content as a default for that type of template.

. Viewlcon - Appears when the template is enabled. Click to view the template in read-only
mode.

o .- Ellipsis Menu - Opens additional options:
o Copy - Copy tocreate and edit, if needed, the base template.

o Download - Exports the template to your download folder foruse in another case.
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Creating New Content Templates

To create a new Content template, begin by clicking + Add Template onthe Manage or Create
Content Templates page. You canalso copy an existing template orimport atemplate from another
case orsource. See the Copying a Template orImporting a Template section.

CREATE TEMPLATE x

To start building a template, give your template a title and choose a
template type.

Title: Template Title

Choose between a Content @ or an Email @ template.

=

Content Email

Type:

CANCEL

Step1
Give the template a title and indicate if it isa content page or email template and then click OK.

Step 2 - Getting Started
You will see the Title and type of template. Enter a description foryour template (optional).

Step 3 - Create Your Template

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

2. Ifyouchoose touse 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 onthe T button for a preview
of the content page.

Step 4 - Almost Done
When you are ready, enable the template to make it available forfuture engagements.
Click Save when finished.
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Copying a Template

To copy a template, select the ellipsis and select Copy. Selecting Copy will copy the template
“asis.” The template will open 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 IR ¥ | S

Easily streambne the creation of ongagements with an email or content template. Templates allow users to easily modify the content and branding elements to refect brand Iontity upon croating an engagement. To create a template, ciick on the + on this grid betaw or the +
Add Template button at the bottom of this page

+

B Copy of Employes Surewy Inmtatiee
W (mpiopes Survey innation
B moicvee Sunvey Landing Page

B/ Happy Assivenary

nnnn - §
L]
,
x

L
B Add Template . =
Add a Template

H your'd like ta 864 a new tempiate from scrateh, click the < Add Template button betow or @ Import a previousty exported template.

‘o
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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 will need tolog into the case in which you
want to use the template (case 2) to import it.

Step 1

Logintocase 1,inwhich the template was created. From the Manage or Create Templates page,
select the ellipsis forthe template you'd like to export and select Download.

Step 2

Loginto case 2, in which you want to use the template, then click onthe Import button. Next,
click Browse to find the downloaded template. After selecting the downloaded template, the
template will open on one page, and you will need 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

You can mport a p fy expe Just
Fie ins your file system and cick OK to import.

Impart Tamplate:
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CAMPAIGNTEMPLATES

Click Campaigns under the Templates section to open the Manage or Create Campaign Templates
page. Existing templates display inthe table—you can scroll through pages oruse the search bar to find a
specific one.

B CAMPAIGN TEMPLATES TABLE OVERVIEW

Column Contents Details

Type Campaign Template Displays anicon for Scheduled or Event-Driven campaign
Type templates.

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

Trigger Activation Method Indicates whether the campaign is Scheduled ortriggered by

anevent (e.g., New Hire).

Category Category of Template  Indicates the category of the template, if provided.

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

Actions Interaction Options Includes icons and menu options for managing the campaign.

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

e @ Viewlcon - Appears when the campaign is enabled. Click to view the campaign in read-only
mode.

e .- Ellipsis Menu - Opens additional options:
o Copy - Duplicates the campaign with its current type (Scheduled or Event-Driven).

o Download - Exports the campaign to your download folderforuse in another case.

MANAGE OR CREATE CAMPAIGN TEMPLATES ~ Alfemplates /' search Q
Easily streamline the creation of Campaign Engagements with an engagement template. Templates allow users to easily modify the content and branding elements to
reflect brand identity upon creating an engagement. To create a template, click on the =4 on the grid below or 4 Add Template button at the bottom of this page.
Name Trigger Category Enabled +
hd
B/ Health & Wellness Scheduled Yes @ = X
B / Holiday Schedule - Generic Scheduled No Lo x
B / Holiday Schedule - School District Scheduled No 7 -
B / New Hire - Generic New Hire No L - x
B  NewHire-Gen-Z New Hire Yes @ - X
4+ ADD TEMPLATE “« e 2 3 o 0o»
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Creating New Campaign Templates

To create a new campaign template, begin by clicking + Add Template. You canalso copy an existing
campaign template orimport a campaign template from another case orsource. See the Copying a
Campaign Template orlmporting 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 entered in 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 Yes and add users who can manage the template. Select No to allow any user to make
changes.

Add Template

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

Tithe:

Choase between a Scheduled @ or on Event-Driven @ campaign
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Step 4 - Adding Survey, Quiz and 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 button to
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 Next.

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

Message - Click the + Message button to create anew message template or the import button toimport
an existing message template. For steps oncreating a new message template, please see the Creating
a Message Template section. If you won’t be adding a message template, click Next.

Step 5 - Almost Done

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

Add a Survey

+ ®

Add a Quiz

Vou can add individual quizzes 1o your campaigh on this page. Clickon 4 Quis to create & new quir.
Name +
+ @

Add a Message

You can add individual messages to your campalgn on this gage. Click on d+ Massage 10 create a new message.

e Templates found.

+ Messsge | | @ impon
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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 foryour 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 creation
or = Add Template

s to-easily modsdy the cont

4 Campaign Engagements with an ergagerm
the bottom of 1his pags.

B Cmosgn e sehaduind No Pl 1

Add a Template

H you'd like t0 300 & rew Template from seratch, click the < Add Template buttan besow or () Impert a proviously expanted template.
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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 will need tologinto the case in
which you want to use the campaign template (case 2)toimport it.

Step1

Logintocase1,inwhich the campaign template was created. From the Manage or Create Campaigns
Templates page, select the ellipsis forthe campaign you’d like to export and select Download.

Step 2

Loginto case 2, in which you want to use the campaign template and clickthe 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 foryour 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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MESSAGETEMPLATES

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 or use the search bar above the table. The table contains
the following columns:

Column one contains icons representing the type of message template -scheduled orevent-
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 pencil icon will allow you to edit the
campaign. If the message template is enabled, clicking the View icon will allow you to view the
message template, but itwill be read-only unless you disable it.

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

72



selerix ENGAGE USER GUIDE

Creating a New Message Template “from Scratch”

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

Step 1

Give the message template a title and indicate if itis scheduled or event driven.

Step 2 - Getting Started

You will see the title entered in 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 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

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

Title: Test

Choote Betwesn 3 Schadulod @ or on Bvent-Driven @ mossage

Type:
=

Schedubed Event-Driven
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Step 5 - Create Content Page

Creating a content page is optional. A content page is a one-page website giving you an opportunity to
house additional information beyond what can be included in the message feed, text message oremail.
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 editorbutton to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the Tbutton for a preview of the content page.

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

A link 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

Enter your 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 editorbutton to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button forapreview 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 aTemplate 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 - Almost Done

You can enable the message template if it is ready foruse orsave it as disabled if itis not ready foruse.

Send an Email

Create & version of your message that will beé sent via email. Here you can incarporate formatting, images, and other slements.
Subject:
Happy Birthday
Email Message: Select Temgilate
BT Mmoo FFEEEEEOTEOREAEEESE A O Y fomat T F @ W (inheritedlont) T (inherited size)

s 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 only be vasid for a fimited time, but the reciplent can request a new link it it expires

Login required: (@) veu Ner

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 addimional 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 a message 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. Enter a name foryour new message template.
2. Select acategory (optional) and enter adescription (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 fromthe case where it was created (case 1). Second, you will need tologinto the case in which
you want to use the message template (case 2) toimport it.

Step1

Logintocase1,inwhich the message template was created. From the Manage or Create Message
Templates page, select the ellipsis forthe 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
will open on one page. You will need to do the following:

1. Enter aname foryour new message template.
2. Select acategory (optional) and enter adescription (optional)
3. Make any modifications to the components of the message template.

Manage or Create Message Templates AllTemplates *| v Searc

the ereation af with an ent template. Templates alow users to easly modify 1

00 At the bottom of this page.

BV Ul b ithday irtheday " @on
BV Ufa Bveen: Death of Dependent Death e L
B v Agn v L
2 vu ot L B 3
B UmlvestiOuore e L I
+ add Temp " . -
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SURVEY TEMPLATES

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

Column one contains icons 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. For example, 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 oreyeball icon - if the survey template is disabled, clicking the pencil icon will allow you to make
changes. If the survey template is enabled, clicking the eyeball icon 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 another case.
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Creating a New Survey Template “from Scratch”

To create a new survey template, begin by clicking + Add Template. You can also copy an existing survey
template orimport a survey template from another case orsource. 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 entered in 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

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

Type:
)
=

Scheduled Event-Driven

78



selerix ENGAGE USER GUIDE

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 Next when finished.

1. Multiple choice - click on the answer bar below to add the answer choices foryour 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 1 to 10, how satisfied are you with your overall folg? e Tait V]
§ How well do you for Froe Test a3
i Yeune /B
H] Froe Text a3
i Free Taxt S Ex
i Yew/No S Bx
} Howsupported doyou Sate supervisor and the leadership team: Free Tt /X
i Doyoube YesNo 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. Itis very similar to a content page,
but itis not optional in a survey. You will see the landing 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 editorbutton to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the Tbutton fora 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 aTemplate section).

4, Alink to the landing page will automatically be included in the invitation.

Step 6 - Creating the survey invitation

The invitation isrequired for the survey to work. Itis what let’s recipients know they have asurvey to
answer. Click on the + Invitation to create anew invitation, or click the Import button toimport an
invitation from another case or source (see importing amessage formore information).

1. Enter the invitation 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 will be shown and 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; orclick the Select a Template link. You can
then select asaved template from the Templates section (see the Creating a Template section).

80



selerix ENGAGE USER GUIDE

Step 7 - Create a Thank You page

Creating a Thank You page is optional; Selerix Engage will create one foryou. 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 editorbutton to open the HTML editor. You can then paste your HTML code into
the editor. After entering the HTML, click on the T button forapreview 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 aTemplate section).

Step 8 - Authentication Requirements

The authentication requirements 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 itis ready foruse orsave 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 ternph

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 will need to do the following:

1. Enter a name foryour new survey template.
2. Select acategory (optional) and enter adescription (optional)
3. Make any modifications to the components of the message template.

Importing a Survey Template

Importing a Survey template is atwo-step process. First, you will need 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)toimport it.

Step 1

Logintocase 1,inwhich the survey template was created. From the Manage or Create Survey Templates
page, select the ellipsis forthe 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
open on one page. You will need to do the following:

1. Enter a name foryour new survey template.
2. Select acategory (optional) and enter adescription (optional)
3. Make any modifications to the components of the survey template.
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QUIZTEMPLATES

To create a new quiz template, begin by clicking + Add Template. You can also copy an existing quiz
template orimport a quiz template from another case orsource. 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 quiz template atitle and indicate if it is scheduled orevent driven.
Step 2 - Getting Started

You will see the title entered in 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.

Step 4 - Question Feedback

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

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

Title:

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

B

Event-Oriven

Type:

83



selerixX

Step 5 - Create the Quiz Questions

1.

© NOo oA

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
Free text

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

Click Next when finished.

SET-UP MY QUESTIONS

Creats your quiz guestions by clicking on 4 Question Cuestions can be either multiple cholce, yesho, truaifalse or free 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. It is very similar to a content page, but
itis not optional in 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 editorbutton to open the HTML editor. You can then paste your HTML code
into the editor. After entering the HTML, click onthe T button fora 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).

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

Step 7 - Creating the quizinvitation

The invitation isrequired for the quiz to work; it allows recipients to know they have a quiz to answer. Click
on the + Invitation to create a new invitation orclick the Import button to import aninvitation from another
case orsource (see importing a message formore information).

1. Enter the invitation 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 will be
shown and 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; orclick the Selecta
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 A~ 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 & qponRT l
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Step 8 - Create a Thank You page

Creating a Thank You page is optional; Selerix Engage will create one foryou. 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. Enter content directly into the editor using the available editing tools.

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

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

section onthe 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 foryour template.

Step 10 - Almost Done
You can enable the quiz template ifitis ready foruse orsave it as disabled if it isnot ready foruse.

Copying a Quiz Template

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

1. Enter a name foryour new quiz template.
2. Select acategory (optional) and enter adescription (optional)
3. Make any modifications to the components of the quiz template.
MANAGE OR CREATE QUIZ TEMPLATES PR v | sowen a
Easi 1 Quiz Engagements with o template. Templates alow users 1o easily madify the content and Branding elements o reflect brand identity spon creating an engigement. To creste 8 template,
click o b Add Template bl 1 of this page.
MName Trigger Category Enabied +
B Guis Sarmple: Lovsen bpsum Sthoduiled Mo SR
[ ocory |
+ 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
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Importing a Quiz Template

Importing aquiz template is atwo-step process. First, you will need to export the quiz 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
quiz template (case 2) toimport it.

Step 1

Logintocase1,inwhich the quiz template 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 quiz template, and it will open on
one page. You will need to do the following:

1. Enter a name foryour new quiz template.
2. Select acategory (optional) and enter adescription (optional)
3. Make any modifications to the components of the quiz template.

IMPORT QUIZ TEMPLATE

Import Template: BROWSE

£l e

89



selerix ENGAGE USER GUIDE

Chapter 6: Using Assets in Engagements

Assets house any documents and images that can be attached through emails and content pages.
Assets are divided into two sections, Forms and Files.

e Forms: Any documents that are housed in the formlibrary on BenSelect will appear here. This
section cannot be modified from within Engage, but only in the form library.

o Files: Any documents outside of the formlibrary to be incorporated within engagements will need
tobe uploaded here. Please note that the file size limit is TMb. For rule of thumb, any document 1-2

Insert Images from Assets DISCLAIMER: Images should never be copied and pastedin any content.

1. Beforeinserting animage into your content, upload it to the Manage
system.
e GotoFilesunder Assets onthe right-hand side of the H Engagements
Dashboard. H beople
e Click Add File to select and upload the image.

« Supported formats: JPG, JPEG, GIF, PNG m

o (Maxsize: 1MB) _

2. Insert the image using the Fileslcon.
e Select the image you uploaded and insert it into your communication.

BE E 8 5 E & B

mat v é‘ < 2 °3

@ ¢ W O a1« |

3. Preview your email (Optional).
e Use the Test Email and Preview toolto check how your email will appear to recipients before

sending.
m
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4. Resize yourimage (if needed).
e Click the image to highlight it.
e Select the Insert Image Icon.
e Adjust the width and height as needed.

- e — e s — e e — —

- Insert image X

¥ (inherited size) vy e ¢:§+ o

Web address

l Alternate text ‘Placeho\derflmage.png

Width (px) 250

Height (px) ‘250

Insert Cancel

5. Adjust image alignment.
e Click the image to highlight it.
e Use the Alignmentlconsto position the image (left, center, orright).

H B Bl 8 E = B

(inherited font) v (inherited size) v 1

w
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Attach Documents from Assets

If you have a small document that’s not hosted in the formlibrary, you | Manage can
add it using the Fileslcon.

1. Before attaching a document into your content, upload it to H Bz the
system. . | H people
e GotoFilesunder Assets onthe right-hand side of the
Dashboard. |:| Templates

e Click Add File to select and upload the file.

Assets
4+ AddFile oo |
Forms

e Supported formats: DOC, DOCX, PDF, TXT 2
-@ Files
o (Maxsize: 1MB) -

Settings
2. Attach the document using the Fileslcon. & sctee T
e Return to your communication. i '
e Place your cursor where you want your B OE AT E S
document file to be placed.
e Click the Fileslcon. mat v & & ¥
e Select the document you uploaded and insert it into
your content. © o Wl 8 o|g

3. Editthe document link (if needed).
e The document willbeinserted as a hyperlink.

e You can edit the link by clicking the document file and selecting the Insert Hyperlink

Icon to edit.

Insert hyperlink X

vle o @ 0 2 <« # Web address Ihttp://mowtofileactaim | N

eyt |Click here |

Click here for instructions on how to file a claim.

ToolTip |How to File a Claim |

@ Open link in new window

Insert Cancel

1

Click here for instructions on how to file a claim.

4. Customize the display link Text
5. Check the optionto Open the link in a new window

92



selerixX

ENGAGE USER GUIDE

Insert Form Links from the Form Library

Most common uses are

Benefit guides

Evidence of Insurability (EOI)

ClaimInformation

Clickthe Forms lcon and search for the form you're wanting to add. Click the

Select Form Iconto add it onto the page.

=]

<>

=)

R

=)

Easily add your forms to messages by placing your cursor in the
message body and selecting the Ficon to insert the form directly.

Search Q
e .
Claim rea
Anthem Claim Ferm 14y
Forms
itice: Notices &
Claim e
EAP Information Hs
Forms
Health Insurance Marketplace . o
Notices i
Coverage
Motice of Privacy Practices Notices :i:

2. You canuse the Insert Hyperlink Icon to change the Textthat appears on the
content and check the box to open the linkina new window.

(inherited size) vl e @

Insert hyperlink

Web address | aeE /AN l

c &8 <

Text |Anthem Claim Form

ToolTip

[Anthem Claim Form

|_supen link in new window

B Open link in new window

‘ancel

93



selerix ENGAGE USER GUIDE

Chapter 7: Managing Content Settings

Creating Global Audiences

You can create global audiences outside of an engagement. A global audience is simply an audience that
is available foruse in all engagements. Creating global audiences saves time; you won’t have torecreate
the same audience each time you create an engagement.

Building a global audience:

1. Click onAudiences inthe People section.
2. The Manage or Create Audiences page will open. If you've created audiences, they will belisted in
atable. The table has the following columns:
a. Column one contains the audience icon.
. Column two contains the name of the audiences.
Column three contains the estimated audience size.
Column four contains the date and time when the audience size was estimated.
Column five contains several items:
i. Click the Pencil iconallows you to edit the audience. Note: this will affect
engagements in which the audience has been previously used.
ii. Click the staricon will make the audience a favorite.
iii. Clicking the download icon will download a Microsoft Excel spreadsheet of the
audience.
iv. Clicking the X will delete the audience. Note: this will affect engagements inwhich
the audience has been previously used.
Click the + Audience button to create anew audience.
Give the audience a name on the Define My Audience page.
Select the criteria you will use to define your audience then click Next.
Define the values forthe selected criteria on My Audience Specifications page then Click Save.
The audience will now be listed onthe Manage or Create Audiences page and isready to be used
in your engagements.

® 000

NOo oA A

Note: Global audiences canonly be edited under Audiences in the People section. Non-global
audiences can be edited within the engagement in which they were created
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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
Selerix Engage and log into the benefits administration platform.

Manage Employee Data

1. Click onEmployees in the People section.
2. The Employees page will open with a table list of all employees inthe case. Search for specific
employees using the search bar at the upper left of the page.
3. The tabled contains the following items.
a. Column one contains an employee icon.
b. Column two contains the employee names.
Column three contains the employee’s work email. If missing, it has not been collected.

®© a0

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.
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Placeholders
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Personalize your engagements with the use of placeholders. To personalize your communications, enter
a placeholder anywhere in your communications - Message Feed, Text Messages and Emails.

You can add placeholdes using the

Email Message:
B I U s x X = = E B

® S an e » @ B N

icon inthe Email Messages Text Editor.

&' SELECT TEMPLATE # CONTENT ASSIST

< ¥ (inherited font) v (inherited size)

Aon

o

20.

21.

22.

23.

24.

Employee ID - [EMPLOYEE_ID]
Employee UserID - [EMPLOYEE_USER_ID]
Employee Prefix - [EMPLOYEE_PREFIX]
Employee Nickname
[EMPLOYEE_PREFERRED_NAME]
Employee First

Name - [EMPLOYEE_FIRST_NAME]
Employee Middle Name -
[EMPLOYEE_MIDDLE_INITIAL]
Employee Last Name -
[EMPLOYEE_LAST_NAME]

Employee Suffix - [EMPLOYEE_SUFFIX]

Employee FullName - [EMPLOYEE_FULL_NAME]
. Employee Date of Birth -

[EMPLOYEE_DATE_OF_BIRTH]
Employee Marital Status -
[EMPLOYEE_MARITAL_STATUS]
Employee Home Address Line 1 -
[EMPLOYEE_HOME_ADDRESS_LINE_T]
Employee Home Address Line 2 -
[EMPLOYEE_HOME_ADDRESS_LINE_2]
Employee Home Address City -
[EMPLOYEE_HOME_ADDRESS_CITY]
Employee Home Address State -
[EMPLOYEE_HOME_ADDRESS_STATE]
Employee Home Address Zip -
[EMPLOYEE_HOME_ADDRESS_ZIP]
Employee Mailing Address Line 1 -
[EMPLOYEE_MAILING_ADDRESS _LINE_1]
Employee Mailing Address Line 2 -
[EMPLOYEE_MAILING_ADDRESS _LINE_2]
Employee Mailing Address City -
[EMPLOYEE_MAILING_ADDRESS_CITY]
Employee Mailing Address State -
[EMPLOYEE_MAILING_ADDRESS _STATE]
Employee Mailing Address Zip -
[EMPLOYEE_MAILING_ADDRESS _ZIP]
Employee Work Phone -
[EMPLOYEE_WORK_PHONE]

Employee Home Phone -
[EMPLOYEE_HOME_PHONE]

Employee Mobile Phone -
[EMPLOYEE_MOBILE_PHONE]

33.
34.

35.
36.

38.
39.
40.
41.

42.
43,
44,
45,
46.

47.
48.

49.
50.
51.

52.
53.

54.

55.

Employee Job Class - [EMPLOYEE_JOB_CLASS]

. Employee Pay Group - [EMPLOYEE_PAY_GROUP]
. Employee Date of Hire - [EMPLOYEE_DATE_OF _HIRE]
. Employee Termination Date -

[EMPLOYEE_TERMINATION_DATE]

. Employee Hour per Week -

[EMPLOYEE_HOURS _PER_WEEK]

Employee Title - [EMPLOYEE_TITLE]

Employee Employment Status -
[EMPLOYEE_EMPLOYMENT_STATUS]

Employee Eligibility Date - [EMPLOYEE_ELIGIBILITY_ _DATE]
Employee PTO Balance - [EMPLOYEE_PTO_BALANCE]

. Employee Enroliment Status -

[EMPLOYEE_ENROLLMENT_STATUS]

Employee Location - [EMPLOYEE_LOCATION]
Employee Location EIN - [EMPLOYEE_LOCATION_EIN]
Employee Location Contact Company -
[EMPLOYEE_LOCATION_CONTACT_COMPANY]
Employee Location Phone -
[EMPLOYEE_LOCATION_PHONE]

Employee Location Address Line 1 -
[EMPLOYEE_LOCATION_ADDRESS_LINE_T]
Employee Location Address Line 2 -
[EMPLOYEE_LOCATION_ADDRESS_LINE_2]
Employee Location Address City -
[EMPLOYEE_LOCATION_ADDRESS_CITY]
Employee Location Address State -
[EMPLOYEE_LOCATION_ADDRESS_STATE]
Employee Location Address Zip -
[EMPLOYEE_LOCATION_ADDRESS_ZIP]

Current Date - [DATE_NOW]

"Employee" and "Person" scope custom fields -
[EMPLOYEE_CUSTOM_FIELD_{custom_field_label}]
Employer Name - [EMPLOYER_NAME]

Case Name - [CASE_NAME]

Enrollment Site Link - [ENROLLMENT_SITE]

Open Enroliment Period - [OPEN_ENROLLMENT_PERIOD]
Employee Unsubscribe

Link - [EMPLOYEE_UNSUBSCRIBE_URL]

Employee Portallink - [EMPLOYEE_LOGIN_LINK_URL] Open
Enrollment Start and End Dates -
[OPEN_ENROLLMENT_START] and
[OPEN_ENROLLMENT_END]

Plan Year Start - [PLAN_YEAR_START]

v
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25. Employee Work Email -
[EMPLOYEE_WORK_EMAIL]

26. Employee Personal Email -
[EMPLOYEE_PERSONAL_EMAIL]

27. Employee Department -
[EMPLOYEE_DEPARTMENT]

97



selerix ENGAGE USER GUIDE

How to Add a Placeholder

Placeholders are values that can be inserted into text messages and emails to automatically pull
ininformation.

1. Place your cursor inthe message where you want the placeholder to appear.

2. Click the PlaceholdersIcon

Email Message: & select Template
B I U ae wy % = H = = H B B = E = 6

= OE = = iE =E A vy O v Format Y & € ¥

{inherited font) ¥ | (inherited size) v o e o @ 0O e « @
BN

3. Click the Select FormIcon toinsert the placeholder.

[EMPLOYEE_FIRST_MNAME] | Employee First Name Employee 141

[CASE_MAME] Case Name Case o]

[CASE_PROPERTY {case_ =1
Case Property Case ¥

prop_label}]

[DATE_NOW] Current Date Employee | i3

[EMPLOYEE_CUSTOM_FIE Employee and Person o

Employee i
LD_{custom_field_label}] scope custom fields

e [EMPLOYEE_FIRST_NAME] is acommon placeholder used to personalize messages with
the employee’s first name.

e Note: If the required employee data is missing, the placeholder text will display instead
of the actual value.
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Chapter 8: Get Set For Success

Selerix Engage Checklist

e Make your selections onthe Settings page prior to deploying your engagements.

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

e Preview HTML 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 and review recipient spreadsheet.

e Continue toreview engagements until completed.

e Setproperroles and permissions forall administrative 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 168.245.75.131
o 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.

DMARC - 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 forrecipient handling of authentication failures,
and reporting from receivers to senders, to improve and monitor protection of the domain from
fraudulent email.

DKIM - 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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SPF - Sender Policy Framework, is an email authentication protocoland 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 forall commercial email, establishes email requirements, gives
recipients the right to stop emails, and dictates penalties forviolations.

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

IMPORTANT DISCLAIMER: Selerixdoes not provide legal advice. This contentis intended
merely toraise awareness of somelaws thatmay apply to youruse of Selerix’s offerings. You
areresponsible forensuringyourowncompliance with any such applicable laws, and you
should consult with a legal professional if needed.

To insert the unsubscribe link:

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

2. Click onthe hyperlink button onthe toolbar.

3. Enterthe placeholder, [EMPLOYEE_UNSUBSCRIBE_URL], in the web address window.
4. Click the Insert button.
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