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Profile —
Beginning to
Update
Profile
Information

- Log into the platform

- Under ‘First Time User’
section Click ‘Update Your
Profile’

WELCOME, Elien.
Make a Selection

Access Customized Materlals

Sefect a custamized tomplate & doweilo

a

Send an E-mail Campaign

View E-mail Campaign Results

[

Contact Management

& tapioy

Vg

N NS

S

First Time User?

Here’s how to get started

Update Your Profila

Upioad your CSV or Excel file contacts

Updste Your Contacts

Ok o

Access Customized Materials

Material can be
viewed but will
not be
personalized
until profile is
fully completed
at this step.

Profile —
Updating The
‘General’
Section

- Pre-registered
information in the
general section will
already be completed,
including sponsor ID
-Click ‘Edit Networks’ to
add Facebook, LinkedIn
and Twitter profile
information

-Click ‘Authorize’

& tha foliowing forma 12 &Gt your orofle.

¥ Helptul Tip

2o B
Timezons -05.00) Eastem e (USCanaca)

e

Click the check
box in the ‘Edit
Networks’ pop
up to receive
notifications of
scheduled
social posts.
‘Authorize’ will
direct you to
the selected
social networks
login page for
connection
authorization.

Profile —
Updating The
‘Branding’
Section

-Upload digital and print
logos

The following

guidelines

MUST be

strictly followed

for digital:

e PG

e  No Smaller
than 50px
wide by
50px tall @
72dpi

e Nolarger
than 300px
wide by
125px tall @
72dpi

The parameters

are slightly

different for

print.
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Task Step Explanation Demonstration Notes
3 After
e submitting
PR s platform
updates,
I | Clections made
previously in
- Campaign Signup Q
the campaign
-Use the drop down to . P g
; . signup section
confirm the campaigns = ;
Se ¥ Sern st e will show
Profile — that you enrolled in via . .
pending
sl the Managed Programs e
: approval: yes
CInEH £ | Laelinent fern T
. > . =L (or no) status.
Signup -Election is approved by
section the Impact Marketing
team ill Free Livin | choose_ v | -
it R L An email is sent
_) Pending approval: Yes to the |mpact
" Get Rewarded | choose.. v | .
. Z:Zfﬁ';f;;.‘;;m" interested in participating in this campaign lcmmm " Marketlng
mailbox that
*According to the managed campaign agreement, the alerts us th?
enrollment form is the dominant data driver and all new campaign
changes must be made on the website. status election
update.
. The ‘www’ in
Profnle - -Enter the Online Banking the URL MUST
lfsdatmg It;e 5 | URL be omitted
ersona’. , -Enter the Privacy URL from the field.
My Microsite .
Section (not required)
* The online banking URL is a required field since it is used
on virtually every asset on the platform.
s The
orofil Sl | ‘www.facebook
rortiie — ’
.com’ and
Updating the -Add Facebook and = )
. . 6 . ; twitter.com
‘Social Media’ Twitter handles it e MUST b
Section b ) €
omitted from
the fields.
-Submit the profile The platform
Profile — updates will auto-direct
Finish by 7 -Return to the home page back to the
Submitting to upload contacts for o — homepage
the Updates emails and direct mail subsequent to
assets submittal.



http://www.pages01.net/fiservbps/mpe?webSyncID=3f9a5c7d-2ad5-461a-9a47-34939dd34bc0&vs=ZDYxOTExMmQtYWMzYS00ZTQ1LWI1OWItMTkyMGZhYmY0NWZhOzsS1
http://www.pages01.net/fiservbps/mpe?webSyncID=3f9a5c7d-2ad5-461a-9a47-34939dd34bc0&vs=ZDYxOTExMmQtYWMzYS00ZTQ1LWI1OWItMTkyMGZhYmY0NWZhOzsS1
http://www.pages01.net/fiservbps/mpe?webSyncID=3f9a5c7d-2ad5-461a-9a47-34939dd34bc0&vs=ZDYxOTExMmQtYWMzYS00ZTQ1LWI1OWItMTkyMGZhYmY0NWZhOzsS1
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Task

Step

Explanation
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Uploading Contacts

Demonstration

WELCOME, Ellen.

Make a Selection First Time User?

Here's how 10 get started.

Impact Marketing User Guide

\\[o] {=

E ! CSV files are
Access Customized Materials /) ipdate perscnal & company mtormation
-Upload contacts for preferred.
Conta.cts— email and direct mail .
Updating 1 — %
Contacts L Updsto Your Contacts
ylew E-mall Campaign Results > ot as
2
co:m Management >
L+ New Grous |
Contacts — e oo New contacts
. ) can also be
HENT a.New 2 -Click ‘New Group’
Campaign added to an
Group existing group.
Conta.cts - -Enter the campaign the
b ELulal3 e contact group in which
New 3 .
. they are associated
Campaign lick ‘OK’
Group -Clic
C:;tacts - -Check the box next to
({:\ont:li SN:L“; 4 the campaign
-Click ‘Add New Contacts’
Group

oty 10 saiecsea groupts: |[Craoss an scn
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Uploading Contacts

Task Step Explanation Demonstration Notes
-Check the box next to
Contacts — the campaign
Options to -Click  Import an Excel or
Add Contacts: 5 a comma/tab delimited
Uploading text file of contact
Contacts with information’
a CSV File -Select ‘Add Contacts’
Contacts - -Click ‘Browse’ to access g
Uploading 6 local files The file size
Contacts with limit is 105 MB.
a CSV File
-Use the drop down
menus on header row to
map csv fields to platform
Contacts — Sl
!\napplng 7 -Check ‘this file has a
Fields after head  and
CSV Upload acder row anc
‘overwrite existing data’
to update existing contact
information
E3hile -Click ‘close’ ‘Access
Upload and 8 Materials’ on
Mapping Home Page or

Confirmation

on menu.
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Task

Emails-
Access
Materials

Step

Explanation

A&B — Search for specific
material by keyword or
by using the folders or
filters within this
Marketing Asset Manager
view

C — Access an email by
clicking the Actions or
Select button

fiserv.

Sending Email Campaigns

Demonstration

Marketing Asset Search

Rty o soge| 20 ¥ St B lae

* | Baceriea

lomi -

-E B v [
u = o o

Ly i ] [ e | L s |

Diplngeg 3rents paga 1211t s
Bty m e | 21 v Sty [ e v ey
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1\ o] {=1

Emails-
Edit an
Email

A&B — select the Edit
HTML tab to edit content
within the email that has
been allowed. Editable
areas are shown in red
outlined boxes

C — Preview your edits by
clicking the HTML
Preview tab

Email Campaign Builder

= Step 1: Customize New Year New You - Email 1 (January)

L o) [aoo

Start using Snline BIll Pay Now and take controll

Use Online Bill Pay Now
an more.

ik hars talea

Emails-
Configure
Email Send

Options

B — In this section, set
campaign options like
Campaign Name, Subject,
Sender Name and Email
and other fields

C-You can also set
scheduling options for
the campaign

m Schecuing Oprcms  LmkTracing  Asvanced Optens  Umwubecribe Opoiens

,,,,,,

Not all options
or tabs may be
permissioned
for you to view.

Emails-
Select Email
Recipients

A —Select from a list of
contact groups you have
already created or search
for individuals within
contact groups

B —See a high level
summary of what groups
or contacts you've
selected
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Sending Email Campaigns

A - Send yourself or (A |
another person a preview
)
Emails- aifins ezl . b T ===

Preview or 5 B- S'ave the' c'ampalgn to ;;‘;“ . e T
send Email continue editing or send = o

at another time [

C—Send or cancel the

campaign
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Email Campaign Reporting

Task Step Explanation

'WELCOME, Distribion.
Make a Selection First Time User?
Here's how 1o get started,
B
Access Customized Materials > Update personal & company information
Select » customuzed tempiate & downlood 4
Em iI [ Update Your Profile
al -From the home page, B
Reporting- q i :
o 1 C|ICk the V|eW Emall Send an E-mail Campaign > Upload your CSV or Exce file contacts
Access Email C ien R lts butt i s ke S 2
Reports ampaign Results” button
M > h Sl
E' s ustomized Materials
20
Contact Management >
View, edit & add contacts and contact groups.
View Live Campaigns

Email o
Reporting- -Use the “Actions” menu 2o e o
Select to 2 on the right to select T, ~ e Sene — o

View ”VieW Trackingn Hiew Yeear Hew You - Emai 1 (Jassaey) Dec 16, 2014928 44 s | VewTiadeg v
Tracking REOEN

Dullr:hm(‘-'wl Reeame Carpign
e ——————————
& Total Recipients
@ 4180%) gomtemeaooney
B 1(20%) gentwinno memazs
L]

Email
Reporting-

View 3 -View delivery and click
Campaign overview metrics 8 1(100%) tgtomne
Overview

Information
o ;u‘e-; 214
e} 0%
3¢ Oniice B9 Pay Now 1/4
— m
* Search Options.
AT SEE—

Email i L T e
Reporting- . .

. a -Drill down and filter for e e

R more detailed results
Detailed
Results
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Downloading Materials

Task Step Explanation Demonstration

WELCOME, Distribion

Make a Selection First Time User?
e :
Download E A[% i : i B i gy
Materials - A —Click on the “Access S e !
Access 1 Customized Materials” 2 ¥
Available link from the home page D T Er=a
Materials ' 7
J Yew Bl Campolh Rasite £
=
B
Marketing Asset Search
Download A&B — Search for specific
Materials - material by keyword or
Search and ) by using the folders or
Filter to Find filters within this
Specific Marketing Asset Manager
Materials view
N e i i ST
| e T ‘
B — Preview an item by
hovering over the When an item
Dl thumbnail 4 is selected, the
I;\:':;s:‘;:: ; 3 | C—Add the item to your cart window
Digital Item cart for download by will pop up
selecting “Actions > Add automatically.
To Cart As Digital”

A — Close your cart to
continue adding more
pieces to download

Download B —If you close your cart, e ——
Materials - you can access it again by e m——
View and 4 clicking the Cart icon in
Access Your the top right of the ::N"‘I;“:“;m:?%m"ww —
Cart screen

C—Once you are ready,
access your cart and click i
“Check Out” = com comime J. 8 et ] * et e o] s ot = oo ]

,,,,,,,, ]

10
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Downloading Materials

Task Step Explanation Demonstration

A - Download files
Download

Material individually. ‘
aeras 5 B — Download multiple R g 3
Download fil I 71p I e — b ovsns ‘
Files | esallatonceasa. | o tames — = .
file

Shipmant Nuraber Shipping Via Estimated Saip Date Confrmation Mumber Opions
Spraats 1 Cogital Domrbond Austatle o sm001z Veew Cochos Delaily

11
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Ordering Print Materials

Task \ Step Explanation Demonstration
WELCOME, Distribion
Make a Selection First Time User?
Here's how 1o get started.
= sy 1
- '
Print ] Access Customized Materials > :
Fulfillment- A - Click on the “Access St S }
Access 1 | Customized Materials” )
Available link from the home page P
Materials
-mall Ff"‘?"“ﬁ" Results >
(8 §
Contact Management 2
Marketing Asset Search
o=
Search Keywers Search Filters
Print A&B — Search for specific
Fulfillment- material by keyword or P —
Search and 5 by using the folders or somms | Abela ST
Filter to Find filters within this iy ST | e [ e
Specific Marketing Asset Manager G st Y P+ HEE Y
Materials view o == : o = @
@ o oumm W T W
Dopioyieg I et page 1 of t et .
SR o
R e e e i e S T ey
oo T . o T e
e (@
—— T
B — Preview an item by ‘ '
Print hovering over the \ When an item
1
Fulfillment- thumbnail q ! is selected, the
Add Item(s) 3 | C—Add the item to your o i cart window
to Your Cart cart for print by selecting : .| will pop-up
for Checkout “Actions > Add To Cart for - | . j _ | automatically.
Fulfillment” _ wo | iEEEid @ CEESEOWES
ERE—— o | == d — !
S| !
prcta] - N - | )

12
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Ordering Print Materials

Task Step Explanation

A —Close your cart to
continue adding more
pieces to download

Print B —If you close your cart, T =
Fulfillment- you can access it again by T __,_=_
View and 4 clicking the Carticon in ’
Access Your the top right of the ‘ i;_;:;gm:?‘m;mwm —
Cart screen A
C—Once you are ready, @
access your cart and click N ‘_\,;__
“Check Out” | XTI M) (T (R ),

A — Go through the step —

Print by-step checkout process
Fulfillment- B — Add quantities
Checkout 5 needed for each print
Step 1- piece
Add C —Save updates and
Quantities review costs on each
page

A —Select shipping

Print method, ship to and ship
Fulfillment- from addresses
Checkout 6 B — Update cost summary
Step2-— to reflect shipping costs
Shipping C&D — Add any comments
Information to the print vendor and

continue to billing step

A&B — Select billing

] If"’lzint . method of Credit Card Currently only
ultiiiment-
and enter your .
Checkout . . v Credit Card
Step3-— u [EAELT] billing type is
o C — Continue to order . gtyp

Billing . . available.

Information review and submit your
order ©

13
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Explanation
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ROrder -From the top navigation, ey
res- . . ilize our tools.
€po ts. click “Menu > Print & piec ot
Access Print 2 Fulfillment > View
Order ” Get Started
Reports Orders
WELCOME, Distribion.
Make a Selection First Time User?
Shipment ID:
- Under the
biase “Items in cart”
Order D e column, this
Reports- -Use the filters and order Pormt s = page will show
View Order 2 detail columns to see et E— “Digital” for
Details for information about each e . e ;m downloaded
Print or order you’ve placed o gt items and
Downloads Shipments by National Producer Number: ”Fulfi”ment”
for print order
g 81 ki, Sk o g ¥ SEukE | .
Actions Order # Shipment § Ordered By Dato Ordered ¥ Homs In Cart. Status Paid. Items'

View Detass | A To Cart 02 5000012

309, 2015909 A4 1 DG

Shgped bn Process

14
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