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How to create a campaign.

Learn how to use the Kim Campaign Functionality to
allow for one-to-many distribution.

March 2024



This Video km

Our Campaign feature is designed to capture and/or confirm data
from multiple recipients via one-to-many distribution.

Its uses include information security checklists, compliance campaigns,
RFP responses, client surveys and data cleansing exercises.

Upload the form you want to complete, send it to multiple recipients,
and receive the responses and data. By incorporating personalized
campaign creation, reminders, and comprehensive tracking and
reporting, this feature ensures that compliance, data collection, and
information sharing are streamlined for optimal efficiency.

www.kimdocument.com
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Description HR Update Record

Update Your HR Record

As we transition to a new HR system, we want to make sure that there is no interruption to your salary being paid to your account. We are also taking the opportunity to
make sure that you are added correctly to all our core systems, from HR to compliance, and that we have all your contact details in case of an emergency. Please provide the
details below. Trlis information is treated by Kim as sensitive and strictly confidential. It is managed in line with our data security and privacy policies (;rease see the
company handbook). If you have any questions, please contact hrsystems@kimtechnologies.com

1. Your Name

(i) First Name (i) Middle Name or Initial

2. Your Address

(i) House No, / Name (ii) Street (iiiiy City (iv) Zip / Post Code
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1. Your Name

(i) First Name (ii) Middle Name or Initial (i) Last Name

2. Your Address

(i) House No, / Name (ii) Street (iiii) City (iv) Zip / Post Code
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E8 Applications = @ & Subject

Select an Application from the category
and fill out the form.

-~ HR Forms

HR Update Form

Audience

Campaign
~ Welcome

Clone

Delete

Download

Properties
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Update
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Application properties (HR Update Form)

2 e mMrs i HUL" LMLl i L
Properties
Default Form Wizard Description (this value displays on the wizard form's description when invoked)

1 Settings HR Update Record

API Inbound Integration Use your email accout to access Kim Document to send emails. Note that this feature only works with
- Microsoft Office 365 ccounts Once you enter your email, an email will be sent to the specified email

. address. You will need U sonsent to Kim Document's use of the specified email.
APl Outbound Integration .
Kim Document Email Integration

Attachments (® ) | sedefault KIM Email Service Account.

;‘:ﬁ;ﬁ:;ﬁbﬁms and Friendly-From email name (name that will appear in the From field instead of the email address.) *

Kim HR I
Document Assembly

Category (the section in the sidebar that the document will be listed under.) *

Logs
HR. Forms “ I

Reference Number Audience (the Users who will be able to access this Application.)

Renewals & Alerts [ Default (tegan.phillips@kimtechnologies.com(Tegan Phillips))

=2
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Application properties (HR Update Form)

I SIS MM 11aS YOun U e i niaemn

[ Properties
Default Form Wizard Description (this value displays on the wizard form's description when invoked)

[1 Settings HR Update Record

i

fa

M Subforms and . .
- an_a E,JE_ u orms an Service Email Account *
Subrecords

Enter email address. ave
=2 Document Assembly

Plases anter 3 walid amail address

= Logs Category (the section in the sidebar that the document will be listed under.) *

E5 Reference Number \HRFM—

Audience (the Users who will be able to acce: this Application.)
Renewals & Alerts —---——

|
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APl Outbound Integration

Attachments

~nage Subformsond
SuL. wards

Document Assembly

Logs

E=] Reference Number

Renewals 8t Alerts

address. You will need to consent to Kim Document's use of the specified email.
Kim Document Email Integration

m Use Service Email Account

Service Email Account *

tnter email address.

Category (the section in the sidebar that the document will be listed under.) *

HR. Forms

Audience (the Users who will be able to access this Application.)

o |
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Kim Document - The form, document and records management office productivity tool Help & A2 Tegan Phillips ~

(® Get Started @D Assigned E5 0Records [ Draft
® Examples

3 Applications : B @  Subject Attachment Version

Select an Application from the category
and fill out the form.

-~ HR Forms

HR Update Form

Campaign
~ Welcome

Delete

Download

Export

Properties

Publish Webform Link
Update

+ New Appli...

Version

03 Seetings & Wizard
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Campaign List

-+ New Campaign

Name

HR. Update Farm

- - Delivery Campaign Configuration { Wim [f

Description Begin Date End Date

Transition to n... 14 Mar 2024 15 Mar 2024

SR Integration

Respondent...  Active

0%

Date Created

11 Mar 2024

Action




Campaign List

-+ Mew

MName Description ——Eamin Dode o Eod Db Oocnngoe o Aotis o Diaba Ceaatad Action

R Updat=Form enstiontanl Delivery Campaign

Service Email Account
aan.phillips@kimtechnologies.com

or Use a ' + Add SMT nfiguration




Delivery Campaign

or Use a custom SMTP

Service Account Email (Use the Service Email Account to send
Campaigns from your own SMTP Server) *

Enter email address.

Please enter a valid email address

Host *

‘ Enter Host name.

Port *

‘ Enter Port number.

Please enter a valid Port number

Username (Your smtp username) *
‘ Enter Username

Password *

w




C

Kim Documeant

0

Campaign List

Create new campaign

= - New Campaign

Name

HR Update Form

+ De

Description

Transition to n...

st kior'lfigurati@n aKim Document Email Integration

Begin Date

11 Mar 2024

End Date

31 Mar 2024

Respondent...

50%

Active

Date Created

11 Mar 2024

o+
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Edit Campaign

o General

‘= Respondents/Status

B2 Pre. amnaian

D Please activate this campaign by (i) ticking the box and (i) selecting ‘Update Campaign’ at
the bottom

Campaign Name *

HR Update Fc.rn'l

e e ] S

Transition to new HR system
Campaign Email Owner *
tegan.phillips@kimtechnologies.com

Campaign Start Date (Optional)

‘ 11 March 2024

Campaign End Date (Optional)
31 March 2024
Return URL (Optional - see tooltip for more information)
‘ https://  info.kimdocument.com/digital-transformation
Initial Email Subject *
| Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

Send Reminders Restart Campaign Close

o+
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Respondents/Status

Prefill Campaign

|_| Please activate this campaign by (i) ticking the box and (i) selecting ‘Update Campaign’ at

the bottom

Campaign Name *
[ HR Update Form

Campaign Description *

Transition to new HR Systen'l

I —
tegan.phillips@kimtechnologies.com

Campaign Start Date (Optional)

‘ 11 March 2024

Campaign End Date (Optional)
31 March 2024

Return URL (Optional - see tooltip for more information)

‘ https://  info kimdocument.com/digital-transformation

Initial Email Subject *

| Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

Restart Campaign Close
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Edit Campaign

Lampaign Description ™

o2 General -
Transition to new HR system

= Respondents/Status Campaign Email Owner *

B kil "Campaign C o B
Campaign Start Date (Optional)

[

i

March 2024

Jun

Hello [$userFirstName],

Default Email

Restart Campaign Close




Respondents/Status Campaign Email Owner *

tegan.phillips@kimtechnologies.com
& Prefill Campaign
Campaign Start Date (Optional)

14 March 2024

Campaign End Date (Optional)

31 March 2024

ol . - )

https:// nfo.kimdecument.com/digital-transformation

Initial Email Subject *

Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

Initial Email Body (Important - Do not remove [$tags]) Default Emai

B T |U | & w = Norma

Hello [$userFirstName],

Update Campaign Send Reminders Restart Campaign Close
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7 Prefill Campaign

Campaign End Date (Optional)
15 March 2024

Return URL (Optional - see tooltip for more information)
https:// infr:-.kimdc-curnent.cc-m,’digital-transformatior‘

Initial Email Subject *
Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

Initial Email Body (Important - Do not remove [$tags])* Default Emai

B I |U| S 9 |=i=|%|% Nomal
Hello [$userFirstName],

As we transition to a new HR system, we want to make sure that there is no
interruption to vour salary being paid to your account.

We are also taking the opportunity to make sure that you are added correctly to
all rmir pnre avetema fraom HR tn eommnlianece and that we have all vanr eontact

Update Campaign Send Reminders Restart Campaign

ir
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Edit Campaign
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Ge

Respondents/Status

Prefill Campaign

R A o R B R e R

14 March 2024

Campaign End Date (Optional)
‘ 15 March 2024

Return URL (Optional - see tooltip for more information)
| https://  infokimdocument.com/digital-transformation
Initial Email Subject *
Update Your HR Record - Kim Confidential CUSTOMER EXAMPLEI

Initial Email Body (Important - Do not remove [$tags])* Default Emai

? I U 5 n ‘€|_E |?,T Mormal

Hello [$userFirstName].

As we transition to a new HR system, we want to make sure that there is no
interruption to your salary being paid to your account.

We are also taking the opportunity to make sure that you are added correctly to
all rmir pnre avetema fraom HR tn eommnlianece and that we have all vanr eontact

Send Reminders Restart Campaign Close

o+
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Edit Campaign

% General

Respondents/Status

tegan.phillips@kimtechnologies.com
Campaign Start Date (Optional)

14 March 2024

Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

Initial Email Body (Important - Do not remove [$tags])* Default Emai
Hello [$userFirstName]|

As we transition to a new HR system, we want to make sure that there is no
interruption to vour salary being paid to vour account.

We are also taking the opportunity to make sure that you are added correctly to
all our core systems, from HR to compliance, and that we have all vour contact
details in case of an emergency.

Please click the link below, enter your unique access code and complete the form.

Update Campaign Send Reminders Restart Campaign

ir
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S i B details in case of an emergency.

Please click the link below, enter your unique access code and complete the form.

& Prefill Campaign A . f - o p
The information vom nravide is treated hv Kim as sensitive and strietlv

Reminder Email Subject *

EXAMPLE REMINDER: Update Your HR Record - Kim Confidentia OMER EXAMPLE

Reminder Email Body (Important - Do not remove [$tags])* Default Emai

B J| V| S » | =|i=||%|%| Nomal

Hello [$userFirstName],

As we transition to a new HR system, we want to make sure that there is no
interruption to your salary being paid to your account.

We are also taking the opportunity to make sure that you are added correctly to
all our core systems, from HR to compliance, and that we have all your contact

P RN & R O

(Required *) Please confirm you are authorised to send Campaign emails to recipients.

Update Campaign Send Reminders Restart Campaign

ir
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Edit Campaign

| interruption to vour salary being paid to vour account.
A FRanara I

Reminder Email Body (Important - Do not remove [$tags])* Default Emai

B J VU § »n == |%|%/  Nomal

Hello [$userFirstName] |

As we transition to a new HR system, we want to make sure that there is no
interruption to your salary being paid to your account.

We are also taking the opportunity to make sure that you are added correctly to
all our core systems, from HR to compliance, and that we have all your contact

P RN & R O

Ed (Required *) Please confirm you are authorised to send Campaign emails to recipients.

Update Campaign Send Reminders Restart Campaign
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Edit Campaign

% General
= Respondents/Status

& Prefill Campaign

interruption to vour salary being paid to vour account.

We are also taking the opportunity to make sure that you are added correctly to
all our core systems, from HR to compliance, and that we have all your contact
details in case of an emergency.

click the link below, enter your unique aceess code and complete the form.

The information vom nravide is treated hv Kim as sensitive and strietlv

Damindar Frail Cubiact *

confidential. It is managed in line with our data security and privacy policies

(please see the company handbool ™ If you have any questions, please contact

hrsytems@kimtechnologies.com
Form Link: [$%nk]

lequirl, -ounrm you are authorised to send Campaign emails to recipients.

Update Campaign Send Reminders Restart Campaign
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Edit Campaign

o General
= Respondents/Status

Prefill Campaign

interruption to vour salary being paid to vour account.

We are also taking the opportunity to make sure that you are added correctly to
all our core systems, from HR to compliance, and that we have all your contact
details in case of an emergency.

Please click the link below, enter your unique access code and complete the form.
The information von nravide is treated hv Kim as sensitive and strietlv

Reminder Email Body (Important - Uo not remove |$tags|)” Uetault Emai

YL AL W MARLW LAAANALLS AW W fU SGEAAR R AW AN T RBANAL TN AL RATANANA WAl P

all our core systems, from HR to compliance, and that we have all vour contact
details in case of an emergency.

Please click the link below, enter your unique access code and complete the form.
The information you provide is treated by Kim as sensitive and strictly
confidential. It is managed in line with our data security and privacy policies
(please see the company handbook). If you have any questions, please contact
hrsytems@kimtechnologies.com

Form Link: [$link]

(Required *) Please confirm you are authorised to send Campaign emails to recipients.

| Update Campaign | Send Reminders Restart Campaign

o+
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Name

HR Update Form

Description

Transition to n...

Begin Date

14 Mar 2024

End Date

15 Mar 2024

Respondent...

50%

Active

Date Created

11 Mar 2024

Action

Edit/Review

o+
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Edit Campaign

% General
Ress dents/Status

refill Campaign

Please activate this campaign by (i) ticking the box and (i) selecting ‘Update Campaign’ at
the bottom

Campaign Name *

l HR Update Form

Campaign Description *

[ Transition to new HR system

Campaign End Date (Optional)

‘ 15 March 2024

Return URL (Optional - see tooltip for more information)

‘ https://  info kimdocument.com/digital-transformation

Initial Email Subject *

| Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

‘ ‘ Send Reminders Restart Campaign Close

ir
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Edit Campaign

i Res pondents/Status

5 Prenill Lampaign

Please activate this campaign by (i) ticking the box and (i) selecting ‘Update Campaign’ at
the bottom

Campaigni. =*

l HR Update Form:

Campaign Descriptic  *

Transition to new HR system

-

‘ 14 March 2024

Campaign End Date (Optional)

‘ 15 March 2024

Return URL (Optional - see tooltip for more information)

‘ https://  info kimdocument.com/digital-transformation

Initial Email Subject *

| Update Your HR Record - Kim Confidential CUSTOMER EXAMPLE

‘ Send Reminders Restart Campaign Close

ir
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Edit Campaign

o
b

A= General
i= Respondents/Status

= Prefill Campaign

—|— Upload User L
Respondents

O Search

+ Add User

D

i



<_

b}

Kim Documeant

cC O

Edit Campaign

&2 General
= Respondents/Status

Prefill Campaign

+ Upload User List B

Respondents

e .
[y Al _‘\I Ineamnlate {1 Camnlata

“L_Delete Respondents

ir



i= Respondents/Status

= Prefill Campaign

[E Example list

The moment you Upload a User List or Add Users
they will immediately receive an email to participate
in the Campaign so please make sure that you have
taken all other actions before completing this step
Lists are limited to 2000 rows.

Lists must be a CSV text file.

Lists must be maximum size 500 KE.

Lists must be in our specified format. Click link for
example.

Phone numbers are optiona
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¢ > C O

Lists must be a CSV text file.

Lists must be maximum size 500 KEB.

Lists must be in our specified format. Click link for
example.

Phone numbers are optiona

Choose File Example (2).csv

v §







