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How to use "Prefill Campaign”
functionality

Send forms to users with prepopulated data that you
want them to confirm, update and / or add to.

March 2024



This Video <)

Kim’s “Campaign” functionality lets you set up data capture Webforms for
one-to-many distribution. It is designed for easy capture of new data.

“Prefill Campaign” functionality enables you to pre-populate the campaign
Webforms with existing data you hold in other system:s.

Rather than sending blank Webforms and asking users to add data, you can
now send Webforms with data you already have and ask recipients to
confirm, amend, or add data to the Webform.

www.kimdocument.com
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HR Update Form

Descrif

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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Campaign List

Create new campaign

- - New Campaign | + De

Name Description

HR. Update Form Transition to n...

"'yt Configuration @Kim Document Email Integration

Begin Date

11 Mar 2024

End Date

31 Mar 2024

Respondent...

0%

Active

Date Created

11 Mar 2024

Action




Edit Campaign

= General ivate this campaign by (i) ticking the box and (ji) selecting ‘Update Campaign” at

the bottom
Respondents/Status

Campaign Name *
& Prefill Campaign

l HR Update Form

Campaign Description *
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

Update Campaign ‘ Send Reminders H Restart Campaign ‘ Close
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Edit Campaign

o General

i 1 Prefill Campaign

Roc memm Aemd e HOE b e

Lampaign Description ™
Transition to new HFE  ystem
Campaign Email & ner *
tegan.nki"t _akimtechnologies.com
Campaign Start Date (Optional)
I 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 *

| 1R Record - Kim Confidential CUSTOMER EXAMPLE

dy (Important - Do not remove [$tags])* Default Emai

B I|Q|-S— » = !E|% €5 || Normal

Hello [$userFirstName],

‘ Send Reminders Restart Campaign Close
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Edit Campaign

a= General

= Respondents/Status

= Prefill Campaign

Prefill Campaign
Get Specification ‘

This functionality allows you to use data from other systems (e.g. Salesforce, Workday,
SAP, ServiceNow ...) to prefill the campaign forms that you send out to individuals so
that they can confirm that the data is accurate and/or so that they can update it and/or
add new information. Simply:

Get Specification xls

1. Use the “Get Specification’ button to download the data points (in xls format) for the
form that you have set-up in Campaigns.

2. Complete the xls with the data that you want an individual recipient to confirm, update
and/or, add to (NOTE Column B (Description) is optional and you may not have all the
data for an individual recipient and if not, there will be data gaps in this xls which is not
an issue).

3. Use the “Upload’ button upload the completed xls.

+ Upload User xls

. Select ‘Respondents/Status’ from the left-hand menu.
. Select "+ Upload User List" and download the ‘Example List' ls.

b. Populate the ‘Example List’ xls with the email addresses and first and last names of
recipients that were contained in the ‘Get Specification” xls in step 2 above - 'Phone
MNumber' is optional (NOTE you may want to provide this xls to any colleague that is
filling in the ' I“;'i Specification’ xls so they can complete both).

7. Upload th a the 'Choose File’ (NOTE when you upload this xlIs the Campaign will
be sent out so only complete this step when all other elements of the campaign are set

up).

ir
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H I J K L M N 0O P
FirstName MiddleNameorlnitial LastName HouseNoName AddressStreet AddressCity AddressZipPostCode State Country
Tegan = Phillips 1 The Street Ontario KOJ9Z9 Central Canada
Karl B Chapman 2 The Road Cambridge CA34ZZ Cambridgeshire England
Sam C Jefferies 3 The Lane London SW4 6GN Middlesex Engaland
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& Prefill Campaign This functionality allows you to use data from other systems (e.g. Salesforce, Workday,
SAP. ServiceNow ...) to prefill the campaign forms that you send out to individuals so
that they can confirm that the data is accurate and/or so that they can update it and/or
add new information. Simply:

Get Specification xls

1. Use the ‘Get Specification’ button to download the data points (in xls format) for the
n that you haw up in Campaigns.

2. Complete the xls with the data that you want an individual recipient to confirm, update
and/or, add to (NOTE Column B (Description) is optional and you may not have all the
d: - an individual recipient and if not, there will be data gaps in this xlIs which is not
an i

I [ PR |

MNumber' is optional (NOTE you may want to provide this xls to any colleague that is
filling in the 'Get Specification’ xls so they can complete both).

. Upload the xls via the 'Choose File’ (NOTE when you upl this xls the Campaign
be sent out so only complete this step when all other elements of the campaign are set
up).

l':D Campaign Specification file downlo=ded successfully!
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=5 Prefill Lampaign

Prefill Campaign

Get Specification

This functionality . "ows you to use data from other systems (e.g. Salesforce, Workday,
SAP, ServiceNow ...) . prefill the campaign forms that you send out to individuals so
that they can confirm »at the data is accurate and/or so that they can update it and/or

add new information. Simply:

Get Specification xls

1. Use the ‘Get Specification’ button to download the data points (in xls format) for the
form that you have set-up in Campaigns.

2. Complete the xls with the data that you want an individual recipient to confirm, update
and/or, add to (NOTE Column B (Description) is optional and you may not have all the
data for an individual recipient and if not, there will be data gaps in this xls which is not

hiing in the "Get Speancation’ xls so they can complete Dothn).

7. Upload the ia the ‘Choose F 1 you upload this xIs the Campaign will

be sent out so only complete this step when all other elements of the campaign are set

up)




<_

b}

Kim Documeant

cC O

Edit Campaign

&2 General
= Respondents/Status

Prefill Campaign

- Upload User List =+ Ad

Respondents

) Search

Al () Incomplete () Complete

Phone(Opti...  Date Compl...

_cliete Respondents

Date Sent
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Edit Campaign

£ General
i= Respondents/Status

= Prefill Campaign

Uploac Respondent List

|'£‘ ] Example list




Clipboard Iy

A
Username
tegan.phillips@kimtechnologies.com
karl.chapman@kimtechnologies.com

B
FirstName
Tegan
Karl

C

LastName
Phillips
Chapman

Alignment

D

PhoneNumber
0207 1234567
0207 2345678
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Edit Campaign

Upload Respondent List

£ General

ssfully d I

i= Respondents/Status

@ Example list
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Edit Campaign

AL General Upload Respondent List

i= Respondents/Status

@ 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

= Prefill Campaign

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 KEB.

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

Phone numbers are optiona

Choose File Example (2).csv

v §
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make sure that Ill:lll are added correctly 1o all our core systems, Trom HK 10 compliance, and that we have all }'\DI." CONTact details in case oT an emergencr Flease provide tne
details below. This information 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 hrsystems@kimtechnologies.com

1. Your Name

(i) First Name (i) Middle Mame or Initial (iii) Last Name
Tegan A Phillips

2. Your Address

(i) House Mo, f Name (i) Street (i) City (iv) Zip / Post Code
1 The Street Ontario KOJ 979

(v) State / County (vi) Country
Central Canada
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and fill out the form. 3 MNew Record

HR Update Form

Prefill Campaign - HR Update Form Created document

Tegan Phillips

Mar 11, 2024

Version

~ Prefill Campaign

~ Welcome

+ New Appli...
03 Seetings

Kim Documant - Copyrigiht 2024




Kim Documeant

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

(® Get Started @D Assigned B2 1Records [ Draft
® Examples

f3 Applications 5 B2 Subject Attachment  Version
Select an Application from the category
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Document Preview (HR Update Form)

®R o8
emergency.

Please provide the details below. This information 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 lisa.giacone@kimtechnologies.com

Information required Response

1. Your Name .
Middle name or inital A
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Select an Application from the category

and fill out the form.

v Prefill Campaign

~ Welcome

Subject

New Record

HR Update Form

Prefill Campaign - HR Update
Tegan Phillips

Mar 11, 2024

Bulk Download

Application

I""N'i | rﬁl'ﬁr‘" Aan - LD | lnAdats Carmn ’

Filter records by Campaign.
Campaign
|
l
HR Update Form(March 11, 2024)

F i

L—

Created from To

Select a date ‘ Select a date

Updated from To

Select a date [T ‘ ‘ Select a date [ ‘

v R

R Tegan Phillips

Attachment Version
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(®) Get Startec
® Examples

B8 Applications ' Subject

Select an Application from the category

and fill out the form. New Record

HR Update Form

Prefill Campaign - HR Update

Tegan Phillips Prefill Campaign - HR Update Form
Mar 11, 2024

Attachment Version
Bulk Download <

Application
~ Prefill Campaign '

Campaign
~ Welcome Paig

HR Update Form(March 11, 2024)

Download type *

Yy - Fat
[ Jxml (@) xlsx () package

Created from To

Select a date ‘ Select a date [

Updated from To

Select a date [ ‘ ‘ Select a date [
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Excel reque t

Thank you. Your requ  * has been subm*ed.
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