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The purpose of this document is to establish an understanding of the Email
Execution Team on how to build, complete, and schedule a Promotional Email
Campaign in Oracle’s Responsys Interact Platform using the EMD (Email
Messenger Designer).

Survey emails use most of the steps outlined in this document — you will just grab
your Data sources from a different folder as specified when you receive the
assignment.

Screenshots are for reference-only and not particular to a specific campaign.
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Create a Builder QA_Checklist

Before you log into Responsys and continue reading this Process Document, you will need to start a

Builder_QA_Checklist to make sure you have everything you need before you begin.

This Checklist serves as a Builder and QA reference document that follows the steps outlined in this Process
Document. You will need this Builder_ QA_Checklist to also complete certain steps within this Process Document.

This Checklist will also house the QA Buddy Process — which is a peer review process to ensure accuracy of email
campaign set-up and deployment. Your QA Buddy is found in the Weekly Assignment sheet (a weekly spreadsheet

with your campaign work assigned by Hayley Tubb, manager of the Email Execution Team).

1. Navigation to Z:\Planning and Promotions\EMAIL - Execution Documents\YYYY Campaigns

\Month\ WKXX

a.  Create a new folder with the naming convention

YYYYMMDD_CampignName

Then, navigate to Z:\Planning and Promotions\EMAIL - Execution Documents\Templates\EMD.

Copy the Builder_QA_Checklist Template and the corresponding Link Table Template you need for your
Campaign and paste into your newly created campaign folder from Step 1.
a.  Rename your copies:
i. Builder_ QA_Checklist 2 YYYYMMDD_CampignName_Builder QA_Checklist
ii. Link Table 2 YYYYMMDD_CampignName LT

1. You’ll use this Link Table in another section.
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Import your Campaign Assets

When you start building a campaign, it’s important you have all the assets you need. This includes:
e Audience Selection

e Link Tables

e  (Creative Content

Audience Selection

The Audience Selection is who your Email Campaign will go to. Audiences are determined by the Email Strategy
Team and the Selection Team.

Email Strategy Team Contacts:

Selection Team Contacts:

Audience Selection data is provided by the Selection Team, and they will import this data into Responsys and notify
you via email; or the Metadata spreadsheet housed in Z:\Planning and Promotions\ EMAIL - Execution

Documents\YYYY Campaigns \Month\ WKXX

Sometimes this import can be delayed, but you can go ahead and build your Email Campaign while you wait on this

data.

Statement of Work for Hayley Tubb = February 25, 2019 4


file://///legfile/catalog/public2/Planning%20and%20Promotions/Planning%20and%20Promotions/EMAIL%20-%20Execution%20Documents
file://///legfile/catalog/public2/Planning%20and%20Promotions/Planning%20and%20Promotions/EMAIL%20-%20Execution%20Documents

Example of Types of Audience Selection Data:
e  Profile Extension Table (PET)
o Housed in Responsys —updated frequently via API call to Company internal data systems and/ot
Responsys tracking
*  Found in Responsys Folder: IMasterData/
e Data File Name:
o PET_Profile_Daily
o PET_Profile_Weekly
o Send_Time_Recommendations (se¢ Process Document_Responsys Programs
for more information)
o Uploaded by the Selection Team for each week
*  Found in Responsys Folder: [UnicaListCuts/
e Data File Name:
o EP_WKXX_MMDD_CampaignName_XXXXX

e  Metadata
o This actually isn’t a data source that you will select for your Campaign. Campaigns using this type
of data just mean that the information is “housed” in Responsys. You will only need to associate
a TREATMENT_ID (covered on the Data Sources step) and an Audience Filter to you
campaign.
e  Tilter
o Denoted by the Selection Team which Filter you need in the Inclusions section when you build
your campaign.
*  If using !UnicalistCuts PET, Filter found in Responsys Folder:
e  |MasterFilters/
= If using Metadata SQL, Filter found in Responsys Folder:
e Typically z CRM_Filters/ unless otherwise noted
e Supplemental Data
o SQL View
®  Created by the Email Builder for their specific campaign during set-up if specified. (Set-
up instructions on the next page)
e Typically if there is a dynamic piece of content within the campaign that will
use a “flag” list of Company Services: X,Y,Z.
*  You will house in Responsys Folder: Corresponding Week’s Folder/
e Data File Name:
o  YYYYMMDD_CampaignName_Metadata_SQL
o  Supplemental Join (aka Join table)
= If a data point is added after the fact of when selection is pulled or in other special
circumstances, a special table called a Supplemental Join will be created. This
information will be provided to you on a case-by-case basis and notated in the Weekly
Assignment Sheet.
*  Typically found in Responsys Folder: the corresponding week’s folder -OR-
z_CRM_Supplemental/
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Link Tables

Your Link Table Template should have been copied over in the “Create a Builder_ QA_Checklist” Step. If in doubt,
navigate to Z:\Planning and Promotions\EMAIL - Excecution Documents\ Templates\EMD to copy and paste the Link table yon
need that corresponds with your campaign into your Campaign folder.

This file houses all the links needed for your Campaign. The Template includes the links that are in the Header and

Footer of every email Campaign. You will need to add links to this Template for the contents of your email.
Prepping the Link Table

1. Open the Link Table Template on the server, then save it using this naming convention in your respective
week’s folder as a .csv (must be a .csv file)
YYYYMMDD_CampaignName_LT.csv
2. Inyour newly created Link Table file, starting in Row 38 enter in the shipping banner, offer, body, and/ot
banner links from the Linking Doc that you need for your email campaign.
a. Column A = Link name
i.  These are the bdy tags outlined in the Linking Doc
b. Column B = the actual URL
i. This is the link defined by the Site Merchants in the Linking Doc
c.  Column C = Link Category
i. Make sure to include the Category of the link in Column C. Denoting the type of uil
link that is being used helps with reporting.
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Uploading the Link Table to Responsys

1. In Responsys. simply navigate to the left-hand sidebar and click the arrow to the right side of Campaigns.
Then, click “Create Link Table”

Home

B Campaigns

2. Select “Upload Delimited Text File”

[ —— ]
Create Link Table
Select the method to create a new link table.

ﬂ Create Link Table

Extract from Documents

Extract from Campaigns

Populate Fields Manually

I Upload Delimited Text File I

3. Choose the Link Table you just created on the server.
a. For this example, I've chosen 20180822_Clearance_Swim_LT.csv
4.  Click “Next”

Create link table - Upload File
Select the file and character set.

Select the local file to be uploaded:

m Choose File | 20180822_C..wim_LT.csv

Character set of the file to be uploaded:

Unicode (UTF-8) \

5. On the next page, make sure the following is selected:
a.  Choose the character that separates the fields:
i.  Select “Comma”
b. Choose the character used to quote field values:
i.  Select “ (quotation mark)

c.  Check this box if the first line contains field names
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i. Checkmark the box
6. Click “Next”

Create link table - Upload File
Confirm the file's characferistics.

Preview of the initial portlon of the uploaded file:

LINK_NAME,LINK_URL,LINK_CATEGORY,EXTERNAL_TRACKING,CREATED_DATE_,MODIFIEL]
BOE_ratings_and_reviews,${mirrorURL},jcpenney_homepage,,8/8/2018 12:49,8/8/2018 12:
BOE_Store_Locator, ${mirrorURL},jcpenney_homepage,,8/8/2018 12:49,8/8/2018 12:49,,
BOE_jcp_rewards,${mirrorURL}, jcpenney_homepage,,8/8/2018 12:49,8/8/2018 12:49,,

-
=
-
=
D Choose the character that separates the fields:

O Tab

© semicolon
® comma
© space

O pipe

© other l:l

Choose the character used to quote field values:

%) Check this box if the first line contains field names
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7. Match the Incoming Fields to the Link Table field. Use the screenshot below as a reference.
a.  Set Created_Date_ and Modified_Date to “- - skip this field - -”

Create Link Table - Upload file
Match fields from the incoming file with those of the new link table

Field Matching
pu— Incoming Fields sample Values P;g‘tf‘es with Link Table

BOE_ratings_and_reviews

LINK_NAME BOE_Store_Locator
BOE_jcp_rewards
S{mirrorURL}

LINK_URL SImirrorURL} LINK_URL
S{mirrorURL}
jcpenney_homepage

LINK_CATEGORY jcpenney_homepage LINK_CATEGORY v

jcpenney_homepage

EXTERNAL_TRACKING EXTERNAL_TRACKING ¥
L -
8/8/2018 12:49
— skip this field — A

CREATED_DATE_ 8/8/2018 12:49
8/8/2018 12:49
8/8/2018 12:49

MODIFIED_DATE_ §/8/2018 12:49 —skipthis field - ¥
/8/2018 12:49
tos L Rt
ANDROID_LINK_URL ANDROID_LINK_URL ¥
—
Click “Next”

9. On the next page, Choose your Week’s Corresponding Folder. And enter in the name of the Link Table
from the server without the .csv file extension (ex. YYYYMMDD_CampaignName_LT).
10. Click “Create.”

Create Link Table
Specify the valid name and location of the new link table.

1. Select the folder to hold the new link table

| 2018_august_wk29 v
2. Enter a name for the new link table -OR-  Select the existing data source to be replaced
|20180822_Clearance_swim LT | | -- nothing selected -- v

Names can include only these characters and have length less than 100 characters:
A-Za-z09space!-=@_.[]1{}

11. Your Link Table for your email campaign is now in Responsys.
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Creative Content

Once content has been passed through the Final Approval channels from the Creative Team and Email Strategy
Teams, you will put a Final Version of the ,jpeg in the Linking Doc (se¢e Z\EMAIL. - Execution Documents\ Process and
Training Documents\ Process docs for the document ontlining this Set-up).

The Coding Team will then create the assets needed for your campaign (somzetimes if marked as Final early on, the coding
team will pick it up and code it before you mark it as Final in the Linking Doc). You will need to upload these assets to

Responsys.

Coding Team Contacts:

Statement of Work for Hayley Tubb = February 25, 2019 10



Prepping the Body Creative Content
1. On the setver, navigate to Y:\Internet_Creative\_CODE_FOR_EMAIL_TEAM
a.  Select the Folder: CORE
i This is typically where creative content is housed for Promotional Enails
2. From here, you’ll select “Body”. Then, your corresponding Week and Campaign Folder.
o Banners and Offers will be uploaded to Responsys by Aylesha Roberts as outlined in the Z:\Planning and

Promotions\ EMAIL. - Excecution Documents\ Process and Training Documents\ Process does\ Process
Document Offers and Banner Set-up
3. Once in your campaign folder, create a .zip folder by

a.  Right-clicking in the window >>
b. New >>
c.  Compressed (zipped) Folder

). Folder
[#] shorteut
Microsoft Access Database
& Bitmapimage
[#=] Contact
View ' Microsoft Word Document
ooy ’ Microsoft Access Database
Group by |22
Refresh Microsoft PowerPoint Presentation
Rich Text Format
Customize this folder. 3 | Dot
Paste Microsoft Excel Worksheet
Paste shorteut | Compressed (zipped) Folder
New » B Briefcase

4.  Name the folder:

MMDD_CampaignName_Assets.zip
5. Drag and drop the following assets into your newly created .zip folder to make copies:
2. MMDDYYYY_CampaignName.html
b. Images (folder)

N Name Date modified Type Size
| images 8/16/2018 2:56 PM File folder
f. 0822ClearanceSwim_Assets.zip 8/16/2018 2:56 PM Compressed (zipp... 229 KB
€ 082218 CLEARANCE_SWIM html 8/16/2018 916 AM  Chrome HTML Do... 9KB
= EMAIL_AUG WK29_082218_CLEARAMNCE_.. 8/13/2018 1.07PM  JPEG image 554 KB

6. Now you’re ready to upload to Responsys. We use a .zip folder because it allows the assets to easily upload

to Responsys.
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Uploading the Body Creative Content to Responsys
1. Once logged into Responsys, simply navigate to the left-hand sidebar and click the arrow to the right side
of Content. Then, click “Manage Content”

2. From here, find the corresponding week’s folder for your email Campaign.

a. If a week’s folder is not yet created, simply click “New Folder” at the top left-hand corner of the

grey window and name it YYYY_Month_WKX

New Folder

> Favorites

» (5) Recent
v [ All Content
» B tnmnmmITHY_ CONTENT

» (W ICouponCodes

» W 1Daily_Reports

3. Hovering on the week’s folder if it has already been created, a grey arrow will appear. Click on the blue
arrow and select “Create New Folder” to create the email campaign content folder for that particular

week.

[ L

» LW 2018 March_ WK9 Create New Folder

» [m 2018_May_Banners Move
> [m 2018_May_WK14 copy
» [m 2018_May_WK15

Export

» Bm 2018_May_WK16
» Bm 2018_May_WK17
» B 2018_May_WK18 Rename

Add to Favorites

» [ 2018_September_Banne Upload
» [ 2018_September_Offers Delete
v [ 2012_September_WK32 +

» Em 0812_Lingerie
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4. Type in the name of the folder you are creating with the naming convention:
MMDD_CampaignName
5. Once your folder is name, click the blue “Upload” button within your folder.

Hew Foidar Open fers

»im 0830 Opical ab »

» I 0530_opcal_Re

» 0830 Sepl_Brthst o
» I 0830_Stove_Ciosing

* B 0831_Furniture M.

» i 0831_Kids_Dynamic

» B 0031_Moden_Bris
i 0831_00S Finst

+ W 0831_SFS Colleg.

> 0831_uDw_loskey

» I 0501_ADPO_Chea

+ i 0501_Final_Take

+ 1 0501_Homeconing

» 0501 Labor Dy

» I 0501_Smaes_Fiia

» i 0501_XOn_Lews
.

Auther

b 0830 Weaky_Ad There is 1 content avarsble in 1 fokler. Upiiag Conlent ar Créste & néw 0ozument

Create Document

La. La. Cr.. Ty.. Sie Fol

6. On the next page, drag and drop your created .zip folder from the server you just created for the campaign

from the “Prepping the Body Creative Content” step onto the webpage.

Upload Content

Drag and drop your fles here.

=

Youcanaiso browse for a tée

Back

7. Checkmark “Overwrite existing files (zip uploads only)”. Click “Start upload”

Upload content

Character set: UTF-8 ,I“

0831_0DS_FinalHours #"

Add tags

You are about to upload 1 file(s) to:

+ Qverwrite existing files (zip uploads only)

Cancel I Start upload
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8. The files will begin to upload which can take a few seconds to a few minutes depending on the file sizes.

Upload files
File Name Destination
) tastaors_ovs £ [EE————

Uplaading 1 files

Gancel

9. Once it is done uploading, you may receive an error message pictured. Rest assured, there was not an
error. Click “OK”

Upload complete

Unable to upload the file(s) below

DS_store A 1nvalid name
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10. Next, click “Back”

Upload Content E

Drag and drop your files here.

=

Youcanaiso browse for a fie

11. Check that your file was properly uploaded by making sure there is an .htm file within your email

campaign content folder and an images subfolder.

Manage Content

Search Exact Match Search = Open options
New Folder Open filters
N
T h 2018_August WK31 Page 1 of 1 Displaying 1-10f 1
» [ 0902_Appliances
» B 0902_Sunday_Night | Name ~ Author | LastM.. | LastM.. | Created orf
» [ 0802_Womens D i | k@ [ 090513 CLARKS hm vV htubb | Aug3.. | hiubb Aug 30, 2
» W 0902_Womens_SJB
» B 0902_Womens_Tall Quick view

» W 0903_ODS_FH
» [ 0903_One Day S.
» i 0904_Compliance I
» B 0904_Jewelry_Sale
» [ 0905_BAT
~ [ 0905_Clarks
» [m images

» [l 0905_Dickies
=

12. Then, hover over the .htm file to see an “eyeball” icon.

\

FagE o T TISPrRyIg T=TUr T

Name ~ Autl

N@ [ 090518 CLARKS him ¥ ht

a.  Click on the eyeball, then hover over the “htm” graphic until a magnifying glass with a “plus”
symbol appears. Click on that symbol.

091218_COMPLIANCE_LD.htm
Autnor: htubb
Type: HTML

Size: 2KB

Created on: 91772018 09:31 AM
LastModified:  9/7/2018 09:31 AM

Add Tags

Edit document
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13. Here you’ll be able to preview the body Creative Content of your email to ensure the correct assets were

uploaded.

14. Now you have everything you need to build your campaign!
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Copy Workbook

To speed up the process of creating emails, a Promotional Campaign Workbook template is created that houses

evergreen Data Sources you’ll need to build your Promotional Email Campaign..

*Note: Campaign Dashboard and Campaign Workbook nomenclature is used interchangeably in Responsys Interact. For the purposes
of this Process Document, Campaign Workbook, or “Workbook,” will be used.

1.

2.
3.

4,

Once logged into Responsys, simply navigate to the left-hand sidebar and click Folders.

Once in Folders, select IMasterEMD
Find the Promotional Campaign titled “Standard_Template. EMD_WORKBOOK?”
If you are doing an Associate Transactional email, you will copy

“Transactional_Associate_Template. EMD_WORKBOOK?” — the only difference between this

workbook and the Standard is the Marketing Purpose (Standard = Promotional; Transactional =

a.

Click the drop-down arrow on the righthand side. Then, “Copy’

Transactional)

i.  We use this workbook in order to send email campaigns to associates. Marking it as a

“Transactional” email means that the audience (employees) cannot unsubscribe from

the email — there is no unsubscribe link present.

>

Folders

New folder Import

Folders: | All Folders

|BazaarVoice

ICoremetrics_
ICoremetrics_Mirror
IDaily_Reports
IDENISE
IDynamic_Content_Rules
IForms
IHosted_Coupons
lJames_Test
IMasterData
IMasterData_TEST
IMasterEMD
IMasterFilters
IMasterPrograms

IMITHILESH_LOYALTY

v

a

Contents: | All Types

IMasterEMD

=4 Standard_Template_EMD_WORKBOOK
‘a Transactional_Associate_Template_EMI
5% standard_EMD_LINK_TABLE_TEMPLA

Campaign Dashboard
Copy

Delete

Preview - Design - Edit
Deliverability Test
Proof Launch

Launch

Live Report
Overlay Report

Campaign URLs
Properties
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8.

Rename the template to match the following convention:
YYYYMMDD_CampaignName

Select the corresponding week’s folder to house the campaign.

a.  For this example:

i.  The Campaign Name has been titled: 20180822_Clearance Swim

ii. The Folder is 2018_AUGUST_WK29
Click “Copy”

Standard_Template_EMD_WORKBOOK - Copy Campaign
This will create a new campaign that is an exact copy of the selected campaign.

Sicp 7

Enter a name for this new campaign:

Step 5 20180822_Clearance Swim

AZa-z09space!-=@_[]{}

Select the folder to hold this new campaign

m | 2018_August_wk29 v

Campaign name cannot be more than 150 characters and can include only these characters:

In the new screen that displays, this is your Promotional Email Campaign’s Workbook. This is where you

will build and complete your email Campaign.

Campaign status: Draft

’ Message 4 @ Proof settings

From address: JCPenney@e jcpenney.com
Reply to address: reply@e jcpenney.com

Proof launch

Content: |’j
Standard_JCP_HTML_template. him =1 View live report

Subject line: Test SL N

From name: JCPenney % View monitoring

Dynamic content: No
Link table: EMD_TEST_v3_linktable
External tracking: Enabled

Campaign Workbook
20180822_Clearance Swim Validate  Printable view
B4 E-mail [ON4 o Information e General settings
ez Created by: htubb Description:

Date created: Mon, Aug 20 2018 at 06:46 CDT Purpese: Promotional
Last modified: Mon, Aug 20 2018 at 07:20 CDT Marketing strategy: Promotional
Last modified by: htubb Marketing program:
Last valid on: Mon, Aug 20 2018 at 07:30 CDT Folder: 2018_August_WK28
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Create the Campaign

On the Campaign Workbook, you will enter information into each section outlined below.

Campaign Workbook
20180822_Clearance Swim

2. E-mail
Build the campaign using
the visual assets, Subject
Line, Message settings, and

assigning the Link Table.

® 7 ’o Information
4

4 Created by: htubb

Last modified by: htubb

Gampaign status: Draft

’Q Message
4

Date created: Mon, Aug 20 2018 at 06:46 CDT
Last modified: Mon, Aug 20 2018 at 07:20 CDT

Last valid on: Mon, Aug 20 2018 at 07:30 CDT

Validate  Printable view

1. General settings

e General seﬂings.\f
—

Description:
Purpose: Promotional
Marketing strategy: Promotional
Marketing program:

Folder: 2018_August_WK29

Set-up categorization of the

campaign for Reporting purposes

6. Proof settings

Vd @ Proof settings .\’
—

Test your campaign before you’re

o o ’/ From address: JCPenney@e jcpenney.com PE—
Reply to address: reply@
1 Inf . r ’ Comenee R 2 ready to send to the masses
1 nformation 1 ,’ Standard_JCP_HTML_template htm View live report
1 . Subject line: Test SL
1 Cannot be edited. 1 e From name: JCPemmney ) viewmonitoring
1 1 ,I Dynamic content: No
: B : 1 Link table: EMD_TEST_v3_linktable
: Ingrmned lnformatlon about I " External tracking: Enabled
: 4
I when the Campaign ! p;
I ! /
: Workbook was created. : s
4
1
- '0 Data sources 7
e —————————

Message
The same information is filled
out in the E-mail step.
Do not edit here.

lmmmm————g

r
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

9 Campaign settings

Campaign setup

CONTACTS_LIST

UNSUB

PET_PROFILE_DAILY Linkld
PET_PROFILE_WEEKLY DISCLAIMER
PET_PROFILE_DIVISION_SALES FOOTER
EP_WK29_0822_XDIV_SWIM_52147_20180822_110... PreHeader

External campaign code: Footer:
Reciplent locale: English Mo footer
UTF-8 encoding: No Security-XSS: Enabled
Accessibility warnings: Off X-headers:

»

/

/
| ————————
This section will highlight if ¥
you’re performing a
Multivariate Test.

Profile: CONTACTS_LIST

Feedback-ID - S{campaign id) ${launc

Testing and analysis

Pre launch

Links Deliverability

Test links. Analyze

Last analyzed: Not available

Multivariant testing
Number of versions: N/A
Default version: N/A
Variants: WA

Audience 7’

Exclusion table or view:

Inclusion file: Suppressed domains:
Zeto_Inclusion_Fiter  NiA foss com
cema net

5. Audience / Targeting
Define the audience list and

dasherexpress com

Tracking options

Segmentation repi
TUESDAY

3. Data Sources
Associate the data with your email in order to make sure it

gets to the correct people and displays the correct content

rd

4. Campaign settings

ck opens: Enabled

Set-up campaign tracking criteria for execution and

reporting purposes.

o Launch settings s

Schedule launch

Unsubscribe: Single click apt-out
Auto close: 50 days after last respo
Campaign-closed URL:

Limit launch count to:

Limit launch rate to:

7. Launch settings

Prepare your Campaign to launch

.
View live repart

View monitoring

9 Program

Create Program

8. Program (if needed)
Directly set-up a Program for your

campaign from the Workbook if needed.

any inclusions and exclusions
for the campaign, which

includes Filters.
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Step 1 - General settings

G General settings

Description:

Purpose: Promotional
Marketing strategy: Promotional
Marketing program:

Folder: 2018 August WK29

Located in the top right-hand corner of the Campaign Workbook. Click on the edit pencil icon highlighted
above.
On the pop-up window, ensure that the Name is entered according to the naming convention outlined in
the “Copy Workbook” step. (YYMMDD_CampaignName).
Enter in a brief Description about the campaign, including if there is a test (subject line, creative, etc.) or
if it is an STO or STO_BO campaign.
Purpose will always be “Promotional” and cannot be edited from the Workbook.

a. If you copied the Transactional_Associate_Template_ EMD_WORKBOOK it will be

“Transactional”

Marketing Strategy: Select “Promotional” (most Standard Campaigns are Promotional)

a.  If the campaign is a Trigger, you will select “Trigger”
Marketing Program — this is the type of content within the email as it relates to the product Division or
business objective. This will be outlined in the Weekly Assignment Sheet. Select the corresponding option.
Ensure the Folder selection is correct for the corresponding Campaign Week chosen in the “Copy
Workbook™ step.
Click “Save”

Edit general settings x

Name: 20180822_Clearance Swim Required
Description: Single image graphic. No test]

Purpose: Promeational

Marketing Strategy: Promoticnal =

Marketing Program Enterprise XDiv Graphic | +

Folder: 2018_August_WK29 o~ Required
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Step 2 - E-mail

4 E-mail @

1. Located in the top left-hand corner of the Campaign Workbook. Click on the edit pencil icon highlighted
above. You’ll be taken to a new screen.

2. On the new screen, you'll need to choose your HTML template for your campaign by clicking “Change”
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a.  Asof 10/24/18, thete are 6 templates available:
3. Enter in your Subject Line in the text field “Subject”

20180822_Clearance Swim

Subject Up to 70% off women's swim clearance in store

a. If you are using a First Name personalization field, testing Subject Lines or using Dynamic Subject
Lines, see directions in the Appendix of this document.
4. Next, in the upper right-hand corner, click “More” then “Manage Header” to set up your From Name, From
Address, and Reply to fields

Save ¥

Manage header

Link tracking

Workbook Preview

Version test

a.  See Z:\Planning and Promotions\EMAII. - Execution Documents\Process and Trainin

Documents\Process docs\Friendly From lists.xIsx on which fields you need.

i. If you are using Dynamic From Name (aka Dynamic Friendly From), see directions in the
Appendix of this document.
b. For this Example:
1. From Name: Company
1. Also known as Friendly From

ii. From address: Company@e.Company.com

iii. Reply to: reply@e.Company.com
iv. Bcc: None (ALWAYS SET TO NONE)
c. Click “Apply”

Message Header X

remnene - From s _ :
Reply to: reply@- - Bee None -

Cancel Apply

5. Next, in the upper right-hand corner, click “More” then “Link Tracking” to set your links for your email.

Workbook Preview m Save v

Manage header

Link tracking

Version test

a.  On the pop-up window, make sure “Track Links” is toggled to “On”
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file://///legfile/catalog/public2/Planning%20and%20Promotions/Planning%20and%20Promotions/EMAIL%20-%20Execution%20Documents/Process%20and%20Training%20Documents/Process%20docs/Friendly%20From%20lists.xlsx
file://///legfile/catalog/public2/Planning%20and%20Promotions/Planning%20and%20Promotions/EMAIL%20-%20Execution%20Documents/Process%20and%20Training%20Documents/Process%20docs/Friendly%20From%20lists.xlsx
mailto:JCPenney@e.jcpenney.com
mailto:reply@e.jcpenney.com

b. Then, “Select link table”

Link tracking

Track links: m off

Link table: EMD_TEST v3_linktable €

Select link table =7 Update link table # External tracking

extemal tracking on

Add links Remove links. Page 1 of 1 Link count = 36

Link name T Link URL Link categery 10§ link URL Andro
BOE_Customer_Service  ${mirrorURL}

BOE_follow_us_on_Twi.. | ${mirrorURL}

c.  You may receive a Warning Window, select “Yes”

You will lose any unsaved changes. Do
you want to save the link table?

Yes No Cancel

d.  Navigate to your Week’s Folder where you saved the Link Table you uploaded in the “Importing
Your Campaign Assets” step. Toggle the Link Table tile over using the arrow. Then, Click “Select”.

Select the link table you want to use

Folders

2017_September_WK3 - JCF
2017_September_WK4
2017_September_WK4 - JCF
2018_April_WK10
2018_April_WK11
2018_April_WK12
2018_April_WK13
2018_August_WK27
2018_August_WK28

2018_August_WK29

2018_Back_Order_Cancellati
—

Link tables
e e
SEE 20180820 HO_ODS_FH_LT
SEE 20180820_Levis_LT
20180820_Xdiv_Hanes_LT

20180821_BNT_LT

S 20180821_Mens_LT
SE% 20180821_Uniforms_Back
¥ 20180822_Clearance_Swi.. I

20180822_Womens_Dyna..
‘B 20120822 Womens_SJB_LT
S 20130822_Womens_Tall_LT

“BE 20180823 Kids_Dynamic_LT

Link table Clear
20180822_Clearance_Swim_LT

e
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6.

e. Then, Click “Done.”

Link tracking

Track links: m off

Link table: 20180822_Clearance_Swim_LT @

Add links Remove links

Link name T
bdy_bts_shop_now_bnr
bdy_details
bdy_details_ship
bdy_find_store
bdy_fsh_25_store_bopis
bay_fsh_25_store_bopi
bay_kids_swimwear
bdy_kids_swimwear_b
bdy_kids_swimwear_girls

bdy_mens_swimwear

bk afine

]
)

Select link table

Link URL

https:/ivww jcpenney.com/glba
hitps //www jcpenney com/m/o.

http /ivwwew jcpenney.com/jspibr.
http:/iwww jepenney com/jspist
hitp:/Awviw jcpenney.com/jspibr
hitps:/iveww jcpenney.com/jspib.
hitps:/vww jcpenney.com/g/kid
hitps:/iveww jcpenney.com/g/bo.
https: /iveww jcpenney.com/glgir
hitps://vaww jcpenney. com/g/st-

i
"

Link category

Update link table

# External tracking

10§ link URL

Jcpenney_homepage

jcpenney_homepage

icpenney_homepage

icpenney_homepage

Jcpenney_homepage

Icpenney_homepage

Swim

Swim

Link count = 50

c."e"-

Drag the Source Code window to the left to minimize so you can have

You do not need to populate the Header and Footer for the EMD; meaning, you will not need to select any

content for these sections. (Footer includes the Bottom Navigation and Social Media Icons (e.g.

enough space to work.

[T TestSC

ML+  Change

Qi oo pE

<Idoctype hoals

L <htnl>

| chead>
<link rele"con”
type="inage/x-icon”
href="hittps: //static. cin.res
ponsys.net/i5/responsysinage
s/content Jepenney/ Jcp_Favic
an. 3pg">
cmeta http-equiveContent-
Type" content="text/ntal;
charset=utf 6" />
cmeta http-equiv="Content-
Type™ contente"text/ntal;
charset=utf 6"
<meta name="format-
dataction”
content="telephone=no” />
<meta name="viewpert"
content="uidthrdevice-width;
initial-scale-1.0; maxinun-
scale=1.8; user-

scalable=no;” />

hll

SHIPPING_SECTION
CONTENT _SECTION 1
CONTENT_SECTION_2
CONTENT_SECTION_3
CONTENT_SECTION_4
CONTENT_SECTION_§
CONTENT _SECTION 6
CONTENT_SECTION_7
CONTENT_SECTION_8

CONTENT_SECTION_9

KIDS>SHOES>JEWELRY>etc.). This content is pulled in through the from the campaign template that you

chose in Step 2.2

Statement of Work for Hayley Tubb = February 25, 2019

24



8.

9.

Next, click the Lightening Bolt icon on the right-hand side.

20180822_Clearance Swim
Subject. Up to 70% off women's swim clearance in store
HTML  +  Change
@ Q !4 1076
& SHIPPING_SECTION
;; i CONTENT_SECTION_1
= CONTENT_SECTION_2
:‘ CONTENT_SECTION_3
- CONTENT_SECTION 4
. ln CONTENT_SECTION_S
j; CONTENT_SECTION_6
i CONTENT_SECTION_7
e CONTENT _SECTION_§
i CONTENT_SECTION_9
-
e —

Drag the “Dynamic Content Rules” over the Shipping_Section.

Widget  Configuration

Dynamic
Content Rules

10. Above the “Shipping_Section” OR next to the Default Rule, select the edit pencil icon.

20180822 Clearance Swim

Subject | Upto 70% off women's swim clearance in store E @ SHIPPING_SECTION
HTML  +  Change = [ Widget  Configuration

Dynamic Rules

SHIP! M E CTION ‘

New rule .!.

CONTENT_SECTION_1
Default
CONTENT_SECTION_2

CONTENT_SECTION 3 |
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11. Select “Change content” on the pop-up window. Here is where you will define which Shipping Banner you

need in your email.

Edit default content
Hthe above ststemants are true, do the folowing:
@ [ Ssource @ @ = Qb &= 2=
£ E =2 2 E o - Sze - B I UA-B

SHIPPING_SECTION

12. Then, click “Select Content”.

a. If you don’t need a Shipping Banner for your email, you would simply select “Display no content”

Edit default content

Back to document

0600

Select Content Seript Skip recipient Display no content

Cancel OK
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13. Next, select “Choose from Library.”

Edit default content

Drag and drop your files here

7 © p!ﬁ

Choose from library I Add new content I

You can also browse for a file

Back to document

Cancel oK

14. Here is where you will navigate to:
a.  All content>>
b. Master EMD>>
EMD_Shipping Banners>>

i.  Select the appropriate Shipping Banner for your email as outlined in the Weekly Assignment

Sheet.

Edit default content

Select content

Select the HTML document and Image file you want to use in your Email Message
@ From Content Library Enter URL

B All content * 'Master EMD * EMD_Shipping_Banners

» W Favorites File name 1 Author | Date created

v Il Al content
|B RPL_EMD_FsHea_FSS25 him htubb Aug 20, 2017
» @l NIIINMITHY_CONTENT

» M CouponCodes
» @ 'Daily_Reports
» I Waster_Banners
« Ml Waster EMD
» Ml EMD_Header_Footer

Upload contant

-
u
Date modified

Aug 23,2018

I » @ EMD_Shipping_Banners, I

Select

d. Click “Select”
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15. Your content will display so you can visually see what you clicked on. If you clicked the incorrect asset, simply

click “Change content” again to select the correct asset. Once you’re done, click “OK”

FREESHIPPING 25041

Edit default content
fthe above statements are tru, g0 the following.
@ [ source @B eQqQtha ==
R ® A @ o TS BIUAB
FREE SHIPPING ANYWHERE OVER $99 | SAME DAY PICKUP IS FREE
525 MM TO STORES, GET DETARS + LEARN MORE |

Change content

On the Email Message Designer (EMD) window, remember to hit “Save” in the upper right-hand corner

periodically to save your work.

Workbook Preview More ¥

16. Then, click the next section you want to work on.

17. Again, drag the “Dynamic Content Rules” over the section you’re working on.

18. Just like you did above for the Shipping_Section, select your default image by choosing the edit pencil icon

either on the content block or the Dynamic Rules right-sidebar

19. Select “Change content” on the pop-up window. Here is where you will define the next piece of content in

your email. Typically, this content placement will be the Offer Banner.

Edit default content

If the above statements are true, do the following:

® [ Source @@ = Qb & ;= =
€ E =2 == F - Sz - B I U A-B-

CONTENT _SECTION 1

Change content
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20. Repeat the steps like you did above: 1) Select Content 2) Choose from Library 3) Navigate to the

corresponding folder where you need to find your content.

a.  In this example, we’re choosing the default Offer.

21. Then, click “Select”

Edit dofault content

Back to document

ool | oK

Editdofault content

Bsck o document

0129 andarop yourfes here

ek

Seiect content

Sesectthe HTIAL document and Image e you wani 10 use 1 you Email Message

@ From Cortent Levary

Enter URL

0 Al contont 2018 AUpus_WK2S © WKED_Oflers © 0821 0020 TBIGSALE

Filn name +

1 052115_082616_TBIGSALE him

Author  Date crested
aove . Aug 13,2018

acbe. Au 13,2018

22. Your content will display so you can visually see what you clicked on. If you clicked the incorrect asset, simply

click “Change content” again to select the correct asset. Once you’re done, click “OK”

Edit default content

If the above

@ | [@ Source

are true, do the

B @ =QqQth = v -
Font - sz - B I U A-DB-

Online only = Code: 7BIGSALE

i25%: - 120%
w more i F

082113_082618_7BI

or EXTRA 15% OFF* With any other method of payment

"CREDIT OFFER SUBJECT TO CREDIT APPROVAL. EXCLUSIONS & DETAILS »

‘Change content

Wi -
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23. If your content section needs a content rule, simply set up your default first, and then within the same section,
click “New Rule”.
For this particular example, I need a Dynamic Content Rule because the Offer banner is dynamic

a.
because some Customers will have a Tax-Free Banner as defined in the Weekly Assignment Sheet.

Email Message Designer Workbook ~ Preview  More ¥  Save ¥
20180822_Clearance Swim
E @ CONTENT_SECTION_1 Y,

Subject: Up to 70% off women's swim clearance in store

k19 |:|:| Widget ~ Configuration

HTML  +  Standard_JCP_HTML template.htm ~ Change

Dynamic Rules .
“oC L 'PPING ANYWHERE OVER AME DAY PICKUP IS FREE
<> S i osmagseerErAlls- ° $99 | LSEARNMORE- ICKU m KA
Defautt Vs

Online only * Code: 7BIGSALE

25% - 1205
method of paymer

or EXTRA 15% OFF* with any ot

CREDIT OFFER SUBJEC O CREDIT APPRO

EXTRA

AL. EXCLUSIONS & DETAILS »

CONTENT_SECTION_2

CONTENT SECTION

24. Name your rule something you can easily identify. Then click “OK”

a. This field does not allow special characters.
b. For this example, ’'m naming the rule “T'ax Free CT” because I need the content that displays the

Offer with a tax-free banner attached to it for the State Connecticut.

New rule x

Enter name of new rule

Tax Free CT|

Cancel OK
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25. Next, define the rule(s) in the Rule Editor. In this window, you’ll see a few Data Tables on the left-hand side.
These are part of your Workbook Template of variables needed to send the campaign (i.e. First Name, Loyalty
Cert Balance, DIV Rank, etc.).

a.  For Dynamic Rules for Content Sections of your email, you could potentially use these variables
depending on what you need. Just expand the arrow on the left to see what’s already associated with
the email campaign.

b. If you need something that is housed in the Data Table listed on the left-hand side, but it is not listed
in the dropdown, just select the “Add columns” icon to the right of the Data Table you need

information from. And then select the variable you need.

. Rules editor
« ”»
'Add Columns” icon
Tax Free CT 4
L Conditions 0 of 30
4 CONTACTS_LIST =
» PET_PROFILE_DAILY 2
PET_PROFILE_DIVISION.. 59
L FAL 1S S Drag an alias or enclosure to create a condition
—
» DynamicVariable
Select Content Script Skip recipient Display no content
Cancel oK

c. However, if you need information from a Data Table that is NOT listed on the lefthand side. You’ll
need to click “Add Table”

Rules editor

Tax Free CT
Add table Conditions 0 of 30

4 CONTACTS_LIST )

i. For this example, I need the Profile Extension Table uploaded by the Selection Team and
the variable (aka column) STATE to identify the state CT as instructed by the Weekly
Assignment Sheet for this particular Offer. Highlight it blue, then hit “Select.”

Add new source

What type of source? Select columns
AEIREEE - STANDARD_BARCODE_CD

Source name | STATE
EP_Wk28 0822 XDIV_SWIl | = | e

TREATMENT_ID
VERSICN_CD
VID

ZIP

Cancel Select
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ii. 'Then, youll drag and drop the variable you just identified over into the Condition space.

Define the rule as needed.

Rules editor
Tax Free CT “»
D) Conditions 1 of 30
CONTACTS_LIST
r = 2 p— <[ Fo
4 EP_WK28_0822 XDIV_.. F9
Drag an allas o enclosure to create a condition
STATE
» PET_PROFILE_DAILY =
» PET_PROFILE_DVISIO... B
» PET_PROFILE_WEEKLY D
L \
) ‘
Skip recipient Display no content
Cancel oK

26. After you’ve defined your rule, you need to define the content that corresponds with that rule.
Select Content>>

a
b. Choose from Library>>

o

Choose your content>> Select

e

Preview your content in the window. Select “OK”

Rules stor [—
‘Seloct content x
Tacrrect o e A5
Assie Contitons 10120 et in P
o Seloct the HTML dosument and Image fie you want 0 use in your Email Message
> conmcrsust B P
BRAEE] | comie S| R = SE comecs i o ® Fram Cantent Liwary. Erter URL

4 e was oez 0. B srare.

Orag n s o ancosure o erst  condiion o o o o o I Al content © 2018_August_WK38 © WK29_Offers ~ 0821_0826_7BIGSALE =
swre + en s pazzxow_ . B
» sersRorE DALY B

b peTpmoe oy B

» PET_proFILE DVISI.. T} |

» W Favories File nama T Author  Datecreated | Daten

Bl carsent

» peLpROLE WEEKLY B

Ty |

I cozria_owets_TIGSALE N ambe.  AguE  Awa
2018_August W28
» repeo ey B . s [ 0o21i OB TROSAE BUCKS M abe . AmTLEN Aig13
vl 0321_D326_TRIGSALE [ 092115_002616_TBIGSALE_BUCKS TA..  arabe, AR 28 Aw1E
> mages [ 062118082815 _TBIGSALE TAXFREE nim  arabe . Aug13, 2013 Aug13
+ @ Recent

Upload comtent

Cancel Selset
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27. Because of the EMD Tool Structure by Responsys, if you have a dynamic content rule set up, you will also
need to define content for NULL values.

a.  To do this, you'll simply add another “New Rule” within the same content piece.

Widget Configuration
Dynamic Rules see
‘i. D{
@& TaxFreeCT EE
Default F 4

b. Type in a descriptive text with NULL at the end “Tax Free NULL”. Click “OK”

New rule x

Enter name of new rule

Tax Free NULL

Cancel OK

c.  Enter in the same rule you defined for the Dynamic Content Rule previously except set it to “is null”.
i. In this example, ’'m choosing the !Unica PET for my campaign. Dragging the STATE

variable over and setting it to “is null”.

Rules editor
Tax Free NULL Ulr
Add table Conditions 1 of 30
» CONTACTS_LIST % R — -

4 EP_WK29_0822_XDIV_... 5%

Drag an alias or enclosure to create a condition
STATE
TREATMENT_ID

VERSION_CD I

&

» PET_PROFILE_DAILY

B

» PET_PROFILE_DIVISIO...

Insert enclosure
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d. After you've defined your NULL rule, you need to make sure you have the same content as your
DEFAULT you already set up.
i.  Select Content>>
ii. Choose from Library>>
iii. Choose your DEAFULT content>> Select

iv. Preview your content in the window. Select “OK”

Edit default content

Edit default content Seloct content

Back to document

Back o document

Seecine HTIA document aad mage 1 you want 10 s 1 you Ema essaps
® Fiom Conmert Lbvary B R
0 Al contont 2018 Aupust W20+ WKZD_Oflers © 0421_0020_TBIGSALE

File name

Author  Date crested

'R aove. Aug 13,2018
) a .
E— B le - |5
R | B
» 0 201 A0
Upload content
e.  After you have your rules, make sure the order is as follows:
i.  Dynamic Rule NULL
ii. Dynamic Rule(s)
iii. Default
Dynamic Rules see
New rule & E,{
@ TaxFree NULL =
Tax Free CT I:l
Default s

f.  You can drag the rules to move them up or down. This defines the hierarchy order in which the data

will run information to show the corresponding content piece.

I Think of it like this for the example...
e  Tax Free NULL Rule is for consumer data where we don’t have a STATE attribute for them (aka
null)
o So we want to show the offer without the tax free banner since we don’t know if they are
in the state of CT
e  Tax Free CT Rule is for just the STATE of CT
o So we want to show the offer WITH the tax free banner
e Default Rule is for any other STATE that is not CT' (does not cover null values)

o  So we want to show the offer without the tax free banner
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28. You can now toggle back and forth within the Content_Section_1 between the Default, NULL, and your

Dynamic Content Rules to ensure you have what you need.

Email Message Designer

20180822_Clearance Swim_EMD

Subject  Up 1o 70% off women's swim clearance in store

Standard_JCP_HTML _template htm ~ Change

Dynamic Rules

'PPING ANYWHERE OVER $99

% SAME DAY PICKUP IS
O STORES, GET DETAILS » LEARN MORE » |

il New rule &

Workbook Preview More ~

.‘ @ CONTENT_SECTION_1

®: [D Widget  Configuration

Online only «

i25%:
n OFF" mors

7BIGSALE

Default

0\ Tax Free CT

Tax Free NULL

Save ¥

20

or EXTRA 15% OFF* witt

EXCLUSIONS & DETAIL!

SHOP TAX FREE /ssvsems;

A0 = A & 1 » a_ ¢

29. You’ll repeat Steps 16 — 28 for the rest of your email filling in the necessary Body and Banners and any

Dynamic Content Rules you need.

I Remember to first drag the Dynamic Content Rules lightning bolt over each section you begin working on. I

30.

If you have a Content Section where you don’t need any content. You’ll drag the Dynamic Content Rules

lightning bolt over the section.

Edit defautt content

a.  Select the edit pencil icon>>
b. Change Content>>
c. Display no content>>
d.  Click “OK”
CL_T Dacn tr\ SR
— —— School: .\ | §
Everything they need , =
0 ace the school years
Display no content
Dispiay no content
cancel oK b o KIDS
L

31.

32.

This will display “Display no content” in the body preview of your email. When you send a proof and live

launch your email, content will not display here.

a. YOU MUST set the content section to “display no content” in order for this to occur. If you do not,
the “Content_Section_#” will show in your proof and live launch.

Click “Save”, then “Workbook” to continue Creating your Campaign

Workbook Preview More -
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The icon that displays next to the name of the data source you’re choosing from the Folders

Step 3 - Data Sources

O Data sources

Profile data

CONTACTS_LIST
PET_PROFILE_DAILY
PET_PROFILE_WEEKLY
PET_PROFILE_DIVISION_SALES
EP WK29 0822 XDIV SWIM 52147 20180822 110.._ PreHeader

Dynamic variables
UNSUB

Linkld
DISCLAIMER
FOOTER

i

1. Located in the halfway middle point of the Campaign Workbook. Click on the edit pencil icon highlighted

above. A pop-up window will appear.

2. Any changed in your make in this window — remember to hit “Save” in the bottom right-hand corner of

the pop-up window.

3. There are 5 types of data sources you can add to your campaign:

a. Profile list — this is your “master” list of consumers we have email addresses for. No icon.

your email campaign in data tables. The information is used to cull down the Profile list into just

/ b. Profile extension — this defines information about consumers that you need to populate for

the consumers you need to send the email to (aka your audience). Information is either housed in

Responsys or imported from the Selection Team.

c. Supplemental data — can be one of four things:

——9i

Supplemental tables — extra pieces of information about consumers housed in its
own table independent of Profile extension or Profile list information (Most likely
won’t use for campaigns)

Supplemental filter — logic to narrow a dataset from a supplemental table. Noz the same
as a Profile Exctension Filter (Most likely won’t use for campaigns)
SQL view — can ecither apply Structured Query Language (SQL) statements to internal
data sources for tracking purposes -OR- serve as a lookup to pull information between
two data sources on the fly.
1. Example: Denoting an Optical Flag for a consumer in the Service_Flags SOL Join you set
up before building you campaign
Join tables - combines information from two or more data sources into a new data
table to provide an extra data point unique to a campaign/dynamic content rule
-OR- after a Profile Extension table has already been created and information may
accidently been left off. Also known as a “Supplemental Join”.
1. Example: After the [Unica PET was pulled by the Selection Tean for a particular
campaign, a banner was added to the creative for Eixtended Hours at a store. Since this
information was added later, we needed to create a Supplemental Join to attribute this

information to the campaign.

«—9%4. Segment group — divides a Profile list into groupings based on customer-specific segmentation

conditions or rules. (will not use this for campaigns)

e. Dynamic variable — these items are not dependent on a table. They are directed based on what

you enter in as the default, set rules for, or have coded as RPL. No icon.
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Profile list

Profile list should always be set to “CONTACTS_LIST”. The “CONTACTS_LIST” is your “master” list of all

Company consumers we have email addresses for.

Profile list

@ Data source alias: CONTACTS_LIST

Add columns

Data source: CONTACTS_LIST

If you used aliases (aka variables or columns) to denote dynamic content while building your email from the Profile list

from the CONTACTS_LIST, this will be displayed here.

Excanple:

If you used “STATE_" for a Dynamic Rule during the E-mail set-up, you would see it displayed here.

Profile list

° Data source alias: CONTACTS_LIST
Alias Column

STATE_ STATE_

Add columns

Data source: CONTACTS_LIST

Default

Default value _Er

(]

Lookup key [x]
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Profile extensions

Profile extensions are attributes to the campaign in a data table. This is defining information about consumers that

you need to populate for your email campaign. Also known as Profile Extension Table or PET.

PETs inherent to the Workbook
You should always have the following data sources and aliases (aka variables or columns) associated to your

Workbook. These items are “evergreen” to display personalized information for the consumer’s email Header.

@ Data source alias: PET_PROFILE_D Add columns  Datasource:  PET_PROFILE_DAILY Settings  Proofs and seeds using P @

Alias Column Default

ET Lookup key

FIRST_NAME FIRST_NAME Default value

[x}
LAST_NAME LAST NAME Default value Er Lockupkey @ o . .
This is what will appear when instructed
LOYALTY_CERT_BALANCE LOYALTY_CERT_BALANCE Default value (numeric) a Lookup key Q » " R " ) "
leave blank, a greyed out “Defanlt value” text will appear
REWARD_MEMBER_FLG REWARD_MEMBER_FLG Default value E] Lookupkey @ N )
T ; 0 nths
@ Data source alias: PET_PROFILE_DI Add columns ~ Datasource:  PET_PROFILE_DIVIS| Settings  Proofs and e sanme as setfing fo Snothi ﬂ(g()
Alias Golumn Defautt in the Classic version of Responsys
DIV_AMT_RANK_1 DIV_AMT_RANK_1 Default value (numeric) E
Default
@ Data source alias: PET_PROFILE_W Add columns  Data source: PET_PROFILE_WEEKLY | Settings = Proofs and seeds using: P [x] Default value
Alias Column Default
CARD_TIER_CD CARD_TIER CD Default value Er Lockupkey @

a. Data source: PET _PROFILE_DAILY
i Aliases
a) FIRST_NAME | Default = leave blank, a greyed out “Defanlt value” text will appear

e This insert’s the consumer’s first name into the Header if applicable.
b) LAST_NAME | Default = leave blank, a greyed ount “Defantt value” text will appear

e This insert’s the consumer’s last name into the Header if applicable.
¢) LOYALTY_CERT_BALANCE | Default = leave blank, a greyed out “Defanlt

valne” text will appear

e This insert’s the consumer’s Company Reward Balance Points into

the Header if applicable.
d)REWARD_MEMBER_FL | Default = fave blank, a greyed ont “Defanlt value”
texct will appear

e This denotes if the consumer is a Company Rewards Member. This
effects which Header will display in the consumer’s email.
b. Data source: PET_PROFILE_DIVISION_SALES
1. Alias
a) DIV_AMT_RANK_1 | Default = leave blank, a greyed out “Defanlt value” text will
appear
e This denotes the product division the consumer shops the most. This
effects which Top Navigation will display in the consumer’s email.
c. Data source: PET_PROFILE WEEKLY
i Alias
a) CARD_TIER_CD | Default = /eave blank, a greyed ount “Default value” text will
appear
e This denotes if the consumer is a Company Credit Cardholder and
which tiet they are: Regular/Red (R), Gold (G), or Platinum (P). This
effects what will display in the Header if applicable.
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Add PET if using !UnicaCutList data source
1. If you used aliases (aka as variables or columns) from the campaign’s |UnicaCutList Profile Extension
Tables (PET) to denote dynamic content while building your email, these will be listed here.
a.  You will need to add the following aliases to your campaign for tracking and reporting purposes
any time you use the !UnicaCutLists PET for your campaign.

i Click “Add columns” next to your data source that’s already defined.

° Data source alias: EP_WK28_0822_> Add columns | Data source: EP_WK29_0822_XDIV. Settings | Proofs and seeds using E.. €

Alias Column Default

STATE STATE Default value E‘ Lookup key [x]

~

7. Select TREATMENT_ID and VERSION_CD from the list so that they are highlighted
blue (you can key CIRL+ 10 select multiple aliases at the same tine).
1. Hit “Select”.

Select columns X

STANDARD_BARCODE_CD

STORE_CD

| TREATMENT ID

VERSION_CD
VID

ZIP

Select

b.  Now you’ll see anything you defined as dynamic content earlier when you built your email (for
this example STATE) AND the aliases you need for tracking and reporting purposes
(TREAMENT_ID and VERSION_CD).

e Data source alias: EP_WK29_0822 > Add columns  Data source: EP_WK29_0822_XDIV. Settings | Proofs and seeds using £.. )
Alias Column Default
STATE STATE Default value E‘ Lookup key [x]
TREATMENT_ID TREATMENT ID 403667 1E) Lockupkey @
VERSION_CD VERSION_CD Default value Er Lookup key €

i, Set the alias to:
1. TREATMENT_ID | Default = 6 digit number found in your !Unica PET file.
a.  Reference your CampaignName_Builder_QA_Checklist to enter in this
number.
2. VERSION_CD | Default = leave blank, a greyed ont “Default value” text will appear
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2. If you DID NOT use aliases (aka as vatiables or columns) from the campaign’s [UnicaCutList Profile
Extension Tables (PET) to denote dynamic content while building your email, you will need to add
your !UnicaCutLists PET to your campaign with the following aliases.

a. To add a data source, click “Add new source” within the “Data Sources” window (upper left-

hand corner of the pop-up window).

Data sources

b.  Select “Profile extension” from the dropdown menu.

[T Add columns Data source: CONTACTS_LIST

Add new source

b ] What type of source? | sedf
Select source ‘ - |
Column
Profile extension
FIRST_N# .
- Supplemental data Profile extension
LAST_NAI Segment group Select

Dynamic variable

LOYALTY_CERT £ lue (numeric)

lRewapn meveee B1G Default value

c.  Select your UnicaCutList PET (ex. EP_WKXX _MMDD_CampaignNane_XXXX)

Add new source

What type of source? Select columns

Profile extension -

Source name

Select =

Cancel Select

d.  Then CTRL+ TREATMENT_ID and VERSION_CD so that they are highlighted blue.
i.  Hit “Select”.

Add new source

‘What type of source?

Profile extension

Source name
EP_WK29_0822_XDIV_SWIt

Select columns
- STANDARD_BARCODE2 CD
STANDARD_BARCODE_CD
v STATE
STORE_CD
TREATMENT_ID
VERSION_CD
VID

Cancel

Select
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e.  Now you’ll see the aliases you need for tracking and reporting purposes (TREAMENT_ID and
VERSION_CD).

e Data source alias: EP_WK29_0822_> Add columns Data source: EP_WK29_0822_XDIV... Settings Proofs and seeds using” E. . Q
Alias Column Default
TREATMENT ID TREATMENT_ID 403677 ‘ Er Lookupkey @
VERSION_CD VERSION CD Default value E‘ Lookup key Q

i.  Set the alias to:
1. TREATMENT_ID | Default = 6 digit number found in your Unica PET file.
a.  Reference your CampaignName_Builder_QA_Checklist to enter in this
number.
2. VERSION_CD | Default = leave blank, a greyed out “Defanlt value” text will appear

If your campaign is using Metadata as defined in the Weekly Assignment Sheet, you will not include a PET. But you
WILL NEED to add the Treatment_ID to your Dynamic Variables. See instructions on the following pages.
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Supplemental Data

The most common types of Supplemental data as a data source are the SQL view and Join table.

SQL view

1. You'll need to add a Supplemental data SQL view to your Data sources if you’re combining tables on the

fly (this is very rare). To do this:
a. To add a data source, click “Add new source” within the “Data Sources” window (upper left-

hand corner of the pop-up window).

b. Select “Supplemental data” from the dropdown

Data sources

Add new source

7/ ‘What type of source? |

Select source | - |

Profile extension

| N/
Supplemental data
Suppl ital dat
A Segment group upplemental daia
[TY_CERT_I Dynamic variable lue (numeric)

c.  Navigate to the folder where you saved your SQL statement. Toggle the SQL view over using the

arrow.

i

Then, Click “Select”.

/Add new source

What type of source?
Supplemental data -
Folders Supplemental =
tables

M 2018_August_WK27 W 20100819, .00 | 30 u Suzmsoax“; IFH 0DS_Metadata_SQL 1
O i Auist WA $E 20180820_HO_ODS_FH_Metadata S =
M 2018 August WK28

2018_August_WK30

€ 20180823_Weekly_Ad_Metadata_S
& 20180825 _Preclearance_Metadata
2018_Back_Order_Canceliation NE YN_EP_WK29 0819 CLARKS_SK
S YN_EP_WK29_0821_BXT_MEN_U
€ YN_EP_WK29_0823_SALON_KID
€ YN_EP_WK29_0824_SEPH_LING_

2018_February_WK1
2018_February_WK2
2018_February_WK3

2018_February_WK4

Data source is used only as a lookup table

Cancel Select

d.  From here, you'll scroll down in the “Data source” pop-up window to find your newly selected
SQL view. Click “Add columns”.

SQL views (1)

e Data source alias:

)

__FH_ODS_Metac Add columns § Data source: 201280819_FH_ODS_M... Settings  Proofs and seeds using 20 @
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e. Then CTRL+ the columns you need for your campaign so that they are highlighted blue.
i.  Hit “Select”

Select columns X

CREATIVE_VERSION_CD

RID_

| TREATMENT_ID

Select

f.  Checkmark the “Lookup key” beside the alias’ default — this will reference these particular SQL

aliases when you Proof and Launch your campaign.

SQL views (1)
e Data source alias: __SNS_Metadata_ Add columns  Data source: 20180902_SNS_Metad.. Settings | Proofs and seeds using: 20...
Alias Column Default
CREATIVE VERSION CD CREATIVE_VERSION_CD Default value Er v | Lookup key
TREATMENT_ID TREATMENT_ID Enterprise*Opportunistic*0902_SUt E ~ | Lookup key
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Join table

1. If your campaign needs a Supplemental Join as defined in the Weekly Assignment Sheet, you’ll follow

these steps.

a.  Click “Add new source” within the “Data Sources” window (upper left-hand corner of the pop-

up window).

Data sources

Change promis it

b. Select “Supplemental data” from the dropdown

Add new source

] ‘What type of source?

Select source

Profile extension

| NA
Supplemental data
Al Segment group
Irv_CERT i Dynamic variable

Supplemental data

lue (numeric)

c.  Then, navigate to the folder as specified in in the Weekly Assignment Sheet. Toggle the Join view

over using the arrow. (Join view also known as Supplemental Join)

i. Then, Click “Select”.

Add new source

What type of source?
Supplemental data -

Folders
oo e

2018_August_WK27
2018_August_WK28
2018_August_WK29
2018_August_ WK30
2018_Back_Order_Cancellation
2018_February_WK1
2018_February_WK2
2018_February_WK3

2018_February_WK4

| Data source is used only as a lookup table

Supplemental
tables

Join tables

B 20120827_GEO BTS_Supplementa...

EEE 20180828 GEO BTS_ODS_FINAL
B 20130228 GEO BTS_ODS_Supple
EE 20180829 GEO BTS_Supplementa.

BE 20130231_GEO_ExtendedHours_A

£ 20130001_GEO_ExtendedHours_A

Supplemental tables

Clear

20180827_GEO BTS_Supplemental_..

Cancel

Select

d.  From here, you'll scroll down in the “Data source” pop-up window to find your newly selected
Join table. Click “Add columns”.

Join tables (1)

° Data source alias: _ 0816_SUPPLEM Add columns Data source:

2018_0816_SUPPLEM. ..

Settings

Q

Proofs and seeds using” 20 @
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e. Then add the “columns” you need as specified in the Weekly Assignment Sheet.
i. Hit “Select.”

Select columns X

CITY_STATE_ZIP

| PHONE_NO

RIID_
STORE_ADD
STORE_CD
STORE_NAME

Select

f.  Now you’ll see the aliases you need for your campaign. Assign the Defaults as specified in your

Weekly Assignment Sheet.
Join tables (1) (~]
@ Datasourcealias:  _ 0816_SUPPLEN Add columns  Data source:  2018_0816_SUPPLEM settings | Proofs and seeds using: 20... ©
Alias Column Default
CITY_STATE_ZIP GITY_STATE_ZIP Dallas, TX 75206 Er Lockupkey @
STORE_ADD STORE_ADD 123 Test Land ET Lookupkey @
STORE_CD STORE_CD 145 E Lookup key o
STORE_NAME STORE_NAME Mall Way T Lockupkey @

If you used aliases (aka variables or columns) to denote dynamic content while building your email from the

Supplemental data Join View, this will be displayed here automatically.

Example:
If you used “BANNER =Y for a Dynamic Rule during the E-mail set-up, you would see it displayed bere.

Join tables (1) [A]
° Data source alias: __GEO_BTS_ODt Add celumns  Data source: 20180828 GEO BTS_. . Settings Proofs and seeds using: 20... €
Alias Column Default

BANNER BANNER Default value E‘ Lookup key [x]
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Dynamic variables
Dynamic variables are not dependent on a table. They are directed based on what you enter in as the default, set

rules for, or have coded as RPL.

1. Should always have in the template:

Dynamic variables (4) @) (~]

Add 1 dynamic variables 0K

Alias ) Variable Default
Linkld Dynamic Variable Jcp L [x]
PreHeader Dynamic Variable Get the championship gear now! LT [x]
DISCLAIMER Dynamic Variable Default value .Er [x]
GMAIL_LOGO Dynamic Variable hitps:i/static cdn responsys.netrisire: | [E[° [x)

a. LinkID | Default = COMPANY

i.  This denotes our links coming from a COMPANY produced resource for reporting (as

opposed to Facebook, Google, etc.)

b. PreHeader | Default = Insert PreHeader from the SL_TT document here

i. . Formerly known as the Snippet or Top Text

ii. If you are using Dynamic PreHeader, see directions in the Appendix of this document.
c. DISCLAIMER | Default =

i.  There is a disclaimer section placeholder for all types of Footers (see next bullet).

ii. If you do not need a disclaimer just leave blank, a greyed ont “Defantt value” text will appear.

DISCLAIMER Dynamic Variable | pefault value ‘

iii. If you have a disclaimer in your email, you will hard enter it in this section.

DISCLAIMER Dynamic Variable *GE, GE Profile, GE Café, & Haier lir

e If you have multiple lines of disclaimers you will use the code <br><br> to put a
space in between each line.
e Ifyou need to bold or italicize a certain portion, you need to add this coding into
your text.
a. TFor bold words: <b> TEXT </b>
b. For italicized words: <i> TEXT </i>
c. Forunderlined words: <u> TEXT </u>
d.  More codes, if needed:
i https://www.w3schools.com/html/html formatting.as
ii.  https://www.ascii.cl/htmlcodes.htm
e Rk¥¥X]f you use a Disclaimer, you will need the code <bt><br> at the end
of the last word to separate it from the rest of the Footer text. ¥*¥**
e To find the Disclaimer you may need, reference the Disclaimer Guide:
legfile\ catalog\ public2\ Planning and Promotions\Planning and

Promotions\EMAIL - Execution Documents\Process and Training

Documents\ Process docs

e If the text of your Disclaimer is too long, simply add another Dynamic Variable
called DISCLAIMEREXTRA for more text. If you need more than these two
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variables, add DISCLAIMEREXTRAEXTRA. If you need more than this, reach
out to Hayley Tubb.
d. GMAIL_LOGO | Default =
https://static.cdn.responsys.net/i5/responsysimages/content/ Company/Companylogo_red_100px.p
ng
i.  This displays a the Company logo in GMAIL Clients (currently in GMAIL apps on mobile
devices. Desktop should be rolling this functionality out in mid-year 2019).
e. If you additional dynamic variables, simply enter the amount you need and click “OK” under the

Dynamic variables section of your data sources.

Dynamic variables (5)

Add 1 dynamic variables OK

i. A new line will appear. Enter in the information you need in the fields

Dynamic variables (4)

Add 1 dynamic variables OK

Alias Variable Default
Linkid Dynamic Variable Jer
DISCLAIMER Dynamic Variable Default value

PreHeader Dynamic Variable Enter in PreHeader Here

B
0O 0 0 ©

| ‘ Dynamic variable Default value

f. If your campaign is using Metadata, you will need to add Treatment_ID to your Dynamic Variables:
i. TREATMENT_ID | Default =
Enterprise”Opportunistic 1828 WKEYAD “0823WREYAD " Enterprise "TARGET TARG
ET"ENT ENT
e Replace the green highlighted section above with the naming convention that’s
outlined in the Metadata spreadsheet provided by the selection team:
MMDDCampaignName

TREATMENT ID TREATMENT ID Enterprise*Opportunistic*os0z sut | [T
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g.  If your campaign is using the GMAIL PROMO_CODE, you’ll need to add it to your Dynamic
Variables:
i. PROMO_CODE | Default = OFFER CODE from the emails/as assigned in the Weekly
Assignment Sheet

Remember, if you make any changes in this Data sources pop-up window, you need to hit “Save” before you exit the

pop-up window.

Data sources

Addnewsource  Change profile list

@ Data source alias: PET_PROFILE_W Add columns  Data source:  PET_PROFILE_WEEKLY  Semtings  /roofs and seeds using. P [x]

Alias Column Default
CARD_TIER_GO CARD_TIER_CD Default value Er Lockupkey @

Dynamic variables (5) Q

Add 1 dynamic variables  OK

Alias Variable Default
UNSUB Dynamic Variable To <streng>UNSUBSCRIBE </strong LT o
Linkld Dynamic Variable acP T o
DISCLAIMER Dynamic Variable *GE, GE Profile, GE Café, &amp; H [ o
FOOTER Dynamic Variable Standard Er o
PreHeader Dynamic Variable Enfer in PreHeader Here E o

]
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Step 4 - Campaign Settings

9 Campaign settings

Campaign setup

External campaign code:
Recipient locale: English
UTF-8 encoding: No
Accessibility warnings: Off

Tracking options Attachments
Footer: Track opens: Enabled None
No footer Track conversions: Enabled
Security-X5S: Enabled Segmentation reporting:
X-headers: TUESDAY

Feedback-1D : ${campaign.id}:${launc_..

1. Located in the halfway middle point of the Campaign Workbook after Dat

pencil icon highlighted above. A pop-up window will appear.

2. Campaign Setup Dropdown

o o ®

e

e. Footer:
i.
f.  Security

i

a Sources. Click on the edit

4 Campaign setup

External campaign code:

Recipient locale:

English (UTF-8)

+ Send message with UTF-8 encoding

Display accessibility warnings

Footer
Select your email message footer

Note: If you choose custom or no footer you must include an unsubscribe link in
your footer or message

Use account settings selection (&>

Choose my footer

HTML Select

Text Select

@ No footer

Security

Prevent malicious cross site scripting (XSS)

X-headers
X-header name: X-header value:
Feedback-ID ${campaign.id}:${launch.id}

External Campaign Code: leave blank

Recipient locale: English (UTF-8)

Check mark: Send message with UTF-8 encoding
UNCheck: Display accessibility warnings

Select “No Footet”

UNCheck: Prevent malicious cross site scripting (XSS)
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g.  X-headers (should already be filled out)
i.  X-header name: Feedback-1D
ii. X-header value: ${campaign.id}:${launch.id}:rsysoracle
3. Tracking Options Dropdown

4 Tracking options

Tracking pixel location

@ Place open tracking pixel at the top of the email
| Place open tracking pixel at the bottom of the email

+  Track HTML opens

+ | Track conversions

Select performance reporting

@ Track perfc for a single ion scheme

VERSION_CD -

Track performance for a multiple segmentation scheme (5 maximum)

a. Tracking pixel location:
i, Select: Place open tracking pixel at the top of the email
ii. Checkmark: Track HITML opens check marked
iii. Checkmark: Track conversions check marked
b.  Select performance reporting:
i.  Select: Track performance for a single segmentation scheme:
1. If using !UnicaList Cuts
a. In the dropdown, select “Add data source” in blue, find your file, and
CTRL+ the VERSION_CD (if !UnicaListCuts).
b.  Verify your data source is correct where you defined the
VERSION_CD in your “Data Sources” step by hitting the
dropdown arrow, insuring VERSION_CD is highlighted blue.

Select performance reporting

@ Track performance for a single segmentation scheme

VERSION_CD -

SILVER_UNDELIV
STATE_
EP_WK30_0828_ONE_DAY_FINAL_HOURS_52871_201808

BARCODE1_ENTERPRISE_FLG

» Attac BARCODE2 CHK_DIGIT
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2. If Metadata, select “None”.

| Campaign settings  Show all
» Campaign setup

4 Tracking options

Tracking phxel location

@ Piace open tracking pixel at the top of the email
Place open tracking pixel at the botiom of the email
v | Track HTML opens.
+ Track conversions
Select performance reporting

® Track for & single

Mone:

4. Attachments: No action needed.

4 Aftachments

Attach files

5. Click “Save”.
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Step 5 — Audience / Targeting

0 Audience

Profile: CONTACTS_LIST Exclusion table or view:
Inclusion file: Suppressed domains:
Zero_Inclusion_Filter : N/A foss.com
cemao.net

dasherexpress. com

In recent Ul updates, this block may have been renamed to “Targeting”

1. Located on the bottom left-hand of the Campaign Workbook. Click on the edit pencil icon highlighted
above. A pop-up window will appear.

2. Audience Selection Dropdown

4 Audience selection

Frofie st CONTACTS_LIST ()
Identy your aucience to receive this campaign
Selectsesdlist  CORE_SEED -

Alternate seed data sources.

Select Profile Extension Table with final tanget audience data

® Speciy inchisions and exclusions I
Inclusions.
® Everyone inany of the selected fiters ) Selest
20180822 Swim_Fiter X
Everyone associaled with a supplemental fable or view | Select

Everyons in the st

Exclusions

| Everyone associated with one of more supplemental tables o views (@) | Select

ey In each selec

20171026 _Final_Take_Stores_Suppression

Everyone with these email domains (specify a comma-separated it of values)

i x 3¢ uk, hme ox ac uk, ¢
uk, kellogg ox ac. K, exeterl ox ¢ u

a.  Profile List: Contacts_List
b.  Select seed list:
i Always select from dropdown: CORE_SEED
ii. CTRL + click to add additional seed lists if needed (e.g. SFS_Seed or Return Path Seed).
1. Additional seeds added will be separated by a comma in the field once
selected.

iti.  If Trigger campaign, select “Triggered_ CRM_Seed”

c.  Bubble in “Specify inclusions and exclusions:”
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i. Inclusions
1. Select “Everyone in any of the selected filters”
a.  Hit “Select”

@ Everyone in any of the selected filters o Select

i.  Choose the corresponding filter for your campaign.
i. Click “OK”

Select filter x

AU lempa_Fier
20180820_Hanes_Fitter
20180620_Levi_Fiter
20180620_Superbed_Fiter
20180821_BXT_Fifter
20180821_Men_Fifier
20180821_Uniform_Fiter
20100822_Liz_SJB_Finer
20180822_Swim_Filter
20180822_Tal_Finer
20180822_Womens_Dyn_Filter
20180823_Denim_Filier
20180823 _Kids_Dyn_Fier

MIANEIT St Eillar

Cancel oK
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d. Exclusions
i. If not otherwise specified below or in the Weekly Assignment Sheet, leave UNChecked.
ii. If Tuesday or Saturday email campaign, select “Everyone associated with one or more
supplemental table or views”
1. Hit “SELECT” button.

@  Everyone in any of the selected filters o Select

2. Choose the corresponding exclusions as outlined below by navigating to the

specified folder and toggling over the using the blue arrow.

Select supplemental table or view x

Folders Type  Any -

@ z_Champion o LSRR S Supplemental table or view Clear
M z_ChuckM - - . ° 20171026_Final_Take_Stores_

& 20170927 _Appliances_Su

‘€ 20170928 PR_Hurricane_ n

€ 20170929_ASSOC_PORT..

@ z_ComprehensiveAccountTes

M z_CouponCodes

1z CRV_Filter_Templates _
‘¥ 20170929_ASSOC_PORT..

M z CRM Filters

M z_cm RETIREE

T 20171010_ASSOC_APPL
§E 20171010_ASSOC_APPL
¥ 20171026_Final_Take_Sto
€ 20171106_ASSOC_VIP_S..
T 20171106_ASSOC_VIP_S..

@8 z_CRM_Supplemental
M z_CRM_Suppression_Temple
@8 z_CRM_Suppressions

M z_CRM Survey
T 20171117_CTemp_Suppre..

Cancel Select

a.  Tuesday Send Exclusions
i. Triggered_CRM_Mens >>
1. Triggered_CRM_Mens_Tailored_Suppression_Fil
e
ii. Triggered_ CRM_Retargeting >>
1. Triggered_CRM_Retargeting_Curtains_Suppressio
n
iii. Triggered_ CRM_Womens_Basic >>
1. Triggered_CRM_Womens_Basic_Supression
iv. Hit “Select”
b. Saturday Send Exclusions
i. Triggered_CRM_Mens >>
1. Triggered_Mens_Suppression_File
ii. Triggered CRM_Retargeting >>
1. Triggered_ CRM_Retargeting Bedding_Suppressio
n
iii.  Hit “Select”
3. Hit “Save” in the pop-up window.
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Step 6 - Proof settings

1. Before you launch a Proof, select “Validate” in the upper right-hand corner of your Workbook. This will

check for any “major errors” with your campaign so you can resolve them before you send your Proof.

Insight * Printable view

a.  Major Errors are pieces of information missing from your Workbook set-up (e.g., not setting a

Filter in the Audience, not selecting a Profile List, not associating any data sources to the
campaign, etc.). Your email campaign could still “skip” (aka not send) if there is a missing link or
incorrect data source selected.
2. Now you’re ready to launch your Proof. Located on the right-hand side towards the top of the Campaign
Workbook. Click on “Proof launch” button highlighted above (not the edit pencil — that selection

won’t give you everything you need to send your Proof).

@ Proof settings Vs

Proof launch

A
|_j View live report
h

|—j View monitoring

3. Proof Audience Dropdown

4 Proof audience

Profile list: CONTACTS_LIST

@ Proof list CORE_PROOF

Send all proofs to these email addresses

a.  Sending to yourself or individual person for review: (Best Practice: Send to yourself before sending to the
entire Proof List to QA your email first and work out any kinks)
i. Profile List: Core_Proof
ii. Send all proofs to these email addresses: Enter intended email (either yourself or
individuals)
1. If Trigger campaign, select “Triggered_ CRM_Seed”

b. Sending to entire Proof List

i. Profile List: Core_Proof

ii. Send all proofs to these email addresses: leave blank
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4. Send Options Dropdown

4 Send options

Select formats to proof launch

+ HTML

Limit launch count to records

a. Checkmark: HTML

If sending to just an individual person, limit launch count to “1” records so you (or the recipient)

doesn’t receive a bunch of emails for proofing.
c. If sending to entire Proof List, leave blank.

5. Notifications Dropdown:

4 Notifications

Progress Notifications
Send progress notifications) to

Use commas 1o separate email addresses

For messages sent

Failure Notifications

Send failure notification(s) to

Use commas to separate email addresses

a.  Don’t fill anything out.
6. Click “Proof Launch” to send a Proof.

Cancel Proof launch

a.  Check the “View live report” for any additional minor errors, skips, or issues.

@ Proof settings Vs

Proof launch

Y
View live report

[N
E’ View monitoring

7. Troubleshoot and edit your campaign as needed. Continue to send additional proofs following the steps

above until correct and approved by your QA buddy.
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Step 7 - Launch settings

0 Launch settings

m Scheduls launch
Unsubscribe: Single click opt-out

Auto close: 60 days after last respo. .
Campaign-closed URL:

Limit launch count to:
Limit launch rate to:

1Y
E View live report

N
E View monitoring

1. Located on the bottom right-hand of the Campaign Workbook.
2. Click on the edit pencil icon highlighted above.
a.  Unsubscribe Dropdown

4 Unsubscribe

@ Link opt-out to the standard single-click immediate unsubscribe action.
Link opt-out to the following form

+  Insert list-unsubscribe email header in message

i.  Select “Link opt-out to the standard single-click immediate unsubscribe action.”
ii. Checkmark “Insert list-unsubscribe email header in message”

b. Auto-close Dropdown

4 Auto-close

@ No Auto-close

Auto-close after launch (days)

Auto-close after last response (days)

Auto-close on

Close campaign redirect URL

i. Select “No Auto-close”

c. Throttling settings — leave blank

4 Throttling settings

Limit launch count to records

Limit launch rate to messages per hour
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d. Notifications

4 Notifications

Progress Notifications
Send progress notification(s)te  Promotional-Email-Team-di@jcp.com
Use commas to separate email addresses

When skipped messages %
exceed

+  For messages sent on launch completion -
+  When the launch starts
When there is an empty launch

Failure Notifications
Send failure notification(s) to Promotional-Email-Team-di@jcp.com
Use commas to separate email addresses
Send skipped launch o

notification(s) to )
Use commas to separate email addresses

i.  Send progress notification(s) to Promotional-Email-Team-dl@Company.com

ii. Checkmark “For messages sent (from dropdown) on launch completion”
iii. Checkmark “When the launch starts”
iv.  Send failure notification(s) to Promotional-Email-Team-dl@Company.com
e. Click “Save”
3. Click on the “Schedule launch” button

4 Scheduling

I Immediate Time: 01:05 pm
@ Once Date: 08/22/2018
I Recurring

a.  Scheduling Dropdown
i.  Select “Once”
1. Time: hh:imm am/pm
a.  NOT military time. For this example 1:05 pm
2. Date: choose from the date picker
b. Throttling settings Dropdown — blank as notated above in Step 7.2 unless otherwise specified

c.  Notification Dropdown — make sure it is filled out as notated above in Step 7.2
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4. Click “Next”. Verify information is correct on the pop-up window. This is your last chance to make

changes before you schedule or immediately deploy.

Launch x

Scheduling
Send once on Fri, Aug 24 2018 at 17.05 COT (GMT-0500).

Throtting settings
Launch record limit: None
Launch message rate limit. None

Notifications.
Send progress notification(s) to: Promational-Email-Team-di@jcp.com
ihen skipped messages excesd: None
For messages sent on launch complétion
Vihen the launch starts: Yes

‘When there is an emply launch: None
Send failure nofification(s) to: Promotional-Email-Team-di@jcp com
Send skipped launch nolification(s) to: None

Back Schedule

5. Click “Schedule.”

6.  You've schedule your email! Way to go!

GOOD JOB/HUMAN!
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Appendix

Personalization variable in Subject Lines/Preheaders

Personalization variables (like First Name) can be piped into Subject Lines and Preheaders. The following

instructions are for the Subject Line, however the same thought process works for Preheader— except you’ll do the

steps in the Dynamic Variables section of the Data Sources):

1. While building your email, click the “Scroll” icon located next to the Subject line text field

Subject: 50-60% off Xersion / Ready for recess IE I

2. In the source code box pictured below, input the following script, update where notated:

Opening <#if> statement

Script

Edit/enter script

ean2@nrE

1l Enter your SL here

Discard changes Apply

Highlighted:
. - is the name of your First_Name variable that will be pulled from
PET_PROFILE_DAILY

e  yellow is the corresponding subject line you need with and without the first

name if there isn’t one.

b s PETPRONEEIDANRSTINANE -

Subject Line that includes

a First_Name

<#else> statement covers if the
Consumer does not have a

First_Name on file.

${FIRST_NAME}, get your glasses in time for classes!
<#else>

Get your glasses in time for classes!

</Hif>

Closing </#if> statement
ends for your Subject line

First Name Rule

CLEAN SCRIPT FOR COPY AND PASTING:

<#if PET_PROFILE_DAILY.FIRST_NAME |=">

${FIRST_NAME}, write your SUBJECT LINE here moving the first name
where needed.

<#else>

Write your subject line without the first name variable here.
</#if>
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3.

4.

Click “Apply”

Script
Edit’enter script

@ Qb3 .ﬂ'. II.E

3 <#elseif
EP_WK3@_©828_ONE_DAY_FINAL HOURS_52871_20130825_110008
.VERSION_CD="PREK">

4 Happy Friday-$4.99 Okie Dokie match-ups

5 <Helseif
EP_WK3@_@828_ONE_DAY_FINAL_HOURS_52871_20180828_110000
.VERSION CD='SCHOOL_AGE'>

6 5@-60% off Xersion / Ready for recess

7 <#else>

3 50-60% off Xersion / Ready for recess

9 <J#if>

Discard changes I Apply I

You can toggle through your Subject Lines to see them display.
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Dynamic Subject Lines / Friendly Froms / PreHeaders

Dynamic Subject Lines / Friendly Froms / PreHeaders are used when a creative content piece within the email is
dynamic based on an audience segment. Examples of Email Campaigns that typically use Dynamic Subject Lines

are: Kids Dynamic, Lingerie Dynamic, Womens Dynamic etc.

In this example, we’re outlining the process for Kids Dynamic using 3 Dynamic Subject Lines and Friendly Froms.

Dynamic Subject Lines

5. While building your email, click the “Scroll” icon located next to the Subject line text field

Subject: 50-80% off Xersion / Ready for recess IE I

a.  You will need to know the Subject Line that will be paired with the particular audience segment
(the VERSION_CD)
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Script

Edit/enter script

ean2@nrE

1l Enter your SL here

Discard changes Apply

6. In the source code box pictured above, input the following script, update where notated:

Opening <#if>

Highlighted:

. - is the name of your [UnicaListCut or Metadata SQL

. - is the name of the specific VERSION_CD

e yellow is the corresponding subject line for each VERSION_CD

enen e e L <y DI OEDRENEENENE V510N _CD -

script for your

Dynamic Subject Line

Summer Blowout! 60-80% off Cartet’s

<#elscif DIBNCUDINSIRSNANG v 1:RsION_CD= Il >

Happy Friday—$4.99 Okie Dokie match-ups

You can copy <#elseif>
statement as many times as you
need depending on how many

Dynamic Subject lines you need

<#elseif DIBNCUDIINSIRENANG v rs10N_CD = I >

50-60% off Xersion / Ready for recess
<#felse>
50-60% off Xersion / Ready for recess

<#else> statement is
—Q for the “Default”
Subject Line

</#if>

Closing </#if>
statement ends for your

Dynamic Subject Line

CLEAN SCRIPT FOR COPY AND PASTING:

<#if AUDIENCEDATAFILENAME.VERSION_CD="VERSIONCODEA">
ENTER SUBJECT LINE 1 HERE

<#telseif AUDIENCEDATAFILENAME.VERSION_CD="VERSIONCODEB'>
ENTER SUBJECT LINE 2 HERE

<#telseif AUDIENCEDATAFILENAME.VERSION_CD="VERSIONCODEC'>
ENTER SUBJECT LINE 3 HERE

<#telse>

ENTER DEFAULT SUBJECT LINE HERE

</#if>
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7. Click “Apply”

Script

Edit’enter script

@ Qb3

3 <#elseif
EP_WK3@_©828_ONE_DAY_FINAL HOURS_52871_20130825_110008
.VERSION_CD="PREK">

4 Happy Friday-$4.99 Okie Dokie match-ups

5  <ifelseif

EP_WK3@_@828_ONE_DAY_FINAL_HOURS_52871_20180828_110000

.VERSION CD='SCHOOL_AGE'>

58-60% off Xersion / Ready for recess

<Helse>

i . ihe Il E

50-60% off Xersion / Ready for recess
<f#if>

[ ORI

Discard changes I Apply I

8. You can toggle through your Subject Lines to see them display.

b, You'll need to associate your Audience Data to your campaign in order to see the subject lines display.
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Dynamic Friendly Froms
1. While building your email, click More>Manage Header

Save ¥

Manage header

Link tracking

Workbook Preview

Version test

2. In the “From name” text field insert the RPL syntax:

${FriendlyFrom}
Message Header b
\ From name: ${FriendlyFrom} From address: JCPenney@e. jcpenney.com -
Reply to: reply@e.jcpenney.com - Bec: None -
Cancel I Apply I

3. Click “Apply”.
In your Data Sources, add a Dynamic Variable.
5. Type in the alias: FriendlyFrom
a. Just the text “FrindlyFrom”, NOT the RPL Syntax ${FriendlyFrom}
6.  Click the “Scroll” icon next to the FriendlyFrom Default text box.

a.  You will need to know the FriendlyFrom that will be paired with the particular audience segment
(the VERSION_CD)

Data sources

Add new source Change prefile list

o= LA s i e Py ey ooy oo

VERSION_CD VERSION_CD PREK Er v Lookupkey @

Dynamic variables (6)

Alias Variable Default
UNSUB Dynamic Variable To <strong>UNSUBSCRIBE</strong
Linkld Dynamic Variable JcP
DISCLAIMER Dynamic Variable Default value
FOOTER Dynamic Variable Standard
PreHeader Dynamic Variable Plus EXTRA 30% off online only!

ﬁmmmmm
Eooooo ©

m FriendlyFrom Dynamic Variable <#if YN_EP_WK30_0831_MDRN_JC

Cancel Save
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Script

Edit/enter script

eat 2 a@nE

Discard changes Apply

7. Just like you would do for the Dynamic Subject Line, enter in the source code box pictured above, input

the following script, update where notated:

Highlighted:
. - is the name of your [UnicaListCut or Metadata SQL
. - is the name of the specific VERSION_CD

Opening <#if> e yellow is the corresponding FriendlyFrom for each VERSION_CD
statement starts the / <Hif _.VERSION_CD :,-,>
script for your Company Baby
Dynamic FriendlyFrom <#elseif NDIBNCEDRIABIENENE Vv :rs10N_cD="IN>
Company Kids
You can copy <#elseif> <#telseif NUDIBNCHDNIARINENANE R sTON_CD=" N -
statement as many times as you Company Kids <#else> statement is
need depending on how many <Helse> <= —@  for the “Default”
Dynamic FriendlyFroms you need Company Kids FriendlyFrom
</#if>

Closing </#if>
statement ends for your

FriendlyFrom

CLEAN SCRIPT FOR COPY AND PASTING:

<#if AUDIENCEDATAFILENAME.VERSION_CD="'VERSIONCODEA'>
ENTER FRIENDLYFROM 1 HERE

<#elseif AUDIENCEDATAFILENAME.VERSION_CD= "VERSIONCODEB'>
ENTER FRIENDLYFROM 2 HERE

<#telseif AUDIENCEDATAFILENAME.VERSION_CD='"VERSIONCODEC'">
ENTER FRIENDLYFROM 3 HERE

<#else>

ENTER DEFAULT FRIENDLYFROM HERE

</#if>
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8. Click “Apply”

Script

Edit/enter script

@ Qb .h'. ILE

©831_110000.VERSION_CD ='BABY'>
2 JCPenney Baby
3 <#elseif
YN_EP_WK2@_0831_MDRM_JCKY_KIDS_DYN_CLLG_HME_52863_2018
2831_1100808 . VERSTON_CD="PREK" ||
YN_EP_WK3@_8831_MDRN_JCKY_KIDS_DYN_CLLG_HME_52863_2018
©831_11000e.VERSION_CD="SCHOOL_AGE ">
JCPenney Kids
<Helse>
JCPenney Kids
<f#if>

~ o v

Discard changes
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Dynamic PreHeaders
1. In your Data Sources, navigate to your PreHeader.
2. Click the “Scroll” icon next to the PreHeader Default text box.

a.  You will need to know the PreHeader that will be paired with the particular audience segment
(the VERSION_CD)

Data sources

Add new source Change prefile list

— LA s i e Py ey ooy oo

VERSION_CD VERSION_CD PREK Er v Lookupkey @

Dynamic variables (6) [~]
Add 1 dynamic variables OK
Alias Variable Default
UNSUB Dynamic Variable To <strong=UNSUBSCRIBE </strong E‘ o
Linkld Dynamic Variable JcP E o
DISCLAIMER Dynamic Variable Default value Er o
FOOTER Dynamic Variable Standard E o
m PreHeader Dynamic Variable Plus EXTRA 30% off online only! m
FriendlyFrom Dynamic Variable <#if YN_EP_WK30_0831_MDRN_J( Er [x]

Cancel Save

3. Just like you would do for the Dynamic Subject Line or Dynamic FriendlyFrom, enter in the source code

box pictured above, input the following script, update where notated:

Script

Edit/enter script

@ Qb

2w B

Discard changes Apply
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Opening <#if>

Highlighted:

. - is the name of your [UnicaListCut or Metadata SQL

. - is the name of the specific VERSION_CD

e yellow is the corresponding FriendlyFrom for each VERSION_CD

emen e e L <y DIOEDRTRSIENINE x5 10N_CD ~ -

script for your

Dynamic PreHeader

Plus EXTRA 30% off online only!

<ttelseif DIINCHDNTNSINENENGE. \ Rs10N_CD= >

Plus EXTRA 30% off online only and Exclusive Deal for Kids!

You can copy <#elseif>

statement as many times as you Plus EXTRA 30% off online only and Exclusive deal for Kids!
need depending on how many

Dynamic PreHeader you need

<#elscif DIBNCEDINSIBENANG v i:Rs1ON_CD = . >

<#else> statement is

<#else> —@ for the “Default”

4.

Plus EXTRA 30% off online only! PreHeader
</#if>
Closing </#if>
statement ends for your
PreHeader
CLEAN SCRIPT FOR COPY AND PASTING:

<#if AUDIENCEDATAFILENAME.VERSION_CD="VERSIONCODEA'>
ENTER PREHEADER 1 HERE

<#telseif AUDIENCEDATAFILENAME.VERSION_CD= 'VERSIONCODEB'>
ENTER PREHEADER 2 HERE

<#elseif AUDIENCEDATAFILENAME.VERSION_CD= "VERSIONCODEC'>
ENTER PREHEADER 3 HERE

<#else>

ENTER DEFAULT PREHEADER HERE

</#if>

Click “Apply”

Script

Edit/enter script

@ Qi E}.h’. f.r.E

©831_11e008.VERSION_CD ='BABY'>
2 JCPenney Baby
3 c<#elseif
YN_EP_WK3@_0831_MDRM_JCKY_KIDS_DYN_CLLG_HME_52863_2018
2831_110000.VERSION_CD="PREK" ||
YN_EP_WK3@_8831_MDRN_JCKY_KIDS_DYN_CLLG_HME_52863_2018
0831_1100@8.VERSION_CD="SCHOOL_AGE" >
JCPenney Kids
<Helse>
JCPenney Kids
</#if>

~ o wn o

Discard changes Apply
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STO & STO_BO Campaign Set-up

These are steps you will need to take if your campaign will be using a Regular STO or STO_BO Program. Refer to

the Program Process Document for actual set-up of the Program for the campaign. These instructions are only for

the email itself.

1. You will first create your campaign following the normal Promotional Campaign steps listed in this

document, however you should label it ending in _NSTO.
2. Then, you'll copy your _NSTO campaign and rename it with _STO

20180818 Van Huesen NSTO|w
20180818 Van Huesen STO |

a.  In total, you should end up with two identical emails visually. The set-up of them will be the only

difference.

3. For the STO Campaign ONLY, the following differences will need to be made:

a. Data Sources

Data sources

Add new source Change profile list

i. Add the Profile Extension: Send_Time Recommendations

ii.  Select the day your campaign is set to deploy

Data sources

Add new source Change profile list

Profile list
Add new source

@ Data source alias:

What type of source? Select columns

Profile extension - BESTDAY
Profile extensions (5)

Source name BESTHOURFORBESTDAY

Send_Time_Recommendatior | + CREATED_DATE
@ Data source alias: - -

FRIDAY
Alias

MODIFIED_DATE_
TREATMENT_ID

Lookup key

MONDAY

VERSION_CD RID_ Lookup key

@ Data source alias:

Cancel

Default valus Er
Default valus Er

Select
Alias

FIRST_NAME FIRST_NAME

Lookup key

LAST_NAME LAST_NAME Lookup key

Cancel

iii. Your Data Sources should now have this listed:

@ Data source alias: Send_Time_Recorn Add columns  Data source: Send_Time_Recommen. .. Settings  Proofs and seeds using: Se... €
Alias Column Default
TUESDAY TUESDAY Default value {numeric ) Er Lookup key ]

Click “Save”

O Data sources

Profile data

COMTACTS_LIST
PET_PROFILE_DAILY
PET_PROFILE_WEEKLY
PET_PROFILE_DIMISION_SALES
Send_Time_Recommendations

More
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b. Campaign Settings

i.

Tracking Options Dropdown

1. Select performance reporting:
a. Select: Track performance for a single segmentation scheme:
b. Select the Add data source
c.  *This may differ depending on reporting needs. This will be communicated with

you if needed to be different.
2. Add data source (in blue)
3. Add the Profile Extension “Send_Time_Recommendations” and select the

day the campaign is to deploy.

External camnainn rodea: Fnntar: Trark nnene: Frshled
Recipi¢ ; . abled
utr-g. Campaign settings = Showall x g
Access
» Campaign setup
Add new source
What type of source? Select column
Profile extension -
RIID_ B
Source name SATURDAY
Send_Time_Recommendatior | =
SUMDAY
THURSDAY L
TUESDAY
WEDMNESDAY
WEEKDAY
Cancel Select
FOsL
Multi Track performance for a multiple segmentation scheme (5 maximum)
ii. Hit “Save”
iii. Your Campaign Settings should now have this listed
o Campaign settings rd
Campaign setup Tracking options Attachments
External campaign code: Footer: Track opens: Enabled MNone
Recipient locale: English (UTF-3) Mo footer Track conversions: Enabled
UTF-8 encoding: “es Security-X55: Disabled Segmentation reporting:
Accessibility warnings: OfF X-headers: TUESDAY

Feedback-1D : S{campaign.id):S{launc...

*Sometimes you may use 1V ersion_CD tied to your audience data file rather than the
Send_Time_Recommendations. ook to the Weekly Assignment Sheet for this distinction.
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c. Audience

i

.Audience Selection Dropdown
1. Remove the NSTO filter that you have in place and replace it will the
DUMMY FILTER

Audience X

4 Audience selection

Profil list :CONTACTS_LIST ()

Identify your sudience to receive this campaign
Select seed list CORE_SEED -

Alternate seed data sources

Select Profile Extension Table with final target audience data

@ Specify inclusions and exclusions
Inclusions
@ Everyone in any of the selected filters o Select
DUMMY_FILTER X
Everyone associated with a supplemental table or view Select
Everyone in the list
Exclusions

+ | Ewveryone sssociated with one or more supplemental tables or views ° Select

Note: For exclusions, the data extraction key in each selected data
source must contain an email address
‘20180913 _Florence_Hurricans_Suppression

Everyone with these email domains (specify & comma-separated list of values)

Note: For all campaigns, the following email domains will be suppressed:
foss.com, cemo.net, dasherexpress com, danielnorton_ com, broadreach com,

Cancel Save

2. Click “Save”

4. You’re now ready to build your program: Process Document Responsys Programs
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Associate Email Campaign Set-up

When sending Associate emails, there will be two emails, one will be the Promotional and one will be the
Transactional email (the Transactional EMD Workbook mentioned previously).

The Promotional Associate email goes to retirees and former associates who have opted-in to continue to receive

emails from the company.

The Transactional Associate email goes to cutrrently employees of Company (the key difference is that this email

WILL NOT contain an unsubscribe link).

Campaign Workbook
20151007 _Portrait Holiday Discount Promo

Both emails will go through the following steps:

E-Mail

Campaign Workbook
20181007 Portrait Holiday Discount transactional

Both emails will use the Associate_ COMPANY_HTMI._Template.

Create message

Saved templates.

Sample templates  Create from file

—_— — e
Triggers_JCP_HT... Standard_JCP_HT...  SephorainsideJCP. Associate_JCP_H... HomeServices_JC...
Triggar ermal campagn Standard promational Saphora promotional Associate email Home Sarvices.
templste with 0 ‘email campaign ‘email campaign
sactions and reduced lempiate with 9 template with 3 9 sections and campaign lemplate with
Reward Header ‘sactions. secthons. ‘associate footer and 3 sactions.
GMAIL_Standard_...
e  Set Header to Company Team Communications
Message Header X
Fromname:  JCPenney Team Communic ations From address:

Reply to: reply@e jcpenney.com

JCPenneyi@e jcpenney.com

Mone

Cancel Apply
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Data Sources

e Seclect Change Profile list

T e

Data sources

Add new source Change profile list

e Setto: CONTACTS_LIST_ASSOCIATE
o Click “Save”

Profile list

The profile list is used for perscnalization.

List name: CONTACTS_LIST_ASSOC

Cancel
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Audience
e  For the Promotional Associate Email
o You'll set the inclusions to the XXXX_Promo_Filter defined by the Selection Team
o You'll set the exclusions to the XXX_Trans. SUPPRESSION defined by the Selection Team

o Example:

Audience x

4 Audience selection

Profile list CONTACTS_LIST_assac ()

Identify your sudience ta receive this campaign
Selestsesdlist  None -
Alternate seed data sources
Select Profile Extension Table with final target sudience dats
@ Specify inclusions and exclusions
Inclusions
® Everyone inany of the selected fiters (@) Select
20181007_Employes_Portrsit_Promo_Filter %
Everyons sssociated with & supplemental table or view | Select
Everyone in the list
Extlusions

| Everyone sssociated with one or more supplementa| tablss or views @) | Select

Mote: For exclusions, the data extraction key in each selected data
source must contain an emsil address
20181007_Employes_Portrait_TRANS_Suppression

Everyons with these emeil domsins (specify & comma-separated list of values)

Mote: For &ll eampaigns, the following email domains will be suppressed
foss.com, cemo.net, dasherexpress.com, danieinorton com, broadreach.com,

Cancel sSave

e For the Transactional Associate Email:
o You'll set the inclusions to the XXXX_Trans_Filter defined by the Selection Team
o You'll set the exclusions to the XXX_Promo_SUPPRESSION defined by the Selection Team

o Example:

Audience x

4 Audience selection

Profile st :CONTACTS_LIST_AssoC @)

Identify your audience to receive this campaign

Selectseedlist | Core_Seed_Assoc -
Alternate seed data sources

Select Profile Extension Table with final target audience data

@ Specify inclusions and exclusions
Inclusions
@ Everyone inany of the selected fiters @) Select

20181015_Associate_Email_Trans_Fiter

Everyone associated with a supplemental table or view Select

Everyone in the list

Exclusions

/| Everyone associated with one or tavesorviews () | Select

Note: For exclusions, the data extraction key in each selected data
source must contain an email address
20181015 _Associate_Email PROMO_Suppression

Everyone with these email domains (specify a comma-separated list of values)

Cancel Save
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Associate Share Campaigns

COMPANY Associates sometimes get a “heads up” to share with their friends and family for certain events. This
comes in the form of an email with “social share” icons to share an image. This section outlines how to create the

links for these “social shares.”

1. You will need to get a jpeg version of the body of the email from the creative team.
2. You will host this jpeg on the Responsys website.

a.  Navigate to Content>>

i.  Manage Hosted Content>>

b. Click “Upload”

Manage Content Pool

| Publish | | Unpublish | | Delete | Iml

Mame

youtube.png

write.jpg

womens21814.png
WkK47_122618_new_gem_COUPON_01..jpg

WEK47_122217_ASSOCIATE_SHARE.html
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Adding or Correcting Alt Text

The Coding Team may accidently leave out Alt Text or have a typo or missing information. You can easily correct
this yourself without having to send back to the Coding Team. Just make sure to let them know what you updated

so they can make sure their files reflect this change.

Simply go to the left hand navigation>>Content>>Manage Content>>Your email campaign folder
Hover over the .htm file within that folder to get an arrow. Click the arrow and select “edit”
The HTML file will open on a pop-up window. Drag open the code source on the lefthand side of the
window.
4. Find the alt text you need to amend
a.  TIP: Click on the image on the righthand side to quickly go to that place in the code where the alt
text is missing or needs changes

<«

5. Find in the code the sequence alt="missing alt text” or alt="incorrect alt text”

v <td>
v <a class="owalmgFix" href="%clickthrough(bdy_appl_financing,LinkId=bdy_appl_financing)g">

<img stylestedsalay:block; border-style:none;” src="images/EMAIL_JUMN_W22_870118 APPLIANCES_13.gif"

width="328" height="151" border="§¢

u <td>

6. Enter missing alt text in between the two quotion marks

oo

; appl_financing,LinkId=bdy_sppl_financing)g"»
IL_JUN_WK22_ 870118 APPLIANCES_13.gif"
<fax</td>

<a class="owalImgFix"

<img st display:block; border-style:none;"” src=

width="328" height="151" border="@"\alt="3@ or 13 Months Special Financing | Get Details[
<td>»

7. Click “Save” in the window.
8. Your email campaign should automatically update.

9. Click the “View in browser” link from your existing email to re-check the alt text.
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Campaigns Using Coupons Barcodes

From time to time, emails will contain use and kill barcodes for certain promotions.

The only difference in setting up this campaign is making sure the coding team has the following variables inputted
into the HTML code and having aliases pulled in from the PET and created as a Dynamic Variables in the Data
Sources step.

These are the only difference with campaign set-up other than Proofing. Continue reading for details on this step.

Variables Within the Email

°RINT THIS EMAIL AND USE BARCODE FOR IN-STORE SAV

${STANDARD_BARCODE_CD}

Use code LUCKY8 &
serial number ${SERIAL} at jcp.com.

- T
e  ${STANDARD_BARCODE_CD} = this is the alphanumerical string of the barcode that is assigned to

individual consumer

e  ${SERIAL} = this is the last 10 digits of the Standard Barcode string used to vetify the batcode for online

purchases
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Data Sources
Profile Extension Table
In addition to the TREATMENT_ID and the VERSION_CD, you’ll need to add columns:

e BARCODEI_ENTERPRISE_FLG = flag that there is a barcode available
e BARCODE2_CHK_DIGIT = verification of the barcode

e M7_AD_ID = variable passed to the M7 landing page

e MNEMONIC_BARCODE_ID = display of the barcode

e  MOBILE_BARCODE_CD = mobile display for the barcode

e STANDARD_BARCODE_CD = alphanumeric string of the barcode

Leave all of the Default text field blank and checkmark “lookup key”.

Profile extensions (4) (]

° Data source alias: EP_WK37_1019_} Add columns Data source: EP_WK37_1019_MYST... Settings | Proofs and seeds using: E [x]

Alias Column Default
BARCODE1_ENTERPRISE_FLG BARCODE1_ENTERPRISE_FLG Default value E +  Lookup key [x]
BARCODE2_CHK_DIGIT BARCODEZ_CHK_DIGIT Default value E v Lookup key o
M7_AD_ID M7_AD_ID Defaut value Er v Lockupkey @
MNEMOCNIC_BARCODE_ID MNEMONIC_BARCODE_ID Default value IEr + | Lockupkey @
MOBILE_BARCODE_CD MOBILE_BARCODE_CD Default value E +  Lookup key o
STANDARD_BARCODE_CD STANDARD_BARCODE_CD Default value E‘ | Lookup key [x]
TREATMENT_ID TREATMENT_ID 408072 Er Lookup key [x]
VERSION_CD VERSION_CD Default value I Lockupkey @

Dynamic Variables
You’ll also need to add a dynamic variable titled: SERTAL

In the Default text field for this variable you will need to copy and paste the following string making sure to update
the part highlighted in green with your campaign’s PET (aka !UnicaListCust file):

s | RS OO S TR S AN ENSCHONS0ISIOINN0000!s T ANDARD_BARCODE_CD?substring(14,24)}

Dynamic variables (5) Q@

Add 1 dynamic variables OK

Alias Variable Default
Linkld Dynamic Variable JcP E [x]
PreHeader Dynamic Variable Open NOW to reveal just how much E [x]
DISCLAIMER Dynamic Variable <strong>"Extra 40% off select appart E [x]
SERIAL Dynamic Variable 15 ]
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Proofing

To Proof Campaign emails so that the barcode shows up, and so we don’t “use and kill” a live barcode intended for
real consumer, you should associate the “XXXX_TST_Filter” as defined by the Selection Team to your
Audience/Targeting block (just remember to set to the cotrect Filter before deployment).

Audience x

4 Audience selection

Profle list CONTACTS_LIST ()

Identify your audience to receive this campaign
Select seed list CORE_SEED -
Alternate seed data sources.

Select Profile Extension Table with final target audience data

@ Specify inclusions and exclusions
Inclusions
@ Everyone in any of the selected filters o Select

20181019_UNK_30_TST Filter X

Everyone associated with a supplemental table or view Select

= . .

When you’re ready to send a Proof, you should set to Proof List: Contact.List; and limit launch count to about 25

records so that you can have various emails to test that the barcode is pulling through. Launch the proof and check
like you normally would.

You'll need to send a copy of the Proof to both the .Com and Barcode teams for verification on their ends that the
barcode is working as expected.

4 Proof audience

@ Profile list. CONTACTS_LIST

Proof list: CORE_PROCF

Send all proofs to these email addresses o

4 Send options

Select formats to proof launch

| HTML

Limit launch count to 25 records

Number of records to sample

Again, remember to set your Audience Filter back to the intended recipients (NOT THE TEST Filter) before
deployment.
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Common Error Messages and How to Troubleshoot

Expression resulted in an empty value

Message preview Workbook  Message designer
20180822_Clearance Swim_EMD

Show more »

View: | HTML - Record 1 of25 p

A The message for this user cannot be previewed because of the following errors:

Expression resulted in an empty value

Desktop Q Tablet D phone [] Dimensions: 865 xauto Rotate

To: jdanie79@icp.com
From: JCPenney (JCPenney@e jcpenney.com)

Reply-to: reply@e jcpenney.com
Subject: Up to 70% off women's swim clearance in store

##% Skipped record:
Expression resulted in an empty value

Troubleshoot: Check your Dynamic Content Rules are set up correctly, more specifically your “Null” rule.

Execution runtime error... Unexpected end of file reached

T

20180906_Optical

Show more »
View: HTML - Record 1 ol25 »
1of Q Tablet l:] Phone D Dimensions: 865 x auto  Rotate
To:
From:
Reply-to:
Subject:

Email Message preview failed because of template execution runtime error, detailed error: Error parsing included template
cms://contentlibrary/2018_august_wk31/0906_optical 090718_OPTICAL htm Unexpected end of file reached.

Troubleshoot: Check the “clickthrough” RPL structute in your email/offer/banner contents source code.

You’ll want to make sure it has an opening brace after the dollar sign, single quotation mark around bdy, single

quotation mark about LinkID, and a closing brace after the final parentheses:

${clickthrough('bdy_msx_boys_shop_now_bnt','LinkId=bdy_msx_boys_shop_now_bnt")}
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Unable to find clickthrough link

View: HTML v

A The message for this user cannot be previewed because of the following errors:

Unable to find clickthrough link: bdy_offer in offer table, please make sure this link exists in your offer table
Unable to find clickthrough link: bdy_details in offer table, please make sure this link exists in your offer table
Unable to find clickthrough link: bdy_appliances_bnr in offer table, please make sure this link exists in your offer table

— — g

Troubleshoot: Check your bdy tags and bdy URLs in your Link Table. Make sure all are accounted for where
needed. If accounted for in your uploaded Link Table, check the source code of your images to make sure the bdy

tags and bdy URLs are properly inserted.

To add or update links in your Link Table in Responsys, you can either re-do your Link Table and upload as you did
in the Process Doc step. Or if it’s a one-off add to the Link Table, you can navigate to you campaign, More>, “Link

Tracking”

Workbook Preview m Save ¥

Manage header

Link tracking

Version test
M (13 M 2
On the pop-up window, select “Add Links
Link tracking
Track links: m off
Link table: EMO_TEST_va_inktable  ©
= Selectlink table = Update link table # External tracking

Remove links Page 1 of1 Link count = 36

Link name 1 Link URL Link category 108 link URL Andro
BOE_Customer_Service | ${mirrorURL)
BOE_follow_us_on_Twi ${mirrorURL}

Fill in the Link Name (your bdy tag), Link URL (bdy URL provided by site merchant), and Link Category. Click
“Update”.

Addlinks  Remove links Page 1 of1 Link count = 46
Link name 1 Link URL Link category 105 link URL Andro
GBL_Pette ${minorURL) Women's Petite
GBL_Plus. S{minorURL) Women's Plus
GBL_Shoes ${mirrorURL Shoes
GBL_Women ${miniorURL) Women's Missy
textink_STORE_ADS hitps furidefense proofpoint co... fepenney_homegage
e ${minorURL) fepenney_homepage

redd_Card_Logo  ${miorURL) Rewards
UTL_Customer_Servic ${mirrorURL) jcpenney_homepage
UTL_Logo ${mirrorURL) [penney_homepage
UTL_TOP_TEXT {mirrorURL)

OP_TE; ${mirrorURL) F Updam o
bdy_nonstop_new_coming || hitps:/iwew jcpenney.camiminen- || Womens -

Cancel Done

Your new link is added. Repeat this process if you have more than one link you need to add. Remember to click

“Done” when you’re completely finished to save yoru work.
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Questions or Concernse

First, make sure to look through/find-search the Process Document to see if your question has already been

answered. Then, ASK!!! That’s the simplest and easiest way to get answers ©

Hayley Tubb — Manager - Email Execution Team <htubb@Company.com>
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