How-To: Create a New Campaign

This guide provides a straightforward process for creating a new email campaign in
Resident Engagement. By following the steps outlined, users can efficiently set up
campaigns that engage qualifying residents and ensure timely communications.

1 Navigate to the Resident Engagement platform.

Note: Campaigns should be created after your email template is complete.

Marketing Admin Test ‘

GAMPAIGNS  TEMPLATES + Add Campaign
Campaigns Community | *

Campaign Name Communities Status Start Date End Date Last Run Type Actions

Community Portal Registration Rose Estates 09/16/251:30 PM (MDT) 09/17/25 12:50 PM (MDT) 09/17/255:52 AM (MDT) email e m
Fitness Center Now Open Rose Estates 00/00/25 6:00 PM (MDT) 00/16/25 9:29 AM (MDT) 09/15/25 5:00 PM (MOT) email — -
Payment Remindar: Assessments Dus A 09117/25 211 PM (PDT) 10/03/25 211 PM (POT) email e m
Payment Reminder: Assessments Due Al 10/02/25 12:47 PM (PDT) 02/02/26 1247 PM (PST) email . m
Poal Temporarily Clased Monarch Grove, Rose Estates m 09/15/25 11:30 AM (PDT) 09/16/258:29 AM (POT) 09/11/25 3:25 PM (PDT) email Edit, -ﬂ
Reminder: HOA Assessments Due Batson, Rose Estates m 09117251012 AM (FOT) 11/01/25 1012 AM (PDT) email o m

Displaying all & campaigns
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2 Click "Add Campaign" to start a new email campaign.

Marketing Admin Test

MARKETING ADMIN

3

\GNS TEMPLATES

paigns

mpaign Name

mmunity Portal Registration

ness Center Now Open

yment Reminder: Assessments Due
ol Temporarily Closed

minder: HOA Assessments Due

laying all § campaigns

Communities

Rose Estates

Rose Estates

All

Monarch Grove, Rose Estates

Batson, Rose Estates

Status

Start Date

09/16/25 1:30 PM (MDT)

09/09/25 6:00 PM (MDT)

09/17/25 211 PM (PDT)

09/15/2511:30 AM (PDT)

09/17/2510:12 AM (PDT)

End Date

09/17/25 12:50 PM (MDT)

09/16/25 9:29 AM (MDT)

10/03/25 2:11 PM (PDT)

09/16/25 8:29 AM (PDT)

11/01/25 10:12 AM (PDT)

Last Run

09/17/25 9:52 AM (MDT)

09/15/25 5:00 PM (MDT)

09/11/25 3:25 PM (PDT)

Type

email

email

email

email

email

Actions

Edit-

Edit=

Edit~

Edit~

Edit-

Community | -

Delete

Delete

3 Click on the “Campaign Name Here" field to enter a name for your campaign.

Note: The campaign name will also appear as the email subject line seen by
residents. Be sure to choose a clear and appropriate name.

Resident Engagement

NEW CAMPAIGN

1. Name Campaign

2. Select Communities

3. Create Templates

RESIDENT GROUP

Everyone = Edit

Add Template

4. Send

C Repeat settings
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Select a template
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4 Click the dropdown menu under "Select Communities” to choose which
communities you'd like to target.

Note: By default, 'All Communities' is automatically selected when creating a
new campaign. Be sure to update this if you want to target specific communities

only.

NEW CAMPAIGN

~f Resident Engagement

1. Name Campaign

Payment Reminder: Assessments Due

2. Select Communities

Lo v

3. 1213 Bluebird Test
Accounting BE Test
Arizona Gates
Barbara DH
Batson

4. Beacon Street

Bent Creek Trial

Berryhil_QA

8o aal
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By default, the email campaign will target “Everyone”—meaning all residents in
the selected communities above will receive the email.

To target specific resident groups instead, click “Edit” and choose your desired
groups.

NEW CAMPAIGN

~f Resident Engagement

1. Name Campaign

Payment Reminder: Assessments Due

2. Select Communities

All Communities x J]

3. Create Templates

RESIDENT GROUE, TEMPLATE

Everyone  Edit Select a template

Add Template

4. Send

C Repeat settings
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6 Define the residents you'd like to target by selecting the appropriate Registration
Status and/or Account Balance criteria.

Note: In the example shown, only residents with an outstanding balance will be

targeted in the campaign.

Select Audience

Registration Status Account Balance

Ignore Outstanding

Cancel l Save }

7 Click "Select a template" to assign your targeted Resident Group(s) an email
template.

AMPAIGN € Back to All Campaigns

ame Campaign

Payment Reminder: Assessments Due
2lect Communities

All Communities %

‘eate Templates
SIDENT GROUP TEMPLA

Outstanding = Edit Sme o
wdd Template

:nd

Repeat settings
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8 Choose a template from the dropdown list.
Note: Email templates must be created before setting up the campaign.

ame Campaign

Payment Reminder: Assessments Due

slect Communities

All Communities x

eate Templates

SIDENT GROUP TEMPLATE

Outstanding = Edit

dd Template Fitng&s Cenflar Now Open

Oniine Paymest Template
nd
Pool Temporarily Closed for Repairs
tepeat setlings
Portal Registration Template

Reminder: Upcoming Community BBQ .

9 Click "Repeat settings" to define the campaign schedule.

Payment Reminder: Assessments Due

2. Select Communities

All Communities x

3. Create Templates

RESIDENT GROUP TEMPLATE
Outstanding  Edit Online Payment Template
Add Template
4. Send

C Repeat Sttings
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10 Define how often the campaign will repeat here.

Repeat Settings

Repeat Every

1 Day(s)

RECURRENCE TIMEFRAME

Starts

10/02/25 1:47 PM

Timezone

[06:00] Mountain Daylight Time (US & Canada) (DST)

m

11 Use the options under "Repeat Every" to choose how often the campaign will
automatically repeat.

Repeat Settings

Repeat Every
1 Ppay(s)
Day(s)
Week(s)
RECURREN Month(s)
Starts. Year(s)

10/02/25 1:47 PM ® Never

O on

Timezone

[-06:00) Mountain Daylight Time (US & Canada) (DST)
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12  Select the day you'd like the campaign to send on.

Repeat Settings

Repeat Every

1 Month(s) v

@ Onday 1 5:00 PM

O odthe First ~ Monday ~ | 5:00 PM

REGURRENCE TIMEFRAME
Ends

® Never

O on

Timezone

[-06:00] Mountain Daylight Time (US & Canada) (DST)

= |
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Under "Recurrence Timeframe", select the day you want the campaign to end.

13

Note: If you don't want your campaign to repeat, choose an end date that is
before the next scheduled automated email.

For example, you can set the campaign to repeat monthly, but end it the day after
the first email is sent to prevent further sends.

Repeat Every

1 Month(s)

O Onday 1 5:00 PM

® onthe First v  Monday ~  500PM

RECURRENCE TIMEFRAME
Ends

O Never

® on 10/02/25 O

Timezone

[-06:00] Mountain Daylight Time (US & Canada) (DST)

Click the drop-down menu under "Timezone" to select the timezone your
campaign will use.

1 5:00 PM

First A Monday v~ 5:00 PM

RECURRENCE TIMEFRAME
Ends

O Never

@ on 10/02/25

Timezone

1-06.00] Mountain Daylight Time (US & Canada) (DST) {\ w l

Cancel
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15 Click "save" after your campaign schedule is complete.

First b4 Monday ~ 5:00 PM

RECURRENCE TIMEFRAME
Ends

O Never

® on

Timezone

[-07:00] Pacific Daylight Time (US & Canada) (DST)
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16 Click "Save Campaign" to save your campaign.
Campaign Save Options:

« "Save" - The campaign will be saved and sent on the scheduled start date. (Recommended)
* "Save as Draft" - The campaign will be saved as a draft. No emails will be sent.

* "Save & Send Now" - The campaign will be saved and sent immediately.

Note: No campaign metrics will be collected if you chose this option. "Save &
Send Now." For best results, we recommend using the "Save" option.

All Communities x

‘eate Templates

SIDENT GROUP TEMPLATE

Outstanding  Edit Online Payment Template

dd Template

ind

lecurs monthly at 17:00 (PDT) on the First Monday

|

Save
Savéas Draft

Save & Send Now

Made with Scribe - https://scribehow.com

11



