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engagement agents START HERE

Start here

What this kit covers, part by part. Click any title to go straight toiit.

Planlabels. Each sectionis marked so you know whatis included.
* LUTE self-serve,yourunthe platformyourselves.
® CORE weruncampaigns withyou.

®* PREMIUM insightand media services.

The platform features in this kit are available on every plan unless marked PREMIUM. Features still
being built are marked COMING SOON.

PART I - WELCOME AND QUICK SETUP

¢ Welcome to Engagement Agents
* Howtouse this kit

* Quick Setup:livein5 steps

* Yourfirsttwo weeks

¢ Whatwe doandwhatyoudo

PART Il - YOUR FIRST SIGN-IN

e Addouraddresses to your safe senders list
e Signin

¢ Findyourway around

* Update your profile, emails and password
* Usethe Dashboard calendar

¢ Find, sortand exportyourlists

PART Ill - LAUNCH YOUR FIRST CAMPAIGN

¢ [aunchyourfirst campaign

* Planyourcampaign

* Create amarketing campaign

* Chooseyourstores

e Setyourcampaigndates

e Write your campaign text

* Choose where else your campaign goes
e Addimages and submit

¢ Change, copy orend acampaign
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¢ Tipsforgetting approved
e Alwaysbe"on"
* Your first campaigns: what to expect

PART IV - CAMPAIGN IMAGES

* Image specsataglance

e Uploadyourimage sets

* Howimage resizing works

e Fixmissingimage sizes

* Addvideos, GIFs and PDFs
e Fixrejected orblurryimages

PARTV - TRACK APPROVALS

¢ See whichmalls approved

* Pending centers, reminders and follow-ups
* Respondtoadecline

* Share apublic campaign ormemo page

PART VI - SEE YOUR RESULTS

* Yourautomatic campaignreports

* Seecampaignresults

Seeresults forjobs, memos and opportunities
Insights and services on the way

PART VIl - YOUR SHOPPING CENTERS AND CONTACTS

* Your shopping centerintroduction email

* How shopping centerreplies reach you

¢ \When a shopping center contactis missing
¢ Whenyourteam changes

PART VIl - NOTIFICATIONS
* Checkyournotifications
PARTIX - JOBS AND MEMOS

¢ Postajob (recruitment campaign)

e Addimagesto arecruitment campaign
e Sendamemo tomalls

* Sendamemo to stores

PART X - TEMPLATES AND CHECKLISTS

e Storelisttemplate
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e Shopping centerintroduction email: approval form
e Contactchangeform

e Beforeyourfirst campaign

e Every campaign

* Everymonth

PART XI - FREQUENTLY ASKED QUESTIONS
* Frequently asked questions
LOOKIT UP

* What statuses and colours mean
* Errormessages and system pages
e Gethelp
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PART |- WELCOME AND QUICK SETUP

Partl - Welcome and Quick Setup

Who we are, how this kit works, and five steps to go live.
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» Watch the video
Welcome to Engagement Agents

For: Your whole team All plans

Welcome to Engagement Agents

Welcome aboard. Your shopping centers already have websites, apps, digital screens, email
newsletters and social channels, and your lease gives your brand a place onthem. Engagement Agents
makes sure your campaigns actually show up there.

How it works

* Youcreate acampaignonce,inone place.

e We deliverit to the right marketing contact at every shopping centeryou choose, in the sizes and
languages each one needs.

e Eachcenterapprovesitand tells us which channels it will use.

* Yousee, store by store, who is promoting your brand and who isn't.

What your team gets

e Onesimple workflowinstead of hundreds of emails.

e Consistent, current and correct campaigns at every location.

e More traffic and sales for your stores, and for the centers that host them.

e Asupportteamthat chases shopping centers, keeps contacts up to date and answers center
questions foryou.

Your support team

¢ Your Customer Success Manager guides your setup and first campaigns.
e Oursupportinbox, team@engagementagents.com, is watched every business day. Use it for
any question, request or feedback.

SEE ALSO

<How touse this kit> <Quick Setup:livein5 steps>
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For: Your whole team All plans

How to use this kit

Start with Quick Setup. Five steps take you from your first sign-in to your first campaign.

Thendipinwhen you need to. Every task has its own page with numbered steps, a screenshotand a
shortvideo.

Planlabels. Each section carries alabel so you know what's included:

e LITE: includedineveryplan.

® CORE: everything available on the platform today.

¢ PREMIUM: advanced insight and media services. Some are marked COMING SOON while we
finish building them.

Not sure which planyou have? Ask your Customer Success Manager.
Find things fast

¢ Inthe HTML version, press Ctrl+F (38+F on aMac) to search, and click any title to jump to it.
¢ |Inthe PDF, use the bookmarks panel. Every title and cross-referenceis clickable.

SEE ALSO

<Quick Setup:livein5 steps> CFrequentIy asked questions>
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For: Your campaign team All plans

Quick Setup: livein 5 steps

Complete these five steps and you're live. Most teams finish them within the first two weeks.

1. Signin and set your password

Look foran email from engage@mail.engagementagents.com with your temporary password.
e Gotoapp.engagementagents.com and signin with your work email and that password.

* Openyour profile and choose your own password.

See Signinand Update your profile, emails and password.

2. Add our addresses to your safe senders list

* Soouremails, and the replies from your shopping centers, neverlandinjunk.
* SeeAddouraddresses to your safe senders list.

3. Send us your master store list

* One spreadsheet with every store: brand, store number, store name and full address.
¢ Usethe Storelist template.

4. Approve your shopping center introduction email

* We sendit fromyouraddressto every center, so they know your campaigns now come through
Engagement Agents.

e Choosewhoitcomesfrom, edit the wordingif you like, and send it back.

* See Your shopping centerintroduction email.

5. Submit your first campaign

* Prepare aheadline, adescriptionandimagesinthree shapes: square, landscape and portrait.
e Submit48to 72 hours before the start date.
* See Create amarketing campaign andImage specs ataglance.

Good to know. You can signin and explore as soon as your password arrives. Sendingis switched on
once yourintroduction email has gone out to your centers. We'll let you know the moment you're
ready.
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Your Quick Setup

2015 done

@ sioninandsetyourpassword
@ Addouraddresses toyoursafe senders
@engagementagents.com and @mai.engagementagents

3 Sendyourmasterstorelist

4 Approve yourintroduction email
We sendit from youto every shopping center

5 Submityourfirst campalgn
481072 hoursbefore t star

lllustration: your five Quick Setup steps, two of them
done. Demo data.

SEE ALSO

(Yourﬁrsttwoweeks) (Whatwedoandwhatyou do) (Beforeyourﬁrstcampaign)

© 2026 Engagement Agents Inc. - Retailer Onboarding Kit - v2.7 - built 2026-10-22



For: Your campaign team All plans

Your first two weeks

Atypicallaunch, day by day. Your Customer Success Manager will confirm your dates.

When What happens

Day O Platform demo with your team (we record it for you)

Day 1 Youraccounts are created; temporary passwords arrive by email
Days1-3 You signin, set your password and send your master store list
Days1-5 We set up your stores, link them to their shopping centers and find

each center's marketing contact
Days 2-5 You review and approve your introduction email

Aboutday7-  Yourintroduction email goes to every center; centers send back
10 contacts andimage sizes

Aboutday10  Sendingis switched onforyouraccount

Days10-14 You submit your first campaign, 48 to 72 hours before it starts
Same day We check your first campaign went out correctly and ask how it went
Ongoing Reminders, follow-ups, contact updates and reports

Who
Together
We do
Youdo

We do

Youdo

We do

We do
Youdo
We do

We do

Tip. Brief your first campaign while your centers are being set up. Use the three defaultimage sizesin

Image specs at aglance; we'lltell you if any center needs something different.

SEE ALSO

What we do and what you do Quick Setup: livein 5 steps
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For: Your campaign team All plans

What we do and what you do

Task We do

Accounts and Create yourusers and send sign-in
passwords details

Store list Checkit, setup each store andlinkit to

its shopping center

Shopping center Find, confirm and update the marketing

contacts contact at every center

Introduction Personalize it for each centerand sendit
email fromyouraddress

Image sizes Collect each center'srequirements and

resize yourimages automatically

Campaigns Deliverthemto every centeryou select,
and checkyour first one

Pending centers Send automatic reminders on your
reminder schedule and follow up on
request

Centerreplies Answer process and contact questions,
copying you

Declines Help yourespond, or contact the center
foryou

Reports Sendresults at 48 hours, mid-way and
attheend

Team changes Tell every center about your new
contact

SEE ALSO

Frequently asked questions
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Youdo

Signinand setyour own
password

Sendit, and tellus when stores
open, close ormove

Share any contacts you already
have

Approve the wording and choose
the sender

Uploadimagesin three shapes,
large enough

Create and submit them, 48 to 72
hours ahead

Tellusif acampaignis time-
critical

Answer questions about your
offer or products (or tell us the
answer)

Review the reason; forward it to
usif you'dlike help

Review them and share them with
your team

Letus know when someonejoins
orleaves

14
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PART Il - YOUR FIRST SIGN-IN

Partll - Your first sigh-in

Make sure our emails reach you, signin, and find your way around.
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For: Your whole team and your IT team All plans

Add our addresses to your safe senders list

Ask your IT team to allow these addresses and domains so nothing important lands in junk mail.
Domains

* @engagementagents.com
* @mail.engagementagents.com

Who emails you - team@engagementagents.com (and team@mail.engagementagents.com): our
support team. Use team@ for all help. - engage@mail.engagementagents.com (and
engage@engagementagents.com): passwords, automatic reports and reminders. -
accounting@engagementagents.com: invoices and billing. - Your Customer Success Manager's
own address: setup and training.

Why @mail.engagementagents.com? Replies from your shopping centers come through this
domain. That way our team sees them too, can help straight away, and keeps a full history on your
account. Whenyoureply, it reaches the center like any normal email.

Yourintroduction email also asks every center to add @mail.engagementagents.com and your own
domain to their safe senders.

lllustration: a typical email program's Safe senders list
with ourtwo domains added. Demo data.

SEE ALSO

<How shopping centerrepliesreach you> <Quick Setup:livein5 steps>
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» Watch the video :

Signingin &

o ,_H

ity

» Watchthe video
Yourfirstsign-in %

For: All users All plans
Signin
What it does. Sign in with your email address and password to reach your Dashboard.

When to useit. Every session. If you have forgotten your password, click Forgot password? on the
sign-in page. If you have no account yet, ask your EA Customer Success contact oryour company's
Brand Admin to create one (see Add users and set what they can do).

Before you start. You need an active user account created by EA or your Brand Admin.
Steps

1. Goto app.engagementagents.com. The Welcome Back! screen appears ("Please signin to
access Engagement Agents”).

o [ ) app.engagementagents.com/auth/sign-in

Welcome Backi

Figure 02-01. The sign-in card: Email address,
Password, Forgot password? and Signin.

2. Enteryour Email address.

3. Enteryour Password (6 or more characters).

4. Click Signin. The button shows Signin... while it works.

5.If EAdetects unusual activity, you are sent to Unusual sign-in activity.

What you'll see. You land on the Dashboard calendar (Use the Dashboard calendar).
Tips

e Forgotyourpassword? Click Forgot password? on the sign-in page and follow the email, or
contact team@engagementagents.com.

e Bookmarkthe sign-inpage. Do not bookmark aninternal page, because it redirects to sign-in
whenyour session ends.

e Passwordsneed atleast 6 characters.

If something goes wrong
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Message Cause Fix

Invalid email or password Typo, orthe wrong Re-type the email and password. If
account email it still fails, use Forgot password?

You have one login attempt Repeated failed Stop andreset your password

remaining before youraccountis attempts rather than guessing again

locked...

Redirected to Locked Out Too many failed Follow the emailed code toreset
attempts your password

Unusual sign-in activity detected... New device, Enter the emailed one-time code

location or network

SEE ALSO

Find your way around Update your profile, emails and password

Error messages and system pages
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» Watchthevideo
Platform tour

For: All users All plans

Find your way around

What it does. Learnthe screenlayout: the left navigation, the top bar(search, language, notifications,
contacts, settings, account) and the main work area.

When to useit. Onyour first day, orwhen a menuitem seems to be missing.

Before you start. Your role decides which menus you see: for example Brand Admin or Brand User. Your
plan (LITE, CORE or PREMIUM) decides how much help EA gives you and whetheryou get the
Intelligence Hub. See Who can do what (roles and plans). If a menu you expect is missing, your Brand
Admin or EA Customer Success contact can checkyouraccess.

Steps

1. Left navigation (vertical; horizontal or mobile layouts are also available). The main groups are: -
Dashboard - Communications: Marketing Campaigns, Recruitment Campaigns, Mall Memos,
Store Memos - Reports: Marketing Campaigns, Incoming Opportunities, Recruitment
Campaigns, MallMemos, Store Memos - Locations: Malls, Stores - Accounts: Brands, Users,
Companies - Contacts - Email Communications

Parentitems open their first child page.

[ ] [ ] app.engagementagents.com/communications/marketing-car

Marketing Campaigns & Expot

Brand Campaign Tags Status

Figure 02-02. The left nav with the Communications
group open.

2. Collapse or expand the nav with the toggle button at the top edge of the nav.

3. Top bar, left toright: - Search (searchbar): jump to a page. - Language: change the Ul language.
- Notifications bell (Check your notifications). - Contacts popover. - Settings (gear): Dark mode,
Contrast, Right to left, Compact, Presets, Layout, Color, Font family and size. - Account (avatar):
Home, Profile, Security, Preferences, Logout.
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Tip. Your profile picture sits at the bottom of the left menu, next to the notifications bell and the
settings gear. Click it to openyouraccount menu: Profile, Security, Preferences and Logout.

[ ] [ ] app.engagementagents.com/communications/marketing-car

Marketing Campaigns .

Figure 02-03. The account drawer, opened from your
avatar at the bottom of the left nav: Profile, Security,
Preferences and Logout.

4. Use Settings » Reset toreturn the display to its defaults.
What you'll see. You canreach any page yourrole allows in two clicks.
Tips

* The searchboxlooksup page names, notrecords. To find arecord, use the list page's own
search (Find, sort and export your lists).
e Compact mode fits more rows on smallerlaptops.

If something goes wrong

Symptom Cause Fix
Amenudescribed Yourrole orplan Ask your Brand Admin, or your Customer
here is missing doesn'tincludeit Success Manager for tier questions
Page shows 403 No permission for that Use the navrather than old bookmarks;
URL request access

SEE ALSO
Use the Dashboard calendar Check your notifications
Update your profile, emails and password Find, sort and export yourlists
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» Watchthevideo
Update your profile, emails and password

For: All users All plans

Update your profile, emails and password

What it does. Keep yourname, photo and signature current, control which platform emails you receive,
set out-of-office forwarding, and change your password.

When to useit. During onboarding, before a vacation, orwhen you get too many (or too few) emails.
Steps
A. Profile

1. Clickyour profile picture at the bottom of the left menu, then Profile.

2.Under Basic Info, update your details. Click Upload Avatar / Upload Photo for your photo and
Upload Signature for your email signature.

3. Click Save changes.

o ( } app.engagementagents.com/settings/profile

Profie  Securty  Preferences

nnnnnnn

Figure 02-04. Settings» Profile, Basic Info card.

B. Email preferences

1. Open Account > Preferences. The page is titled Email Preferences.

2. Out of Office: switchit onand choose Redirect To (a colleague). Redirect To is required when
Out of Officeis on.

3.lgnore/Drop Auto-Responses: stops mall auto-replies from cluttering yourinbox.

4. Under Receive Emails / Email Templates, choose for each email type: - Send to Me - Platform
Only (no email; visible in the app only) - Include Others, adding people withInclude in CC or
Include in BCC (use Search Users)

5. Click Save.
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[ ) o app.engagementagents.com/settings/preferences

Include Others - CC - Campaign Created Email

Figure 02-05. Settings» Preferences with the Include
in CC dialog open forone email type.

C. Change password

1. Open Account - Security.
2. Enter New Password and Confirm Password, then click Save.

What you'll see. Your settings take effectimmediately.
Tips

* Before avacation, turn on Out of Office with a Redirect To colleague. That keeps mall declines
from going unanswered.
¢ Uselncludein CC to keep your district managers informed without forwarding every email.

If something goes wrong

Message Fix

Redirect Toisrequired when Out of Officeisenabled! = Choose a colleague, or turn Out of Office

off
New password is required / Confirm password is Fill both password fields
required
SEE ALSO

<See which malls approved>
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> Watchthevideo &
Use the Dashboard calendar &%

For: Brand and Mall users All plans

Use the Dashboard calendar

What it does. See your campaigns and memos on a calendar, filter them, and open any item.
Whento useit. Useit to plan the "Always Be On" cadence, check whatis live this week, or find a draft.
Steps

1. Click Dashboard.

o o app.engagementagents.com/

rrrrrrrrrrrrr

< October2026 >

e @

Figure 02-06. The Dashboard calendar: campaigns
forthe month, with the Company and tag filters along
the top.

2. Switch the view: Month, Week, Day or Agenda.

3. Move through dates with Previous date, Today and Next date.

4. Filter the calendar: - Filter by Tags. You must select a company before tags. - Expired: show
expireditems. - Drafts: show drafts.

5.The Colors: legend explains chip colours by type. When a day overflows, click + N more.

6. Clicka chip toopentheitem.

What you'll see. You open the campaign ormemo record.
Tips

e Turnon Drafts to find campaigns you saved but never submitted.
e Agendaview is the easiest toread for a weekly review with your team.

If something goes wrong
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Symptom Cause Fix

"Must select acompany before Tag filterused before acompany is Choose acompany
tags” selected first
A campaignis missing Itis expired oradraft and hidden by Turn on Expired or
default Drafts
SEE ALSO
Plan your campaign Tips for getting approved Find, sort and export yourlists
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For: All users Applies to: every list page (campaigns, memos, reports, malls, stores, users, contacts...)

All plans

Find, sort and export your lists

What it does. Alllist pages share the same toolbar and grid pattern.
Whento useit. Useit any time you need to find, sort or exportrecords.
Steps

1. Typeinthe search box. The placeholder tells you which fields it searches.

2. Use the toolbar filters (status, brand, tags, dates and so on). Status valuesinclude Draft, Active,
Upcoming, Scheduled, Expired, Manually Expired, Pending Approval, Approved and Declined.

3. Click Columns to show or hide columns. At least one column must stay selected.

4, Click acolumn headerto sortit. Turn on Dense for compact rows.

5. Click Reset Filters to clear everything.

6. Click Export to download the current list. You will see Export request submitted successfully!

o o app.engagementagents.com/communications/marketing-car

Marketing Campaigns & Expon
miicsions + Markeing Campals

Reports

e .

Figure 02-07. The Marketing Campaigns list: search,
Status, Company and Brands filters, Columns, Export,
Reportand Create.

7.Row actions (the menu at the end of the row) include Edit, Visit, copying the ID orname, and Flag
/ Remove Flag (watch).

What you'll see. You find the records you need, or a file of them.
Tips
¢ Flagacampaigntoadditto yourwatchlist. Remove the flag when you no longer need to follow
it.
e |arge exportsruninthe background. If the download doesn't start, check your email and
notifications.
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If something goes wrong

Message Fix
Select atleast one column... Re-enable a columnin Columns
Failed to export... Please try again later. Narrow the filters andretry
No results found Click Reset Filters
SEE ALSO
See which malls approved See campaignresults
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PART Il - LAUNCH YOUR FIRST CAMPAIGN

Partlll - Launch your first campaign

One walkthrough first, then each step in detail.

© 2026 Engagement Agents Inc. - Retailer Onboarding Kit - v2.7 - built 2026-10-22
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For: Your campaign team All plans

Launch your first campaign

What you'lldo. Create a marketing campaign, choose your stores, set the dates, add your text and
images, and submit it. We send it to every shopping centeryou picked, and you cantrack eachone's
answer.

Before you start

* You have signedinand set your own password (see Signin).

e Yourstorelistisloaded and yourintroduction email is approved (see Quick Setup: live in 5 steps).

* Haveready: aheadline under50 characters, a short description, and yourimages (JPG, RGB)in
square, landscape and portrait.

* Yourstartdateis atleast 48 to 72 hours away. Shopping centers need time to review and
schedule your campaign.

Steps

1. Open Marketing Campaigns. In the left menu, go to Communications > Marketing Campaigns
and click Create (top right).

[ ) ( ] app.engagementagents.com/communications/marketing-car

Mareting Campaigns Ge
o

aaaaaaaaaaaaa

........................................

>

Figure 03-01. The Marketing Campaigns list. Click
Create (top right) to start a campaign.

2.Fillin the basics. Choose the Campaign Type (for example Sales / Promo or New Arrival), give the
campaign a Campaign Name (only your team seesiit), then pick at least one Channel: where
you'd like centers to share it, such as their website, app, social media orin-mall screens.
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[ ) ( ] app.engagementagents.com/communications/marketing

»

e . D = -

Figure 03-02. The General and Channels cards filled
in with demo values (not saved).

3.Choose your stores. In Locations, pick stores from Available or use Select All. Filter by store

tags (forexample Region-West or Outlet) to pick a group quickly. Check the Selected count
before you move on.

( } [ ] app.engagementagents.com/communications/marketing-car

° ° ° ° °
chamelnotisedhere € Pt € Soapohat € TWIok € X))

o n} > O

Figure 03-03.The Locations card: Available stores on
the left, Selected stores on the right.

4. Set the dates. Click How Timeline Works? for a quick guide. - Timezone: use the time zone of
your stores. - Send Date (optional): leave it empty to send shortly after you submit, or pick a date
and we send at 9:00 AM that day. - Post no Earlier than: the first day centers may start

promoting. It must be on or before the start date. - Start Date and End Date: the days the offeris
valid. The end date is the last valid day.
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Figure 03-04.The Timeline card with How Timeline

Works? open.

5. Write your text and add images. Add your headline, description and any web link, then upload an
image set. We create every size each center needs from yourimages. If a size can't be made, the

cardturnsred: upload alargerimage for that shape.

[ ] ( ] app.engagementagents.com/communications/marketing-car

~ @ Asset Publishing Rules
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Uploaded Images
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Required/Generated Images
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Figure 03-05. Image Set 1withits required sizes and
the Upload button.

6. Preview and submit. Click Submit, check the Marketing Campaign Preview, then confirm. Read

any warnings before you confirm.
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Figure 03-06. The Marketing Campaign Preview
before you click Submit, with the warning that emails
willbe sent.

What you'll see. Your campaign shows as Upcoming if it starts in the future, or Active if it has started.
Each shopping center then answers Approved or Declined, and you can follow every answerin See
which malls approved.

Tips

e Textinsideimagesisthe most commonreason a centerdeclines. Keep words in the headline and
description, not on the picture.

¢ Changing channels changes which stores are eligible, so set channels before you pick stores.

* Toreuse an earlier campaign, openit and click Duplicate.

If something goes wrong

What you see What todo

At least one channelisrequired Pick atleast one channelinstep 2

Atleast onelocationisrequired Selectstoresinstep 3

Post no earlierthan date mustbe onor Move the date earlier, or the start date later
before the start date

You cannot submit campaigns while your Your setup isn't finished yet. Ask your Customer
accountisinonboarding status. Success Manager

A store you expectis missing Email team@engagementagents.com and we'll

checkitforyou

SEE ALSO

(Your first campaigns: what to expect) (Image specsata gIance) (See which malls approved>
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Planyour campaign g

For: Brand User All plans

Plan your campaign

What it does. Choose theright campaign type, timing and assets before you open the form.
When to useit. Before every campaign, and especially your first one or a holiday one.
Steps

1. Pick the Campaign Type. It decides whichlocations and channels are available: - Sales / Promo -
Events - New Arrival / Featured Product / Featured Service - Loyalty Campaign

2.Decide the dates: Send Date, Post No Earlier Than, Start Date and End Date (Set your campaign
dates).

3. Prepare the copy: - Headline, kept short. The limitis set per mall, andis stricter for Google and
Apple. - Description, including T&Cs. - Optional social captions and campaign URL.

4. Prepareimages: square, landscape and portrait, each at least as large as the largest required
size (Part IV, Prepare campaignimages). JPG or PNG.

5.Submit 48-72 hours before the post date.

See Figure 02-06.
What you'll see. You have everything the form will ask for.

Tips: Give the internal Campaign Name a consistent pattern (forexample 2026-11 BlackFriday CA)
so search andreports stay tidy.

If something goes wrong: A campaignlonger than one month triggers a courtesy warning ("...greater
than one month..."). Check your dates, then continue if they're correct.

SEE ALSO

(Create amarketing campaign> (Set your campaign dates> (Upload yourimage sets>

(Tips for getting approved)
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> Watchthe video  mmiici
Create amarketing campaign & p

For: Brand User All plans

Create a marketing campaign

What it does. Start anew campaign and set the fields that decide where it can go.

When to useit. To start any new marketing campaign. To start from an earlier campaign, see Change,
copy orend a campaign (Duplicate).

Before you start. Your account and brand must not be in onboarding status. Submittingis blocked
until onboarding ends.

Steps
1. Go to Communications > Marketing Campaigns and click Create.
See Figure 03-01.

2.Brand: selected automatically if your account has only one brand.

3. Campaign Type: required.

4. Campaign Name: required. Itisinternal only andis not sent to malls. There is a maximum length;
the message tells you the limit.

5. Associated User (if shown): choose who the campaignis sent from.

6.Channels > Select Channels: at least one is required. Optionsinclude: - App - Email Campaign -
Facebook, Facebook (stories) - Instagram (regular post), Instagram (stories) - In-mall digital
signage - Mobile Site/Website - TikTok, X (Twitter), Pinterest, Snapchat - Other channels not
listed here

See Figure 03-02.
7.Campaign Tags (optional): internal labels that make campaigns easier to search.
What you'll see. The Locations card becomes active (Choose your stores).
Tips: Change channels only when you mean to. Changing them changes whichlocations are eligible.

If something goes wrong

Message Fix

Campaign Typeisrequired / Campaign Name s Fill the field
required

Campaign Name cannot exceed N characters Shortenthe name
At least one channelisrequired Selectachannel
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Message Fix

You cannot submit campaigns while youraccountisin ~ Contact your Customer Success

onboarding status. Manager to finish setup
SEE ALSO
Choose your stores Choose where else your campaign goes
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Choose yourstores ;

All plans

Choose your stores

What it does. Choose which stores and malls receive the campaign.
When to use it. Every campaign.
Steps

1. Locations appear only after Brand, Campaign Type and Channels are set. Those choices decide
whichlocations are eligible.

2. Picklocations one by one from the Available list, or use Select All.

3. Tonarrow the list, filter by store tags: use match all tags, Select All / Remove All, and Clear Tags.

See Figure 03-03.

4. Check the Selected count.
What you'll see. At least one locationis selected.
Tips

e Storetagsare created by EAonrequest (forexample Region-West or Outlet ). Ask CSforthem.
e |falocationyouexpectis missing, contact team@engagementagents.com, as the form
suggests.

If something goes wrong

Message Fix
At least onelocationis required Selectlocations
There are locations in this campaign that you do not Ask your Brand Admin; you may only have
have permission to update. store-levelaccess
SEE ALSO

Create a marketing campaign
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» Watchthevideo & !
Setyour campaign dates &

All plans

Set your campaign dates

What it does. Set the timezone and the four dates that control delivery and posting.
When to useit. Every campaign. Click How Timeline Works? in the form for the in-app help.
Steps

1. Timezone: defaults to your own timezone. Change it to the locations' region if they are
elsewhere. It also sets the delivery time.

2.Send Date (optional): leave it empty to deliver shortly after you submit. If you choose a date,
delivery happens at 9:00 AM on that date in the selected timezone.

3. Post no Earlier than: required. It is the earliest date malls may start promoting. It must be on or
before the Start Date.

4. Start Date: required. Itis the first day the offeris valid. For Apple Business Connect it must be at
least 3 days from today.

5.End Date: required. Itis the last valid day, inclusive. If the offerisn't valid on Aug 31, enter Aug 30.

See Figure 03-04.

What you'll see. Valid dates. After you submit, the campaign status is Upcoming if the start dateisin
the future, and Active otherwise.

If something goes wrong

Message Fix

Send date must be on orbefore the postno Move Send Date earlier
earlierthan date

Post no earlierthan date must be on orbefore Adjust the dates
the start date
End date must be later than start date Fix the End Date

Start Date must be atleast 3 days fromtodayfor  Move the start date, oruntick Apple (Choose

Apple Business Connect review where else your campaign goes)
Timezoneisrequired Choose atimezone

SEE ALSO
Plan your campaign Choose where else your campaign goes
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> Watch the video i
Write your campaign text j

All plans

Write your campaign text

What it does. Enter the headline, description, captions, URL and note to malls, and say how much malls
may adapt your copy and images.

When to use it. Every campaign.
Steps

1. Headline: required. The limitis the lowest headline limit among your selected malls. It is also
capped at 58 characters if Google Business Profile is on and 38 if Apple Business Connectis
on.

2. Description: required. Write it in the third person andinclude T&Cs. With Apple on, the cap is 100
characters.

3. Social Media Captions: tick Use the same description as above for social media captions, or
write your own Facebook, Instagram and X (Twitter) descriptions.

4. Campaign URL (optional; must be avalid URL). Call to Action Type (for Google): Book, Order,
Shop, Learn More, Sign Up or Call.

5. Notes to malls: private; malls see it, consumers don't.

6. Copy Publishing Rules: required. Choose one: - Use as Provided: exact copy, no edits. - Canbe
Adapted: malls may tailor the wording but must keep the facts. - Requires Approval if Updated:
malls must email you their wording and wait for your approval.

7.Multi-language: if yourlocations need more than one language, alanguage switcher appears.
Everyrequired language must be filledin.

[ ) ( ] app.engagementagents.com/communications/marketing-car
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Figure 03-12. A Quebec campaign with English and
French tabs, the headline counter and Copy
Publishing Rules.

What you'll see. All copy validates.
Tips
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¢ Write the headline for the strictest channel first (Apple, 38 characters).
* Use Canbe Adapted forthe best approvalrates unless legal wording must stay exact.

If something goes wrong

Message Fix
Headline cannot exceed N characters for the selected Shortenit, orremove the strict
locations mall

Headline cannot exceed 58 characters for Google Business / Shortenit, oruntick thattoggle
38 ... Apple Business Connect

Description cannot exceed 100 characters for Apple Shortenit
Business Connect

Copy Publishing Rulesis required Choosearule
Campaign URL must be avalid url Include the domain, e.g. https://..
An erroron anotherlanguage tab Switch tabs and complete the

missing language

SEE ALSO

Choose where else your campaign goes Upload yourimage sets Tips for getting approved

Tip. Headline length limits vary by mall and channel. Keep headlines short and punchy, and the form
will tell you if a mall needs something shorter.
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» Watch the video
Choose where else your campaign goes

All plans

Choose where else your campaign goes

What it does. Choose who elseis told about the campaign and where itis auto-published.
When to useit. Every campaign. Each toggle is on by default whenitis enabled for youraccount.
Steps

1. Notify store contacts: sends an FYl email fromyou, via EA, to your store and/or district
managers.

2.Send to Google Business Profile; publishes to the selected locations' GBP. Itis unavailable if
your GBP setupisincomplete.

3.Send to Apple Business Connect: publishes to Apple. Itis unavailable if setup isincomplete. It
adds the 3-day start-date rule and the stricter copy limits.

4. Send from associated users (only if configured): creates a master campaign with a sub-
campaign for each associated user. Each user may need to approve before it sends.

[ ) [ ] app.engagementagents.com/communications/marketing-car

Create
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Figure 03-13. The Send to Google Business Profile
tooltip ona Quebec campaign.

What you'll see. Distributionis set.
Tips: You can't change Send from associated users after you submit, or on a sub-campaign.

If something goes wrong

Symptom Fix

Toggle greyed out GBP or Apple setupisincomplete. Contact
team@engagementagents.com
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Symptom Fix

This setting cannot be changed after the Duplicate the campaigninstead (Change, copy orend

campaign has been submitted a campaign)
SEE ALSO
Set your campaign dates Write your campaign text
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All plans

Add images and submit

What it does. Upload image sets and attachments, then save a draft or submit to malls.
When to use it. To finish any campaign.
Steps

1. Assets > Include Images for this Campaign: on by default. Turning it off risks declines.

2.Uploadintolmage Set1(JPG or PNG). Click Add Additional Image Set for more. The maximumi is
10 sets (Reached maximum allowed image sets per campaign).

3. Check Required/Generated Images. The system generates each mall's sizes from the closest
larger upload (before you submit, see Part IV, Prepare campaignimages, for the card colours and
resizing).

4. Optional settings: - Use Language Specific Images - Image Background (Blurry / White) - Asset
Publishing Rules: Use as Provided / Can be Adapted / Requires Approval if Updated

5. Attachments (GIF, video, PDF) are sent as-is.

6. Click Save as Draft at any time. You will see Save as Draft success!

7. Click Submit. A preview opens with the warning "Submitting a communication will send emails to
all associated parties." Confirm.

See Figure 03-06.
What you'll see. Status changes to Upcoming or Active, and emails go to the selected locations.
Tips: Upload at least one image with text and one clean lifestyle image per orientation.

If something goes wrong

Message Fix

Required images missing Upload largerimages for the red orientations (Fix
missing image sizes)

Marketing Campaign formisincomplete or Scrollup; the fields with errors are outlined inred
invalid!
You must stillinclude at least one file under Images are off, so attach your creative

"Attach Documents"...

Banner asks you to press Resize Images Click Resize Images, then submit
SEE ALSO
Upload yourimage sets How image resizing works Fix missing image sizes
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(See which malls approved>
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Change, copy orend a campaign

All plans

Change, copy or end a campaign

What it does. Change a campaign after creatingit, reuseit, end it early orremoveiit.
When to useit. Use it to fix a mistake, repeat a campaign, or stop a cancelled promotion.
Steps

1. Openthe campaign from the list (Edit) or from the Dashboard.
2.Which actions appear depends on the status:

Status Actions

Draft Edit, Submit, Delete

Upcoming, Active, Scheduled Update (sends the changes), Expire
Declined, Expired, Manually Expired Delete

Any Duplicate (copiesitinto a new draft)

3. Expire ends the campaign now (status Manually Expired).
4, Amaster campaign with sub-campaigns shows Master campaign updated!, and sub-campaigns
may need re-approval.

Good to know. Once a campaign has ended it cannolonger be edited. Torunit again, click
Duplicate, update the dates and submit the copy.

[ ) [ ] app.engagementagents.com/communications/marketing-car

Marketing Campaign #1081 ]
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Figure 03-15. An ended campaign: it can't be edited,
soonly Duplicate and Delete are offered.

What you'll see. The campaignis updated, copied, ended orremoved.
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Tips: Duplicatingis the fastest way to run a recurring promotion. Change the dates and name, then
submit.

If something goes wrong: You cannot expire / delete ... while your accountis in onboarding status.
Contact CS.

SEE ALSO

CAdd images and submit> CSee which malls approved>
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Tips for getting approved ;

For: All All plans

Tips for getting approved

What it does. Habits that keep campaigns approved and visible.
When to useit. Use it to plan your campaign calendar and review results.
Steps

1. Always Be On: keep atleast one active campaign at all times.

2. Submit 48-72 hours ahead of the post date.

3. Write short headlines and descriptions thatinclude the T&Cs.

4. Upload twoimage styles per set, large enough for every orientation.

5. Pick Canbe Adapted where you can.

6. Review Approval % weekly and track your Hours You've Saved (1 hour per mall you submit to).

engagement agents - Campaignimage preview

Soft Too small Sharp Full size
TOve shANe YOUR BRAND
% off

30% off 30%o0
e F of Colecton the Fall Collection

- - Northgate Center - Oct 22 - Nov 2

- a Instore only. Selected styles.
Uploaded at 400 x 400, then stretched to 1080 x 1080 Uploaded at the full 1080 x 1080 size

lllustration - demo data

lllustration 03-16. Large, sharp images get approved more often. Demo data.

What you'll see. Higher approval and promotionrates.

Tips: The list header shows # of Campaigns You've Sent and Total Hours You've Saved. These are
useful figures for QBRs.

SEE ALSO

Plan your campaign See which malls approved See campaignresults
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» Watch the video
Always be "on"

For: Your marketing team All plans

Always be "on"

Keep atleast one active campaign running at all times. Your shopping centers then always have
something of yours to feature.

Every kind of campaign counts

e Salesand promotions

e Giftswith purchase

e New arrivals and featured collections
* |n-storeevents

e | oyalty offers

Why it matters

¢ You've already paid for this visibility. Your lease expects centers to promote your brand. If you
don't send content, that space goes to someone else.

e Your competitors are showing up. When your brand is missing from a center's screens and
social feeds, the shoppers you paid to reach see other brands instead.

Tip. Line up your Engagement Agents calendar with your national and store promotions calendar, so
every promotion yourun also reaches your centers.

SEE ALSO

(Plan your campaign> (Your first campaigns: what to expect)
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For: Your marketing team All plans

Your first campaigns: what to expect

Approval rates are often alittle lower for your first one to three campaigns, or right after you change
contacts. That's normal, and it settles quickly.

Why it happens

¢ Centers are adjusting. Some aren'tused to receiving your content, or this new, simpler format.
e We're still confirming contacts. As each new contactis confirmed, they start receiving your
campaigns straight away.

What to expect next. Once your content arrives regularly and contacts are confirmed, approval rates
rise and hold steady. Across brands on Engagement Agents, approval rates average about 95%
(2026).

What you cando

* Keep campaigns coming (see Always be "on").
e Checkwhich centers are pending or declining, and spot patterns.
e Askustofollow up with any center that needs extra attention.

SEE ALSO

(See which malls approved> <Pending centers, reminders and foIIow—ups)
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engagement agents PART IV - CAMPAIGN IMAGES

PartlV - Campaignimages

Sizes, uploads and fixes, so every center can use yourimages.
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For: Your design team All plans

Image specs ataglance

Three shapes are all you heed. Upload one image in each shape and we create every size your centers
ask for.

Shape Default size Useit for
Square 1280 x 1280 px or larger Social posts, websites, apps
Landscape 1920 x 1080 px orlarger Digital screens, website banners
Portrait 1080 x 1920 px orlarger Digital directories, stories

File specs

e JPGworksbest; PNGis also accepted.

e RGBcolor, 72 dpiorhigher, standard (baseline) JPG.

¢ Uploadeachshape atleastaslarge as the largest size your centers need. We can make images
smaller, never sharper.

Bestresults

* Include twoimage sets: one with your offer text, and one clean lifestyle image with no text. Some
centers won't use text overlays; others prefer them.

* YoucanadduptolOimage sets for carousels and extra placements.

e Bilingual stores: addlanguage-specificimages, or turn that option off if yourimages have no
text.

* GlFs,videos and PDFs can go along as attachments. They're sent as they are, not resized.

Before your centers are set up. Use the default sizes above. Once each center's requirements come
back, the image cardsin your campaign show exactly what's needed.

If a center sends you its own specs, forward them to team@engagementagents.com and we'lladd
them.

SEE ALSO

Upload yourimage sets Fix missing image sizes How image resizing works
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» Watch the video g :
Uploading campaignimages

For: Brand Users All plans

Upload yourimage sets

What it does. Adds the pictures foryour campaign. Eachimage setis one version of your creative, for
example one with text and one without.

When to use this. Every marketing campaign, unless you're only sending files such as a PDF (see Add
videos, GlFs and PDFs).

Before you start.

* Choose yourstores first. The sizes you need depend on which malls are in the campaign. If no
store with alanguageis selected, you'll see Select at least one location with alanguage before
uploadingimages.

e Have JPG or PNG filesready in three shapes: square, landscape and portrait. Each one should be
atleast aslarge as the biggest size required for that shape.

Steps

1. Inyour campaign, go to Assets. Leave Include Images for this Campaign switched on.
2.Underlmage Set 1, click Upload and choose your files (JPG or PNG).

See Figure 03-05.

3. Wait while the progress barruns through Analyzing images..., Uploadingimages... and Images are
being generated... Forlarge images, you'll see Large images detected. This may take a few
minutes...

4. Check two areas: - Uploaded Images: the files you added. - Required/Generated Images: every
size your malls need, each marked (Required) or (Optional) with its size (for example 108 0W x
1080H).

5.To add anotherversion, click Add Additional Image Set. You can have up to 10 sets per
campaign.

6. Optional settings: - Use Language Specific Images: upload separate images for each language,
forexample English and French. - Image Background (Blurry or White): how empty spaceis filled
when animage is fitted to a new shape. - Asset Publishing Rules: Use as Provided, Can be
Adapted, or Requires Approval if Updated.

What you'll see. Every required size shows animage. You can now save or submit the campaign.
Tips

* Uploadthelargest originals you have. The system only makes sizes smaller than what you upload.

e Two styles per campaign work well: one image with text and one clean lifestyle image.

¢ Uploading anewimage with the exact same size and shape as an existing one replacesit, and
every size made from it updates automatically.
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If something goes wrong

What you see What todo

Your file is unsupported. Save theimage as JPG or PNG and upload it again.

Select atleast onelocationwith alanguage Choose your stores first (see Choose your stores).
before uploadingimages.

Please checkyour file sizes and try again... Try asmaller file. If it still fails, email
team@engagementagents.com.

Reached maximum allowed image sets per You've hit the 10-set limit. Remove a setyou don't
campaign need.

Something went wrong with the image Upload again. If itrepeats, contact support.
upload, please try again

SEE ALSO

How image resizing works Fix missing image sizes Addimages and submit

Choose your stores

© 2026 Engagement Agents Inc. - Retailer Onboarding Kit - v2.7 - built 2026-10-22 51


mailto:team@engagementagents.com

» Watch the video
How resizing works !

For: Brand Users All plans

How image resizing works

What it does. Explains how Engagement Agents turns your uploads into every size each mall asks for,
soyou don't have to resize anything yourself.

When to use this. Read it once before your first campaign, or whenever sizes come out missing.
Steps (what the system does foryou)

1.ltremoves duplicates. If you upload two images with the same size and shape, only one is kept.

2. It picks the closest largerimage. For each required size, it uses the upload of the same shape
thatis nearestin size and larger, then scales it down.

3. It never makes animage bigger than the upload, apart from a small allowance (see Fix missing
image sizes). That's why your uploads need to be atleast as large as the biggest required size for
eachshape.

4.Itredoes everything when you change your uploads. Adding orremoving animage regenerates
every size. If youremove animage that others were made from, the system uses the next closest
one. If none fits, that size is removed and shows as missing.

5.ltupdates when your stores change. Adding malls can add new required sizes. If that happens,
abanner asksyou to click Resize Images.

o o app.engagementagents.com/communications/marketing-car

Image Set1 (&
TN Supported forma
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1080W x 1080H 12000 x 630H

=

Figure 04-02. The How Image Generation Works
panel.

What you'll see. A full set of generatedimages that match each mall's rules.
Tips

* OpenHow Image Generation Works in the image card for the in-app version of this page.
e Beforeyouupload, checkthe biggest size needed for each shape under Required/Generated

Images.
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If something goes wrong

What you see What to do

Asize disappeared afteryouremoved animage Upload alarge enoughimage in that shape.
A banner asks you to press Resize Images Click Resize Images, then save.

SEE ALSO
Upload yourimage sets Fix missing image sizes
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> Watchthevideo &=
Fixing missing sizes

For: Brand Users All plans

Fix missing image sizes

What it does. Helps you spot and fix sizes the system couldn't make, so the campaign canbe
submitted.

When to use this. Whenyou see ared-bordered image, the message Required images missing, ora
banner asking you to click Resize Images.

Steps

1. Under Required/Generated Images, look forimages with ared border. Each oneis arequired
size thatis missing.

o o app.engagementagents.com/communications/marketing-car

Figure 04-03. Uploadedimages and the sizes
generated from them. Here every required size is
present; a missing one would show ared border.

2.Readthe size undertheredimage (for example T080W x 1920H) and note its shape: square,
landscape or portrait.

3. Upload animage in that shape thatis at least that large.

4. 1f yourimage is only slightly smaller (up to about 15% short), the system can stretchit. Abanner
asks you to click Resize Images. Clickiit.
5. Checkthat nored borders remain, then save or submit.

What you'll see. Every required size is filled and the campaign can be submitted.
Tips

e Portrait sizes for stories and digital signage (forexample 1080 x 1920) are the ones most often
missing. Keep atall original ready.

* Aslightly stretchedimage may look soft. Where you can, upload a properly sized original instead.

If something goes wrong
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What you see What to do

Required images missing when Fixevery red-borderedimage (steps 1-3).
you submit
Width and Height cannot exceed Yourimageis too large. Resize it below the limit shown and
N pixels. upload again.
Aredborder stays afteryou The newimage is the wrong shape ortoo small. Checkits size
upload against the label.
SEE ALSO
How image resizing works Upload yourimage sets Fix rejected or blurry images

Good to know. Ared border means arequired image size is missing. If animage is close to the right
size, you'll see a Resize Images prompt that fixes it for youin one click.
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» Watch the video
Adding attachments ¢

For: Brand Users All plans

Add videos, GIFs and PDFs

What it does. Shares extra creative with malls (animated GIFs, videos, PDFs) exactly as you uploadiit.

When to use this. When you have motion or print-ready files, or when you switch offimages and send
creative as filesinstead.

Steps

1.InAssets, go to Attachments.
2. ClickUpload and choose yourfiles.

[ ) ( ] app.engagementagents.com/communications/marketing

SR S S T S N S

nnnnnn

Figure 04-04. The Attachments area, here withno
files attachedyet.

3. Toremove afile, delete it and confirm Delete this attachment? You'll need to uploadit again to
undo this.

What you'll see. Your files are listed and will go to every mallin the campaign.
Tips

e Attachments are sent as they are. They aren'tresized, converted or optimised, so make sure
they're final.

* There's no strict file-type or size limit, but keep files easy to open and download on any device.
e Useclearfile names, forexample BlackFriday-2026-Signage-1080x1920.mp4 .

If something goes wrong

What you see What to do

You must stillinclude atleast one fileunder ~ You switchedimages off. Add atleast one
"Attach Documents"... attachment so malls have creative to post.
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What you see What to do

Malls say a file won't open Re-exportitinacommon format (MP4, PDF, GIF) and
replaceit.
SEE ALSO
Upload yourimage sets Addimages and submit
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» Watchthe video

For: Brand Users All plans

Fix rejected or blurry images

What it does. Helps you prevent and fiximage problems that make malls decline a campaign.
When to use this. When a mall declines because of image quality, or before animportant campaign.
Steps

1. Openthe campaign and check the decline reason under See which malls approved.

2.Checktheimage size. A soft or blurry image usually means the upload was smaller than the mall's
size and had to be stretched.

3. Upload alarger original in the same shape. Images with the exact same size and shape replace
the old one, and its generated sizes update.

4.1fthe mall'srules say "no text onimages", add a clean lifestyle image set without text.

5.If you changedimages after the campaign was submitted, click Update so malls get the new
version.

engagement agents - Campaign image preview

Soft Too small Sharp Full size
TOVe RANe YOUR BRAND
% off

30% off 30%o0
e F ol Colecton the Fall Collection

- - Northgate Center - Oct 22 - Nov 2

- a Instore only. Selected styles.
Uploaded at 400 x 400, then stretched to 1080 x 1080 Uploaded at the full 1080 x 1080 size

llustration - demo data

lllustration 03-16. Side-by-side: soft upscaled demo image vs sharp correctly sized demoimage. Demo
data.

What you'll see. Sharpimages at every size, and fewer declines.
Tips

e Turning images off entirely makes declines more likely.
e Pick Canbe Adapted under Asset Publishing Rules so malls can crop orreformat small things
without asking you.

If something goes wrong
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What you see What to do

Amallsaystheimageis Upload alargeroriginal (step 3), then click Update.
blurry
A mallneeds asize you The mall's size settings may be out of date. Email
don'tsee team@engagementagents.com.
SEE ALSO
Fix missing image sizes See which malls approved Change, copy orend a campaign

Need ahand? If animage keeps getting rejected, send it to your EA Customer Success contact and
we'll help you getit right.
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engagement agents PARTV - TRACK APPROVALS

PartV - Track approvals

See who said yes, follow up on pending centers and respond to declines.
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» Watch the video Ol
-]

See which malls approved &8

All plans

See which malls approved

What it does. See each mall'sresponse and follow up.
When to use it. Daily for the first 72 hours after submitting.
Steps

1.Inthelist, check the Approval % and Approvals Breakdown columns. Open Report, or the
campaign's approvals page.
2.Use the tabs Sent, Approved, Pending and Declined.

[ ) [ ) app.engagementagents.com/communications/marketing-car

s 4 - Marketing Campaign #1081

. Marketing Campsigns
“  Artist+ $125 Blank Totes

Location Breakdown  Chaninel Breakdown

ie = im i=

Figure 05-01. Acampaign’s Approvals page,
Location Breakdown, showing one mall still Pending.

3. ForaDeclined location, read the reason, thenreply to the decline email or fix the campaign and
click Update.

4. For Pending locations, use Follow Up / Send Follow Up Email. EA also sends automatic
reminders.
5. Use Export for a status file.

What you'll see. You know where the campaignis live.
Tips: Your first 1-3 campaigns usually come in lower while mall contacts get used to EA.

If something goes wrong: If many malls decline, check your copy andimage rules (Write your
campaign text, Add images and submit).

SEE ALSO

(See campaign results> (Tips for getting approved>
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Good to know. Engagement Agents sends malls friendly reminders automatically while a campaignis
waiting forreview, so you don't have to chase themyourself.
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For: Your campaign team All plans

Pending centers, reminders and follow-ups

Pending means the centerhasn't approved or declined yet.

What happens automatically

Every pending contact gets reminder emails until the campaign ends or they respond. How often
isyour choice: your account has areminder frequency, in hours, for each kind of reminder (for
example 12,24,48,72 or168 hours).

Unless you choose otherwise, unanswered new campaigns are reminded every 48 hours, and
changes, extensions and removals every 24 hours.

To change your schedule, email team@engagementagents.com and tell us the frequency you'd
like.

Centers can also Snhooze reminders for a while, oruntil the post date.

You can confirm that every email and reminder was delivered on your campaign's page.

If a center is still pending after the post date, we recommend a personal follow-up. Choose one:

We draft, you send. We write a short check-in email; you approve it and we send it fromyou,
copying ourselves.
We send for you. We contact the pending centers directly and copy you.

Just email team@engagementagents.com with the campaign name and your choice.

‘ Time-critical campaign? Tell us when you submit it, and we'llkeep a closer eye on pending centers.

See Figure 05-01.

SEE ALSO

(See which malls approved> <When a shopping center contactis missing>
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For: Your campaign team All plans

Respond to a decline

When a centerdeclines, it must give areason. The decline email goes to the person who submitted the

campaign and includes the center name, the contact and the reason.

Whattodo

1. Read thereason. Some are simply foryourinformation (for example, no space on a particular
channel this week).

2.If you'dlike to discussiit, reply to the email. It reaches the center contact directly.

3. Preferusto handleit? Forward the email to team@engagementagents.com. We'll advise you or
contact the centerforyou.

You can see every decline reason at any time by clicking the red Declined count on your campaign.

Declined: 30% off the Fall Collection - Northgate Cente:

From: Nor tervia Engagement Agents < 9 com>
To: you@ys

Hi

Northgate Center i 30% off

Reason
Ourin-mall screens don't allow text onimages. Could you send a version without text?

Reply to this email to answer the center directly.

[llustration: a decline email with the center's reason.
Demo data.

SEE ALSO

(See which malls approved> <What statuses and colours mean>
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» Watch the video
Share a public campaign ormemo page

[T .5

For: All users; mall and store contacts All plans

Share a public campaign or memo page

What it does. Every campaign, job post and memo has a review page that mall or store contacts open
from their email withoutloggingin. There they can review the content and approve, decline or ask for
edits.

When to use this. To understand what malls see, ortoresend alink to a contact who lost their email.
Steps (what the contact does)

1. Openthelinkinthe email.

2. Review the text, images and dates.

3. Choose Approved or Declined, or Request Edits with a comment. For memos, answer the
questions too.

engagement agents - Campalgn review

oooooooooooooooooooo
30% off the Fall Collection

Campal

annels Website  Instagram  In-malscreens

Postno earl End
0ct20,202 2026 Nov2,2026

rBrand Northgate Center

Save 30% on selected Fall styles at Your Brand, Northgate Center. In store only, while supplies last.

o

Downloadallas: G PNG | DownloadAll

lllustration 05-03. Public review page forademo
campaignwith Approve / Decline / Request Edits.
Demo data.

What you'll see. The brand's report updates with the contact's response.
Tips

* Links areunique to each contact. Don't forward them to otherpeople.
e |fthe content changed afterthe link was sent, the page shows Hold up! A change has occurred
and loads the latest version.

If something goes wrong

What the contact sees What it means

This campaign has been The brand cancelledit. The contact should remove any posted
cancelled content and click Confirm Deletion.
Nothing toreview Everything has already been answered.
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What the contact sees What it means

An"invalid link" page Thelinkis wrong or expired. Send a fresh link from the report.
SEE ALSO
See which malls approved Send a memo to malls Post ajob (recruitment campaign)

© 2026 Engagement Agents Inc. - Retailer Onboarding Kit - v2.7 - built 2026-10-22 66



engagement agents

PART VI SEE YOUR RESULTS

Part VI - See yourresults

Reports, results and what's coming next.
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For: Your campaign team All plans

Your automatic campaignreports

You don't have to remember to check. We email results to the person who submitted each campaign.

When What youreceive

48 hours after sending Firstresults: approved, pending and declined centers
Mid-way through the campaign Progress update, including approved channels
Afterthe campaign ends Final results for every center

Near the end of yourlast active campaign ~ Areminder to submit your next one

You can also checkresults live, any time, on the campaign's page and under Reports > Marketing
Campaigns.

Engagement Agents

Fall Favorites - 25% Off Sitewide

YourBrand - Sales/Promo- Nov1-Nov15
Cent Approved Pend eciin Approvalrate
48 43 4 1 90%

Shopping center Store Status Approved channels

Northgate Centre #101 Approved Website, App, Digital signage, Instagram
Riverside Plaza #na Approved Website, Email, Facebook

Lakeview Mall #122 Pending Reminder sent today

HarborPoint #130 Approved Digital signage, Directory

Summit Square #137 Declined Social calendar fullthis week

Maple Grove Centre #145 Approved Website, App, Instagram (stories)

lllustration: Sample campaignresults, drawn with
demo data. Yourreport shows your own brand and
centers.

SEE ALSO

See campaignresults
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For: Brand Users All plans

See campaignresults

What it does. Shows, store by store, how malls have responded to your marketing campaigns.
When to use it. Weekly, aftera big campaign, and before areview meeting with aretailer.
Steps

1. Intheleft menu, click Reports, then Marketing Campaigns
(app.engagementagents.com/reports/marketing-campaigns).

2.Eachrowis one of your stores. Read the store, mall, Last Campaign Sent, Last Action and
Response Time in Hours columns.

3. Compare Your Approval % of Last 5 Campaigns with Overall Approval % of Last 5 Campaigns,
and Your Ongoing Average Approval % with Overall Ongoing Average Campaign Approval %.

4. Click a Sent, Approved, Pending or Declined count to see the campaigns behindiit.

5. Click Export to download the report.

aaaaaaaaaaa

s 5% 88% 9% 90%

[T 11T Ry 95% 93% 96%

"NEEE  100% 97% 98%

lllustration 06-01. Reports > Marketing Campaigns,
onerow per store. Demo data.

What you'll see. Your Last 5 Campaign Results shows a small chart foreach store: green means
promoted, red means not promoted.

Tips

e Switch on Show Closed/No Marketing Stores to see every store, not just active ones.
e Amallwith alow overallrate is a mall-side issue. Alow rate only for youis worth a closerlook at
your content.

If something goes wrong

What you see What to do

Exportdoesn't Exports may arrive by email. If you see Failed to export..., try again later.
download
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What you see What to do

Astoreis missing It may be closed orits mall may not support marketing. Use Show
Closed/No Marketing Stores.

SEE ALSO

See which malls approved Tips for getting approved

Seeresults forjobs, memos and opportunities
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For: Brand Users All plans

Seeresults for jobs, memos and opportunities

What it does. The same kind of report forjob posts, mall memos, store memos and incoming
opportunities from malls.

When to use it. To follow up on ajob post ormemo, or to see which malls send you marketing
opportunities.

Steps

1. Go to Reports and choose Recruitment Campaigns, Mall Memos, Store Memos orincoming
Opportunities.

2. Formemos, compare Your Approval % of Last 5 Memos with the overall rate. Store memos also
show the Store Manager Name and Store Manager Email.

3. Foropportunities, check Number of Opportunities Received and Last Opportunity Received.

4, Click a count to see the details, or Export to download.

[ ) [ ) app.engagementagents.com/reports/mall-memos

Mall Memos E=

eeeeeeeeeeeeeeeeeeeeeeeee

'
® >
'

e

Figure 06-02. Reports>MallMemos.
What you'll see. One row per store or mall, with the latest response and how quickly it came.
Tips
* Use Show Closed/No Mall Memo Stores on the mallmemo report to include every store.

If something goes wrong

What you see What to do

A memo shows noresponses Check the mall contacts (see Find and update mall contacts).
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SEE ALSO

(Post ajob (recruitment campaign)> (Send amemo to malls> (Send amemoto stores>

Tip. Click Visit on any row to open that mall's website in anew tab.
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For: Your leadership and marketing team PREMIUM

Insights and services on the way

PREMIUM adds deeperinsight and hands-on media services. These are being built into the platform
now.

86%

Visibility by month

86%
: - -

1%

lllustration: Sample visibility dashboard, drawn with
demo data.

PREMIUM COMING SOON

Intelligence Hub

See competitor campaigns across your shopping centers, which ad formats
and channels perform best, and how each mall performs.

PREMIUM COMING SOON

Customreporting

Dashboards and monthly reports built around the measures your team cares
about.

PREMIUM COMING SOON

Paid mall media

Plan, book and report paid placements (digital screens, directories, large-
format boards and center email) across your portfolio, with proof of
placement from every mall. Available today as a managed service.
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PREMIUM COMING SOON

Social channelreach

Extend your campaigns into paid social and location-targeted apps and
websites.

PREMIUM COMING SOON

On-demand help

Ask us toresize images, draft a campaign or build a custom report whenever
youneedit.

Interested in any of these? Ask your Customer Success Manager.

SEE ALSO

Your automatic campaign reports How to use this kit
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PART VII - YOUR SHOPPING CENTERS AND CONTACTS

Part VIl - Your shopping centers and
contacts

Introductions, replies, missing contacts and team changes.
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For: Your campaign lead All plans

Your shopping center introduction email

Before your first campaign, every shopping centerreceives a short introduction email from your brand.
It gives formal notice that your campaigns now arrive through Engagement Agents.

What the email does

¢ Announces the change, inyourvoice and fromyouremail address.

* Asksthe centerto add @mail.engagementagents.com and your domain toits safe senders.

e Confirmswho should receive your campaigns, or asks the center to complete a short form with
its marketing contacts andimage sizes.

* |etsthe centerknow store managers will stop sending campaigns separately, to avoid duplicate
work.

What we need from you

1. Choose one sender. If others onyourteam will also send campaigns, we'llname themin the
email.

2. Review the wordingin the Shopping centerintroduction email: approval form. Edit anything you
like.

3. Tellus if any region needs the email in anotherlanguage. Send your translated version, or approve
the English one.

4.Sendit backtous. We personalize it for every centerand send it.

Afterit's sent. Replies come to the sender'sinbox and to our team. Contact details and image sizes
come straight to us, and we load them foryou.

now arrive through Engagement Agents
ayourbrand example:

. Pl dd @mail toyoursafe senders,
« Letusknowwho should receive our campaigns, and yourimage sizes, using the short form linked below.

Thankyou,
AlexSample, Marketing Manager, Your Brand

[llustration: anintroduction email as a centerreceives
it. Demo data.

SEE ALSO

(Shopping centerintroduction email: approval form) (How shopping centerrepliesreach you)
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For: Your campaign team All plans

How shopping center replies reach you

Every reply to a campaign or email sent through Engagement Agents comes to you and to our team.
You'llnotice the center's address shows @mail.engagementagents.com; that's how we keep a copy
and afull history.

Who answers what

* Platform, process and contact questions: we answer for you and copy you, so you're always in
the loop.

* Questions about your offer, products or stores: reply to the centeryourself, or tell us the
answer and we'll reply foryou and copy you.

You never need to forward replies to us. We already have them. If something needs yourinput, we'll
ask.

Re: 30% off the Fall Collection

sssssss

10:42

Engagement Agents Support Yes 2:we' n08

You Thanks, that's ight. n:20

lllustration: a center's question answered by our team,
with you copied. Demo data.

SEE ALSO

(Add our addresses to your safe senders Iist) (What we do and what you do)
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For: Your campaign lead All plans

When a shopping center contact is missing

Occasionally we can't find the right marketing contact for a center straight away. We search center
websites, contact forms and phone lines until we do.

What you'llreceive. A short report listing any centers still missing a contact.
How you can help

e Checkwhetheryourteam already has a contact forthose centers.
* Askyourlocal store managers. They often know the center's marketing team.
e Sendanythingyou find to team@engagementagents.com.

Until a contactis confirmed, that center can'treceive your campaigns. As soon as it is, the center gets
every active campaign straight away.

Centers still missing a marketing contact - Your Brand
ment Agents Support

From: Engager

lllustration: the shortreport of centers stillmissing a
contact. Demo data.

SEE ALSO

(Your first campaigns: what to expect) (Pending centers, reminders and foIIow—ups)
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For: Your campaign lead All plans

When your team changes

When someone joins or leaves your team, tell us. We'llupdate your accounts and let every center know

who to expect campaigns from.

Whattodo

1. Email team@engagementagents.com withwho is joining, who is leaving and the date.
2. Complete the Contact change form. It updates the email we send to your centers.
3. We create or close useraccounts and send the update to every center from your new contact.

engagement agents - Your team

Contact change form

ving. We up: ints and et every center know.

Lastday

Oct31,2026

Role

‘Sam Demo - sam@yourbrand.example Brand User

Send to Engagement Agents

lllustration: the contact change form filled in. Demo
data.

SEE ALSO

(Contact change form> CUpdate your profile, emails and password)
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engagement agents PART VIII - NOTIFICATIONS

Part VIl - Notifications

Notices fromusinside the portal.
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» Watch the video
Checkyournotifications

For: All users All plans

Check your notifications

What it does. The bell opens a drawer of platform notices: deadlines, holidays, opportunities, report
updates and admin messages.

When to useit. Checkit daily, especially before planning holiday campaigns.
Steps

1. Click the Notifications bell. The badge shows your unread count.
2.Choose atab: All, Global, Deadline, Holiday, Opportunities, Report updates or Admin.

[ ) ( ] app.engagementagents.com/

D N
e « a

Figure 08-01. The Notifications drawer open on All,
with tabs for Global, Deadline, Holiday and more.

3.Openanoticetoreadit.
4. Click Dismiss all to clear the drawer. When it is empty you will see You're all caught up!

What you'll see. You are up to date on deadlines and opportunities.
Tips

* Deadline and Holiday notices are created by EA (Post platform notices). They tell you when malls
stop accepting holiday content.

* Opportunities shows mall-offered free or paid placements (see Part VIII, Incoming
Opportunities).

If something goes wrong

Message Fix

There was a problem dismissing some of your notifications! Refresh and try again
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SEE ALSO

(See results for jobs, memos and opportunities> (Find your way around>

Good to know. The notifications drawer groups messages by tab, such as Global, Deadline, Holiday
and Opportunities, so you can focus on what matters today.
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engagement agents PART IX - JOBS AND MEMOS

PartIX - Jobs and memos

Hiring posts and messages for your centers and stores.
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» Watch the video
Postingajob

For: Brand Users All plans

Post ajob (recruitment campaign)

What it does. Sends a hiring post to the malls where your stores are, so they can share it on their
channels.

When to use this. When one or more stores are hiring.
Before you start.

¢ Have thejobtitle, ashort description and an application email address or web link ready.
¢ Only openstores at malls that acceptrecruitment posts are included.

Steps

1. Go to Communications » Recruitment and click Create.

2. Choose the Brand and the Channels (for example social media or website). Yourlocations
appearonce both are chosen.

3. Select the stores that are hiring.

4. Fillin the details: - Campaign Name - Job type (Full Time, Part Time, Contract, Temporary /
Seasonal, Internship, Multiple Positions and others) - Email or Job Application URL (required) -
Headline, description and social captions - Notes to malls (optional)

5.Setthe datesinthe store's Timezone: - Post no Earlier than: the first day malls may post. - Start
Date: when the post goes live. - Unpublish Date: when it comes down.

6. Add theimage (see Addimages to arecruitment campaign) and any tags.

7. Click Submit, or Save as Draft to finish later.

[ ) [ ) app.engagementagents.com/communications/recruitment-c.

ent Campaign #14

nnnnnnnnnnnnnnnnnnnnnn

=D D @

Figure 09-01. The recruitment campaign form filled in
with demo values (not saved).

What you'll see. The post shows in the recruitment list as Upcoming or Active. Each mall contact gets
an email with areview link and can approve or decline it.
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Tips

e Keepthe posttoamonthorless. If Start to Unpublishrunslonger, you'll see a warning.
e Trackapprovals under Reports > Recruitment Campaigns.
¢ Tochange wording without notifying malls again, our team can make a quiet update.

If something goes wrong

What you see What todo

Recruitment Campaign formis Fix the fields markedinred. The applicationlink mustbe a
incomplete orinvalid! valid email or URL.

No locations show Choose both Brand and Channels first.

A store is missing from the list It may be closed, orits mallmay not accept recruitment

posts. Contact support.

SEE ALSO

Addimages to arecruitment campaign Choose your stores See which malls approved

Change, copy or end a campaign

Good to know. On the form the end date is called Unpublish Date. In lists and reports the same date
appears as End Date.
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» Watch the video
Addimages to arecruitment campaign

For: Brand Users All plans

Add images to arecruitment campaign

What it does. Adds the hiringimage for ajob post. Itisresized for each mallin the same way as
campaignimages.

When to use this. When you create arecruitment campaign (see Post a job (recruitment campaign)).
Steps

1. Inyourrecruitment campaign, go to the image section, labelled Recruitment.
2.Upload JPG or PNG imagesin the shapes you need. Large originals work best.
3. Check Required/Generated Images and fix any red-bordered sizes (see Fix missing image

sizes).

o ( J app.engagementagents.com/communications/recruitment-c:
.......... il ekl
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Figure 09-02. Sizes generated from a recruitment
campaignimage.

What you'll see. Allrequired sizes are filled for the malls in yourjob post.
Tips

* Asimple "Now hiring" image with yourlogo and little text resizes best.
e Putthejob detailsinthe description, notin theimage, so malls can adapt them.

If something goes wrong

What you see What to do

Recruitment Campaign formisincomplete or Look forred fields orred-bordered images and
invalid! fixthem.
Your file is unsupported. Use JPG or PNG.
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SEE ALSO

<Post ajob (recruitment campaign)> <How image resizing works> <Fix missing image sizes>
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» Watchthe video
Send amemo to malls

For: Brand Users All plans

Send a memo to malls

What it does. Sends an announcement orrequest to the mall teams where you have stores, for
example a store opening, arenovation notice or arequest forinformation. You can ask questions and
collect answers.

When to use this. When you need mall management to know something or reply, rather than post
something publicly.

Steps

1. Go to Communications > Mall Memos and click Create.

2. Choose the Brand and the stores. Number of Locations shows how many malls will receive it.

3. Write the Memo Subject and Description.

4. Optional: add files under Assets.

5. Optional: add questions. - Type a question and pick a Question Type: Open Ended (free text) or
Selection (use Add Optionforeach choice). - Click Add Question. Use Replace Question or
Remove to changeit.

6.Setthe Timezone, then: - Review by Date: on or before the Start Date. - Start Date - End Date

7.Add Memo Tags if your team uses them. Then click Submit, or Save as Draft.

[ ) ( ] app.engagementagents.com/communications/mall-memos/c

Figure 09-03. The mallmemo form with demo values
(not saved).

What you'll see. The memo shows as Upcoming or Active. Each mall contact gets an email link and
replies with Approved or Declined, plus their answers.

Tips

e Keep memostoamonthorless. Longerruns show awarning.
e |fyouchange the Start Date, any Review by Date beforeitis cleared and you'll be asked to pick
again.
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¢ Use Duplicate to send a similar memo quickly. Use Export on the list to download answers.

If something goes wrong

What you see What to do

MallMemo formisincomplete orinvalid! Fix the fields markedinred.

Please entera question to add Type the question text before clicking Add
Question.

We cleared ... Select a date on or after the new Your Start Date moved. Pick the cleared dates
again.

You can't submit and your accountis still Finish onboarding first, or ask our team.

onboarding

SEE ALSO
Send amemo to stores Share a public campaign or memo page

Change, copy or end a campaign

Which memo should | use? Send a mall memo to share news with mallmanagement. Send a store
memo to reach your own store teams.
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For: Brand Users All plans

Send amemo to stores

What it does. Sends a memo about specific stores, forexample a store-level request orupdate, and
collects areply foreach store.

When to use this. When the message or question concerns individual stores rather thanthe mallas a
whole.

Steps

1. Go to Communications > Store Memos and click Create.

2. Follow the same form as a mallmemo: Brand, stores, Memo Subject, Description, Assets,
questions, Timezone, Review by Date, Start Date and End Date.

3. Click Submit, or Save as Draft.

o o app.engagementagents.com/communications/store-memos

;
Store Memos g

V2 Timezone Questions  Approval % Sent Approved | Decined | Pending

0% Approved et 1 cea7s965 it 41ee 8700 061950ce4SHe

2 100% Approved sent1 q) 16951676 ecTb 040 ace ecdObiStece

16741055.9090-4005-8569-954116b4727

34416 0164 4cc 8798 Tec 1938872

mmmmmmmmmmmmm 2 30% Approved Sent 0 s 6 4148272624266 6008-104819850215

Figure 09-04.The Store Memos list, with no filters
applied.

What you'll see. Each store shows Pending, Approved or Declined. Contacts get reminder emails if
they haven'treplied, on the retailer's reminder frequency (setin hours perreminder type; by default
every 48 hours foranew item and every 24 hours for changes).

Tips

e Use Exportto download every store's answers in one file.
* Expire ends amemo early. It shows as Manually Expired.

If something goes wrong
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What you see What to do

Store Memo formisincomplete or Fixthe fields markedinred.
invalid!
A store stays Pending Reminders go out automatically. If it's urgent, contact the

store directly.

SEE ALSO

Send amemo to malls Share a public campaign ormemo page
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engagement agents

PART X - TEMPLATES AND CHECKLISTS

Part X - Templates and checklists

Copy, fillinand send.
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For: Your campaign lead All plans

Store list template

Sendus one spreadsheet with every store. Download the template (Store-List-Template.xIsx, included
with this kit) or use your own file with these columns.

Column Example Required
Brand Your Brand Yes
Store number 101 Yes
Store name Your Brand - Northgate Centre Yes
Shopping center Northgate Centre If known
Streetaddress 100 Main Street, Unit 12 Yes

City Springfield Yes
State orprovince IL Yes

ZIP orpostal code 62701 Yes
Country United States Yes
Store status Open, Opening soon, Closing Yes
Opening or closing date 2026-11-01 If applicable
Store manager email storelOl@yourbrand.com Optional
Center marketing contact (name, email) If you have one Optional

Languages needed English, French If not English only

Tags Region: West; Outlet Optional

Tip. Include every brand and bannerin one file. We'll check it against our records and send you any
questions.

SEE ALSO

Quick Setup: live in 5 steps What we do and what you do
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For: Your campaign lead All plans

Shopping center introduction email: approval
form

Review this email, make any changes, fillin the highlighted details and send it back to us. Fields in
[[double brackets]] are filled in by us for each center. AWord version (Intro-Email-Approval-
Form.docx)is included with this kit.

Sender: name, title and email address of the person it comes from. Also sending campaigns: names
of anyone else on your team who will send campaigns. Language(s): English only, or attach
translations.

Subject: [[Brand]] campaigns are now coming through Engagement Agents
Hi[[ContactFirstNamell,
lhope allis well. My name is [Your name], [Your title] at [[Brand]].

We've partnered with Engagement Agents to send our marketing campaigns to all of our shopping
centers. [t means our campaigns will reach you consistent, current and correct, and it helps us drive
more traffic and sales to [[CenterName]] and our store. Please treat this email as formal notice.

To make sure our campaigns reach you, please add @mail.engagementagents.com and @[your
domain] to your safe senders list.

Here are the contacts we have on file to receive our campaigns: [[ContactTablel]]. If anything has
changed, please reply to let us know. (For centers where we don't have a contact yet, thisline asks the
centerto complete a short forminstead.)

We'llalso let our store managers know they no longer need to send campaigns to you, to save
everyone duplicate work.

If you have any questions, please let me know.

Thank you, [Your namel]

Approve by replying to your Customer Success Manager with "Approved” or your edits.

SEE ALSO

<Your shopping centerintroduction email) CContact change form>
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For: Your campaign lead All plans

Contact change form

Use thiswhen someone on your team takes over sending campaigns. A Word version (Contact-
Change-Form.docx)isincluded with this kit.

Detail Your answer

New contact: name, title, email

Contact beingreplaced: name, email

Effective date

Centers affected All, orlist them
Create auseraccount for the new contact? Yes /No
Close the previous contact's account? Yes /No

The email we send to your centers, from your new contact:

Hi[[ContactFirstName]],

My nameis [New namel], [Title] at [[Brand]], and I'm your new contact for retail marketing, center
events and partnership opportunities. I'm taking over from [Previous contact], so please update your
records.

Our campaigns will continue to come to you through Engagement Agents. Here are the contacts we
have on file to receive them: [[ContactTable]]. If anything has changed, please reply to let us know.

If you have questions about creative or campaign timing, please contact me directly.

Thank you, [New name]

SEE ALSO

When your team changes
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For: Your campaign team All plans

Before your first campaign

O Signedin and set your own password

[0 Our addresses added to your safe senders list

O Master store list sent

I Introduction email approved and sender chosen

0 Your Customer Success Manager has confirmed sendingis switched on
[0 Campaign headline (under 50 characters) and description ready

[0 Square, landscape and portraitimages ready (JPG, RGB)

[0 Start date atleast 48 to 72 hours away

SEE ALSO

<Quick Setup: livein5 steps>
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For: Your campaign team All plans

Every campaign

O Right campaign type (Sales/Promo, New Arrivals, Events or Loyalty)

O Dates checked: Send Date, Post No Earlier Than, Start and End

[0 Stores selected (use tags to speed this up)

[0 Headline, description, terms and Note to Mall written

[0 Second-language fields complete for bilingual stores

OO Two image sets: one with text, one without; allimage cards green or yellow
O Preview checked, then submitted

O Two days later: pending centers reviewed

SEE ALSO

CCreate amarketing campaign> CPending centers, reminders and foIIow—ups)
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For: Your campaign lead All plans

Every month

e [JAtleastone campaign active at alltimes

e [JResultsreviewed and shared with yourteam

e []Store openings, closings and moves sentto us
e [1Teamchangessenttous

e [1Nextmonth's campaign calendarlined up

SEE ALSO

(Always be "on") (Your automatic campaign reports)
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PART XI - FREQUENTLY ASKED QUESTIONS

Part Xl - Frequently asked questions

Quick answers to what new retailers ask most.
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For: Your whole team All plans

Frequently asked questions

Getting started

Canlsigninbefore my centers have beentold? Yes. You can signin and explore as soon as your
password arrives. Sending is switched on once yourintroduction email has gone out.

Who will we receive emails from? See Add our addresses to your safe senders list.

Do we need to write new copy for Engagement Agents? No. Most brands paste in the headline and
description they've already written. Keep the headline under 50 characters and put any termsin the
description.

Campaigns

Canwe run more than one campaign at the same time? Yes. There's no limit. Submit each offerasits
own campaign with the same or overlapping dates, and centers can feature them side by side.

How far ahead should we submit? 48 to 72 hours before the start date isideal. Earlieris always
welcome. Running late? Submit anyway: many centers post the same day.

When is my campaign sent to centers? Shortly after you submitit. To send it later, choose a Send
Date.

Can we hold back the social posts for a day? Social fields can't be removed from a campaign today.
Add aline to Note to Mall, for example "Please post on social media from Friday", and centers will
follow it.

Can we change a campaign after submitting it? Yes, right up to the day it goes live. Openit, make your
changes and click Update. Centers that have already approved get an update email listing the
changes. Pending centers simply see the latest version when they open the campaign.

Do we have tofill in the French fields? Yes, when you select bilingual stores. The form shows a
language toggle automatically. Add the headline, description and images in each language. If your
images have no text, turn off Use Language Specific Images.

Images

What image sizes and formats do you need? Three shapes, square, landscape and portrait, as JPG (or
PNG), RGB, 72 dpi or higher. See Image specs at aglance.

Why are some image cards yellow? We've enlarged a smallerimage to fit. You can still submit, but a
larger upload looks sharper.

Approvals and centers
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Why are some centers still pending? Centers can be busy. They get reminders on yourreminder
schedule (every 48 hours unless you've chosen otherwise). If they're still pending after the post date,
ask us to follow up. See Pending centers, reminders and follow-ups.

Centers arereplying to me. Do | need to forward their emails to you? No. We receive every reply too.
We answer process questions and copy you; we'll ask you about anything only you can answer.

A center asked whether our offer is valid at their store. Who replies? You canreply directly, or tellus
the answerand we'llreply foryou.

Why is our approval rate lower on our first campaigns? It's normal for the first one to three campaigns.
See Your first campaigns: what to expect.

A center has no contact. What happens? We keep searching and send you a short report. See When a
shopping center contactis missing.

Account

How do I reset my password? Click Forgot password? on the sign-in page and follow the email, or
contact team@engagementagents.com.

How do | add a colleague or group stores into regions? Email team@engagementagents.com. We'll
create the account or set up the tags foryou.

Someone on our team has left. What do we do? See \WWhen your team changes.

SEE ALSO

(Get help> <What we do and what you do)
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engagement agents LOOKITUP

Lookitup

Statuses, messages, words we use, and how toreach us.
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For: All users All plans

What statuses and colours mean

Status What it means

Draft Saved but not sent to malls

Upcoming Approved or sent, and not started yet
Active Running now

Expired The end date has passed

Pending Approval Waiting for the mall's answer

Approved The mall said yes

Declined The mall said no; check the reason

Posted to Portal EA posted it onthe mall's own system foryou
Suspended Paused, forexample a cancelled reminder
Deleted Removed; kept only for history
Open/Closed/Temp Closed A store's ormall's trading status

Coming Soon/ Closing Soon A store about to openorclose

Mall to-dolabels: New Campaign, Change Needed, Removal Needed and Actioned tell the mall what
to do next.

Image cards: see Fix missing image sizes forwhat eachimage card colour means.

SEE ALSO

See which malls approved
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For: All users

All plans

Error messages and system pages

What you see

No permission

Sorry, page not found!

500 Internal server
error

New Property Contact
Required

Invalid URL

Engagement Agentsis
currently under
maintenance

Formisincomplete or
invalid!

Your file is
unsupported.

Couldn't sync your
data — network
connectionissue.

What it means

Yourrole can't open
thispage

The addressiswrong
ortheitemis gone

Something failed on
our side

A malllink was turned
off because that
contact left

Thelinkis broken or
was copied wrongly

Planned maintenance

Arequired fieldis
missing

Wrong file type

Your connection
dropped

What todo

Ask your Brand Admin foraccess

Check the address, orgo to
app.engagementagents.comtoreturnto
your Dashboard.

Try again later

Forward the email to
team@engagementagents.com with the new
contact'sname

Forward the email to
team@engagementagents.com

Checkbackinacouple of hours

Fillin the fields markedinred

Use PNG or JPG forimages

Checkyourconnectionand try again
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For: Your whole team All plans

Get help

Email us any time: team@engagementagents.com. Include the campaign name and a screenshot if
you can.

Your Customer Success Manager is there for setup, training and anything about your account.
Prefer to talk? Ask for a call or arefresher walkthrough for your team. We're happy to help.

Share yourideas. We're always improving the platform. Tell us what would make it easier for your team.

SEE ALSO

(Frequently asked questions> (Quick Setup:livein5 steps>
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