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Order of
Steps
Step 1

Step 2
Step 3

DocuMatix On Demand Marketing Automation
Tasks
Create a flow chart to determine the campaigns and rules for each campaign as well
as what data fields will be needed in the extract.

Log into DocuMatix
Click on the “DocuMatix on Demand” ribbon located in the menu on the left-hand
side of the page
Step 4
Click on “Marketing Automation” located in the menu
Step 5
Click the green “Add New” button in the upper right-hand side of the page
Step 6
Type in a name for the Marketing Campaign
Step 7
Select a field to track on
Note: The tracking field is used to count how many times a record receives an offer. By default,
email address is available. If something different will be used, Custom must be selected.
Step 8
Click “Create”

Step 9
Step 10
Step 11
Step 12
Step 13
Step 14

Click “Manage Fields” in the upper right-hand side of the page
To add a field, click in the box and type a name
Select the format of the field being added: Text, Number, Date, Month and Day
Click the “Add Field” button to add it to the list
To remove a field from the list, click the “X” next to a specific field and select “Yes”
To edit a field from the list, click the “X” next to a specific field, make the necessary
changes and click “OK”
Note: The fields must be managed to ensure the proper fields are in place for any rules to be
applied to the campaigns.

Step 15
Step 16
Step 17
Step 18
Step 19
Step 20
Step 21
Step 22
Step 23
Step 24
Step 25
Step 26
Step 27

Click “Add New Offer”
Type in the offer name
Click the drop-down arrow to choose the “Maximum Sends”
Click “Create”
The default rule will be to “Send to everyone once”
To modify the rule, click on “Send to everyone once”
Select a “field” from the list for the rule to be applied to
Click “Next”
Select an “Operator”
Click “Next”
Choose the “Value”
Click “Finish”
To add another rule, click the “plus symbol” and repeat the previous steps
Once all rules are in place, the next offer can be added
Step 28
Click “Add New Offer”
Step 29
Type in the offer ”name”
Step 30
Click the drop-down arrow to choose the “Maximum Sends”
Step 31
Click “Create”
Step 32
Repeat Steps 20 - 26
Note: If the rules or setup from a previous offer in the Decision Tree can be used, click the Copy
box. This will allow for a faster setup process. Any changes can be made after the copy is created.

Step 33
Step 34
Step 35
Step 36
Step 37
Step 38

Step 39
Step 40
Step 41
Step 42
Step 43

To remove a rule, click on the “X” to the right of the rule
Click “Yes” to complete the removal process
To remove an offer, click the “X” located to the far right of the offer box
Click “Yes” to complete the removal process
To edit the offer settings, click the “pencil” button to the far right of the offer box
Click “Update”

Once all offers are setup, the campaign needs to be selected
Within each offer, click “Select Campaign”
Click “Select Triggered Email”
Click the drop-down arrow and click on an email from the list
Click “Ok”
To add more campaigns to the offer, click the envelope button to the far right of the
offer box

Step 44
Step 45

If a rule option is available, a Define Rule item will appear
Click “Define Rule” to set it up following Steps 20-26

Step 46
Step 47
Step 48

Once setup is complete, the Marketing Path is ready to be Published
Click on “Marketing Automation” located in the menu
Click on the decision tree and select “Publish”
Click “Yes”

