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The Welcome Letter displays on the first tab of the Total Rewards Statement and also serves as
the cover letter in the PDF/print version . A sample letter is provided by default and can be
customized to suit your organization’s tone and branding.

You can update the default message or create your own, including rich text content, embedded
images, and hyperlinks.

[J Customize the Welcome Letter:
1. Go to Content.
2. Select Welcome Letters from the dropdown.

3. Click the New button or select an existing letter to edit.

Content - - - -
TOTALREWARDS Company Programs e Design Promotions Administration Dashboard . -

Search all welcome Ictttrn New Welcome Letter

Default Welcome Letter
All groups

1 total welcome letter

4. Use the toolbar to:
o Insert a first or last name using the first icon (down arrow).
o Embed an image using the third icon.

o Add a hyperlink using the fourth icon.

Content
Weicome Letiers

Company Programs

Design  Promotions  Administration

Group

Sample Text
(all) v
Not sure what to write? Click “Sample Text" for
four different welcome letters. Copy your
favorite and paste it into the text box. Then edit
it to your liking
Message

Dear ${first_name}: Live Sample

The management of TotalRewards CSM is pleased to present your personalized total compensation By clicking the link above, a PDF wil open
statement highlighting your total compensation package. Because your well-being is important to us, showing the Welcome Letter on one of your
the benefit program is designed to furnish you with protection against financial devastation due to employees’ statements
illness, disability, loss of work, retirement or death. Some of the benefits are mandated by Federal or
State legislation; others are provided by the Company to attract and retain quality individuals. Often
our day-to-day responsibilities distract us from knowing what protection we have and the value of
record.user.name that protection to us.

Don't see your changes?

Are you clicking the “Live Sample” and don't
see your changes? If so, you may need to

N - - N L R delete your Cache. To do so, go to Tools on
Enclosed is an outline and cost analysis of your company-sponsored benefits. Share this information your internet browser and delete the Cache.

with your family, too, so that they are aware of the benefits provided to them. If you have any
questions, please email totalrewardscsm@totalrewardssoftware.com.

Tipe.

Thank you for your contributions to the company's success throughout the year. Nee spell check? Use FirsFox or Safari as

your internet browser. Like Internet Explorer
00 much? Type your letier in a word
processor program first, then paste it into the
text box
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5. Update the valediction, full name, and title.

Valediction

Sincerely,

Full Name

Leslie Liu

Title

Head, Customer Success

6. Enable and disable the following options by clicking the tick box.

. Display company address on print statement
. Display employee address on print statement

. Display "prepared especially for [...]" message

7. Upload an executive signature (appears between valediction and name).

Executive Signature

Choose File | Mo file chosen

Remove

8. Add an executive photo (displays on the right side of the online statement).
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Executive Photo

Choose File | Mo file chosen

Remove

Executive Photo alt text

9. Click Save.

[0 Note: The Welcome Letter also appears as the cover letter in the PDF/print version of the
Total Rewards Statement.

[ Quick Steps: Content - Welcome Letters - New/Edit = Toolbar (Insert Name/Image/Link) =
Update Details = Enable Options — Upload Signature/Photo — Save
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