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Copyright Information and Changes

Copyright 2023 Identifi. All rights reserved. No part of this publication may be reproduced or stored,
in a retrieval system, or transmitted in any form or by any means, electronic, mechanical,
photocopying, and recording or otherwise without the prior written consent of Identifi.

The material in this manual is for information only and is subject to change without notice. Integra
Business Systems, Inc. reserves the right to make changes to its products without reservation and
without notification to its users.
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Introduction

Identifi
Identifi is a suite of software modules allowing the storage and retrieval of document images.
Additionally, documents can be tracked for expiration, retention and compliance.

Logging in to Identifi

Log into Identifi by double-clicking the Identifi shortcut .
located on the desktop or by entering the installation’s 3(': identifi
address into a browser page

(http://[servername]/identifi.net).

The User will be prompted to enter their credentials. The
password is case-sensitive. If the User ID and password
are not accepted, or the User does not have a User ID
assigned, please contact the Identifi administrator. User ID

Logon to identifi

If Identifi is configured to use the customer’s Active
Directory (AD), then the logon is seamless. The User will
not be prompted to enter the logon credentials. INTTEST -

Password

[CJRemembear Me

If the installation has been configured for Single Sign-On i )

with Azure or Okta, the button to Logon with those T e
credentials will present along with or instead of the
Identifi User ID and Password. 2021 © Ident

V.11.2 2 2023



Forgot Password

The Forgot Password link is only available if AD is not being used, as passwords will not be updated
automatically. However, if AD is being used on the installation, passwords are automatically changed

when the User changes their network password.

It is suggested that Users change their password at least every 60-90 days. Password Expiration is

set at the installation level.

1. From the login screen, click the “Forgot Password” link.

2. The following message will be displayed:

3. User will receive an email with a link to reset the password.

link to reset your password. Click on the link below to create your new password

< Reset iDentifi Password >

For security purposes, this link is only active for the next 30 minutes. If it expires. you can create a new one.

Reset Password

An email with the reset password link
was sent to the email address in your
profile. If you did not receive the
email, contact the system
administrator.

Tn the event you did not make this request, fear not! Your password is still safe and you can delete this email

1f you need any assistance, please contact your System Administrator

ATge . .
fe s identi

Logon to identifi

| Enolder

Reset Password

Clicking the link will open a dialog box, allowing the User to select a new password.

Note: Business rules for strong passwords require that a password be at least 12 characters, contain

an uppercase and lowercase character, a digit or special character and no spaces.

4. After confirming the new password, User will be directed to

the Identifi login screen.

Logon to identifi

Default

[ Remember Me

Forgot Password? D

V.11.2
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Main Page and Navigation

Once the User is logged in, the Document Search screen will be displayed.

i

% identifi

connect what matters,

;(':\. identifi 2~
= Search Documents

£ Data > KWYK Search... Q

(1 Documents >

7 Tracking o Note: All Identifi modules are “turned on” for each customer as they are licensed.
B > For the purposes of this User Guide, all available modules are represented, however, if a
=@z *module is not licensed to the customer, the User will not see the specific menu(s) for the
s ) unlicensed module(s).

B Reporting >

& Analytics

g Setup >

3 Help >

The left side bar contains a menu of sections in Identifi. Based on licensing and the User’s assigned
Roles, the menu will only show the sections to which the User has access.

Forrest [ INTTEST] @

P Logoff

& Change Password

e To exit the system, use the drop-down menu at the top right, next to User Name,

and select Logoff.

e Select Change Password to initiate a password change.

e Select Settings to view user details.

o Profile Tab: (Settings) Details of
the User Profile include Profile
information for that User as well
as any Role(s) assigned to the
User and any Group(s) to which

they have been added.

o Integration Tab: Used on
installations with custom

@ Settings The upper right corner contains a drop-down menu:

You have been logged-off

configuration where Identifi calls to the API. For details on this, see your

administrator.

V.11.2

Change Password
0ld Password *
New Password *
Re-type New Password -
= |
User Profile
Profile Integration
First Name Last Name
Sally End User
Full Name User Name
Sally End User Sender
Email
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Groups Roles
T
Profile ntegration

£ Generate AP Key
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cannect what matters.
_ -‘: e

Documents

[ Documents W
+ Add
M Batches
Q, Search

3 Smart Folders

Il Covershests

Adding Documents to the Archive

Documents are added to the archive through scanning or importing. The following features will be
covered here:

1. +Add
2. Scan Client
3. Uplink

Add

B Documents y Allows the User to add electronic documents to the archive using “Drag

- and Drop” or browsing for files on the computer.

B Batches

Drag and Drop

Click on “Documents - +Add” from the left menu bar. it

= Add Documents

[ Documents

+ Add

Q, search

V.11.2 5 2023
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cannect what matters.
aga®

1. Open Windows Explorer on the computer and locate the file(s) you wish to upload.

2. Highlight and select the file(s) and “drag” the file(s) from the Explorer window into the “Add
Documents” box.

L
‘ewlsridertifi
= Add Documents
S Data >
[ Documents v Drop files here or click to browse
+ Add
& Batches l = =~o -
-~
Q Search ) \7\
Name Size Progress Status Actions ~
03 Smart Folders ~
N
Ml Coversheets \
o Tracking > | = | Deposit Docs — O x X Upload \‘
N FiIE Home Share Wiew Ad e
# Desktop eSign > !
2 Onli = S5 <« v o < SAM.. » DepositD... v | D 2 Search Deposit Do...
nline eSign
. ~
£ Workllow > ome Datemodified | pe Note: Documents can
— : -] Certificate of Deposit.pdf h 4/4/20163:10PM  Adobe Acrc also be dragged from the
ennrfinn — —

Desktop or from an email.

3. The selected files will be added to the queue.

Add Documents

Drop files here or click to browse

Name Size Progress Status Actions

Certificate of Deposit.pdf 0.15MB
CustomerDueDiligence.pdf 0.32MB

V.11.2 6 2023
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C) connect what matters,
-y

4. Click the “Upload” button. %

5. A dialog box will prompt the User to Choose an Application from the drop-down.
Note: All documents being added must belong to the same Application.

Choose an Application

An Application is a category of
Applicaton ((cumomers .@ Document Types.

For example: The Document Type
- “Photo ID” may belong to the
Customer Application, and “Invoice”
may belong to the Vendor
Application.

6. Select the appropriate application and click “Upload” to launch the Indexing Interface, allowing
the User to enter attribute values for indexing. For details on the indexing process, see
Navigating the Batch.

Indexing Interface:
Fidert Batch:1232 &~

[=](=]

Sticky Mode Certificate of Deposit Accoumtiiumber; 060983043
Dellar Amount of Depesit: $1 000 . 00

oy aQ T J of 2 — <+  avtomatczoom v »

Date Opened: 04/01/2016 Term: 12 Months Tax ID: 787054284

Attributes - This Tima Deposit is lssusd to: Number One Bank
Lisusr: 111 Main
N . Kristen Devina Street Our Fair
Document Type 98 Ridge 5t. City, Here 12121
e ‘ Winstead. CT 06098
@ Mot Nagotizbla -Not Transferabls - Additiona] terms are balors By

CERTIFICATE OF DEPOSIT

Additional Terms and Disclosures

_ This form contains the terms for vour umedep it I[LanIthﬁmm\unEalxn(!REqumzm You emst mske & minitmm dep:isit to
CERTIFICATE QF DEPOSIT RECEIPT Truthein-Savings disclosure for those dep-:risitors
1 adiiions temes and dsclosores cn pags T of this form. some ar en this sccount of § 1000 . 0O

p e gt e s ol S . i —" on 2 day basis 1 eam 5
annusl percentaze vield disclosed
Withdrawals of Interest: Interest D sccrued D credited  during s
IRA CERTIFICATE OF DEPOSIT Ill.ﬁz Information: The m(up.xl rate for thiz ]45[| K?OOCI i % term can be withdraun:
with an amusl percentsge yield of 0.00 %. This rate will be
paid uril the manmiry date specified s0Ove. Interest berims  accme an Early Withdrawal Penalty: If we consent to 2 request for a withdrawal

CERTIFICATION REGARDING INTERNET GAMBLING Maﬁ Deate: Thiz sccount marures 040

VARIABLE-FIXED RATE TIME CERTIFICATE OF DEPOSIT the business dsy vou dap:isit any noncash ftam (for example. & chack), that is otherwize not permimed vou may have 1o pay a panshy. The
Interast will o2 et __ penalry will be an amount equal 102
Intersst will be credited _Quarterly
Check withdranm
D The anmusl percentage vield assumes that interest remains on dep- kit Renewal Policy.
il msrurity. A withdrawal of interest will reduce samings. D Sinole Manwinc If checked this accows will nor swomaricolly

O

Action Batch

-CO"Zin.e 1168

Note: Clicking the browser’s “Back” button will exit the Indexing Interface, and the batch
of documents will be saved in the Batches queue to be indexed at a later time and will
display the Action “Continue.”)

O

The batch will be saved and can be accessed at a later time from the Batch queue. (See Indexing a Batch.)

V.11.2 7 2023
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C) connect what matters,
-y

Browse

1. Clicking inside the box (“Drop files here or click to browse”) will open up a Windows Explorer
window from the computer.

Add Documents
Drop files here\r click to browse
Name Size Progress Status Actions
BRemove /I

v
2. Locate the documents you wish to add and double click the file, or multi-select files and click
“Open” at the bottom right of the window, to add selected files to the queue.

Add Documents The default size limit for
> uploaded files is T00MB per file.
y Drop files here or click to browse
Name Size Progress Status Actions
olders
ig € Open >
N « v <« SAMPLE DOCUMENTS » Deposit Docs v O 2 Search Deposit Docs Tl Remove All
Organize v New folder Bz ™ @
Jgiio~r Mame Date modified Type Size ()
I Desk Certificate of Deposit.pdf 4/47/2016 3:10 PM Adobe Acrobat D... 154 KB
Doc CustomerDueDiligence.pdf 2/2/2018 2:55 PM Adobe Acrobat D... 332 KB
; Dow DebitCardApp.pdf 2/2/2018 £18 PM Adobe Acrobat D... 283 KB
Jq Musi Generic Signature Card .pdf 4/4/2016 3:45 PM Adobe Acrobat D... 155 KB
=) Pict MickSampleSigeard. pdf 4/17/2009 11:14 AM  Adobe Acrobat D... 221 KB
— A [&] OverdraftOntinC over.ndf 2R2M7T 418 PM Adnhe Acrohat ... KR v
File name: |"Generic Signature Card pdf" "Certificate of Deposit.pdf” "Cu ~ | | All Files () v|
pen | | Cancel |
=

Follow instructions for “Drag and Drop” listed above, beginning with Step 5.
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Scan Client

1. From the Windows Start Menu ( E) select the Program Scan to launch the Scan Client.

(Note: The first time the Scan Client is launched the User may be
prompted to “Run” the program.)

jei scan|
Best match
> Scan
; Desktop app
™ iDentifi.Scan (Version: 9.1.0.435) - O >
] F ) . 1 I
8 . BU B { | 9 O . = &
Scan Plan Add Open Insert Replace Remove Rotate | Profiles Scanner Complete Cancel
2. Choose the Scan Plan to direct the documents to the appropriate Scan Plans direct the

Application. All documents in a batch must belong to the same Application.  documents being added to
(Note: Only those Scan Plans with no assigned security or those to which the User  the appropriate Application
has been given Permissions will appear in the list of available Scan Plans). in the system.

3. Place documents in the scanner.

Click “Add.”

5. Enter a Batch Title if requested. A Batch Title is a temporary title given to the batch of
documents being scanned and helps to easily identify the
batch in the queue for indexing.

Batch Title Y
D' 'Pl':'ieselectedsc_alnglealnrequirﬁthebatchtobetitled. Once a batch has been indexed, the title is no longef
¥, Pleaseenieratile below. available in the batch queue and is not retained in the

system.

k| cancel |

6. Review scanned images within the Scan Client window by navigating pages or by launching
thumbnail view (click the Thumbnail button from the bottom menu, press the spacebar on the
keyboard or double-click the image).

7. Selecting the Thumbnail Properties icon to the right of @ o Properid]
the Thumbnails icon will allow the User to view the A umenel Froperties
images as Small, Medium and Large by clicking the icon or K<is osld 0

selecting the choice from the dropdown menu.
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8. Before completing the batch for indexing, users have the opportunity to:

o “Add” additional images to end of the batch

o “Open” add electronically-stored documents to the batch

e ‘“Insert” new scanned image(s) in front of a selected image

o “Replace” the selected image

e “Remove” selected image(s), and

e “Rotate” selected image(s). (Note: each click of the mouse will rotate the selected image(s) 90
degrees).

, JopE

) BB D B B @ .

ScanPlan | Add Insert Replace Remove Rotate  Profies Scanner Complete Cancel
&

[ e —

Documents or pages within a batch can also be re-ordered by dragging and dropping.

Note: To select multiple pages, use the “Shift” or “Control” keys on the keyboard and click the pages to
which the action will apply. Holding down the “Shift” key while selecting pages will allow the User to select
consecutive pages; Holding down the “Control” key allows the User to select non-consecutive pages.

9. When satisfied, click on “Complete”, then select “Yes” to save the batch.

> |

ner Complete | Cancel

Confirm Complete

:;-rl_:“'-.|531.re the batch and close| )
_ | i ) |

= A ————

E— - - e e Lt ———

Once saved, the batch will be available for retrieval and indexing Aehidert

from the “Batches” menu, located under “Documents” in Identifi. |=
Search Docum

£ Data |
& Documents
+ Add

[« & Batches

A cooeon
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Importing Electronic Images Using the Scan Client

Users may also use the Scan Client to add electronically-stored images to the archive.

1. Follow steps 1 and 2 above.

2. Select the “Open” button from the Scan Client menu. A Windows Explorer
window will open, allowing the User to navigate to, and select, the file(s) to
be imported. Enter a Batch Title if prompted.

3. Follow steps 4 through 7 above.

Uplink

Uplink allows users to scan documents to specific folders on a network scanner
and those documents are automatically brought into Batches for indexing.

Scanning with Uplink

Insert Replace Remd

| Add files to the batch |

Uplink is a separately-
licensed module. To add
Uplink to your Identifi
installation, contact
Identifi Sales.

Users will select the folder using the interface of the multifunction printer or through the desktop

software associated with the scanner.

. Uplink Customer-BW

i i H I Uplink D it-BW
Folders are associated with, and function S
1. Uplink Loan-AutoColor

like, Scan Plans, directing the document l\ Uplink Loan-BW
images to the appropriate Application

Uplink libra
within Identifi.

Name

|, failed

). success

For Best Results: Documents should be printed at high 1 Creating a basic Smart Folder Workflow in iDentifipdf
resolution (laser vs. inkjet) and the scanner’s DPI must [ & Oocument, Creste, DocTypeiroup AddDeleeDocTypes. HowTo pdt

be set at a minimum of 200. 300 DPI is recommended.

Once those documents have been scanned, the Uplink service sweeps whatever is in the folder out

and into the Batch queue for indexing.

Batches

[ (il Delete & Assign || & Remove Assignment H 4 Retry ]

1 Available and Failed Batch Available and Failed ~ 2036

[ | Action Batch Title Status Application Scan Plan Files Assigned To Created By Created Date/Time « Created on Machine
[} 2036 UPL: 5010 Ready to Index Loan 1 dryder 2/11/20229:01 AM INTEGRADEVDR

Using the Uplink Cover Sheet will populate the “Created By” column so that Users can easily locate
their scanned batches. Note: Without a cover sheet, the batch with show Created By “UplinkUser”.
See Using Barcode Cover Sheets and Separator Sheets for details.

Clicking on “Index” will assign the batch to the User and will populate the “Assigned To” column. See
Batches for instructions on the indexing process.
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Using Uplink Without a Scanner

Dragging or copying PDFs to the Uplink folder on the network drive will also allow the
documents to be swept into batches for indexing. Each PDF will appear as individual
batches, so using cover sheets and separators would require that they are part of the PDF
itself. Note: Rights to the folders on the network are required.

Retrieval of Uplink Documents

Documents scanned into Identifi through Uplink are retrievable like all other stored documents-
through Documents Search. For details on searching, see Document Search.

Using Barcode Cover Sheets and Separator Sheets

) Documents . .
j_ » I Barcode Cover Sheets and Separator Sheets are found in the main menu under
= 'S'Ema Coversheets, found under Documents. These can be printed or saved as a PDF
Ey— and reused with Uplink and Scan Client batches.

3 Smart Folders

For information on viewing and printing cover sheets, click here.

I Coversheets

The minimum Role required to access and print cover sheets: User Role

Uplink User Cover Sheets: The cover sheets identify the user that has scanned the Uplink Batch,
populating the ‘Created By’ column in Batches with their username. To use, place the coversheet as
the first page in the batch of documents being scanned to the Uplink folder.

Document Type Cover Sheets: These cover sheets are placed in front of non-barcoded
documents in a batch to indicate the Document Type. The document type will automatically select
from the drop-down menu during indexing. *Configuration at the Scan Plan/Uplink Folder level is
required for these to be recognized properly.

Identifi Break Doc Separator Sheets: These are generic barcode separator sheets placed
between non-barcoded documents in a batch, indicating the first page of a new document. The
“This file starts a new document” box will automatically be checked and the image of the separator
sheet will be dropped from the batch during indexing.
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Batches
[] Documents . . . . .
o Allows the User to access existing batches available for indexing and completion.
Select “Batches” under “Documents” from the left sidebar to launch the Batch
Q, Search queue.
3 Smart Folders
Il Covershests
":t:i.e.'ident'\ﬂ -
= Batches
£ Data

B Documents

I [l Delete H & Assign || &* Remove Assignment H * Retry ]

to the right of the drop-down.

uifts 4 Available and Failed Batches Available and Failed ~ snoldej

& Batches

Q. search Scan Assigned Created Created on

O | Action Batch*  Title Status Application  Plan Files To By Created Date/Time  Machine

03 Smart Folders

1 covershees m} 189 gifr:emnfe ?Ziiyta Custorner  (None) 3 snolder ;i:-m;zozc 1:45
<« Tracking
7 Dt oneson ] 191 OLE: DD Authorization Zzse(j}{yln Deposit (Nong) 3 snolder ;_‘I‘JE_JZOZ 420
% Online eSign -

ndex 210 OLE: W-9 Layout Ready to Customer (None) 1 snolder 9/1/2021 1:43 PM

& Workflow Package ! rwde;(y
B Reporting

V- . Within the batch queue is a drop-down filter box allowing Users to
- view batches available to them for indexing and specifically select

e Created on Machine thelr own batCheS
I Available - '

Failed ’ . . .

) Note: Only the User’s Assigned batches will be shown using the
Available and Failed It " . u“ . ” u“

o My Batches” selection. To see both “Assigned To” and “Created
M”Ba‘jﬁ By” batches for the User, enter the User Name into the search filter

The list can be sorted by clicking on a column header. For example, to sort by the Date/Time a batch
was created, click on that column header and the list will be sorted by creation date.

Batch Titles:

e Scan Plan Batches may have unique titles assigned during the scan process.
¢ Uplink Batches will automatically be titled “iDentifi.Uplink Batch”

¢ Online eSign Batches will be named based on the Package title; i.e. “OLE: New Account
Documents”

e Batches brought in through +Add will not have a title.

V.11.2
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Batch Actions:
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e Batches that are unindexed have the Action “Index” associated with them.

e Batches that were started but not completed, have the Action “Continue.”

e If no Action is available, the User does not have the required Permissions to complete
the Batch, or another User is currently indexing the batch.

Documents scanned using an incorrect scan plan can be corrected by clicking the link in the Scan

Plan column and making the desired change.

] Batches
Note: Batches brought in
using the Add feature or =
) ; | @oekte | 24ssig &+ Remove Assignment ||
Online eSign, do not use
Scan Plans, so “(None)” will
be displayed in the Scan 14 Batches
Plan column. _
Action Batch Title Status Application Scan Plan Files Assigned To Creat]
|T| 3 : Change Scan Plan (Batch: 3) x Uplin
e 78 a0 fadar
[ s et
|—.| 1107 e fadar
I fustemeraw
R
In addition to the above, a User with the Batch Administrator Role will also be able to:
e Delete batches from the queue
MDhelete = &Assign | &x Remove Assignment | *m Retry

e Assign batches to specific Users, thereby removing

them from the general batch queue

¢ Remove Assignment from a specific User

e Retry Failed Batches

Clicking “Index” or “Continue” launches the Indexing Interface where attribute values are entered on
the left, and the document image is visible on the right.

V.11.2
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Click and drag the split screen icon

ATge . .
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to adjust window size.

Document Type ; \

Document Title Qverride (optional)

. A
POWER OF ATTORNEY
\ \

Cocurment Title Override (optional}

s Batch: 1169 &~

‘ 1 ‘uf'l |ndex|ng Interface: Autornatic Zoom v % :A
Sticky Mode POWER OF
At - ATTORNEY

L igrantor of powes), hereby constiute

" nt

igrantee of power)
as my attorney-in-fact, to deposit or withdraw funds held in Account #(s)
a

— _ (Name of Financial Institution).
GRANTOR OF POWER: YOU MUST INDICATE BELOW WHETHER OR NOT THIS POWER
OF ATTORNEY WILL BE EFFECTIVE IF YOU BECOME INCOMPETENT. MAKE A CHECK
OR “X* ON THE LINE IN FRONT OF THE STATEMENT BELOW THAT EXPRESSES YOUR
INTENT.

This is & durable power of attomey and it shall continue to be effective if |
become incompetent. It shall not be affected by my later disabiity or
Incompetency.

This power of attorney shall not be eHective if | become incampetent.

THE PARTIES SIGNING BELOW AG

ourpacts 1 ann 2 of risace 1 he scroll bar to the right of the image can be used to
The unsenigned sgres 1w e wm  CONtiNUOUSIy scroll through each page in the document

Note: the Document Title Override field will only appear in the Indexing Interface if the Application has been

configured to allow its visibility.

If the document has a barcode, indexing values within that barcode will already be present in the

attribute fields.
Lookups.
completed without them.

The first required attribute field is always Document Type.

¢ Scroll through the list or start typing the name of the
document (words within the Document Type name are

also recognized).

The Document Type list is based on the assigned

Application(s).

e If the Document Type exists within more than one
Application, the User will choose the specific
application from the Drop-Down list. The system
defaults to the document’s primary Application.

e If aDocument Type is designated on the Scan Plan,
then this value will be prefilled; however, the User can

make adjustments if necessary.

e Document Type Cover Sheets can be used to

Other values may be entered manually, using drop-down menus and through
Fields marked with a red asterisk ( *) are mandatory attributes; indexing cannot be

Document Type *

Document Type *
POWER OF ATTORMEY
MARRIAGE CERTIFICATE
PARTMERSHIP RESOLUTION OF AUTHORITY
PHOTOID

POWER OF ATTORNEY

Document Type *

Car Loan

Application *
Accounts

Accounts

Loans

@P

automatically populate this field during indexing.

V.11.2
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e The next required attribute field may be Document Date.

o In any date attribute field, in addition to clicking the

calendar icon (), the down arrow can be used to access the calendar OR the date can

be typed into the field.

o When manually entering a date, the system interprets a two-digit year to be 20YY.

The Document Type’s Lookup Attribute field is usually the

Account Number or Tax ID.

connect what matters,

-':.t;g identif

Docurnent Date *
| a
Customer T
Tax ID Number@ Name Number

i a

Multi-Value Attributes: The same image can be indexed to .

multiple accounts/customers by clicking the Add Icon.

Click the “+" icon, add the additional information to the Indexing panel and hit the “Tab” or “Enter”

g

> [

keys on the keyboard to perform the lookup and add the value.

Solrce

Customer Type And
Tax ID Number * Q, Name Number
# v | 123456782 Brown, Susan P0g9388 [ ]
ES
# Add new value

The Indexing panel will then reflect the change, and the values can be reordered using the icon to the

left of each attribute.

Customer Type And
Tax ID Number * Q, Name Number
B v | 123456789 Brown, Susan P939888 [ ]
v | 087654321 Doe, Jane P8327 [ ]
# Drag/drop to recrder
o

Lookup: Attribute that looks up the account/customer
Q information in Data.
A ¢ Thle Loqk;Jp retu'rned no If the Lookup is successful,
values/information. the related Attribute fields
will populate.
i The Lookup was successful and pulled pop
back available data for all related
attributes.
Group 1 (1 valug) @, -
Account Number * Q. Open Date Status Close Date
i v | 1001451 06/06/1972 E‘ Closed 07/10/2017 E| ]
Group 2 (1 valus)
Tax ID Number Name Customer Type And Number
00428342 Tgnup, Armand L P2349
V.11.2 16 2023
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Other Common Attribute Fields:

¢ Indicate the first page of a new document in a batch.

O

Description: Usually not a required field, Description can be made searchable to allow for
additional searching options. Institutions often have an official procedure for using this
field.

Source and Security: populated by the system automatically.

[IThis file starts a new document

o Use this check box to begin indexing a new document.
o If an Identifi Barcode Separator Sheet has been placed
in the batch OR the documents themselves are Note: Applies to scanned batches only,
barcoded, this box will automatically be checked. not available in batches from Add.
Choose your Sticky Mode | - ticky Mode

Sticky Mode determines what “sticks” from one document to the next in a batch. For example,
with a batch made up of all Signature Cards for different customers, the User would select Doc
Type as sticky; or, with a batch of account documents for the same customer, Attributes would
be selected as sticky.

o None — no indexing information will prefill on documents in the batch.
o Attribute — will apply the same account number or Tax ID number, along with associated
data, to each document in the batch.
o Document Type — will apply the same Document Type to each document in the batch.
Sticky Mode
fraributes @ Batches from Add will default to
None ‘Attributes’ sticky, while other types
[—— of batches will default to ‘None'.
Doc Type
V.11.2 17 2023
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Navigating the Batch

Indexing Interface Icons:

@

D

@ 8 1 ol L > @ &

The arrows to the left of the page number move from one document to the next.
e These are useful only for batches made up of barcoded documents OR batches
with Barcode Separator sheets placed between documents.

The arrows to the right of the page number move from one page to the next.

The trash can will delete that page from the batch.

The check mark completes the indexing.
e If any required attribute is left blank (for example, Document Date, as shown below)
the User will be returned to that attribute field, now highlighted in red, to enter the
information before the batch can be completed.

Docurnent Date *

ola]

To leave a batch and complete it at another time:

v

Use the browser’s Back button to exit the Batch. The batch will be et
visible in Batches with the action ‘Continue’ associated with it. Clicking =

Continue

of 1

will reopen the batch to complete it.

redirected to the Search Documents page. The batch will be retained in
Batches with the action ‘Continue’ associated with it.

"“Zlwill reopen the batch to complete it.

Click the Identifi logo in the top left corner to exit the Batch and be Sticky Mode

Afiributes

V.11.2 18
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Indexing Image Menus
= Q 4+ ¥ 1|cfd =— 4 Automatic Zoom ¥ X &8 & »
Upper Menu

= Toggle to view thumbnails
Find text in document

Q (not available on all document types)
H Find in document.. 4 9 [JHighlightall [Jmatch case

L 4 Navigate pages of the document

104 Jump to another page in the document
- Zoom in/out
Autornatic Zoom ¥ Automatic Zoom (Actual size, page fit, page width, Percentage view)

52 Presentation mode (view full screen)
= Print the document
x Download the document
Reveal additional Tools
» -
N M4 oo First Page
K
I | M GotoLast Page
- Note: With Scanned batches (not Add), a
| C Rotate Clockwise User is able to rotate the document
! D Rotate Counterclockwise image (for some file types) within the
! — indexing interface, and orientation
I changes will be saved when indexing is
f| O Hand Tool complete.
€ Document Fropertiss..
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Retrieving and Viewing Documents

Document Search

) Documents

¥ nd Allows the User to search within the document archive.

W Baiches

ders

O SmariFo

Il Coversheets

Identifi's Document Search feature functions like most internet
search engines. Once you start typing the information you know
about the item you are seeking (KWYK = “Key What You Know")
into the Search Documents bar, the system will begin to offer

Search Documents

KWYK Search...

suggestions.

Common attribute values that are searchable: Account Number, Customer Name, Member Number,
Location. Application and Document Type names are also searchable, as well as other specific
attributes (such as Status or Source).

AT .
Search Documents Gelyidenti

O ind ‘ = Search Documents

£ Data 100 Q
Application Document Type
[ Documents

Invaice R Account Number Document Text  Number: 100
+ Add
Invoices & Baiches _ 100 Batch ID

Invoices2 Q, Search

1000474290 100.00 Document ID

(S S Iy

Note: Which attributes are searchable and visible in search results is
configurable for each installation and is managed by the System
Administrator.

The system automatically searches across all Applications to which the User has Permissions and
begins suggesting items to narrow the results. Selecting a term from the grid creates a ‘search pill’.

Example: If you are searching for items associated with your Search Documents
customer with the Last Name Attribute Stone, as soon as you

begin typing, Search will begin suggesting and predicting what Stond

you're looking for. Choose Stone from the Last Name column

in suggestion grid, or the customer’s full name if it's offered, and Lesthame - Neme

a search will be completed, returning all items associated with Stone Stone, Rick
that attribute.
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Once results have been returned, simply enter another term in the Documents Search bar to
continue the search- this will narrow your initial results, getting to the most specific information
you're seeking. Each search criteria is found in a “pill”. They can be removed by clicking the
X and viewed in more detail by clicking the \/. There is no limit to the number of pills a search

may contain.

The Search feature allows search results to be sorted and filtered. The default sort order of
documents is set to Storage Date Descending, reflecting the most recently added documents at the

top.

All columns are sortable, and results can be narrowed using the Search Filter field (above columns

on the right) or by adding another search criterion.

Example: This Search was initially

Search Documents completed using Account Number
UK Search Q mst xR - X 12345, then narrowed by the Document
— : . Date for the year 2014.

‘EH & Print H & Download H @ Delete H @ Index H =] Move H C3Smart Folder » H ™ Retention Hold
Displaying 100 Documents (Show Total) Top 100 Documents  ~ Filter. ‘E|

b File Storage Document Transaction Transaction

=] Title Application Document Type Pages Type Date » Date amount Type
0O | @ 12345 Doe, John Q_W-9 CERTIFICATION 2014/10/01 Loans W-9 CERTIFICATION 1 Tif 6/14/2017 10/1/2014
0O | @ 12345 Doe, John O_UCC-1 STATE 2014/10/01 Loans UCC-1 STATE 1 Tf 6/14/2017 10/1/2014 X
O | @ 12345 Doe, John Q. TITLE UPDATE 2014/10/01 Loans TITLE UPDATE 1 Tif 6/14/2017 10/1/2014 £
O | @ 12345 Doe, John Q_TITLE POLICY-BINDER 2014/10/01  Loans TITLE POLICY-BINDER 1 Tif 6/14/2017 10/1/2014 £

Clicking on the icon to the right of the Search Filter box allows the
User to “Export to Excel.” A CSV file containing the search results will Filter...
open in Excel and can be edited, saved, etc. as needed.

Search Documents
‘TEEH & Print H & Download H 1 Delete H @ Index H =] Move H 3 Smart Folder ~ H M Retention Hold ~
Displaying 100 Documents (Show Total) Top 100 Decuments  « Filter. E

File Storage Document Transaction Transaction

@] Title Application Document Type Pages Type Date Date amount Type
O | @ 12345 Doe, John Q_W-9 CERTIFICATION 2014/10/01 Loans W-9 CERTIFICATION 1 Tif 6/14/2017 10/1/2014 3
0O | @ 12345Doe, John Q_UCC-1 STATE 2014/10/01 Loans UCC-1 STATE 1 Tif 6/14/2017 10/1/2014 X
O | @ 12345 Doe, John Q. TITLE UPDATE 2014/10/01 Loans TITLE UPDATE 1 Tif 6/14/2017 10/1/2014 3
Ol@ 12245008 nhn ) TITIE DOVICY-RINDFR 2014/10/01 | nane TITLE PO ICY-RINDER 1 Tif A/14/201 10/1/2014 1l
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C) connect what matters,

Note: Search results displays 100 Documents.

Be sure to add search terms to narrow the search to less than 100 documents.

Clicking on “Show Total” will give you the number of documents stored in the archive for the selected

criteria.

Clicking on the drop-down to the left of the Filter box will expand the search to display the Top 1000

Documents.

Displaying 100 Documents (Show Total)

4 Top 100 Documents

_i Top 1000 Documents

Top 100 Documents = Filter...

Transaction Transa

Total Document Count

Total Number of Documents Matching Your Search Criteria: 209

amount Type

Document Search Advanced-

Advanced searching offers some very powerful search capabilities
such as: Wildcard, Smart Text, Smart Date, Smart Currency and Smart
Number searching, each using its own syntax.

1.

Wildcard Searching allows you to search within text attributes for
words or phrases that contain your search term. Select from the
“Value Start with” column in the Suggestion Grid.

The syntax used is an asterisk (*). Enter the portion of the search
term you know, followed by an asterisk.

Example: If you're searching for all documents associated
with a specific customer, but you're not sure if the last name
is Allan or Allen, enter All* in the Document Search field and
choose the Last Name attribute from the suggested list.

Note: The attributes must be set as wildcard searchable in
order to appear in the list.

Search Documents

| A

Document Text

Value starts with: All"

All*

Account Number
Cenversion Flag

Conversion Source
Custormer Number
Custormer Type And Number
Description

Employes Name

Employse Number

Executive Manager

Indexing Reguired

V.11.2 22
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C) connect what matters,
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Smart Number Search and Smart Currency Searches are selected from either the
Currency or Number columns in the Suggestion Grid.

The syntax is as follows used for these types of searches are:

Search Documents
For values that are
<> (greater <5000( Q not equal to your

than and lesser search term
than SignS) Currency: <= $500.00 Number: <> 500 Value does not equal: *500.00

Batch ID Account Number

Document ID Conversion Flag

File Size (Bytes) _Conversion Source

Search Documents
>500.00 b For values that are
> (greater than sign) Currency:>$500.00  Number > 500 g(rez?::irtt:r?: your
Document ID
File Size (Bytes)
Pages

Search Documents
- I Q For values that are
>= (greater
than and equals . i greater than or equal
' q Currency. >= $1,000.00  Number: >= 1,000 to your search term
sign)
Document ID
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C) connect what matters,
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Search Documents
<100 | Q
< (Iess than Sign) Currency: <$10000  Number: <100 For values that are less
than your search term
Document ID
File Size (Bytes)
Search Documents
| <=1200 ‘ Q
Currency: <= $1,200.00  Number: <= 1,200 For values that are
<= (ess tann
equals sign) y
Document ID
File Size (Bytes)
Pages
Search Documents
Term 1 -Term 2
| 1410 a For values that are

(dash)

Currency: $1.00-$10.00 Number.1-10
Document ID
File Size (Bytes)

Fages

between (inclusive
of) your two search
terms

V.11.2
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C) connect what matters,
-y

Smart Date Searches are selected from the Date Type column in the Suggestion Grid. The types
of dates listed will depend upon the sorts of Date Attributes configured on the installation.

The syntax is as follows:

Search Documents
==1/1/2] Q

Date:<=1/1/2021  Value does not equal: *1/1/21°

As Of Date Account Number

Close Date Conversion Flag
<>
(g{’eatef than & less Document Date Conversion Source For values that are not
than signs) equal to your search
Expiration Date Custormer Nurmber term
Hire Date Customer Type And Mumber
Open Date Description

Report PostDate Employee Name
Report Run Date Employee Number
Revision Date Executive Manager
Storage Date Indexing Required

Termination Date Last Name
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C) connect what matters,

> (greater than sign)

Search Documents

B

Date: = 1/1/2021

Close Date
Document Date
Expiration Date
Hire Date

Open Dzt
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For values that are

greater than your search

term

V.11.2
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connect what matters,

>= (greater than and equals
sign)

Search Documents

[

Date: >= 1/1/2021
Cloze Dats
Document Date
Expiration Date
Hire Date

Open Dat=
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For values that are
greater than or equal to
your search term

< (less than sign)

Search Documents

‘ <1/1/2

Date: < 1/1/2021
Cloze Date
Document Date
Expiration Date
Hire Date

Open Date
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For values that are less
than your search term

V.11.2
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connect what matters,

<= (less than and equals sign)

Search Documents

‘ Az

Date: <= 1/1/2021
Close Date
Document Date
Expiration Date
Hire Date

Open Date
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For values that are less
than or equal to your
search term

Term 1 - Term 2 (dash)

Search Documents

| 172173172

Date: 1/1/2021 - 1/31/2021
Cloge Date

Document Date

Expiration Date

Hire Date

Open Date

Report Post Date

Repert Run Date

Revision Date

Storage Date

Termination Date

For values that are
between (inclusive of)
your two search terms

V.11.2
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cannect what matters.
aga®

(Today)

Search Documents

‘ (today)

Date: (Today)
Close Date
Document Date
Expiration Date
Hire Date

Open Dats
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For dates that are equal
to today’s date

(Today + n)

Search Documents

‘ (today+7]

Date: (Today + 7)
Close Date
Document Date
Expiration Date
Hire Date

Open Dats
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

[ For dates that are equal

to today’s date plus (+)
n number of days

V.11.2
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cannect what matters.
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Search Documents

(today7) @ For dates that are equal to

Date: (Today-7) today’s date minus (-) n
(Today - n) number of days

Cloze Date
Document Date
Expiration Date
Hire Date

Open Date
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

*Note: All other Smart Date Search operators can be used in conjunction with (Today), like
>=(Today).

When using Smart Date Search, years beginning with 20 can be shortened to two digits (i.e. 2079 can
be entered as 79). For months and days 1 - 9, a leading zero is not required.
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Actions Available from Document Search Results

[m] Title *

—

Select specific document(s) by placing a [/ next to the document title.

\:)13 o 3347742800000001

Once documents have been selected, the User may perform the following actions (depending on roles
and permissions assigned) from the upper menu bar:

letention Hold =

= Frint || & Download || [ Delete || W Inds || ] ove H C3Smart Folder =

Search Documents

a —

I & Print “ & Download H T Delete “ @ Index

] Move H [ Smart Folder ~ “ & Retention Hold ~

& Documents Filter...
Batch  Document Document ~ Sync File Size ~ File Storage Account  Account  Branch  Curre
(] Title « D ID Application  Type Status Pages (Bytes) Type Date Number  Type Number  Balan
O|® Account -1 838 Accounts 003 Not 4 1173710 Pdf 5/17/2021 12345
Num.12345 Synched
0| ® Account 808 839 Accounts 003 Mot 4 244206  Pdf 5/17/2021 12345
Num.12345 Synched
O|® Account -1 840 Accounts 003 Mot 11 51,403 Pdf 5/17/2021 12345
Num.12345 Synched
N Toggle between Thumbnail view and List View
11
11
= E=
m— . o Ll L] . .
List View Thumbnail View

Search Documents

Q

IR

[ & Print ” & Download H Ti] Delete ” ¥ Index

Search Documents

KWYK Search..

m 5/1/2021-5/31/2. ~ X

[ & Print “ &, Download H [ Delete “ W Index

+) Move H 3 Smart Folder ~ l a]

] Mov
6 Documents
6 Documents
Batch  Document Docul
0O Title = D ID Application  Type
O| @ Account -1 338 Accounts 003
Num.12345 -
O| @ Account 808 839 Accounts 003

Num.12345

@ Account Num.12345

@ Account Num.12345
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Printing Documents from Search Resullts

) Print the selected document(s)
& Print Place [¥ next to item(s) to be printed and click “Print.” Selecting more than one
document will result in the creation of a bookmarked .pdf.

e The system will prompt a dialog box regarding which documents to print:

Choose Which Documents To Print

O all documents matching my search criteria Print Confirmation
®) Only the documents that | have selected

WARNING: Printing a large number of documents or decuments with a large number of pages
may take a while to complete.

Total number of documents to print: 1

Cancel Continue

Once a selection is made, a second dialog box may open warning about the time required to print
large or multiple documents. Select “Print” to continue.

e The document(s) will open in Adobe Acrobat as a .pdf and can be printed from there or saved.

Downloading Documents from Search Results

Downloading documents in Identifi downloads the documents in their stored file format. There are
two methods available to download documents from Search results.

o Select one or more documents by clicking the check box to the left of the title and
then Download in the upper menu.

Search Documents

*D%nkﬂ [ [l Delete ” W Index “ =) Move H C3Smart Folder = ” & Retention Hold = l

Download Selected Documents

10 Documents Filter...

File Storage Sync Document Repart

[m] Title * Application  Document Type Pages Type Date Status Description  Date Post Date

00 xxooeoon100 Stone, Rick ACH DEBIT Deposits ACH DEBIT 5TOP 1 JPG 2/18/2020 Synched 2/14/2020 x
STOP PAYMENT REQUEST 2020/02/14 PAYMENT REQUEST

OO0 wooosceod] 00 Stone, Rick ACH Deposits ACH UNAUTHORIZED 5 Pdf 2/13/2020 Synched 2/13/2020 -
UNAUTHORIZED DEBIT 2020/02/13 DEBIT

i ] soonaoood] 00 Stone, Rick APPRAISAL Loans APPRAISAL 2 Pdf 7/19/2021 Synched Training 7272021 E3
2021/07/12 (Feid
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o Opttoinclude any Document Notes on
the documents. These will download as || P00 Selected Documents
a text file named for the associated © Include Notes in Downloas
document.
Cancel
o A zipped file with all selected documents and any g
associated Notes will download to the PC. From there the &l documentDownloa...zip
files can be extracted and saved or shared as needed.
Name - Type Compressed size Password .. Size Ratio Date modified
@ woocoao 00 Stone, Rick ACH DEBIT STOP PAYMEMNT REQUEST 2020_02_14,jpg JPG File 52KB No 53KB 1% 9/1/2021 10:37 AM
e 100 Stone, Rick ACH DEBIT STOP PAYMEMNT REQUEST 2020 02_14,jpg_Notes.tet Text Document 1KB No 1KB 0% 9/1/2021 4
@ s 100 Stone, Rick ACH UNAUTHORIZED DEBIT 2020_02_13.pdf Adobe Acrobat Document 9% KB No 141KB  33% 021
xxxxxxix 100 Stone, Rick ACH UNAUTHORIZED DEBIT 2020_02_13.pdf_Notes.txt Text Document 1KB Ne 1KB &1% /172021 7
woocoao 00 Stone, Rick APPRAISAL 2021_07_12.pdf Adobe Acrobat Document 497KB No 512KB 3% 9/1/2021 10:37 AM

o Clicking the Download icon located to the right of an individual document in

Search Results will simply download the single document to the PC.

Search Documents

[ & Print “ &, Download H 1] Delete ” @ Index H ] Mave ” C3Smart Folder ~ ” ) Retention Hold ~ ]

10 Documents

] Title *

File Storage Sync Document Report
Application  Document Type Pages | Type Date Status Description  Date Post Date

O | @0  oooocod] 00 Stone, Rick ACH DEBIT Deposits ACH DEBIT STOP 1\ JPG 2/18/2020 Synched 2/14/2020
STOP PAYMENT REQUEST 2020/02/14 PAYMENT REQUEST o

Deleting Documents from the Archive (from Search Results)]

Delete the selected document(s)

i Delete Place [ next to item(s) to be deleted, then click the “Delete” button in the tool bar.
The User must have the permissions to Delete at the Application, Doc Type and
Document levels.
Note: Deleting documents removes them from the system entirely, including other
Identifi modules and may disrupt function.
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Moving Documents from one Application to another

This feature allows documents to be moved from one application to another application. This not
only moves the image, but also all of the attributes associated with the image. Use this feature with

caution.

%] hiove

Place ¥ next to item(s) to be moved. Select A Target Application

Click on the “Move” icon. Applcation

Select a Target Application from the drop- |
down menu.

Click “Continue.”

Choose Which Documents To Move

O All documents matching my search criteria

® Only the documents that | have selected

. Choose which documents to move.
. Click “Continue.”

Note: The user must have the Document Mover or
Administrator Role in order for the button to appear in the
menu.

Cancel Continue

Index [“Mass Index” or “Mass Modify"]

results.

In order for this feature to be available,
the Search must include an Application Accounts Q 12345 - %

as one of the search “pills.”

| This feature is often referred to as ‘Mass Index’ or ‘Mass Modify’ and is used to change
®INdeX | the indexing values of one or multiple stored documents from the Search Documents

Search Documents

Application  Document Text

“ acecounts

[ [il Delete ” ¥ Inde H =+ Move ” [3 Smart Folder ~ ” @ Rete|

V.11.2
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Index Confirmation X
WARNING. Indexing a large number of documents may take a while to Note: Because this process overwrites the previous
i attribute data, and if not done correctly could cause data to
ARSI, Uoietiog i oo kie Sty000 Car el i e i be lost, caution should be exercised whenever this feature
i L o et is used, especially when updating multi-value attributes.
the second value & hanging because eplace
all values with the values you entered If you need further information

Total number of documents to index: 2

1. Place [ next to item(s) and select Index in menu bar.

Search Documents

KWYK Search... Q 12345 ~ X | 5/1/2021-5/31/2. ~ X | Accounts ~ X

[ £ Print “ & Download H 1l Delete ] @ Index I +] Move
e

3 Smart Folder ~ H @ Retention Hold ~ l

6 Documents

Filter...

Batch  Document Document  Sync File Size  File Storage Account Branch  Current  Docur
O Title = ID D Application  Type Status Pages (Bytes) Type Date Number Number Balance Date
® Account -1 838 Accounts 003 Not 4 1173710 Pdf 5/17/2021 12345
Num.12345 Synched
@ Account 808 839 Accounts 003 Not 4 244206 Pdf 5M17/2021 12345
Num.12345 Synched

2. Select to update either an Attribute or the Document Type. Choose Which Option To Update

Select what you want to update

‘ Attribute %

Attribute

Document Type
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3. Updating the Document Type: Choose the new Choose Which Option To Update x
document type from the drop-down list, then
click Continue.

Select what you want to update

Document Type -
Document Type

ACCOUNT INFORMATION SHEET I} -

ACCOUNT INFORMATION SHEET

ACH DEBIT 5TOP PAYMENT REQUEST

ACH UNAUTHORIZED DEBIT

ATM-DEBIT CARD APPLICATION

AUTHORIZATION FOR PREAUTHORIZED PAYMENTS

AUTOMATIC TRANSFER AUTHORIZATION

LT AL ATIAR S

Cancel Continue

. . . . Choose Which Optien To Update X
4. Updating an Attribute: Select the attribute to be modified

from the drop-down list.

Select what you want to update

Attribute -
o For single value attributes, enter a new value in the i
field provided and click Continue. :}Z .
— Address 1 @
Branch Number
) Conversion Source
Value T
Description
o For multi-value attributes, click the -
plus sign to add additional fields. All
values of the attribute on the u
documents must be entered here, in N
the order they appear in the indexing "
panel, even those not be updated as -
part of the re-indexing process. Once ‘h
all values have been entered, click
Continue.

NOTE: ALL attribute values must be entered, not only the value to be changed; otherwise, those
attributes not entered will appear blank in the Indexing Panel.

Before attempting, see this article in the Help Center for more information on this powerful
process.
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https://identifi.zendesk.com/hc/en-us/articles/360039817873-Using-Index-from-Search-Results-Menu

Select which documents will be re-indexed (typically it
is Only the document that | have selected) and then
confirm the total number of documents that will be
affected by the indexing process in the next dialogue
box.

The final dialogue box will display the number of documents
successfully and/or unsuccessfully re-indexed.

Index Confirmation x

WARNING: Indexing a large number of decuments may take a while to
complete

WARNING: Updating a multi-value atiribute can result in data loss if not
done correctly. Mass updating will delete all existing values and
replace them with the values you have entered in the previous screen.
For example, if you have two values on your indexed documents and
you are only attempting to replace the first value, you must replicate
the second value even if you are not changing because it will replace
all values with the values you entered. If you need further information
on how this works please click the link below.

More Info on Mass Updating Multi-value Attributes

Total number of documents to index: 4 %

..( w identifi

C) connect what matters,
-y

Choose Which Documents To Index

© All documents matching my search criteria

® Only the documents that | have selected

Cancel Continue

NOTE: Updating multi-value attributes must be
done carefully to avoid data loss.

EACH attribute value must be entered, in order of
appearance on the documents, regardless of
whether it will be changed or not.

Index Results

V' cuccessiul 4
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Creating a Smart Folder

A Smart Folder is a saved Documents Search. To create a Smart Folder:
e Perform the Search.
e Click on “Smart Folder” from the upper menu bar.
e Select Add.

[ HH “ & Print H F Download H 1] Delete “ @ Index “ #) hMove l[ & Retention Hold =

<+ Add

.

The system will create a Private Smart Folder smart olders - New Smart Folder

for that search. General

A Public Smart Folder can also be created for * cence
access by other Users (depending on User
Permissions).

Display Name *

[ O Public
New Smart Folder]

See Smart Folders for additional information
on accessing saved Smart Folders.

Place (or remove) a Retention Hold

To prevent a document or documents from being deleted or affected by a Retention Policy (if one is
assigned), a Hold can be applied to the document(s).

O Title *

To place a Hold on a document or documents from Search results, place a next — :
to item(s) and select Place on Hold from the Retention Hold dropdown in menu bar. ﬁ\L" R

[ ] H £ Print H & Download H M Delete “ @ (ndex H ) ove “ D3 Smart Folder = l

® Place On Hold
0 Documents . @
X Take Off Hold

Select Take Off Hold to free the document.
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display a status of Locked Search Documents
when a retention policy is in

WYK Searc VENDOR CONTR.. = X
effect on a document. R Q _

CONTRACTS m] Vendor Name VENDOR CONTRACTS 2014/10/01-2017/1
J Document ID 12 « Click to view document information

Docurment Info x l & Print H Z Download l [ Delete | L J H ) Move || C3Smart Folder= H ® Retention Hold =
Vendor Name VENDOR CONTRACTS 2
2014/10/01-2017/10/01 1 Document
Locked Hold
O Title * Application
Document Type VENDOR
10/07 [Hald Compliance

Retention Holds can also be managed from within the Document Detail

Date Stored 6/14/2017 5:46:51
PM
Descripti Descripti . . . .
e B Notes: Placing a Retention Hold on non-retention documents will
Document Date oz have no effect on those documents. Placing a retention hold will not
Fxecifiva Mananer  Mananer - | prevent document(s) from being manually deleted.

Viewer. Under the “Info”
Panel, select the Place on Hold (or Remove Hold if removing the Retention Hold).

ar &M »

Upload Reacan || @ File info |EEE L [ & Permi

e
Places document OnyCff Retention Haold which prevents it from being automatically deleted according

Info {Hold

S
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Viewing Documents in the Document Detail Viewer
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Clicking on the title of a document in Search Results will open that document in the Document Detail

Viewer.

Once a document has been opened in the Document Detail Viewer, the title of that document
changes color in Documents Search results, indicating that the link has been accessed.

Search Documents

KWYK Search..

Q

T g—

I 8 Print “ Z Download

” [l Delete “ W Index H =+ Move H [ Smart Folder ~ ”  Retention Hold ~ l

§ Documents Filter...
Batch  Document Document  Sync File Size  File Storage Account Branch Current  Docur
O Title « ID ID Application  Type Status Pages (Bytes) Type Date Number  Number Balance Date
O | @ Account -1 838 Accounts 003 Not 4 1173710 Pdf 5/17/2021 12345
i ?.1 2345 Synched
Ol e = 808 339 Accounts 003 Mot 4 244206  Pdf 12345
Synched
Ol e = 840 Accounts 003 Not 11 51,403 Pdf 5/17/2021 12345
Synched
55 i ili -
ek dentifi Document Detail: 12345 Doe, John Q. Customer Due Diligence 26018/03/65 &
M a ™V 1] of1 — 4+  AvtomaticZoom v T PFR & »
Index Notes Related Info
CUSTOMER DUE DILIGENCE ‘
A NameJON DOE
|Account#_ 102764840 Type of Account DDA "
Branch #0001 initials_EWILSON
X *ChexBystems!GFAC on all signers and Business Name (if applicable)
[“Verification required for ALi new and existing clients
s Document Type
**PERSCONAL ACCOUNTS** "
/hat will he the sourcs of deposits of mathod of withdrawals from your account (check ail that apphy)? Customer Due Diligence -
1 cash 1__ Payroll Check 1__ACH
1 Domestic Wire 1 International Wire Document Date
W2k yeuide you conduct iremel ransactions? __1
— 03/05/2018 & |
“BUSINESS ACCOUNTS*
SECTION i: CUSTOMER DUE DILIGENCE Description
nat is the nature of your business: list the specific type of business.
hat will be the source of deposits or method of withdrawals from your ascount {check all that apply)?
Cash Credit Card/Electronic Charges ACH
Domestic Wire International Wire Group 1 (1 valug)
rinat is your snlicioated menthly cash arder need it
Check all that apply: Account Number ~ OpenDate Status Close Date
You do or wil sonchict sales via Internet transactions?
Dayou of wilf you have an ATM at vaur dusiress iacation? A 12345 1/1/2012 Active

if yes, who owns the ATM?
Who will be replenishing the cash in the AT1?

SECTION II: MONEY SERVICING BUSINESS (MSB) IDENTIFICATION FORM
Check all that apply*:

This business wil

This business will exc

Thiz business will annacs in chack rashinn activiie (Srd rarty chack cashing

Group 2 (1 value)

Tax ID Number Name Customer Tvpe And Number e
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Note: Document images containing more than 2000 pages will not
display within the Document Detail Viewer and must be downloaded
for viewing. This does not apply to COLD Reports, see here.

O

Click to open this document on your computer.

Document Detail Viewer Menu Bar:

= Q 4 ¥ 1 |of1 = <& Automatic Zoom ¥ X 0 &8 & >

Toggle Sidebar - the sidebar displays thumbnails of pages in the
= | document =

. Find in Document - Allows for document text DOC_;’”;Ie”; TeXll; jeamh is not
searching within the document image. available for all document
= 9 — 9 types. For more details, see
i | € & [JHgniightal []Matcn case | Document TeXt SearCh-

s Expand to Presentation Mode - allows the user to open the document for viewing full screen.

ndex Notes € Relaty

Add a Note to the document. Clicking on this icon will open the Notes

Panel to the right and allow the User to add a note to this document. -
Type a note here v X

= | Print the Document - Clicking on this icon will create a .pdf in Acrobat for printing.

] M4 coto age
+ | Download the Document - Selecting the download icon will allow the User | » coeovece
— | to download and save the document. | C Rotats Clockwise
D Rotate Counterclockwise
» | Reveals an additional toolbar allowing the User to navigate, rotate theimage | I recseectiontoo |
in the viewer, pan within the document and view document properties 9 Hand Too
© Document Properties...
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The Document Detail Panels are located in the upper right side of the screen.

Click and drag the split screen icon

to adjust window size.

i ident

Document Detail: 006240853 Smith, Robert E POWER OF ATTORNEY 2023/03/15

o aty[ i

— + AuomaticZoom v

POWER OF
ATTORNEY

1. Bob Sender {grantor of power), hereby constitute
and appoint Sally Sender

as my att rnuy—ln-laﬁt, to deposit or withdraw fari\ds held in Account #(s) 2234455
a Safety Harbor Community Credit Union

(Name of Financial Institution),
GRANTOR OF POWER: YOU MUST INDICATE BELOW WHETHER OR NOT THIS POWER
OF ATTORNEY WILL BE EFFECTIVE IF YOU BECOME INCOMPETENT. MAKE A CHECK
OR "X" ON THE LINE IN FRONT OF THE STATEMENT BELOW THAT EXPRESSES YOUR
INTENT.

{grantee of power}

X This is a durable power of attorney and it shall continue to be effective if |
become incompetent. It shall not be affected by my later disability or
incompetency.

This power of attorney shall not be effective if | become incompetent.

THE PARTIES SIGNING BELOW AGREE TO THE TERMS AND CONDITIONS CONTAINED
ON PAGES 1 AND 2 OF THIS AGREEMENT.

The undersigned agree to the terms and conditions contained on pages 1 and 2 of this
agreement.

Signature of Grantor Date
Signature of Grantee Date
ACKNOWLEDGEMENT:

Signed in the presence of

(Signature of Financiel Institution Employee)

an authorized representative of the above named Financial Institution.

P& »<‘

-

Index Notes

Related Info

[mres]

Document Title Override (optional)

Document Type

| POWER OF ATTORNEY

Document Date

| 03/15/2023

Description

| Group 2 (1 value)

Tax ID Number  Name

Customer Type And Number

v 006240859

Smith, RobertE P1954

Source

Listed below are the various panels and a full description of each. User Permissions determine access
to Panels and their features.

Index

Info

Docums

Edit Document Index Values

Index Panel - Displays indexing attribute values for current document. If the User

has Index permissions, the attribute values can be edited by clicking

Index Motes Relatad

Examples: changing the Document Date, the Document Type, re-syncing the

Lookup Attribute, etc.

V.11.2
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Once changes have been made, click “Save” to update the attribute value.

Index Notes Related Info

Document Title Override (opticnal)

Index Notes Related Info
Document Type *
POWER OF ATTORNEY
POWER OF ATTORNEY Bﬁave
PROFIT OR LOSS STATEMENT

Save Index Value Changes
Document Title Override (optional)

Notes Panel — Users with appropriate permissions can view, add and/or edit notes
Notes @) on the document. A number in the panel tab indicates the number of notes that
exist on the document.

To add a note, click inside the box and type the note.
Click the check mark icon to save.

h’ype a niyte here._..

Related Documents Panel — Displays documents
Related related by SSN/Tax ID (User must have permissions to
images). Click on the hyperlink to view other
documents for the same customer.

Index  Notes = Related Info

APPLICATION (1)

1004420 Nfbgluryo, Wade W APPLICATION 1992/12/22

SETTLEMENT STATEMENT (1)
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Info Panel — Provides a button to reveal file information for this document and

access to the versioning options within Identifi.

Index Notas Related Info

{ Upload H Rescan H © File Info H Place On Hold ][ & Permissions

2 Versions Filter...

Version Created By Stored OLE Package ID

2 fadams 9/15/2021 X
1 fadams 9/13/2021 53806 &

e Upload: Upload a new document to replace the current version of the

document in the viewer.

e Rescan: Opens the document in the Scan Client. **Available only for
documents that were originally brought into the archive through the Scan Client
or Uplink. Must have access to the Scan Client to use this feature.**

« File Info: Displays storage information about the document such as Title,

Document ID, Storage Date, etc.

e Place on Hold (or Remove Hold) Place the document on a Retention Hold
(or remove the document from a Retention Hold).

e Permissions allows a User to view their
Permissions for this document.

The Filter allows the user to filter to a
particular version by who created the
version (“Created By”) or Storage Date.

Document Permissions X

l Upload H Rescan “ O File Info H Place On Hold l

If the document was brought in using
Online eSign, the OLE Package Details
will be accessible by clicking the OLE
Package ID link.

1 Version Filter...
Version Created By  Stored OLE Package ID
1 snolder 9/1/2021 49 X
N
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Clicking the Download icon to the right will download the document.
Document will be in the same file format used to store the document to Identifi.

This form.

Maturity Date: This ace:
Version Created By Stored OLE Package ID - Ope::
Rate Information: The in Opennirth system viewer
with an annual percentag: .
1 snolder 9/1/2021 49 @7 paid until the maturity dat Always open in Adobe Reader
: B the business dav \'{m:-i o
Click to dawnload this v n - P ;
Interest will be comp:::im Showin folder

Cancel

3347742 80000000...pdf = Vv
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Smart Folders

[O Smart Folders

e identf

Allows the User to access Smart Folders to launch saved
searches.

A Smart Folder is a saved search. Clicking on the title of a Smart Folder will
launch the saved search in real time; meaning that anything added to the
archive since the creation of the folder will be included in the search results.

rect what matters,
g connec
L

Y Documents
£+ Add
& Batches
Q. Search

O Smart Folders

O

Depending on a User’s Permissions, both Public and Private Smart Folders may Public
be visible here. If a Smart Folder is Public and the User has access, a check mark
will be visible under the “Public” column header. v r]
-':;E-:uidenhﬁ 2~
= Smart Folders
£ Data [ [@ Delete ” A Subscribe ” A, Unsu
[ Documents
+ Add
ems (Ally - ilter B
& Baiches o B
Q Search O | Display Name = Created By Subscribed Public
0O Smart Folders O | All Late Status Loans Sheila Nolder v rg
|l Coversheets @
O | conversion Decuments Sheila Nolder v 3
< Tracking

Any user with the User Role can create a Private Smart Folder (see “Creating a Smart Folder”). Private
Smart Folders cannot be seen by anyone else; they are only visible to the User who created them.

To Edit a Smart Folder, the User who created it can click on the Edit icon on the right.

O | Display Name = Created By Subscribed Public
TN
O | 2021 Customer Documents > 4 pages Billy Hartrnan v
— Annlication Has Sacrity Rilhy Hartman v ‘
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A new screen will open, allowing the User to edit the folder and make changes as needed:

Smart Folder - 2021 Customer Documents > 4 pages

I @ save “ % Cancel

b Open l

Display Name *

2021 Customer Documentis > 4 pages

Visibility

[ @oekets |

£ Subscribe “ B, Unsubscribe

1 User / Group

O | user/Group

Public

Subscribed

[ | a8 (Al Users)

e Display Name
e Public or Private status
e Visibility (if Public — permissions required)

e Subscription — Subscribed or Unsubscribed (See below)

Select “Save” to save changes.

Subscribe/Unsubscribe to a Smart Folder

Users also have the ability to Subscribe to their Private
Smart Folders and to those Public Smart Folders to
which they have been assigned visibility. By
subscribing to a Smart Folder, Users will receive an
email notification when documents are added to the
folder.

To subscribe to a Smart Folder, select the folder(s) [
and click “Subscribe” in the upper menu bar. To
unsubscribe, select and click “Unsubscribe.”

Smart Folders

IRl o0 | X Unsubscribe
oy

(O | Display Name ~

[i] Delete

3 ltems

2021 Customer Documents = 4 pages
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Barcode Coversheets

“ Documents Barcode coversheets used in the scanning process are accessed and printed
. by navigating to Documents-> Coversheets
~0d
s Up to three types of coversheets will be available:
@ Jesm_ o Document Type Coversheets
L orerniee o Uplink User Coversheets
Il Covershests o Generic Barcode Separator Sheets

User Coversheets

User Coversheets are scanned along with an Uplink batch to identify the User that the batch
belongs to in Batches. The coversheet does not appear in the batch.

*Note: This tab will appear only on installations licensed for Uplink.

Scanning Barcode Coversheets

Uszer Covershest Dot Type Covershest Brezkdoc Coversheet

Ml Generate Barcode Coversheet

2Users

train

O | user Name * Login Name Email Location Active

O | Training User user fadams(@identifi.net

O | Training McTrainerson Training training@identifi.net

To prepare the coversheets:

1. Check the box next to the user(s) in the list.
3lUsers
2. Click Generate Barcode Coversheet O UserName~

O | Forrest Adams

3. The coversheets will open in new browser window as a PDF.
From here they can be printed or downloaded.

Sally End User

Training User

':‘::(':u' identifi

Uplink Cover Sheet
Sally End User

IDENTIFIUSER114
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Doc Type Coversheet

Doc Type Coversheets are used to identify document types during the indexing process.
Insert the coversheet ahead of the document in the batch to fill in the Document Type
indexing field automatically. The coversheet does not appear in the batch.

Scanning Barcode Coversheets

Uszer Covershest Doc Typs Covershest Brezakcoc Covershest

Ml Generate Barcode Coversheet

3 Document Types (All Applications) - car

O | Display Name = Code

O | Carloan
O | CarLoan Clone

O | CarLoan Dup

To prepare the coversheets:

1. Check the box next to the doc type(s) in the list.

2. Click Generate Barcode Coversheet

18 Document Types

O | Display Name «

3. The coversheets will open in new browser

User Covershest Doc Typs Covershest Breakdoc Covershest

i

window as a PDF. From here they can be Car Loan

printed or downloaded.

-::,.E.' identifi

Document Type: Car Loan

I1BS00001
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Breakdoc Sheets

Breakdoc Coversheets are generic barcode separator sheets used in scanned batches to
indicate where a new document begins during indexing. The barcode will trigger the This
file starts a new document box to be checked. The coversheet does not appear in the batch.

Scanning Barcode Coversheets

Uszer Covershest Doc Type Coversheet Breakdoc Coversheet

Ml Generate Barcode Coversheet

To prepare the coversheets:

1. Click Generate Barcode Coversheet

2. The coversheets will open in new browser window as a PDF. From here they can be
printed or downloaded.

:.' identifi

A
L]
I}-!

IDENTIFIBREAKDOC
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Viewing COLD Reports & Using Document Text Search

e identf

e connect what matters,

COLD Reports are automatically imported and indexed into Identifi. They are retrievable through the
same Document Search used to retrieve other types of documents and many of the same search
criteria. Unlike other documents stored in the archive, COLD Reports are text indexed. Users are be
able to search the text within the document from Document Search as well as from inside the

Report Viewer.

Viewing COLD Reports

The Report Detail Viewer is very similar to the Document Detail Viewer, however without the

500-page view limitation.

Report Detail Panels:

Click and drag the split screen icon to adjust window size.

Aident

Document Detail: CO_DPNEW DEPOSIT NEW ACCOUNTS 2019/01/07

oo [-[+[8]s] e [x[u<[>]n]
o@ 2 of 6 _ | Index = Notes  Related Info
L -
=
| [ Edit ‘
Bank: COCC Test Institution Deposit New Accounts Run
Report: CO_DPNEW From: 01-07-2019 Thru: 01-07-2019 Post Document Title Override (optional)
Branch: COCCl - Branch | CO_DPNEW DEPOSIT NEW ACCOUNTS 2019/01/07
Major Minor Account Ending Original Open Maturity Term Docurment Type
Code Code Number Customer Name Balance Int Rate pate Date  (Months) (
CK  CK05 28000112708 Jones, Larry H. 300.00 0.000 01-07-201% 0 CO_DPNEW &
CK  CKO05 28000109200 deluxe, daisy 35.00 0.000 01-07-2019 0 .
sav  sv02 28000112401 Alibaba, Ali A, 10,000.00  3.250 01-07-2019 o | ReportType
SAV  SV02 28000112344 Campbell, Joan 100,000.00 3.250 01-07-2019 . | REPORT
SAV  SV02 28000112055 liang, jason 2,000.00 3.000 01-07-2019
SAV  SV04 28000112667 Jones, Larry H. 500.00 0.275 01-07-2019 -
SAV  SV04 28000112500 deluxe, daisy 50.00 0.000 01-07-2019 .~ Report Audit
TD  TDO1 28000112716 Jones, Larry H. 6,000.00 3.000 01-07-2019 06-04-2009 [ Z7RPT
TD  TDO04 28000112104 liang, jason 10,000.00 1.050 01-07-2019 06-28-2009, - |
TD TD28 28000112146 Urban, Keith M. 50,000.00 4.400 01-07-2019 05-29-; 12
Report Post Date
Totals for CocCl - Branch =
01/07/2019
Total Total
Major Minor Accounts End Balance Trar Report Run Date
Checking Non Interest Checking 2 335.00 01/07/2019
Major Sub Total: \ 2 335.00
Savings Passbook Savings 3 112,000.00
Statement Savings 2 550.00 | Report Keyword (3 values) ‘
Major Sub Total 5 112,550.00
mime Manaode 1 Vasr ravei€dnaea =n nnn nn v Deposit
< J/ >

The Report Detail Panels are the same as the panels found in the Document Detail Viewer.

most helpful for report viewing are highlighted below:

Those
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Index

Notes @)

Index Panel - Displays indexing attribute values for
current report. Find details like associated Report
Keywords and Report Post Date and Report Run Date.

»= | © EditAllows attribute values to be changed
ol (permissions required)

Notes Panel — Users with appropriate permissions can
view, add and/or edit notes on the report. Notes are
associated with specific pages of the report, and a
number in the panel tab indicates the number of notes

that exist on the report.

::.t;g identif

connect what matters,

‘KTF MNotes Related Info
(we]

Document Title Qverride (optional)
CO_DPNEW DEPOSIT NEW ACCOUNTS
Cocument Type
CO_DPNEW
Report Type
REPORT
Report Audit
ZZRPT
Report Post Date
01/07/2019
Report Run Date

01/07/2019

Security

To add a note, click inside the box and type the note.

Type a note here..

Click the check mark icon to save.
Filter - Allows user to search within notes.

Report Detail Viewer Menu Bar:

Filter...

ole]

of 33 | 100%-

‘_‘+|g‘¢| Search..

[ [w] <> [w]

The document image can be reviewed on the left.

e Use the arrows to navigate .
the pages

Zoom in/out

P
&

o | of 33 Auto Zoom

e Document Text Searching .

[=]w]]*] .

Print as PDF or Download the File

8]+
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Document Text Searches

identifi

connect what matters,

535
IES?

The text found within COLD Reports is indexed and searchable. All words in the report, as well as
some types of punctuation, are stored during the indexing process. This includes articles and
conjunctions (such as and, the, and a), periods (.) and hyphens (-). Commas (,) and apostrophes ()
are ignored. So, the number 9,874.56 is stored as 9874.56; and the name O’Brien is stored as

OBrien. The term past-due would be stored as past-due.

Document Text Searching from Search Documents Search Documents
: . . deposi| Q
Allows users to retrieve reports from the document image archive that
contain specific text/data. Select Document Text from the Suggestion Appiication  Document Text  Document T
Grid. Deposits chpustl« DEPOSITOR
deposits
When the returned -
reports are opened BCE of 22 - [-[+[e]&] Depostt wisaa [x[u [« ]
in the Report Viewer, -
the search data will
be highlighted. Bank: COCC Test Institution Teller Activity
Report: TL TRAN
- Teller: Admin PNCU
Cash Box Number: 424
Branch: COCCl - Branch
Account
Number Major Minor RtxnNbr Amount Stat Time Description
28000091697 CK CK0Z 2531 10,000.00 [ 11:26 Deposit
5,000.00 cash

Advanced Document Text Search Syntax from Search Documents

Use special syntax to search for text within reports from Search Documents. Select

Document Text from the Suggestion Grid.

* .
asterisk
( ) Wildcard that matches zero or
Search Documents h

Can only be used more characters

in at the end of a 280007 Q

term Example: 28000* would bring

Document Text  Value starts with: *28000" back reports with account
: numbers beginning with those
Account Number numbers.

Conversion Flag
Conversion Sonrce
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? (question
mark)

Search Documents Wildcard that matches exactly

one character
raturmn-rd? Q
Example: return-rO? would

Document Text bring back Return-R02, Return-

ROS8, etc. as results.

Document Text Search from the Document Detail Viewer using the Search Bar

A Search Bar is available in the Report Viewer. Search for exact words and phrases or use
special syntax to search inside a report; ‘hits’ will be highlighted.

Al identl Document Detail: AH_CLEAR EXTERNAL

|O 1 of3 00% ~

Available Funds Method Code:

Batch Processing Commit Lewvel: 50
Debits/Credits/R1l D/C/A:

File number to process:

External File Type: ACH

Dep Accts AvailMeth Override:

Loan Accts AvailMeth Override:

Advanced Text Search Syntax

* . . .
(asterisk) Can be used at the beginning or end of a term Wildcard that

matches zero or

ofg [ 100% = ‘- ‘ + ‘ =] | .{,l 28000* Hits: 13
Reference Check Check Check  Customer Payee & Posting more Characters
Account Number Amount Status Info Rddress Date
28000109705 1055 1,200.00 Printed JOAN MORGAN Abbey Tax Collector 07-17-2019
1058 - 1 ¥r ARM Loan TERESA M MORGAN
Balance: $499,000.00 19 CHURCH STREET Example:
Rate: 5.25% WINCHESTER MA 01890
Maturity Date: 06-01-2039 28000* WOUId
28000109672 1055 640.00 Printed JANE SERVICING Abbey Tax Collector 07-17-2019 bring back a"
1058 - 1 ¥Yr ARM Loan SALLY TRAINING
Balance: $300,000.00 123 MAIN STREET
UNios  aiom v oaids accounts on the
Maturity Date: 06-01-2039% . .
report beginning
nnnnnnnnnnn anEec 1 aEn _nn Daireod MADY TT AT T OO Dbbass Moo £od1 o nI_17_5n10 H
with those
numbers.
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? (question mark) Can be used anywhere in a term
Wildcard that
BT Bon . .| matches exactly
U PPD Karen Miller COCC DNA Test 2 withdrawl UuUuUZZTUs18UULZ uyY/uL/1e One cha racter‘
*** Return-ROB Payment Stopped or Stop Payment on Item
Orig T 000022703180012 Orig R ivi DFI 61116102 .
BT of Event Aadendas Example:
000050 26 044-02-0050 547735692 611161020007302 253.71DB 014 rEturn-ro'? WOUId
0 PPD Me Shell Clearly COCC DNA Test 2  Withdrawl 000022703180014 09/01/14 .
bring back
*** Return-R02 Rc t Closed
s or;;“;mc::;ouzzvu3130014 Orig Receiving DFI 61116102 Return'ROZ,
DT of Event Addenda:
Return-R08, etc.
000000000000109 26 044-02-0109 547735692 611161020007303 553.71DB 014
0 PED Gerry Shuck COCC DNA Test 2  Withdrawl 000022703180018 09/01/14 as results.
**% Reatnrn-RO1 Tnsufficient Funds
. . .
= (equals sign) Can be used anywhere in a term Wildcard that
matches exactly
ofg [ 00% ~ ‘—‘+‘Q|$] === == Hits: g one numeric
Reference Check Check Check Customer Payee & Posting
Account Number Amount Status Info Address Date C h a ra Cte r
28000109705 1055 1,200.00 Printed JORN MORGAN Abbey Tax Collector 07-17-2019 (0 - 9)
1058 - 1 ¥r ARM Loan TERESA M MORGAN
Balance: $499,000.00 19 CHURCH STREET
Rate: 5.25% WINCHESTER MA 01B30
Maturity Date: 06-01-2039 E
xample:
28000109672 1055 640.00 Printed JANE SERVICING Abbey Tax Collecter 07-17-2019 —_—— ==
1058 - 1 ¥r ARM Loan SALLY TRAINING 1 * WOUId
Balance: $300,000.00 123 MAIN STREET . .
Rate: 7.75% MALDEN MA 02148 hlghllght any
Maturity Date: 06-01-2039 1
amount 1,
28000109606 1085 1,350.00 Printed MARY U ALISON Abbey Tax Collecter 07-17-2018
1058 - 1 ¥Yr ARM Loan ASHLEY B _BANKER 000-00 Or
greater.
() (parentheses) Used to logically
group multiple
E‘ 2 of 73 | - ‘ + ‘ =} ‘ E3 ] (Timber and We SearCh Terms

¢ Timber Branch 110000002005 AssT ¥ connected by

7 Monmouth Branch 110000002004 ASST Y

8 Stone Brook Branch 110000002005 assT ¥ Connector

9 Tullerton Branch 110000002006 ASST ¥

10 Fulton Square Branch 110000002008 ASST ¥

11 Bradley Branch 110000002011 assT ¥ Words

12 Birmingham Branch 110000002012 ASST ¥

13 Walden Branch 110000002013 ASST Y .

11100000-Brinks Cash 120 Main St 111000000000 ASST Y 9911100000120 Example: (tlmber
11200000-Petty Cash 2 Main St. #2 112000002001 ASST ¥

5 COCCl - Branch 112000002002 ASST Y )

6 Timber Branch 112000002003 ASST ¥ and walden
would highlight
both those words
in the report.
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(quotation marks) — “Tils]2]

'Joan Morgan" | Hits: 4 EE

Used when
searching for an
exact phrase

Official Checks Issued Run Date: 07-17-201%
Post Date: 07-17-2019% Vi
nk Check Type: Batch Check Page: 1 of 7 Example. JOGn
ccount Number: 2000000246 ”
Morgan” would
highlight that
Customer Payee & Posting
Info Address Date name and nOt
JOAN MORGAN Abbey Tax Collector 07-17-2019 Teresa Morgan
1058 - 1 Yr ARM Loan TERESA M MORGAN
Balance: $499,000.00 19 CHURCH STREET
~ (tilde) Used at the end
of aTerm,
100% = | - | + | = ‘ &] stop Hits: 28| A
indicates that
92 611161020007301 53.71DB 014
Test 2 Withdrawl 000022703180012 09/01/14 stemming
matches should
Payment Stopped or Stop Payment on Item
Orig Trace 000022703180012 Orig Receiwing DFI 61116102 be found

DT of Event Addenda:

Stemming extends search to cover grammatical variations.

Example: stop™
would bring back
stop, stopping
stopped, etc.

% (percent sign) Can be used anywhere in a term

| toox-

-[+]a]#]

*** Return-ROB
Orig Trace 000022703180012

sc%hmidt

Payment Stopped or Stop Payment on Item
Orig Receiving DFI 62226102

DT of Event Addenda:
044-02-0109 547735692 611161020007331 553.78DB 064
Gerry Shuck COCC DNA Test 2 Withdrawl 000022703180018 08/03/05
*** Return-RO1 Insufficient Funds
Orig Trace 000022703180018 Orig Receiving DFI 62226102
DT of Ewvent Addenda:
044-02-0125 547735692 611161020007332 753.78DB 064
Paul Schmidt COCC DNAE Test 2 Withdrawl 000022703180020 09/03/05

Hits: 3 |_x

Fuzzy searching will find a word even if it is misspelled

Used anywhere
inaTerm,
indicates that
fuzzy matches
should be found

Example:
Sc%midt
would
highlight
results with
at most one
difference
between it
and schmidt
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AND

100% = -+ 8|& Armand MTG | Hits: 10 | X . .
=|+[8]4] gl Used to highlight
Balance: $399,900.00 135 DARLING DRIVE
Rate: 7.00% AVON CT 06001 H H
Maturity Date: 06-01-203 multlple termsin
a report.
1,000.00 Printed  SANDI TRAINING Town of Roses 07-17-2019
1058 - Fixed Rate MTG 135 DARLING DRIVE
Balance: $300,000.00 AVON CT 06001
Rate: 7.00%
Maturity Date: 06-01-203% Example:
600.00 Printed NANCY TORRES T £ Wallkill 07-17-2019
e 1058 - 1 ¥r ARM Loan E:;; ; ST:EETl ARM and MTG
Bal : $150,000.00 500 1 1
Rater 6.75%  Iammewce mm 01941 would hlghllght

Maturity Date: 06-01-203%

both ARM and

6,250.00 Printed MICEAREL SKIDOO Aveon Tax Collector 07-17-2019 MTG
1st Fixed -Term 16 Yrs or GrtrKAREN K SNOWMAN .
Balance: $99,921.28 2 SNOW CIR
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Data
Data houses the information used to index documents. All entity
< Data ¥ items- such as accounts, customers or vendors- can be searched here,
+ Add pending User Permissions.
Q, Search
Add
+ 244 | Allows the User to manually add an item to an existing Entity.
_ . . Add Entity
Click on “Add.” Select the Entity to which the
new |tem Wl” belong Select the type of Entity you would like to add
Enter the required information and click Entity Type
“Save” to create the new item. Accounts
Customers
NE'W Account DafaTvnes
Carcel
Search
Search Data
Q Search
-SJsto"neri Q,
Data Search allows the User to search within Entity and Workflow
Data, and the feature functions like most internet search engines. Entity Type  Last Name
Once a User peglng typlng the mformg'uon about the item sought, o S
the system will begin offering suggestions. v“
Customer

Common searchable attribute values: Account Number, Customer Name, Employee Code, etc.

The system automatically searches across all Entities to which the User has permissions and begins
suggesting items to narrow the results.
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In the example below, the initial search was done for Customers (Entity) and the Customer Type “P”
was added to narrow the results.

Identifi allows search results to be sorted and filtered. The default sort order is Storage Date
Descending, reflecting the most recently added items at the top. All underlined columns are sortable

and results can be narrowed using the Filter field to the right of the screen or by adding another
search pill to the search.

Search Data
l [ Delete H L3 Tracking ~ l

Displaying 500 Entities (Show Total) Filta...

O Title * Entity Type Storage Date Customer Number Customer Type
O - 550 Customers 7/1/2019 8317 P
O - Sh0 Customers 7/1/2019 8315 P

=

Viewing Data Items

Clicking on the entity item in Data Search results will open the item'’s details. Depending upon the
user’'s Permissions, tabs related to data details, security, notes, tracking and related documents will
be presented. Related entity items may also be viewable.

Data

Contains all information about the item, these details should match the item’s information in the host
system. Some fields may be modified by selecting Edit or Delete in the menu.

[ :;;:':\ identifi s

Account Detail: 1001451 - Fixed Rate First Mortgage

= @a S Data & Security Notes <« Tracking (%) Documents
Add
Q, Search
0 pocuments Account Number * Account Type
F Tracking 1001451 Fixed Rate First Mortgage fielaccbglies
# Desktop eSign
Major Type Minor Type * Related Customers ~
- Online eSign
MTG R
&3 Workflow
B Reporting Current Balance * Original Balance * Tonup, Armand L TAX
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Security
Allows a User to set security specifically for the entity item.
Account Detail: 334774280000000100 - Consumer Checking
Detall £ Data & Security [ Notes “f Tracking [ bocuments Related Entities
+ ~dd [ifl Delete Add Security for Account Detail: 334774280000000100 - Consumer Checking e v
, i (TAX)
0 Users / Groups Select Users & Groups Apply Permissions
58 Users & Groups Show &l v Search & | pemissions
Mame = |[E= v
Security for this Account is beingl] — _
B |® (aruses 8 | upaas
O] & semivon Gt ongred) . ”.“"‘E Deete
& eth Cotrell (beottrel) 8| Viewhot=
@ | & cnecsherican canerican) (][0
a | & Dec 2017 Training B | Gnange Note
.
[ | & DonnaCarpanter (DCarpenter) @ | Set Securty
&  Eddie Flowsrs (eflowers)
3| & Fomestacams fasams)
Cancel Save
Notes
Notes can be added or deleted here.
Account Detail: 334774280000000100 - Consumer Checking
Detail & Data & Security [ Notes «f Tracking ) Documents Related Entities
4400 [ Delete Related Customers v
Stone, Rick (TAX)
2 Notes Search -]
a Related Users v
(] This is an account note. .
Forrest Adams §/21/2018 8t 1020 AM / Delete + Add [ Delete

Delete Note(s)
Add Note

a2 you sure you want 1o pelets the selecten Notes?

Enter Note *

These notes can be previewed from Data Search results.

==

T TTaCrT g

MNotes

New MNote
Forrest Adams - 2 years ago
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Tracking
This tab will be available only on those
installations with the Document Tracking

Account Detail:

S Data Notes

«f Tracking

verdraft Line of Credit

(“] Dofuments

license enabled. For details on this tab,

see: Viewing Tracked Entity Items.

[ + Add ] [ + Add Sets J # MassEdit || & Assign || & Remove Assignment ] [ [l Delete ] [ View Activity

3 Document Requirements

O | Document Type * Frequency ~ DateDue GraceDays  Status

O ACCOUNT INFORMATION SHEET One-time 3/28/2022 12:00 AM 0 Found

O DIRECT DEPOSIT One-time 12/29/2021 12:00 AM 0 Found

m] SIGNATURE CARD One-time A/7/202212:00 AM 0 Past Due Exce

Documents

All stored documents related to the entity item will be listed here. Clicking the title will open the
document viewer in a new tab and selecting Open in Search will open the list in Document Search,

providing access to actions like Print and Download.

Account Detail: 1001451 - Fixed Rate First Mortgage

S Data

Qopen Inﬁarch .

Open in Sea ‘

& Security Notes «f Tracking [ Documents

11 Documents

Title « Application

Filter...

Docurnent Type Storage Date

1001451 Tgnup, Armand L ACCOUNT Il

| Search Documents
1007451 Tgnup, Armand L ACCOUNT Il

1001451 Tanup, Armand L ACCOUNT | | kwyK search... ‘ Q

1001451 Tgnup, Armand L ACCOUNT Il

l & Print “ & Download H (il Delete H @ Index

l =] Move ” 3 Smart Folder ~ “ { Retention Hold ~
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Related Entities
Any related entity items will be found in the right area of the screen. These items are clickable and

will open for viewing in the existing tab.

Related Entities Related Entities
Related Customers v Related Account v
Stone, Rick (TAX) 334774280000000100 - Consumer Checking
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Workflow

s Workflow e .
Allows the User to initiate a workflow process and to track work items or
& Browse .
tasks within a workflow.
&2 Inbox
B Reporting b
Q, Search
O Start
Browse
. Workflow _ | AUser is able to browse by Plan to locate specific Work items.
B Browse Users will see only those Plans to which they have been assigned.
";:_i:",-'\demﬂ a-
= Browse Plans
S Data > | B8Plans
[ Documents 2 Plan = Work ltems
R ’ Customer Maintenance
& U= ’ Documentation Plan Browse StEpSf FA TESt
% Online eSign >
& Workfiow — pE 4 5teps Filter
Congrats

Issue a Keycard

Management N e\.@e 2

Review

When browsing within a plan, Work items can be assigned

, reassigned, prioritized or terminated,
Reactivated and emailed steps can be resent.

Within the Browse By Plan results:

*

Work items that have been placed On Hold will have a badge displaying that status.

Browse Work Items: FA Test - Management New Hire
I - Reassign [ % Prioritize H X Terminats l & Resend Notification l
2 Work ltems Filter.
O b Priority ~ Name * User Last Activity
0|2 Normal  153-Sam Stone Sheila Nolder 3/23/2018 1214 PM
O | 10018 Normal 157-Jehn Smith (i (unassignad) 10/3/2018 11:43 AM
V.11.2 63
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Completed or Terminated Work Items can be opened and reactivated to be returned to the
Workflow. (Manage Permission required.)

Work ltem: 10080 - 172839-Clark Kent

= + AutomaticZoom v ol

BForm Documents @) ONotes Activity

B
Employee Number

Employee Name Tax |D Number
172839 Clark Kent 197346825
Hire Date Department Emailaddress
=] Implementation -

fadams@identifi.net
Phone Number

[ EiRd 201-555-0122

ltems that have been delayed in completing a step will display an “Escalated” badge,
indicating the escalation of that work item based on criteria set at plan origination.

Browse Work Items: FA Test - Review

& Reassign H + Prioritize H X Terminate H & Resend Notification ]

6 Work Items Filter...
Oip Priority Name w User Last Activity

0|24 Normal  Untitled [EE3EEE] (unassigned) 3/28/2018 3:38 PM
0110020  Normal  Untitled (B ace | Hold Forrest Adams 11/13/2018 224 PM
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The Inbox
Opens the User’s Workflow Inbox. Items available or assigned to the User will
5 Workflow v . .
be displayed and accessible here.
& Browse ’
& Inbox

Forrest's Inbox
Available @) My items @) onHold €
Filter

O D Priority  Name Step Plan Last Activity «

O |0 10077 Noma  297813-Tery Cotta Review FATest 6/3/2022 2:59 PM

O | D 1007¢  Nommal  761349-Easter Bunny Issue a Keycard FA Test 3/28/2022 513 PM

O| 3@ 10078 Normal 81379-Cindy Rella Issue a Keycard FA Test 3/28/2022 5:06 PM

O| Q@ 10073 Normal 37918246-Duncan Adams Issue a Keycard FA Test 3/28/2022 445PM

O 10027 Nommal  1515-Jack Frost [EEEERE) Review FATest 3/25/2019 5:04 PM

Three tabs are displayed:

« Auvailable — Unassigned items to be completed are displayed here. Once anitemis selected from
Available by a User, it will then be assigned to them.

« My Items - (Default tab) Displays items assigned to the User and requiring attention or action.
« On Hold - Displays items put on hold by the User for follow up at a later time

* [|tems in this tab are not accessible to others and only the User who placed the item on
hold will be able to remove the hold.

The number on each tab is a tally of the items within that tab.

Available @) My tems () OnHold @
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Item Badges and Labels in the Inbox:

An alert message is displayed when a User has hit the limit of items returned for the Workflow Inbox.

* Returned- Items that appear in the User’'s inbox asthe | @ 10077 nermar 207813-Terry Cotta |
result of a ‘Return to Sender’ action.

« Escalated- Items that have remained in a step beyond the
configured amount of time. Escalation may trigger only a 10027 Mormal  1515-Jack Frost [ERets]
reminder email, or it may move the item to a different step
for attention.

« OLE Package Statuses- For installations with Online eSign enabled, the Inbox will reflect badges
which display the status of an OLE Package (Review, Pending, Completed).

O D Priority  Name Step Plan

O 1613885 Mormal 234532432 Step 1 Tricia's Test Plan
O 1613884  Normal  Untitled [EEGEe IS Get Signature Bridge Test

O 1613881 Mormal 8989895 eifedyli=] Step 2 Tricia's Test Plan

Locating Specific Items in the Inbox:

Last Activity *

« Sort- All columns are sortable in each tab. The items will sort by Name by default.

2298010 604 DhA

 Filter- Each tab has Filter to quickly locate specific items.
P ——

[« uta‘ >
o] Priority  Name Step Plan Last Activity *

0 10077  Normal  297813-Terry Cotta Review FATest 6/3/2022 259 PM
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Taking Action on an Item from the Inbox

Within the My Items tab, open a single item by clicking on the title of the item to be reviewed from
the list displayed.

Sheila’s Inbox
‘ 3 0pen
Avallable My tems @) on Hold
Filter...
D Priority  Name “ Step Plan Last Activity
0 220 B 05231947 - Fixed Rate Second Mortgage Second Review Forrest's Plan 5/31/2022 518 PM
m] 100739 Normal  XYZ1234- User Step Clayton's Rockin' Plan 9/8/2021 1245 PM

Open multiple items to review by clicking the items’ checkboxes and selecting the “Open” icon.
The item(s) will open and the step name will be displayed in the upper left corner of the screen.

o
Sheila's Inbox
E pen selected work items
Available My ltems @ on Hold
Filter

ID Priority  Name Step Plan Last Activity

‘ 938060 (W) 05231947 - Fied Rate Second Mortgage Second Review Forrest’s Plan 5/31/2022 518 PM

100739 Normal — XYZ1234- User Step Clayton's Rockin' Plan 9/8/2021 12:45 PM

Move between Work items using the Next button to the right of the screen.

The number to the right indicates the number of items remaining.

The drop-down arrow to the right reveals additional options:

e Hold - places the item on hold moves it to the “On Hold" Next (B i —

tab in the User’s Inbox. (Note: When an item is placed on ® Hold
hold, it is inaccessible to others, and only the User who
placed the item on hold will be able to remove the hold.) _
See more. m—.‘.'. Reassign
e Release - remove the assignment and returns the item to '
the “Available” in any User’s Inbox with permissions to the Step.
e Reassign - sends the item to another User’s Work Inbox to be addressed.

1 Release

V.11.2 67 2023



@ Form in the left pane.

ATge . .
fe s identf

The Form (where information is presented and collected for the step) will be viewable

=_‘:-. identf

2~
Work Item: 89845 - 1005161 - Fixed Rate First Mortgage
Assigned To: Sheila Nolder Step: Create Package
Send documents for signature. X [inje¥ 1| of1 — + | AvtomaticZoom »
_- e Closing Discl T P S—
FRetum
Closing Information Transaction information Loan information
452013 o Lo T S0y
roire g iy -
( BForm Documents . DN{)'P‘.. - Signing Packages . Activity :'—-ua: ;Z:’G.Lm el ol :::- ::mm —
ety - Avioun 311330 ane
= oy 3 1233 i Pt O
. iaoos P
Account Number * Account Type LoanTer R s W,
[yepa— $162,000 3
1005167 Fixed Rate FirstM.. x e SETT% =
Monthiy Prncipa S mterest | 576178 No
e Pt Ry oo
o st r—
Does the loan have these features !
Prepayment Penaity YES - As high as $3.240 ff you pay off the laan during the
e Zyers
. . . . “« ” .
Associated document(s) will be viewable in the “Documents” pane to the right.
M Documents .
’:'::_t}' identifi ad
Work Item: 89845 - 1005161 - Fixed Rate First Mortgage
Assigned To: Sheila Nolder Step: Create Package
Send documents for signature. » o Q 1 fof - +  AuomaticZom »

_-

Closing Discl Tt form 142 iatement af na foan terms andksng cout Cornpare thi
Gonig Inkommation Transaction bformation Losn Information
e 47513 LomaTem 20y
frovereiiiirt-1d o -
BiForm Dnotes@  #-Signing Packages @ B Activity et o T o o S o Ay Do R
s freviy 331 Somentess D [P P—
oy elemonbes i Ay, 11358 )
- Ty 57 12303 e Tioa bt R
—r—— tasn e
Account Number * Account Type LosnTerm: Eenitt sesiincovess Hiscclesegl
[yop— 162,000 No
1 1 e Fi X -
00516 Fixed Rate First M... = 3875% %o
Monthly Principal &Interest | $761.78 NO
e Pocind R e
P ries T —
‘Does the loan have these fentures !
Prepayment Pen alty YES  ~As high as $3.240 if you pay off the loan during the
st 2 years
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Instructions Bar

Within the open item, the instructions bar will be visible at the top of the screen and contains a
description of what actions need to be taken as part of this work item.

In the example below, the User is directed send the documents for signature to move the item to the
next step in the workflow process.

";l:}'idemh a-
Work Item: 89845 - 1005161 - Fixed Rate First Mortgage
Assigned To: Sheila Nolder Step: Create Package
| e
< Send documents for signature. B x D a 1 |sf1 =+ auomaticZeom v »
pacoge arcles | T henm B ——
Cosing information Trasaction information Loan nformation
e fo— Luntarm 0pman
i il Vi
BFom  DDocuments [flj  DNotes  #-Signing Packages @) B Activity iy fpin i o Hu st oAy fre
s Thaase 7 Somentens e Lmetyre BComenmcest OFA
e Frrre—— gty T
- Ao, 51 1205 e i Lmnms 2078
- e e
Account Number * Account Type _ e
B B . Lown Amount 5162000 [
1005161 Fixed Rate FirstM.. x = o { 3875% ™
1

Each workflow item will have a unique action buttons. Examples
might be: approve, reject, return, question, reply, etc.

Once instructions are no longer needed, they can be hidden by clicking on the “X” to the far right of
the bar.

Send documents for signature. @

L o , O Q
Note: Clicking “Instructions” within the Close Drop-down will reopen the
Instructions bar. ® Hold
T Release Ising
- Reassian i
E @ Instructions ;—m‘:
1 | Show Instructions
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Actions will move the item to the next step in the workflow, return the item to its sender and/or
automatically create and store a PDF of the work item’s Form in the Identifi archive.

Fuident

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

e e

BForm  [@Documents . INotes 3+ Signing Packages . Activity

:
Account Number * Account Type

1005161 Fixed Rate FirstM.. x = Comment for Returning a Work Item x

This action will return the work item to the previous step and it will be

When an ”:em iS returned a dlalog bOX W|” pop up assigned to the previous owner. Please enter a comment on why it is being
! ! returned.

prompting for a comment on the returned item (required).

The item is returned to the previous User who touched the

item, and it will be listed in their Inbox under the “My Items”

tab. Cancel

Sheila's Inbox

Comment *

‘ Need additional information| X ‘

Avallable My Items (&
O D Priority ~ Name* Step
0|0 579246  Noma 000111222— Return

Some Actions may trigger emails, SMS messages or send web
forms to be completed by a customer or other external participant.
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Close/Hold/Release/Reassign

Close - Clo
=

@ Hold

1 Release

| W = Reassign

Clicking the “Close” icon will close the work item, returning it to the User’s
Inbox.

Clicking the “Hold” icon will place the item on hold and will move it to the “On Hold"
O Hold tab in the User’s Inbox. When an item is placed on hold, it is inaccessible to others,
and only the User who placed the item on hold will be able to remove the hold.)

When placing an item On Hold, the User will | Hold Unti

have the opportunity to set a time period for —
naetinmely

the item to remain in On Hold status. - [}

Choose from among the set periods or add
select custom to choose a specific date and time.

Hold Until *

Hold Until *

I Custom ‘T\\

Indefinitely
1 Day

2 Days

1 Week

1 Month

1 Release Clicking the “Release” icon will remove the assignment. The item will then appear
in the “Available” in any User’s Inbox with rights to the Step.
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Clicking the “Reassign” button will allow the User to reassign the Work item to
another User.

- Reassign

Reassign X

Set the assignee for the selected work items:

sh
Reassign X
& Chad Sheridan (csheridan)

& Sheila Nolder (iﬂjo'der) Set the assignee for the selected work items:

& Sheila Nolder (snolder) X v ‘
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The Form Tab

The Form will be visible beneath the “Form” tab (Note: In some cases, the Form Tab will not be displayed.):

When the plan is created, the design of the Form(s) is based on the Entity attributes. Some fields
may be pre-filled while other fields may require manual entry or offer a drop-down menu.

Fields marked with a red asterisk (*) are required fields.

e et

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature >4

e |
@ Documents [ffJ ONotes@  #~Signing Packages @) Bl Activity

Account Number * Account Type
1005161 Fixed Rate First M. ~ —

Selecting the Print Button will Print
print a .pdf of the form.
Collateral Description
Point Road Great Pond Bel
N |
J—— RO ——
Print 1 sheet of paper
e e - Destination & EPSONS16894 (WF-2¢ +
Pages Al =
— Coples 1
Layout Portrait -
5 U‘T":N Color Black and white -
[ e by More settings v
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Documents Tab:

If there are documents required or associated with this item, they will be displayed and clickable
here (Note: Not all items will have this tab.)

A number on the tab indicates the number of documents attached. D Documents @)

Work Item: 89845 - 1805161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

1| of1 = Automatic Z¢
Send documents for signature. X @ Q 1o + »
e
RBForm @ Documents [ Notes - Signing Packages . Activity Steve Caleand Amy Doz
321 Somewhere Die LosnType
a5 Anytown, ST12345
12345 tender  Fcus Bank Lanps 23456789
. .
——
Loan Amount $162,000 NO
Mortgage Loan Interest Rate. 3.875% NO
O Mortgags =z =
1005161 Mortgage Loan Monthly Principal &interest | $761.78 NO
SeePrjecied Paymentoe o o your
EsamakdTota Month Payment
Does the loan have these features?
Prepayment Penalty YES - As high as $3,240 i you pay offtheloan during the
Iy

LI/' Clicking on the icon next to the document title will open it within the Viewer in a new tab.

Add

Open in New Tab

Additional documents can be added here by clicking on the “Add” icon. (Note: Not all items will
have this option.) A new screen will open to allow the User to choose the type of document from a
pre-configured drop-down menu and then browse for the document to be added, .

N\

Mortgage Loan
O Mortgage Loan oA
1005161 Mertgage Loan

Add Document x
Document Typs ERS - BACKGROUND CHECK @
Application HR -
File Choose File | Mo file chosen
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Wait

If specific documents are required to move this item to
the next step in the Workflow process, clicking on the
“Wait” icon will allow the User to add the specific
document type to a wait list from a pre-configured
drop-down menu. (Note: Not all items will have this
option)

£ Documents [J Notes B Activity

APPLICATION FOR EMPLOYMENT
ERS - BACKGROUND CHECK

19

PHOTO ID-PASSPORT

SOCIAL SECURITY CARD-OTHER

Documents tab.

[+ - I+ O+ I+ I+

W-4

To remove the requirement, click on the “X" to the right.

Sign

i

% identifi

connect what matters,

(] Documents [ Notes Activity

Select the document(s) required by clicking the plus icon.

Once all document(s) have been selected, clicking the “X” in
the top right corner will close the selection window.

The documents will now be listed as “Waiting” under the

4 Documents [J Notes = Activity

R veorc

Add Wait

Selecting the “Sign” option will create an Online eSign Package to send documents necessary for
signature to the Customer for execution. (Note: Not all items will have this option)

et

Work ltem: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature.

[Eecogecoccte | IR =

B Form @ Documents . 3 Notes - Signing Packages . Activity

Mortgage Loan

Closing [

Closing Informat

D / Interest Rate
1005161 Mortgage Loan & See P ::i
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An Online eSign Package form will open with the Profile selected and Package Name field
populated with the Work Item name:

Complete all Package Settings on the form in order to complete the Online eSign Package for
sending. For additional information, see Package_Settings.

‘?:-‘:'.' identifi

Online eSign Package

cancel ‘ & Download H Bsave ” Next » ]

Package Settings

Profile *
Mortgage -

Name * Description
1005161 - Fixed Rate First Mortgage

Message for all recipients

Expiration
Date - Expiration Date &

O Review before completion

Documents

Signing Packages Tab:

This tab is only displayed on steps with Online Signing enabled. Here, any Packages sent for
signing from the Workflow are displayed.

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature X

BForm D Documents . [ Noteg

- Signing Packages . Activity
1 Item Filter...

ID Name “ Recipients Status Profile Last Updated Expiration Date

2583 1005161 - Fixed Rate First Mortgage SharonNoeba  Completed Mortgage  8/23/2022 3:21 PM
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Status Descriptions:

Sent- the Package has been sent, but the documents have not been
signed. Clicking the Package will open the Package Settings where
a reminder can be sent to the recipients. For more information on
managing Sent Packages, see Managing In Process Packages

Completed- all documents in the Package have been signed by all
Recipients and they have been archived.

Notes Tab:

..( w identifi

cannect what matters.
aga®

Note: Packages was sent with “Review
before completion” checked will appear
here in Sent status even after all
signatures have been collected until it’s
reviewed. For details on that process,
see Ready For Completion Packages

Here, the User is able to view notes that have been added during the item’s workflow and to enter

additional notes (with Permissions).

After typing in the note and clicking the check mark, the note will be displayed and is date/time

stamped.

ulicert

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature.

(o | | vt

BForm @ Documents . D%otes - Signing Packages . Activity

Filter...

Type a note here...

Close =

~]

This is a Note on a Work ltem

Add Note
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This is a Note on a Work ftem Selecting the Trash Can icon to the right will remove

he : the note from the workflow item
Sheila Nolde

. @ Note's placed on work items will be visible from the
: User’s Inbox
elete this note

From the User’s Inbox, clicking the note icon will open the note for viewing:

C]89845 Normal 1005161 - Fixed Rate First Mortgage

Notes for 1005161 - Fixed Rate First Mortgage X

This is a Note on a Work Item [Sheila Nolder 8/24/2022 at 3:47PM]

Close

Activity Tab:
Displays activity history relative to this item.

aSidert

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature

Brom  DDocuments [flj ONoes@ % Signing Packages @ Activity

Activity Log
2 Activity Summary Records Activity Summary - ‘ |F'\I‘[er ) ‘ [ B }
Step Description Date
START Start (Sheila Nolder) Ended on 9/2/2021 at 2:42 PM
CREATE PACKAGE In Progress... (Sheila Nolder) Started on 9/2/2021 at 2:42 PM
V.11.2 78 2023



Display item Activity Summary or Details using the Dropdown box.

Activity Details -

At ACtivity Summary

|| Activity Detgjls
Stel @ S

Narrow displayed items with the “Filter” box:

‘.i: w identifi

C) connect what matters,
-y

Activity Log

3 Activity Detail Records

Activity Detalils

Step User Activity Details Date

START Sheila Nolder Step Entered Step type: Start 9/2/2021 2242 PM
START Sheila Nolder Action Taken Start /2/2021 242 PM
START Sheila Nolder Step Exited Step type: Start 9/2/2021 2242 PM

Displayed items can be exported to Excel using the button to the right of the Filter box.

Activity Log
3 Activity Detail Records Activity Details - Start
o ) Export to Excel
Step User Activity Details Date
~——
The ACtIVIty LOg WI" alS.O'(?apture 6/13/2023 System Email Sent To: triciagress@hotmail.com
and reflect external activities, such 10:52:45 AM
as Downloadlng Documents; 6/13/2023 triciagress@hotmail.com  Viewed External User: triciagress@hectmail.com
Attaching Documents and hitting 103257 &M
the Save for Later Option. 6/13/2023 triciagress@hotmail.com Document External User: triciagress@hotmail.com Docld: 31249,
10:53:00 AM Downloaded DocType: Car Loan
6/13/2023 triciagress@hotmail.com  Viewed External User: triciagress@hectmail.com
10:55:03 AM
6/13/2023 triciagress@hotmail.com  Viewed External User: triciagress@hotmail.com
10:55:57 AM
6/13/2023 triciagress@hotmail.com  Save For Later Extemnal User: triciagress@hotmail.com

10:56:02 AM

6/13/2023
10:56:02 AM

triciagress@hotmail.com

Email Sent

To: triciagress@hotmail. com
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Viewing Documents

Documents within a work item are listed under the “Documents” tab once the item has been
opened:

Clicking the document title will load the document in the Document Pane to the right of the form.

e et a-

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: SheilaNolder Step: Create Package

Send documents for signature. X D Q 1|of — + AutomaticZoom v »

B X a Thi form 1s @ statement of nafloan term and closing costs. Comparne this
(- L
- Inf e
:

Transsction nformstion
o

BFom  DDocuments [{fl]l ONotes@  7~Signing Packages @) B Activity

I
ssoissiess
.
Add | Sign
2 Can this amount increase after closing?
$162,000 NO
- Mortgagg Loan fate 3.875% NO
o OEiE = Principal 8 tnmerest | $761.78 NO
2 odm\ lewer
Mortgage Lgan prtemsyrores
‘Does the loan have these features?

HLE Iz LT Load in Viewer

To open the document in a new tab within the Document Viewer, click the icon

to the right of the Document Title Open in New Tab

On the left is the document image; on the right are the Document Detail Panels.

F, S 7 s -
SlidertFi Document Detail: 1005161 Mortgage Loan &
@ QT J 1 ]ef1 — 4 AuomsticZeem  w B PFaM »
Index Notes Related Info Security
This fom is a statement of finalloan terms and chsing costs. Compare this [ Edit j
Closing Distlosure documentwith pour Loan Estimate
Document Title Override (optional)
Closing Information Transaction information Loan Information
Datelssued 4152013 Borrower LoanTerm 30years
‘Ouying Dete 4152013 Purpase Purchase
DisburcementDate  4/15/2013 Product Fixed Rate Document Type
SetementAgent  Epsilon Tite Co. Seller Steve Coleand Amy Dos B
File ¥ 123456 321 Somewhere Drive LoanType B Comentional CIFHA Mortgage Loan
Propery A58 Somewh ere Ave Arytown, ST 12345 Ova DO S
Anytown, 5T 12345 Lender  Ficus Bank LaaniD# 12356789 Account Number
Sale Pries $130000 mce 000854321
1005161
B Canthic attar clncinn? T

For additional information about viewing documents, see Viewing Documents in the Document
Detail Viewer.
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Workflow-Reporting

Completed Steps Report:

Allows the user to report on Work Items that have gone through the completion of a step.

Completed Steps

Criteria

Add Criteria ~ ‘ Reset

Work ltem Status Type

Active Work Items

Completed Workflow Steps

Group By

None

Criteria:
Work Item Status Type:

Completed Step Date @ Pradsfinsc Custom Workflow Plan*
Current Month ~ Select Workfl
Actions Taken Actioned By Users

Work Item Status Type

Active Work Items

All' Work Items

Choose from All, Active or Inactive Work ltems.

Completed Step Date

Choose between a Predefined or Custom Date Range. This field represents the date in which

Active Work ltems

Inactive Wark Items

a work item completed/exited the workflow step.

Cormpleted Step Date @ Predefined
Current Month

Completed Step Date Predefined @ Custom

0&/01/2023 06/30/2023
Current Month - - - 5

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTD)
Previous Year

Workflow Plan: (*Required)

Workflow Plan *

Select the Workflow Plan to report on. Users can report Select Vierkdlon Plan .

on one plan at a time, because of the ability to add
custom attributes to the report criteria.

AD Change [Technology] (offline)
Customer Maintenance [Customer Maintenance]

ocumentation Plan [Account]

V.11.2
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Completed Workflow Steps: Compiered oridion Seeps
Optionally select one or more Completed Steps from | . ccress
the drop-down list. Leaving blank will include all | tesuce x| s
Steps in report results.

x | Management Mew Hire =  Review =  On-Boarding

Actions Taken: Actions Taken

Optionally select one or more Actions Taken from ',P:Ttp Tr’
the drop-down list. Leaving blank will include all « | (Management New Hire) Keycard Request
Actions Taken in report results. opi

Actioned By Users Actioned By Users
Optionally select Actioned By User(s) from the drop- === opiona Actionec 5y Users
down list. Leaving blank will include all Users in ncluges steps completed when the selected users took an action
report results.

Group By
Group By:
Optionally select the preferred grouping for results o

Step

display. The default is no grouping.

Actioned By User

Action Taken

Add Criteria: )
Add any additionally-available criteria using the button at the top of the page.

Critena

Completed Steps

Add Criteria~

Criteria

| Employee Nairie

Add Criteria - Employee Number

Add attribute to criteria Last Mame

Phone Mumber

Tax |D Mumber

The selected criteria will appear at the bottom of the form. You can delete any added criteria
using the trash can icon to the right. Currently only string attributes are available for report
filtering.
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Click Submit to generate report results. Results will be displayed

in a separate tab. Add Criteria -

Click Reset to clear the form.

Atribute Criteria

Last Name

Type a value and pres:

Employee Mumber

udenhF

. connect what matters,

Type a value and press the Enter key to add it to the list
Completed Steps
Criteria Results
28 Results k [ [ | Standard ~ | Attributes ~ ] Top 1000 Results - Filter.
D Work Item Name Actioned By User + Step Entered Step Completed Days in Step
(1ssue a Keycard) (Deleted Action: Onboarding) Total: 2
10078 81379-Cindy Rella Forrest Adams 3/28/2022 506 PM 10/6/2022 328 PM 192
10073 37918246-Duncan Adams Forrest Adams 3/28/2022 445 PM 10/6/2022 2:38 PM 192
(1ssue a Keycard) Application Terminated Total: 1
A0NRN 172R230Clark Kaont Eorroct Adame 124172022 037 AN 12412027 Q-2 AhA n

+ Standard columns can be shown or hidden by selecting or
deselecting them under the “Standard” button.

+ Specific Attributes can also be added to displayed results by
selecting them from the “Attributes” drop-down menu.

E Standard ~
N

Actioned By User
Days in St=p

ID

Step Completed
Step Entered
Work ltem Name

Top 1

O Address 1
0 Address 2
U City

U Date of Birth
O Departrment

1 SR I Y O

Attributes ~

Step C

10/6/3
10/6/2

12/1/3
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« Bookmark: A bookmark of the selected criteria can also be saved using the
“Bookmark” icon to “Copy” the URL.

Standard ¥ | Aftributes = Top 1
Create bookmark URL with current selections

+ Choose the number of Top Results to display. o 000 Fee

Top 1000 Results @

Top 10000 Results

* Use the Filter to narrow results displayed. Filter

+ Export the list of results to Excel. &

+ Further sort results by clicking on any column header. Please note this is client-
side sorting.

ID Work Item I‘ﬁgﬂme Actioned By User Step Entered

Click the Work Item Name to view the item’s details (opens in new tab).

(Review) Key Card Request Total: 6
10081 36-Joy, Kevin
[hen.
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Work Items Report:

Allows the user to query and filter Work items from a single Work Plan and displays the
results in a single list. Active or Inactive Work items can be queried and output can be sorted
according to business needs.

Work ltems
Criteria
Work ltem Status Type * Work Item Started @ Predefined Custom Workflow Plan *
Active Work ltems - Current Month ~
Workflow Steps Assigned Users Initizted Users
Group By Minimurm Days in Step Search By Work ftem ID
None - Optional days in step »= this value
Cr i ter ia: Work ltem Status Type *
Work Item Status Type: (*Required) Active Work ftems -
Choose from Active or Inactive Work ltems. Active Work ftems
Imactive Work ltems

(Note: Active and Inactive Status Types will
present different filters)

Work Item Started (Active Status Type) /Work Item Ended (Inactive Status Type)
Choose between a Predefined or Custom Date Range. Completed Step Date © Predefined

Current Maonth

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTD)
Previous Year

Work: Item Status Typs * Werk Itemn Started Predefined @ Custom

Active Work ltems - 06/01/2022 06/30/2023

Work: Item Status Type ® ‘Werk Item Ended Predefined @ Custom

Inactive Work ltems v 06/01/2022 06/30/2023

V.11.2 85 2023



Workflow Plan: (*Required)

Select the Workflow Plan to report on. Users can
report on one plan at a time, because of the ability to
add custom attributes to the report criteria.

nnect what matters,

}_.cg idenif

‘Workflow Plan *

FA Test [Employee] %
AD Change [Technalogy] (offline)

Customer Maintenance [Custormer Maintenance]

Documentation Plan [Account]
Inactive Reason (Inactive Status Type) Inactive Reason
Select the reason for the Inactive Status Select Optional Reason
Terminatad
Completad
Workflow Steps (Active Status Type): Workflow Steps
Optionally select one or more Completed « | AddtoPayroll x| Stan

Steps from the drop-down list. Leaving blank & £pioyee information
will include all Steps in report results.

Venfy Information & paperwork

Assigned Users (Active Status Type)
Optionally select Assigned User(s) from
the drop-down list. Leaving blank will
include all Users in report results.

Assigned Users

Initiated Users

Optionally select Initiated User(s) fromthe  jnitased Users

drop-down list. Leaving blank will include all | =cect opiora inmiztes Ueers -
Users in report results.

Group By: Group By
Optionally select the preferred grouping for None
results display. The default is no grouping. None
nitiated User
Assigned User
Step

Minimum Days in Step (Active Status Type) Minimum Days in Step
Optionally enter a value for the number of days | %
the item has been in the step.
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Search by Work Item ID Search By Work kem ID

Work Item ID is the unique number

aSSigned by the SyStem tO the Work Item Type & value and press the Enter key to add it to the list
Add Criteria:

Add any additionally-available criteria using the button at the top of the page.

Criteria
| Employediyumber
Add Criteria = Phone NUR| Add attribute to criteria |

Employee Add attribute to criteria |

Work ltems

The selected criteria will appear at the bottom of the form. You can delete any added criteria
using the trash can icon to the right. Currently only string attributes are available for report
filtering.

Attribute Criteria

Employss Name
Last Name

Tax 1D Number

Click Submit to generate report results. Results will be displayed
in a separate tab. Click Reset to clear the form.
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Work ltems
Criteria Results
4 Results E Top 1000 Results - Filter.
D+ Work Item Name Step Assigned User Initiator Started Step Entered Days in Step
10088 6267894- Jeff Buckley Enter Employee Information Forrest Adams Forrest Adams 1/5/2023 1/5/2023 162
10087 4918527-John Hiatt Enter Employee Information Tricia Lolkus Forrest Adams 1/5/2023 1/5/2023 162
10084 51535957-Joe Arthur Enter Employee Information Forrest Adams Forrest Adams 1/5/2023 1/5/2023 162
10082 36-Joy, Kevin Enter Employee Information Forrest Adams Forrest Adams 12/13/2022 12/13/2022 185
E Standard - EEGlREER
+ Standard columns can be shown or hidden by selecting or
. « ” Actioned By User |Step G
deselecting them under the “Standard” button. — _
Days in Step
PM ID 10/6/3

PM Step Completed  |10/6/2
Step Entered
Y Wark tem Name  |4517

+ Specific Attributes can also be added to displayed results by Top 10
selecting them from the “Attributes” drop-down menu.

O Address 1
0 Address 2
U City

0 Date of Birth
[ Department

T Commmil A ddeimimm

« Bookmark: A bookmark of the selected criteria can also be saved using the
“Bookmark” icon to “Copy” the URL.

Standard ¥ | Attributes = Top 1
Create bookmark URL with current selections

+ Choose the number of Top Results to display. o o e

Top 1000 Resuits @

Top 10000 Results
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* Use the Filter to narrow results displayed. | Filter |

+  Export the list of results to Excel. dﬁxpm I!:l

+ Further sort results by clicking on any column header. Please note this is client-
side sorting.

ID - Work lterm Mame Step Assigned User Initiato|

+  Click the Work Item Name to view the item’s details (opens in new tab).

IDw Work Item Name
10088 6267394- Jeff Butfﬂey
+ ] e deni &

Work Item: 10088 - 6267894-Jeff Buckley

Assigned To:(unassigned) Step: Enter Employee Information

BForm [ Notes B Activity

Employee Name Tax 1D Number Date of Birth
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Workflow-Search

2\ dflaw Search within Work Items by clicking on “Workflow” then “Search”
from the left menu bar.
& Browse
s Inbox
0O, S=arch

The Search Work Items screen will open:

Search Work ltems Within the Search box, type in a searchable attribute, such as
Invoice Number, Amount, Employee Name, etc. This feature
Daiq Q works in the same way as Document Search and Data Search

and will offer a “suggestion grid” of possible matches.
Employes Name  First Name

Clicking on the desired selection (in this example, “Daisy
Mae”) will pull back search results.

Search Work ltems

[wyK Search Q Daisy Mae = X
1 Waork ltem Filter.

ID Name * Entity Type Plan Step Create Date Assigned To

2 148-Daisy Mae Employess New Employee 782017 217 PM  (unassigned)

The Search feature allows search results to be sorted and filtered. The default sort order of items
has been changed to Create Date Descending, reflecting the most recently added items at the top.
All underlined columns are clickable and will sort the results by the column selected.

If a large number of results is displayed, search results can be filtered further by adding another
search “pill,” thus narrowing the results to include the new criteria.

The Search Filter box to the right of the screen can also be used to narrow the
L .. Filter
search within existing results.

Clicking on the icon to the right of the Search Filter box allows the User

to Export to Excel. A CSV file containing the search results will open in Filter
Excel and can be edited, saved, etc. as needed. . |
Koo HCE

Acocinmard T
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connect what matters,
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Search Work ltems
| [KWYK Search ‘ Q
1 Work tem Filter
D Name * Entity Type Plan Step Create Date Assigned To
2 14&%3{ Mae Employess New Employee 7/18/2017 217 PM  {unassigned)
Work ltem: 2 - 148-Daisy Mae
= Q 1|of2 = 4 Automatic Zoom W »
BForm  QDocuments @  ONotesfd  BActivity Lot Harme [t Wi Joue
et A Apartmentyunn 8
Emplayss Nams O Joume 2
Prane. e
Daisy Mae I} Date Avaiable: |mmm Insmsaln
Posiion Appiied for
Addrezz 1 Accress 2 doeyoulegally clgitistowarkinthe US? Yes te O
Wave you ever wosked for this company?_Yes (] No (3 Hyeswhen?
1234 Main St. e you ever been convcied of afelony? Yes (7 B 03 fyes explan
State City Postal Code Education
igh Schosl | Address
Florida Safety Harbor 34695 fom o [idyougrtumer YD Ma] Degree
Cotege Address
Tax ID Number Date of Birth fom o [oidyougradumer v Mo O Degree
— other Y
987654321 04/03/1960 -] ‘ o ) e
Department Hire Date Start Date Employment Histary
Company [ #om o
Sales - 07/05/2017 & |onw & | i =0
e | —
Mopwecomisc] Ve NoD
Company. [pm To o
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Workflow-Start e icert
B Start Allows the User to create a New Work Item | _
1. Select the Plan to which your Workflow will | Pesumerss
belong <« Tracking

# Desktop eSign
# Online eSign

&5 Workflow

Start New Work Item

Customer Maintenance

> This workflow is to perform customer maintenan

Documentation Plan

Don Email Test
Email Test

&= Browse )
Don Email Test 2
& Inbox Email Test demo
Reporti >
B Reporting Event
Q Ssarch Submit a request for a quote for your next event
Thm s
o Zim o FA Test
LB Corertion > Documentation

2. Populate the form fields (those marked with a | New Documentation Plan Work ltkem

red asterisk are required) and click the Start (or
Started) button. Account

Account Number *

| 6304098

3. The system will confirm that a new Work Item has been
started and the requested item will move to the next step in
the Workflow process, and the item will be visible in that
User’s Inbox for follow up.

Start New Work Item

A new work item has been staried.
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Reporting

The Reporting section of the menu allows the User to generate two

i Reporti . . .
B Reporting categories of reports: Activity and Document Tracking
Activit >
! Note: Document Tracking category only presented on installations licensed
Document Tracking for Tracking

Document Storage

Document Retention

Activity

Activity v

Batch Indexing
Document
System Access

System Setup

Batch Indexing
This report displays a summary of batches indexed.

Criteria
Select from various report filter options. Required filters will be designated by an asterisk (*).

Batch Indexing Summary

Date Range @ Predefined O Customn

Current Month

Applications * User(s)

Select at least one application - Select optional users

Report Summary Display Option *

Monthly Summary x -
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Date Range — Choose a Predefined date range from the drop-down list
or customize the requested date range using the calendar.

( s identif
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Date Range O Predefined @ Custom

06/30/2022

a2
I User(:
2 3 4 M ==

5 6 7 8 9 1011

12 13 14 15 16 17 18
19 20 21 22 23 24 25 x w
26 27 28 29 30

—

Criteria

Date Rarge ® Predefined (& Custom

Current Month

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTD)

Previous Year

Applications

Choose at least one Application(s) from which to pull data. Multiple Applications may be selected.

Applications *
x | Compliance x| Facilities = | Examples £
Celebrants
Customers
Deposits @
HR
Insight Reports
Loans

Marketing

Users

Optionally, select Users from the drop-down list. If no Users are selected the report will return

results for all Users.

Users

}Z’: ect optional users...

T O

Report Summary Display Option
Choose the desired display option.

Repart Summary Display Option *
Manthly Summary
Manthly Summary

Overall Summary

U

e Monthly Summary: Totals presented grouped by month and year

e Overall Summary: One single total provided
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Results
Monthly Summary Results
Criter ‘ Results ’
Click a summary row to open a detailed view of the selected User X
31 Results Top 1000 Results  ~ Filter.
User Document Count
May 2022 Total: 1
tlolkus 2
Apr 2022 Total: 2
tlolkus 2
claur 2
. [fop 1000 Results =
e Choose the number of Top Results to display. ——
I Top 10000 Results N
e Use the Filter to narrow results displayed. Fitter
e Export the list of results to Excel.
Export tiw_dcel
. . . . May 2022 Total: 1
e Click the Month and Year to view the Details View | “® == 1%
tlolkus
Criteria  Results  Details
2 Details Top 1000 Results  ~ Filter...
User Document Count Storage Date
tlolkus 1 5/23/2022
tlolkus 1 5/12/2022
Overall Summary Results
Criteria
Click & summary row to open a detailed view of the selected User X
13 Resulis Top 1000 Results = Filter...
User Document Count
2022 Total 4
tlolkus 6
dryder 1
claur 4
csheridan

[Top 1000 Results =

e Choose the number of Top Results to display. Y

Top 1000 Results

Top 10000 Results

Filter.

e Use the Filter to narrow results displayed.

hpadtg!ﬁl

e Export the list of results to Excel.
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.
e Click the User Name to view the Details View 2022 Total
mlkﬁj

Criteria Results Details

6 Details Top 1000 Results Filter.
User Document Count Storage Date

tlotkus 1 5/23/2022

tlolkus 1 5/12/2022

tlolkus 1 4/26/2022

tlolkus 1 412072022

tlotkus 1 3/17/2022

tlolkus 1 3/4/2022

Document
This report displays documents User(s) have accessed and activity for each

Criteria

Select from various report filter options. Required filters will be designated by an asterisk (*).

Document Activity

Criteria

N\

Date Range @ Predefined O Custom

Current Month

Applications *

Select optional activity types -

Activity Types Search By Document ID

Enter Docur

Type & Document D a

y to add it to the list.

Date Range — Choose a Predefined date range from the drop-down list or
customize the requested date range using the calendar.

Date Range O Predefined @ Custom

@ 03/31/2022
< |Mer & 202 8 >

‘ .z 3.4 5 - Select optional users .

6 7 8 9 10 M 12

13 14 15 16 17 18 19
‘202\2223242525 -
27 28 29 30 31

Criteria

Date Range @ Predefined O Custom

‘ Current Month

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTD)
Previous Year
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Applications
Choose at least one Application(s) from which to pull data. Multiple Applications may be selected.

Applications *
« | Compliance x| Facilities = | Examples ® o
Celebrants
Customers
Deposits @
HR
Insight Reports
Loans

Marketing

Users
Optionally, select Users from the drop-down list. If no Users are selected the report will return
results for all Users.

Users

Activity Types
Optionally, choose which Activity Types to display. Multiple Activity Types may be selected. If no
Activity Type is selected, the report will return all Activity Types.

Activity Types
= | Add = | Download Document RS
Move To Application -
Flace On Hold

Print Document
Remove Hold
Update

Update Security

".-"iegU -
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Document ID
Optionally, enter the Document ID to return the specific document.

i

Enter Document ID's to Search f

oCL L 10 searcn 1or.. [
Type & Documnent |D and press the Enter key to 8¢ it to the list

Search By Document ID

% identifi

C) connect what matters,

Click Submit to generate the report, which is displayed in the Results Tab.

Results
Criteria

3 Activities Top 10000 Activities ~ Filter.
Activity Date * Activity Type User Name Last Name First Name Application Document ID Document Display Name

6/11/2021 1:02 PM View snolder Nolder Sheila Insight Reports 77 EM_AUTH EMPLOYEE AUTHORIZATION 2016/02/23

6/11/2021 437 PM View snelder Nolder Shela Insight Reports 152843 CO_DPNEW DEPOSIT NEW ACCOUN

6/11/2021 439 PM View snolder Nolder Sheila Insight Reports 152843 CO_DPNEW DEPQSIT NEW ACCOUNTS 2019/01/07

Top 1000 Activities = Filter.

Choose the number of Top Activities to display.

Use the Filter to narrow results displayed.

Export the list of results to Excel.

Sort results by Activity Date.

Click the Display Name to view the
document within the Document Detail
(opens in new tab).

Top 10000 Activities

»

Top 1000 Activities

Top 10000 Activities (e |

Filter.

Export tifcel

Activity Da

ezﬂzi_)z PM

A-2T DA

A£01712071

Document Display Name

EM_AUTH EMPLOYEE AUTHORIZATION 2016/02/23

i TR ot i T il W T TR ATt aa VI T i e Ta e B o e B o

Viewer
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System Access
This report displays a list of User(s) who have accessed the system

System Access Activity

Date Range @ Predefined () Custom

‘ Current Month v ‘

Users Login Status

‘ Select optional users. ‘ ‘ Select optional login statuses... - ‘

Criteria
Select from various report filter options. Required filters will be designated by an asterisk (*).

Date Range — Choose a Predefined date range from the drop-down list or Critria
customize the requested date range using the calendar. ste Range ® Precfined O Custom
Current Month

Date Range O Predefined @ Custom

Current Month
05/01/2021 093072021 Last Month
Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days
Users Last 90 Days

. . . . . Last 120 Days

Select Users from the drop-down list. If none is selected, all will be included in LSSE;@OE:;.;

Current Year (YTD)
reSUH:S' Previous Yeer‘

Isers

Click Submit to generate the report, which is displayed in the Results Tab.

Login Status — Select optional login statuses from the drop-down list .

Login Status

Select optional login stat

Selec Statuses..
b

Failure Login Status

Success % Failure = Success x Locked Out

Locked Out
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Report Results
System Access Activity
Criteria
270 Activities [ Top 1000 Activities @ } ‘ Filter... ‘
Activity Date + User Name Login Result Last Name First Name Client Clien‘ Top 1000 Activities ‘ Operating System
8/2/2022 9:52 AM bhartman Success Hartman Billy Chrome 103.0 Top 10000 Activities ‘ Windows 10
8/2/202211:26 AM eflowers Success Flowers Eddie Chrome 103.0 7219627132 Windows 10

e Choose the number of Top Activities to display.
e Use the Filter to narrow results displayed. Filter
e Export the list of results to Excel.
e Sort results by Activity Date. AV
System Setup

Top 10000 Activities =

Top 1000 Activities

Top 10000 Activities ﬂ‘m

Da

19071 A-27 DR A

2“2U2 PM

This new report offers Document Type auditing that captures retention, security and attribute changes.

System Setup Activity

Diate Range ® Predefined O Custom

Current Month

Category *

Select categories

Activity Types

Select opticnal activity types.

b d
Subcategory
- Select optional subcategories -
Users
- Select optional users... -

V.11.2
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Select from various report filter options. Required filters will be designated by an asterisk (*).

Date Range — Choose a Predefined date range from the drop-down list or

customize the requested date range using the calendar.

Date Range O Predefined @ Custom

05/01/2021 09/30/2021

Category- Select Application, Document Type. Security Profile and/or User

here.

Category *
Select categories
Application @
Document Type

Security Profile

User

Criteria

ate Range ® Predefined O Custem

| Current Month

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTO)
Previous Year

Category *

= Application
Document Type

User

=

Security Profile

Subcategory- Select Subcategories for results. If none are selected, all will be included in results.

Subcategory

[);e,t ptional subcategories. .
Attributes

General

Lookup

Profile

Retention Jm

Security

V.11.2
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Activity Types- Select Activity Types for results. If none are selected, all will be included in results.

Activity Types

Select optional activity

Add
Delete
Merged

Update

Users
Select Users from the drop-down list. If none are selected, all will be included in results.

lzers
F-e ect opticnal users... -
Lol A

Click Submit to generate the report, which is displayed in the Results Tab.

Report Results

System Setup Activity N
Criteria
49 Activities Top 1000 Activities ~ Filter.
Activity User Last First

Activity Date * Type Name Name  Name  Category Subcategory Item From To

11/18/2021 507 PM Add tlolkus Lolkus  Tricia Document Tricia Test
Type

11/19/2021 8:42 AM Delete fadams Adams Forrest  Document Attributes 2021 Application _ConversionFlag
Type

11/18/2021 8:42 AM Delete fadams Adams Fomrest Document Attributes 2021 Application _ConversionSource
Type

11/18/2021 8:43 AM Add fadams Adams Fomrest  Document Security 2021 Application Dec 2017 Training (Group) -
Type View

12/15/2021 2:21 PM Add fadams Adams Forrest Document Profile AU_LOGIN_REP Managers Reports Access
Type

12/15/2021 2:21 PMAdd fadams  Adams  Forrest  Document Profle CO LOGIN REP hManagers Beporis Access

Top 10000 Activities =

e Choose the number of Top Activities to display. R

Top 10000 Activities fh I

e Use the Filter to narrow results displayed. Filter
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e Export the list of results to Excel. &
Export to_cel

e Sort results by Activity Date. Activity Da
ezﬁzwzpm
Document Tracking

These reports display Tracking items by status.

B Reporting v

Select the Report Type to view: Report Type *
Exception, Found, Pending or Waived Track Exception
items and their details.

Activity >

Document Tracking

Track Exception
Note: Available filters will change based on Report Type Track Found
selected. Track Pending
Track Waived
Track Exception
Document Tracking
Add Criteria ~ ‘[ Reset ]
Report Type * Date Range @ Predefined Custom
Track Exception he Current Month v
Entity Type * Include Related Entity Display Name Relationship Role *
Select Entity Type(s) - Select Related Entity ... - Select Relationship Role to Include
Document Type Exception Type
Select Document Type(s) ... - Select Type(s) ... -
Group By User User(s) Role(s)
None ~ -
Criteria

Select from various report filter options. Required filters will be designated by an asterisk (*).
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Date Range — Choose a Predefined date range from the drop-down list or customize the requested

date range using the calendar.

Entity Type — Select an Entity Type from the dropdown menu.

Criteria

ate Range @ Predefined O Custom

Date Range

12/01/2022
Current Month
| £ Dec v 2022w

Last Month e e
Last Quarter 2
Last 7 Days

Last 30 Days e T e
Last 60 Days 11 12 13 14 15 16
Last 90 Days 18 19 20 21 22 23

Last 120 Days
Last 360 Days

Previous Year
T

Current Year (YTD)

25 26 27 28 29 30

)

Predefined @ Custom

12/31/2022

s
-]

Entity Type *

Accounts
Customers

Employees

New

Tanhnnlam:

[select Entity Type(s)

Hardware-Office Supplies

Property Collateral

Related Entity Display Name Select a related Entity Display Name (if applicable); if none is selected
or available, criteria will reflect “Do Not Include.”

Entity Type *

Include Related Entity Display Name

Account X - [po Not Include dn
Do Not Include
Document Type
- N . Customer
Select Document Type(s) . A
. . . . Relationship Role *
Relationship Role — Select the Relationship Role to be e e 5
displayed in results. R
ATM
BENE
CUST
DBA
DIR
ENDR
Document Type- Select the document type(s) for the e

report. If none is selected, the results will include all document types.
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Docurnent Typs

| fde ect Document Type(s) ... a
Phone\Wirsless Receipt -
Property

Exception Type- Select the Exception Type(s) to show on the report. If none is selected, all
statuses will be included.

Exception Type

‘ Fe ect Exception Type(s) .. -
Multiple Match Exception

Past Due Exception

Group by User — Select either None, Assigned User or Related User.

Group By User

MNone vﬂ

Assigned User
Related User

User(s) — Select specific user(s). If none is selected, all Users will be included.

User(s)
x| Sheila Nolder = | Forrest Adams ‘ X .
New User

Role(s) — Select one or more Roles to be displayed on the report from the dropdown list. If none is
selected, results would include all of them.

Role(s)

| “

ACTO

LOFF

OEMP
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Additional Attribute criteria may be selected from the drop-down menu
Criteria

and will be visible at the bottom of the form if selected.
Account N ber

Major Type

Minor Type
Status

To deselect the additional Attribute criteria, click the trash can to the right.

Attribute Criteria
Type a value and press the Enter key to add it

Account Number *

Major Type *

Click Submit to generate the report, which is displayed in the Results Tab.

Criteria

Submit

Y

Submit

Click Reset to clear the form.

Criteria
Reset
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Document Tracking
Criterid

26 Account Results [ ] | Standard ¥ ‘ Attributes ¥ } Top 1000 Results - Filter.
Account Title Customer Title DueDate*  Document Type Status Overdue  Grace Found/Required Note
1001714 - Fixed Rate First Mortgage Fbyxhi, James J 2/8/2022 APPLICATION Past Due Exception 297 0 0/1

1001714 - Fixed Rate First Mortgage Fbyxhi, James J 2/8/2022 APPRAISAL Past Due Exception 297 Q 0/1

4 CocedDote Ciccs g St L 0 an0 CIOR AT A L IenT N o

Column Selections- Standard and Attributes

Standard columns can be shown or hidden by selecting or deselecting
m SCUCECRIRY Atirbute them under the “Standard” button.

Account Title
DocumentType '8 Specific Attributes can also be added to displayed Top 14
Due Date ¢ results by selecting them from the “Attributes”
|: _ dl’Op-dOWﬂ menu. | @ Account Number 3_'
ound/Required O Account Type
Grace 'H Branch Number
EN Note " [ Close Date
N Overdue r O Curricnt Balance
Status 0O EmailAddress
HEET i O Last Payment Date
%Major Type
O Maturity Date
Bookmark O Minor Type
O officer Number
A bookmark of the selected criteria can also be saved using the O Open Date
“Bookmark” icon to "COpy" the URL. O oOriginal Balance
0J Phone Number
. P O status
Standard > | Attributes > Top1 o

Create bookmark URL with current selections

https://test-demot.identifi.net/iDentifi. Net/spa/web-ui/reporting/documer
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Choose the number of Top Results to display.

e Use the Filter to narrow results displayed.

e Export the list of results to
Export técel

e Sort results by Entity Type or Due Date.
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- Top 10000 Results

[rop 1000 Results @

Top 1000 Results

Type » Due Date

¢ Click the Title to view the item’s details (opens in Account Title

new tab).

Track Found

Criteria

1000474291 - Overd@‘t Line of Credit

Select from various report filter options. Required filters will be designated by an asterisk (*).

Document Tracking
Criteria

[ Add Criteria ~ l[ Reset ]

Report Type *
Track Found

Entity Type *

Date Range @ Predefined Custom
- Current Year (YTD)

Include Related Entity Display Name

Relationship Role *

Account X v Customer - CUST X
Document Type
Select Document Type(s) v
V.11.2 108 2023




,.-t,- a; identi

Date Range — Choose a Predefined date range from the drop-down list or customize the requested

date range using the calendar.

Criteria

Date Range O Predefined @ Custom

05/01/2021

09/30/2021

Date Rarge ® Predefined (O Custom

Current Month

Entity Type — Select-an Entity Type.

Last Month
Last Quarter
Last 7 Days
Last 30 Days

Entity Type *
F—tle:' Entity Type(s
Accounts

Account Holders

U

Last 60 Days
Last 90 Days
a Last 120 Days
Last 360 Days
Current Year (YTD)
Previous Year

Related Entity Display Name Select a related Entity Display Name (if applicable); if none is selected
or available, criteria will reflect “Do Not Include.”

Entity Type *

Account

Document Type

Include Related Entity Display Name

po Not Include
Do Not Include

Customer

Relationship Role — Select the Relationship Role to be displayed in results.

Relationship Role *
fcust X

ATM
BENE
DBA
DIR
ENDR

EXEC

falsiatN]

Document Type- Select the document type(s) for the report. If none is selected, the results will

include all document types.

Docurment Typs

i
D

[5elect Dacument Type(s
Phone\Wireless Receipt

Property
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Additional Attribute criteria may be selected from the drop-down menu
Criteria

and will be visible at the bottom of the form if selected.
Account N ber

Major Type

Minor Type
Status

To deselect the additional Attribute criteria, click the trash can to the right.

Attribute Criteria
Type a value and press the Enter key to add it

Account Number *

Major Type *

Click Submit to generate the report, which is displayed in the Results Tab.

Criteria

Submit

Y

Submit

Click Reset to clear the form.

Criteria

Reset

Report Results

Document Tracking

Criteria

1 Account Result

[ N ‘ Standard >

Account Title

Attributes = } Top 1000 Results - Filter.

Customer Title Due Date * Document Type Status Note

DIRECT DEPOSIT Found

1000474291 - Overdraft Line of Credit NewPerson, Mitch 12/29/2021
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Column Selections- Standard and Attributes

m Standard:“ Attribute]

Account Title

Document Type 'k

% identifi
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Standard columns can be shown or hidden by selecting or deselecting

them under the “Standard” button.

Specific Attributes can also be added to displayed
results by selecting them from the “Attributes” drop-

Due Date g down menu.
| ® Account Number  d
Found/Required ¢ O Account Type
Grace N Branch Number
EN Note P O Close Date
e Overdue : U Current Balance
Status O EmailAddress
HEET i [ Last Payment Date
%Major Type
Bookmark 0 Maturity Date
O Minor Type
A bookmark of the selected criteria can also be saved using the “Bookmark” O Officer Number
icon to “Copy” the URL. O Open Date
Standard ¥ | Attributes = Top1
Create bookmark URL with current selections
https:#test-demot.identifi.net/iDentifi.Net/spa/web-ui/reporting/documer
[fop 1000 Results @
. Top 1000 Results
e Choose the number of Top Results to display. i
= Top 10000 Results i
e Use the Filter to narrow results displayed. Filter
e Export the list of results to Excel. &
Export t&_dcel
e Sort results by Due Date. Mm
. . . . B . . Account Title
e Click the Title to view the item’s details (opens in -
new ta b) 1000474291 - Overdr{’%‘t Line of Credit
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Track Pending

Criteria
Select from various report filter options. Required filters will be designated by an asterisk (*).

Document Tracking

Criteria

‘ Add Criteria = ‘ ‘ Reset |

Submit

Report Type *
Track Pending

Entity Type *

Account

Document Type

Select Document Type(s)

Group By User

None

Date Range @ Predefined Custom
- Next 360 Days

Include Related Entity Display Name

x ¥ Customer

User(s)

Relationship Role *
TAX X v

Role(s)

Date Range — Choose a Predefined date range from the drop-down list or customize the requested
date range using the calendar.

Criteria

Date Range O Predefined @ Custom

05/01/2021

09/30/2021

Date Range ® Predefined O Custom

Current Menth

Entity Type — Select-an-Entity Type.

Entity Type *
Féls:' Entity Type(s
Accounts

Account Holders

U

Last Month

Last Quarter

Last 7 Days

Last 30 Days

Last 60 Days

Last 90 Days

Last 120 Days
Last 360 Days
Current Year (YTD)
Previous Year

Related Entity Display Name Select a related Entity Display Name (if applicable); if none is selected
or available, criteria will reflect “Do Not Include.”

Entity Type * Include Related Entity Display Name

Account X v o Not Include @
Do Not Include
Document Type
- - } Customer
Select Document Type(s) . v
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Relationship Role — Select the Relationship Role to be
displayed in results.
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cannect what matters.
aga®

Relationship Role *

Select Relationship Role to Include @
ATM

BENE

CUST

DBA

DIR

ENDR

Ve

Document Type- Select the document type(s) for the report. If none is selected, the results will

include all document types.

Docurment Typs
Fe ect Document Type(s) ...
Phone\Wireless Receipt

Property

Group by User — Select either None, Assigned User or Related User.

Group By User

MNone

Assigned User
Related User

v

User(s) — Select specific user(s). If none is selected, all Users will be included.

User(s)

MNew User

x  Sheila Nolder = Forrest Adams | X

Roles(s) — Select one or more Roles to be displayed on
the report from the dropdown list. If none is selected,
results would include all of them.

Role(s)

ACTO
LOFF

OEMP
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Additional Attribute criteria may be selected from the drop-down menu
Criteria

and will be visible at the bottom of the form if selected.
Account N ber

Major Type

Minor Type
Status

To deselect the additional Attribute criteria, click the trash can to the right.

Attribute Criteria
Type a value and press the Enter key to add it

Account Number *

Major Type *

Click Submit to generate the report, which is displayed in the Results

Tab.

Criteria

Submit

Y

Click Reset to clear the form. o
Criteria
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L1
Report Results

Document Tracking

Criteria

9 Account Results [ ] ‘ Standard > | Attributes ] Top 1000 Results - Filter. ‘ @ ‘

Account Title Due Date + Document Type Status Before Due Grace Found/Required Note

11005230 - Fixed Rate Second Mortgage 1/31/2023 APPLICATION Pending 57 0 01

11005230 - Fixed Rate Second Mortgage 1/31/2023 APPRAISAL Pending 57 0 0/1

11005230 - Fixed Rate Second Mortgage 1/31/2023 ASSIGNMENT OF LIEN Pending 57 0 01

11005230 - Fixed Rate Second Mortgage 1/31/2023 BOARDING DATA SHEET Pending 57 0 01

11005230 - Fixed Rate Second Mortgage 1/31/2023 CLOSING INSTRUCTIONS Pending =T 0 0/1

11005230 - Fixed Rate Second Mortgage 1/31/2023 CREDIT AGREEMENT Pending 57 o] 0/1

11005230 - Fixed Rate Second Mortgage 1/31/2023 DISCLOSURE STATEMENT Pending 57 0 0/1

11005230 - Fixed Rate Second Mortgage 1/31/2023 INSURANCE VERIFICATION Pending 57 0 0/1

11005230 - Fixed Rate Second Mortgage 1/31/2023 NOTE Pending 57 0 01

Column Selections- Standard and Attributes

Standard columns can be shown or hidden by selecting or deselecting

them under the “Standard” button.

@ AccountTile | gpecific Attributes can also be added to displayed
Document Type ‘' results by selecting them from the “Attributes” drop- Top 1
Due Date 4 down menu.
| @ Account Number
Found/Required g O Account Type T
Grace ‘B Branch Number
EN Note i O Close Date
N Overdue I O Current Balance
Status O EmailAddress
AEET ' O Last Payment Date
%Major Type
Bookmark O Maturity Date
O Minor Type
A bookmark of the selected criteria can also be saved using the “Bookmark” O Officer Number
icon to “Copy” the URL. O Open Date
Standard ¥ | Attributes = Top1

Create bookmark URL with current selections

https:#test-demot.identifi.net/iDentifi.Net/spa/web-ui/reporting/documer
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e Choose the number of Top Results to display.

e Use the Filter to narrow results displayed.

e Export the list of results to Excel.

‘.( w identifi

C) connect what matters,
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[rop 1000 Results @
Top 1000 Results

- Top 10000 Results

Tl
1
[}
i

Export tgcel

e Sort results by Due Date.

e Click the Title to view the item’s details (opens in new tab).

Due Date ,ﬁ

Track Waived
Select from various report filter options. Required filters will be designated by an asterisk (*).

Account Title

11005230 - Fixed@ate Second Mortgage

Waived Type- Select the Waived Type(s) to show on the report. If none is selected, all statuses will

be included.

Criteria

Document Tracking

| Add Criteria = ‘| Reset ‘

Repart Type * Date Range @ Predefined Custom
Track Waived - Previous Year v
Entity Type * Include Related Entity Display Name Relationship Role *
Account x v Do Not Include v Select Relationship Role to Include v
Document Type Waived Type
Select Document Type(s) - pe\e:t Type(s) a
Not Required
Waived
ks
Entity Type — Select-an Entity Type.
Entity Type *
F—:Is:' Entity Type(s a
Accounts
Account Holders @
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Related Entity Display Name Select a related Entity Display Name (if applicable); if none is selected
or available, criteria will reflect “Do Not Include.”

Entity Type * Include Related Entity Display Name

Account X v o Not Include @
Do Not Include
Document Type
! Customer
Select Document Type(s) v

Relationship Role — Select the Relationship Role to be

displayed in results.

Relationship Role *

ATM
BENE
CcusT
DBA
DIR

ENDR

CVEN

Select Relationship Role to Include

Click Submit to generate the report, which is displayed in the crera

Results Tab.
Submit

Report Results

Document Tracking

Criteria

& Account Results [ ] | Standard ¥ | Attributes ~ } Top 1000 Results - Filter
Account Title Due Date Document Type Status Overdue Grace Found/Required Note
92802341 - Custodial Checking 10/25/2021 ACCOUNT INFORMATION SHEET Not Required 406 0 071
92802341 - Custodial Checking 10/25/2021 DIRECT DEPOSIT Not Required 406 0 01
92802341 - Custodial Checking 10/25/2021 SIGNATURE CARD Not Required 406 0 0n
1000474290 - Overdraft Line of Credit 11/29/2021 ACCOUNT INFORMATION SHEET Waived 37N 0 011
1000474290 - Overdraft Line of Credit 11/29/2021 DIRECT DEPOSIT Waived 371 0 01
1000474290 - Overdraft Line of Credit 11/29/2021 SIGNATURE CARD Waived 371 0 01
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Column Selections- Standard and Attributes

m Standard:“ Attribute]

Account Title

Document Type 'k

Due Date ‘f
Found/Required ¢
Grace 'K

EN Note i
v

EN 8 Overdue r
Stat

HEET o I:

Bookmark

2 identifi

connect what matters,

Standard columns can be shown or hidden by selecting or deselecting

them under the “Standard” button.

Specific Attributes can also be added to displayed
results by selecting them from the “Attributes” drop-
down menu.

A bookmark of the selected criteria can also be saved using the “Bookmark”
icon to “Copy” the URL.

Standard =

Attributes =

Top 1

Create bookmark URL with current selections

https:#test-demot.identifi.net/iDentifi.Net/spa/web-ui/reporting/documer

Choose the number of Top Results to display.

Use the Filter to narrow results displayed. Filter

Export the list of results to Excel.

Sort results by Due Date.

Click the Title to view the item'’s details (opens in new tab).

[fop 1000 Results n

Top 1000 Results

|- Top 10000 Results

Exporttgcel

Due Date ﬁ

| & Account Number f
O Account Type
Branch Number
[ Close Date
[ current Balance
O EmailAddress
[ Last Payment Date
%Major Type
0 Maturity Date
O Minor Type
U Officer Number
(J Open Date

Account Title

V.11.2
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Document Storage

Displays documents stored within each Application in the system.

Document Storage
Criteria

Applications

Select applications...

Applications — Select one or more Criteria
Application(s) from the dropdown .
menu. Applications

x | Accounts |

ABCApplications

Applicatipn 1

Application 10

Click Submit to generate the report, which is displayed in the Results Tab.

Report Results

Document Storage

Criter |a

1 Details by Application Filter...

Application = Document Count Document Size (GB)

Accounts 714 057

Results can be filtered and/or the list can be exported to Excel.

Filter... ‘ l E| l
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Document Retention
Report displays documents eligible for deletion per a retention policy.

Document Retention

Criteria  Summary Results

Retention Run Date *

03/17/2022

Applications * Retention Policy

things x v Retain at most 1 day from Document Date
Document Types On Administrative Hold

= Retain At Least A Day x v Select optional on Admin Hold .

Retention Run Date — Enter the requested run date [ e oee-
using the calendar. 0311712022

o A
v
a4
o =3
5]
2
I
n L3
9 v

u|'

‘ Tozo3 4
6 7 8 9 10 11 12
13014013 16@ 18 19
20 21 22 23 25 26

27 28 29 30 31

| ]

Applications — Select an Application from the dropdown menu.

Applications =

| bompl'ance % ®|

Celebrants

Customers

Deposits

Retention Policy - Select the Retention Policy for the report from the dropdown menu.

Retention Palicy

‘ Fetain at least 5 years and at most 13 months from Expiratmg Date X .
Retain at least 2 years and at most 25 months from Close Date

Retain at least 2 years and at most 25 months from Submit Date

JCTCC T O OO MO O T o T TI T T O -,
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Document Type- Optionally, select the document type(s) for the report. The system will only offer

the document types with associated retention policies.
all document types.

Document Types

[pelect Document Type(s

i

VENDOR CONTRACTS

If none is selected, the results will include

On Administrative Hold — Choose whether to show documents placed on Administrative Hold (See

Retention Hold)

0On Administrative Hold

Select optional on Admin Hold -
Yes
No
Click Submit to generate the report, which is displayed in the Results Tab. . -
Sutzmit lesst
oy
Report Results
Criteria @
X

Click a summary row to open a detailed view of the selected Document Type

1 Document Type
Documents to be

Filter...

Total Documents on
Document Type Documents Hold Deleted Retention Policy Application(s)
WVENDOR 1 1 0 Retain at least 5 years and at most 13 months from Compliance
CONTRACTS Expiration Date

Click on the Summary Row to display Detail Results Tab; click the Title to view the item’s details

(opens in new tab).

Criteria Summary Result Detail Results

1 Document Type

Top 1000 Results

Document Type Eligible to Delete Date *

Days until Delete

Filter...

On Administrative Hold

true

Document Title
endor Name VENDOR CONTRACTS 2014/10/01-2017/10/01 VENDOR CONTRACTS

10/1/2022 191
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e Choose the number of Top Activities to display.

e Use the Filter to narrow results displayed.

e Export the list of results to Excel.

e Sort results by Eligible to Delete date.

e Click the Title to view the item'’s details (opens in new tab).

..( w identifi

cannect what matters.
aga®

Top 1000 Results

et( Top 1000 Results

Top 10000 Restlts

i

| Filter .

Export tgcel

Eligible to Delete Date «

3N6/2022

1001457 - Fixed Bate First hhngjﬁf
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Desktop eSign

Desktop eSign allows for electronic signature and automatic archival of documents.
Documents can be signed by multiple parties or placed on hold to be signed at a

later date or at another location.

Signing Documents

Open the documents and print as normal. Those requiring electronic signature will
be directed to Desktop eSign and the remainder of the documents will be sent to

the paper printer (this is configurable).

Once Desktop eSign has launched:

Select Form Set

Formsets
The formset could not automatically be determined. Select the set of
E forms to use when recognizing the pages in the document package.

Form Group:

(= /]

Bank Employee a

signer ]

?; identifi

-I(. connect what matters,

;l:-:-. identifi

= Data

[ Documents

<« Tracking
m
@ f\-@aages
[2? Package Queue )

1. Select the correct Form Group and Form Set
(often there will be only one of each, so users

will not need to make a selection).

2. Enter the number of “signers” in each category
s and click OK. The documents will be loaded
[oeposts ’) and ready for review and signing.
e Set the Signer Count for each Signer Type.
:& Note: Check the bottom menu to ensure that the forms have
iw S been recognized. If not, do not continue with the Desktop

eSign process. Take note of the form name and let your
administrator know of the issue.

K

A
of 1 (Ferm: BC-Signature Card REV@ - E
S —

- % -]

J

Document SigningMenu | O ©

Print  Prewvious MNext PagestoView | Sign FreeForm | Hold Complete

£ ¥ O @

Desktop eSign may be configured so each form page must be viewed before the user is allowed
to begin signing. Users can navigate using the Next and Previous buttons in the upper menu bar.

Once all of the pages have been reviewed, the Pages to View icon changes from red

green.

Pages to View

w

Page

to

= to Wiew

V.11.2
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Add Signature - Signer (1) ] To sign the documents, users may review the pages
2 v | O and double-click the signing areas to launch the
Accept Skip Eras Cancel Tablet . . . . .
o= e “| signing boxes. Use the mouse to click in the white
5 (1) ple: ign the doc t using the signat d. . . .
T sanature il be showm i he space petomn signing area and sign on the tablet.
éign

Alternatively, the button can be used to launch the
Signing Wizard. This will automatically move from one
signature area to the next, one signer at a time, skipping
the pages that do not have a signature box.

Add Signature - Signer (1)

For example, all signing areas required for Signer 1 3 @ | @
throughout the document will open, followed by all the Signer  Accept | Skip Erase | Cancel
areas required for Signer 2.

e Signing areas appear Red until signed or skipped.

[ Signer (1) ] Add Signature - Signer (1
L ng Q

Skip Erase | Cancel Tablet

e |f the customer wishes to re-do their signature, select | Signer (1 pease sign the document using the signature pad.
Erase. | The signature wil be shown in the space below.

e Signing the box and clicking Accept will cause the |

signing area to appear Green W;gvk
[ e ]

e Using Skip causes the signature area to appear

[ ]

Use the Skip feature if the signature is not needed, or if the package will be put On Hold for additional
signers to complete the package later.

@ Accept

¢ Using the Cancel button will close the signing area and it will remain Red

Note: To undo (or redo) an accepted [

signature, simply click the green signature

bOX, Se|eCt "YeS" to Conﬁrm, and re'Sign. | 0 Undeing this signature will delete all of its signature data. Are you sure
you want te Undo?

[ E&ﬁuﬂ}-ﬂﬁcktﬂ undo signature ]
x

Yes Ne
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Free Form
. 4 Free Form can be used to add Signature areas for additional signers, add initials or mark up
Freeform | the documents.

To use the Free Form function, click the Free Form button [ '
in the toolbar. Place the =+ cursor in the area to draw the

signature box, hold down the left mouse button and drag
down and to the right to draw the signature area. SIGNATURE(S) - The undersigned certific
When the left mouse button is released, the T |
signature box area will be outlined and the X !
Signature pad prompt WI” appear. SIGNATURFIS) - The undersinner eertifies the aceuraey of the infarmation helshe
Note: The Free Form signature box has the option to date stamp ZEZ e cht Tt
the signature. gl peiiai oo
To turn on the stamp, place a check in the box next to “Show (@ omatestans
Date Stamp.”
The next time the Free Form feature is used within the signing
session, Desktop eSign will remember the User’s preference.

@Accept

CompletingDocuments

& | Onceall pages have been viewed and all signature areas have been addressed (either
cempiete | signed or skipped), the package is ready to Complete. Once the Complete button in the
upper menu is clicked, the archiving process begins and the signed documents are sent to the
document archive. A copy of the forms will also print at this time for the customer if configured
to do so.

Placing Document Packages On Hold

J eSigned documents can be placed On Hold to be completed at a later time or from another
mog | location.

Begin the process by printing the forms to Desktop eSign as outlined above. Use the Skip feature for
all signature areas that will not be signed in this session and select Hold from the upper menu bar.
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Retrieving On Hold Packages

On Hold packages may be retrieved from My Packages or eSign Search in the left menu.

connect what matters,

":.t;g identif

My Packages
In My Packages, users will find any packages that they have placed On Hold themselves.
F Search Packages
[ Documents
4 Tracking © Cancel Signing
# Desktop eSign
@ My 33(:@% s 0 Patkages ier
(@ Packagewdeue O | Title~ Status Form Set Receipt Number Stored By Storage Date
Q Search
Desktop eSign Search
e identf
Search for packages stored by another user _
with a combination of criteria such as: - Search Packages
e Account number or tax ID & Data KWYK Search. Q

e User ID for the user who created the
package

e The unique Receipt Number assigned to
the package

e Storage Date

e On Hold status

[ Documents

< Tracking

# Desktop eSign
@ My Packages
[ Package Queue

Q, sSearch

The default sort order of packages is Storage Date Descending, reflecting the most recently added

packages at the top.

Once the package is located from My Packages or Search, click on the Continue Signing link to
launch the Desktop eSign Client and complete the signing.

O | Title Status Farm Set

Receipt Number Stored By Storage Date «»

O | 334774280000000100 2018/12/03 0OnHold Deposits

EAIW3DYMDVQI2VJ9 fadams 12/3/201810:07

# Continue Signing

Printing Documents

Any forms a customer would normally take with them (such as disclosures), can be configured in
Desktop eSign to automatically print in hard copy.
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Retrieval of Signed Document Images

‘.( w identifi

C) connect what matters,

(Y For unplanned situations where a printed copy of the document is needed, such as to send
8 | 4 copy with the customer or to wet-sign the document, the unsigned form can be printed
using the Print button in the upper menu bar of the Desktop eSign Client.

Immediately upon completion of the package, the signed documents are archived to Documents
can be retrieved through Document Search by criteria such as the account number or customer’s
identification. Following an overnight sync process, the documents will also be retrievable by all

related attributes.

Smart Folders

[ [ Delete H & Subscribe H . Unsubscribe ]

documents.

A suggested practice is to create a
Public Smart Folder to ‘catch’ all
recently stored Desktop eSign
documents, making it easy to locate
e that day’s electronically signed

Search criteria for the
Smart Folder should
include eSign (Source)
and Y (Indexing Required)

O | Display Name

O | Desktop eSign Unindexed

KWYK Search...

Search Documents: (Desktop eSign Unindexed) (Public)

(===

Review of Completed eSign Packages

All completed Desktop eSign packages are retrievable through Desktop eSign Search.

:;(; identifi
Search for packages stored by another user with a _
combination of criteria such as: - Search Packages
e Account number or tax ID S Data KWYK Search.. Q
e User ID for the user who created the package & Decuments
e The package’s unique Receipt Number ¥ Tracking
e Storage Date # Desktop eSign
e Complete status Ll
[& Package Queue
Q search
Search Packages
® Cancel Signing
2 Packages Filter.
O | Title Status Form Set Receipt Number Stored By Storage Date
O | 334774280000000100 2018/09/05 Complete Deposits SEQWPZPPLFUYXTOR snolder 9/5/20187:18 AM
O | 334774280000000100 2018/09/05 Complete Deposits PECWSEVMSCYQWTDR snolder 9/5/2018 843 AM
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The Detail will open in a new tab.

i

% identifi

S ki

General

Atiributes @)

Activity @@ Documents @)

Package Detail & -

e General Tab

Basic details of the Package

Origination Date

Receipt Number

General | Atiributes @ Activity @ Documents @)
Title 98454756 2009/10/07
Form Set Loans Harland LaserPro
Stored By Iseeney

11/30/2017 at 1Z51PM

VENWDPWECABWIKAC

e Attributes Tab

connect what matters,

The Attributes associated with the form.

Document Date

Tax ID Number

General | Atributes @) Actvity @@ Documents @
Attribute Value
Account Number 98434736

0/7/2009 4:00:00 AM

e Activity Tab

Stat C et . .
e e The details of the actions taken on the
Cllent (D ‘ Package from beginning to completion.
et Package Detail & -
General  Atributes)  Activiy@@  Documents @)

Filter..

Activity Date - Activity Type User

6/10/2021 226 PM View snolder
6/10/2021 226 PM View snolder
7220191115 AM View fadams
9/5/2018 719 AM Completed Package snolder
9/5/2018 719 AM Update snolder
9/5/2018 719 AM Ready For Completion snolder

e Documents Tab

All documents in the package. Clicking on a document in the list will open it in the Document
Viewer in a separate tab (pending Documents Permissions).

'_I-::li-:\' identifi

Package Detail & -

Genera Atrbutes @) Activity Documents @
Filter.
Title * Document Type Page Count Signatures Completed
98457594 CONSUMER ACCOUNT SERVICE APPLICATION 2018/12/11 CONSUMER ACCQUNT SERVICE APPLICATION 1 2
88457594 NIGHT DEPOSITORY AGREEMENT 2018/12/11 NIGHT DEPOSITORY AGREEMENT 2 6
98457594 SIGNATURE CARD 2018/12/11 SIGNATURE CARD 2 4
98457594 TRUTH IN SAVINGS DISCLOSURE 2018/12/11 TRUTH IN SAVINGS DISCLOSURE 2 o]
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Online eSign

The Inbox

A Onfine eSidn _ | Thelnbox is where the User creates and manages Packages.

Q, Search

Sheila's Online eSign Inbox

[ [# New Package H W Archive ]

2ltems Filter...

Ol Name “ Recipients Status Profile Last Updated Expiration Date Provider
O | 2623 Account Documents Mary Snow Draft Accounts 12/15/2022 2:59 PM
O 2622 Address Change Form Mary Snow Sent Car Loan 12/15/202212:29 PM
v s L . f Last Updated «
Sort the results by clicking the heading of any column. i
S

v" Filter results using the Filter box.

v Export the results to Excel using by clicking

Sheila’s Online eSign Inbox

l [# New Package H & Archive }

2 ltems
Ol Name “ Recipients Status Profile Last Updated Expiration Date Provider

0| 2623 Account Documents Mary Snow Draft Accounts 12/15/2022 2:59 PM
O | 2622 Address Change Form Mary Snow Sent Car Loan 12/15/2022 1229 PM
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v Archive packages with the status of Completed or Declined by clicking the box on the left

and selecting

in the upper menu. Archived packages will no longer show in the

Inbox, but the documents associated with them can be retrieved through Documents Search

and the Package details can be reviewed through Online eSign Search

Sheila’s Online eSign Inbox

‘ [ New Package ‘

| Removes packages out of your inbox

Archive Packages

Are you sure you want to archive the selected packages? They will still be

searchable, but will no longer appear in your Inbox.
| Cancel ‘ Archive

Archived packages may be restored to the User’s Online Inbox by selecting the “Restore”

button within the package details.

4 ltems Filter. ‘E‘
O b Name + Recipients Status Profile Last Updated Expiration Date Provider
O | 2623 Account Documents Mary Snow Signed Accounts 12/16/2022 10:52 AM
2625 Account Documents Cindy Rella Completed

e From Online eSign Search Results, double-click the Name of the [ & Reassion |

package to be restored to open Package Details.

e Within the Package Details, click the “Restore” button to return the 1 Package

item to the Online eSign Inbox.

O b+ Name

Online eSign Search Results

0| 2625 A@oum Documents

Online eSign Package (iR

‘ Cancel

Package Settings

Profile *

Accounts hd

Account Documents

9 Restore
¥

Name * Description

B Consent H B Evidence
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Package Inbox Statuses

>

Draft: Packages that have been created but not Sent to Sign.
Opening the Package Details allows the user to make changes to Documents and
Recipients, as well as open the documents in the Designer to add/modify Signature fields.

Sent: Packages that have been Sent to Sign, but not all Recipients have signed.
Opening the Package Details allows the user to see who has signed and to send Reminders
to those that have not. See Managing In Process Transactions for more information.

Declined: This status is reflected when a Recipient declines electronically signing the
document. The package will remain in the User’s Inbox until archived.

Signed (Index Documents): Packages that have been Signed, any Attachments approved
and, if necessary, Reviewed for Completion.

Clicking Index Documents opens the Package in Batch Indexing. For details on the Indexing
process, see Batches.

Expired: Packages that have not been signed by the set Expiration.
Opening the Package Details allows the user to adjust the Expiration and then resend the
documents.

Ready for Completion: Packages that were set to Review before completion or included
Attachments.

Opening Package Details allows the user to download the signed documents and
attachments for review. For more details see Ready For Completion Packages

Completed: Packages that have been signed and indexed. The documents, along with the
Evidence Summary and Consent Form, are now retrievable through Documents Search.
These Packages will remain in the Inbox until Archived.
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Creating a New Package

Sheila’s Online eSign Inbox Create New Packages from the Inbox.
Click New Package in the upper menu, then enter the
(& New Package [ [ Delste H & Archive ] Package's details, including documents and signers.
e e
7 ltems

O o Name

O | 36 W-3 Layout Package

Package Settings
Online eSign Package (@8
| Cancel ‘ ‘ B Archive H & Download [ B save [ Next » ]

Package Settings
Profile *

Accounts X -

ks

Name * Description

Account Documents
Message for all recipients

7~

Expiration

Date - Expiration Date & |

Review before completion

Fields marked with an * asterisk are required.

e Profile: Select the appropriate Profile for the package.
o Profiles determine what Application and Document Types will be associated with the
signed documents for indexing purposes.
o A Profile will also have default Security and Authentication settings
o Profiles are unique to an Identifi installation

o Name: The Name entered here determines how the Package appears in the Inbox, the
Recipient’s email and Batch Indexing.

e Description: The Description is visible when viewing the Package details.

o Message: The Message entered here is included in the email sent to all Recipients.
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¢ Review before completion: With this box checked, the Package will return to the Inbox, after

all Recipients have signed, with a status of “Ready for Completion”. The documents and
Attachments can then be reviewed by the Sender.

e Expiration: (optional) With an expiration in place, the link to sign the documents will only
remain active for that period.

o A specific date can be chosen, or Date N 08/31/2020
o A specific number of days can be set

Day(s) - 10

Documents

Documents

Click “*Add” to open Windows Explorer and choose one or
more documents to be sent for signing.

NOTE: For best results, documents should not be greater than 5 MB,
though the limit is 16 MB. If multiple large documents must be sent from

@ Open the same package, add them here one at a time, do not multi-select.
< v 4 < Desktop » IDENTIFI TRAINER DOCUMENTS » SAMPLE
__ | Documents pdf
Organize « MNew folder - o IR .
[ This pr " Mame Date modifie
B0 wform.pdf 1/22/2016 10
) Desk JackDemoPersonal financial statement1.... 10/ 911
Doct addresschange.pdf 1/22/2016 10:25 AM Adobe Acrobat D... 153 KB
‘ Dow
J! Musi v
File name: | "addresschange.pdf" "w3form.pdf" v| Adobe Acrobat Document (*.pe

The name of the document(s) is/are customizable.

. . ) . Documents CERTIFICATE OF GOOD STANDI..
e The Document Type is a required field and is ‘ ‘

. . e CERTIFICATION REGARDING IN...
pre-selected from a drop-down for indexing. CHANGE OF ADDRESS
Document Types presented are based on the = | addresschange 6f | CHANGEOFADDRESS  x =
Application associated with the Profile T -
selected.

Customers

Deposits

e If the Document Type is in more than one Application,
choose the Application.

e Repeat until all documents have been added to the Package.

e The eSign Disclosure is included in every Package
automatically, so it does not need to be added here.

V.11.2 133 2023



= e I .
N el ident

Recipients

Click +Add to add the Signer(s).

Recipients

-%dd Enforce Signing Order

Add Recipient

Sally Enduser dentifitraining@gmail.com

tle Company

e Enter the First and Last Names and Email Address of the Signers.
Optionally, enter Title and Company details.

¢ Recipients that have previously been sent Packages to sign will be “remembered” and be
added with a single click.

New Last Name = Email *
New Person (fadams@identifi_net) Company
Big, Cheese “

» Reviewer Recipients: A Recipient added here that does not need to sign the document
will receive the package as a “Reviewer”. Follow all steps for adding them as a Recipient,
but do not create a Signature area for them on the document.

» Select the Authentication method, if overriding the default (see here for details)

Authentication v

Otmal OsMs ® 0sa Note: Some Profiles may not allow a user to

override the default Authentication method.
What is your favorite color?
Question 2 Answer 2
Okea

= Enforce signing order: All Recipients will receive the Package at the same time unless
this is selected.

Reorder Recipients by clicking |Eland dragging the symbol up or

Enforce Signing Order

down to set the order of the Signer's Name.
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Attachments:

Allow Recipients to add documents to the package.

+Aﬁachﬁnt
Add Attachment

Enter a name of the document and a description, then select the Document Type from the
dropdown list for indexing.

siachments @) NOTE: File Types permitted for Attachments ., u,_,.; v
include PDF, DOC, DOCX, RTF,0DT, JPG, JPEG, ’
PNG, BMP, TXT, T/FF, TIF, G/F, XLS, XLSX CERTIFICATE OF AUTHORITY TO TRANSACT BU...
CERTIFICATE OF EXISTENCE
| CERTIFICATE QF FORMATION il
Attachment | Required for Indexing |:Z: cumnent Type @
Check the box for Required if the package cannot be completed without the document.
Once all Settings have been configured and all Documents and
Recipients have been added, click Next in the upper right corner. This [ & Download H Bsave | Next» ]
will open the Package in the Designer for configuration of signature
areas.

To save the Package as a draft to complete later, select Save.

The form can also be downloaded using the Download button.

Configuring Documents for Signing

The document(s) will open in the Designer, with the Recipient information on the left and the
document thumbnails on the right. From here, all fields, including Signature Areas, will be added for

all Recipients.

«Back Sendto Sign<

Customer Documents 1 Draft i
RECIPIENTS DOCUMENTS 7
Mary Lamb V B Etectronic Dis...

o identifi

FIELDS -.- connect what matters

ESIGN DISCLOSURES AND CONSENT
It is required by law to provide you with certain disclosures and information abeut the srsducts services
or acvounts you may re eive or access in « onnection with your relations 1ip with us (‘Required

Informwtion ) With your cunsent. we can deliver Required Informs.tion to you by a) displaying or
g the Required Inf; 1 lly: und b) g that you print or downioad the

4 D addresschange

Required Infor nation and retain it fur your records.

This nutice contains important infor nation that you are entitied to receive vefore you consent to
electronic delivery of Required Information. (our consent also permits the ~enerul use of electronic

—==—
records and electronic signatures in connection with the Required Informction p—
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Click Recipient’s Name and then Signature in the left menu to create a box for the highlighted
Recipient’s signature.

RECIPIENTS

New Account Documents Draft

RELATION 10 UWNEX Self

TYPE OF CHARGES

Mary Lamb

E] Accept Only

FIELDS

/ Signat%e

ML Signer Initials

DATE OF CHARGE

AUTHORIZATION OF CARD USE
)Dlaﬂlym | am the authorized holder and signer of the credit card reference above. | centify

that all inf jon above i and

T Hinereby auth Bection of payment for all charges as indicated above. Charges may not
exceed the amount listed above in the *AUTHORZED AMOUNT" field. |understand this s anly for up
to this amount during the time period of "DATES OF CHARGES® referenced above. If additional
charges are going to be authorized 2 new form will have to be completed.

[ o | 20

DOCUMENTS

B B

v D@ Electronic Dis...

@ identi

The signature box can be moved by clicking and dragging it to the desired area on the document.

Repeat until all Signature Areas for all Recipients have been added.

Signatures will default to Click to Sign. In order to require a Recipient to sign using their finger,

stylus or mouse, set it to Capture Signature.

Click on the edit pencil within the signature area

Use the drop-down menu under Signature Settings on the right to select

Signature Type
Click-to-Sign

Capture Signature s
ick-to-Sign
Capture signature
Clik—to—lnl
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Duplicate or Delete the signature by clicking on the three dots within Field Settings:

Dlwﬂyﬂwﬂmﬂu authorized holder and signer of the credit card reference above. | centify

that all information above is complete and accurate,

T} hereby authoriee colection of payment for sl charges as indicated above. Charges may not
exceed the amount listed above in the *AUTHORTED AMOUNT" field. | understand this & only for up
to this ameunt during the time period of "DATES OF CHARGES® referenced above. If additional
charges are going to be authorized 2 new form will have to be completed.

FIELD SETTINGS X D %plicate &
uments qHGnQ81yCrl2
/N Layout

AT B dh @ Delete 0
TYPE OF CHARGES r X Y
AUTHORIZED AMOUNT 237 909
DATE OF CHARGE

Width Height

AUTHORIZATION OF CARD USE 245 54

/~ Field Formatting

Font Size

Inherit from parent > @

Click-to-Sign

Click-to-Sign

Capture signature
Click-to-Initial
CARDHOLDER NAME ' Layout
SIGNATURE | oare [ o0

V' Field Formatting

Layout and Field Formatting parameters can also be changed manually here.
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Creating and Using Layouts

Layouts can be created and later applied whenever that same document is added to an Online eSign
transaction.

In the following example, the signature lines on the document “Account Agreement” are on pages 1
and 3 of the document. Once signature boxes have been added, the layout of those signatures can
be saved and then applied the next time that document type is attached to a Transaction.

£ signature To begin, apply signature boxes to their respective locations on the document.

ML Signer Initials

Once signatures and/or initials have been added, additional fields can be applied,
such as text fields, radio buttons, and check boxes.

Signing Date

Signer Name

Once all fields have been created, click the Save Layout icon

1N
Signer Title
=

Bl Signer Company -

[ Text Field

M Checkbox
(©) Radio

i dert Package Designer &

Customer Documents 1 Draft

RECIPIENTS MAILING ADDRESS:

STREET Ity STATE ZIv

Mary Lamb >

C] Accept Only

FIELDS

/ Signature

ML Signer Initials

HOME PHONE:

BUSINESS PHONE:

CELLULAR PHONE:

EMAIL ADDRESS:

DO YOU HAVE A DEBIT CARD? O YE

CUSTOMER SIGNATURE:

No

RECEIVED BY:

CHANGED BY:

‘ N . addresschange

Note: Toggle the “Share layout” button to share
this layout with other users on the account.

Save Current Document Layout

Name*

addresschange

Description

< [Share layout @

CANCEL SAVE
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Applying Layouts

When creating a new Package, select the “Apply Layout” icon
to choose the desired layout from the list of layouts.

Once layout has been selected, click “Apply.”
All pre-configured Signature areas and Fields will be

applied to the new Package.

Removing Layouts

'.( w identifi

® onnect what matters,

B =

Apply Layout

Apply Layout

Show shared layouts

Select a layout *

addresschange

X v |@

CANCEL m

To delete a Layout from the list, please contact Identifi Support for assistance.

Keyboard Shortcuts

To assist with form design, keyboard

shortcuts are available in the top right B B
menu next to Layouts.
Keyboard shortcuts list. Opens a dialog box - Click Ctrl + / to open the box anytime
[STATE ~ ~ ZIP D N
FSvTIZCMOVAV
Keyboard shortcuts X

Navigate

Open keyboard shortcuts Ctrl /

Go to the Recipients and Fields panel Ctrl Shift F7

Go to the Document Ctrl Shift F8

Go to the Documents and Fields Settings panel Ctrl Shift F9

Fields actions

Select multiple fields Shift Click

Copy field Ctrl C

Paste field Ctrl Vv
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Using Two Factor Authentication

Note: Each Profile will have a default
For installations using two-factor authentication on Authentication method (Email, SMS, Q&A or KBA)

Packages, Senders may need to enable it when adding If the Profile is set to allow it, a User may override
Recipients to a Package this selection when sending a Package.

These settings are located beneath the name of the
Recipient. Authentication
The Two Factor authentication methods offered are SMS, ®Email OSMS O QaA
Q&A and KBA. e
nle) I}

Note: Users may not be able to override a default
authentication method on some profiles.

SMS

Please enter the SMS passcode that Identifi Development sent to your cell phone
When SMS aS the two_factor authentication iS in order to securely access your package 'Authentication’.
enabled, the recipient will receive a unique esl.generic.sms_passcode ]
code that must be entered before signing can Login
be completed

1. Select SMS.

2. Then enter the signer’s cell phone number in the
field provided. Choose Country from the drop-
down if international number is used.

Authentication

O Email ® sms O Qaa A

Authentication =4 v 201-555-0123

O Email @ sMs O Qaa
-+ @ 201-555-0123
Search Country

d B United States +1

B ~fahanistan (adsd) 07

NOTE: This must be a mobile number, not a landline, otherwise the Package will fail.
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Q&A

When Q&A is used as the two-factor authentication, the recipient
will be presented with questions to verify their identity. These
questions, and their correct answers, are entered by the Sender.

1. Select Q&A.

‘.( w identifi

cannect what matters.
aga®

Please answer the security gquestion(s) below.
Birthdate

| 0srteriaro

Last 4 digits of 55

Login

2. Enter two questions and their correct answers in the fields provided.

3. Click the eye icon to mask the answer when the recipient enters it.

Authentication

OEmal OSMS @084

‘What is your birth date? What are the last four digits of your Social Security number
9/18/1970 1234 @

When KBA is used as the two-factor authentication, the recipient will be presented with questions to
verify their identity. These questions are drawn from Equifax data.

1. Under the “Authentication” section of the form, Place a
checkmark in the box next to KBA.

2. Enter the required identifying information for the signer.

Authentication

® Emaill OSMS O Q84

KBA

Authentication

® Email OSMS O 084
KBA
Sheila Nolder

Sunshine Lane Merryville

172211984 (201) 5550123

000-00-0000

Fu 12345

N4253145690190

3. What the Recipient can expect:

e 3-4 questions will be presented
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¢ Not all questions must be answered correctly, however a passing ‘score’ is required.
Equifax considers things like the validity of the SSN, status of the credit report and

fraudulent activity in its assessment.
This specific Configuration (defaults)

e Multiple attempts are permitted, but Timeframe

there some timeframe requirements: 24 Hours | Previous Attempts >= (2)
72 Hours | Previous Attempts >= (3)

No matter the type of two-factor authentication :
7 Days | Previous Attempts >= (4)

configured, the Recipient will now show as

Pending in the Package Details. [ERSNR Provious Attempts >= (4)

90 Days | Previous Attempts >= (4)

Recipients

k O Enforee Signing Order

Pending

Q

If the authentication fails, the Sender will receive an email and be offered an opportunity to “unlock”
the package and resend to the Recipient (see Managing In Process Packages for details).

Once all Recipients’ authentications settings have been configured, click on Next
to create the signature areas within the document(s).

Managing In Process Packages

Clicking on a Sent Package in the Online eSign Inbox opens the Package's details

Online eSign Package 8

| Cancel | | [ Archive H & Reminc H X Download H [# Edit |

Package Settings

Profile *

Accounts -

Name * Description

Account Documents

forall coping

‘ B Archive H & Remind H & Download H [@ Edit ‘

v Archive sends the package to Archive. The package confire x
will be removed from the User’s Inbox and will no B S e sk e e
longer be available to Recipients for signing. The
package is still searchable within Online eSign Search. Bl - |
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Confirm
v" Remind: Resends original email to all Recipients that

have not yet signed their documents.

X

A reminder email will be sent to those recipients that have not yet completed
their assigned documents. Do you want to continue?

& -

v" Download - Downloads the documents into a Zip
folder. :

onlineEsignPackag....zip

Fa

v Edit: Reopens the documents in the Designer. This

Confirm X
action requires that the entire Package be resent to all o B _
Recipients. ke et Ul st Aoy e ks sved e

resumed when the transaction is resent

ol -
Recipients
‘ + Adc | Enforce Signing Order
Cindy Rella dentifitraining@gmail Title Company ﬂ =
| Ema 284 | Birthdate (00/00/000C 08/31/69 E| Last four digits of S5h 1234 E| ‘ @ Delete |
[+
Prince Charming dentifitraininguser@g Title Company =
| Ema 8t | Birthdate (00/00/000C 07/01/66 E| Last four digits of SSh 6789 E| ‘ (@ Delete |
[Freamer]
Ari Elle training@identifi.net Title Compary =
| Ema 28t | Birthdate (00/00/000C 09/15/70 E| Last four digits of S5h 3456 E| ‘ W Delete |
[+ Aecrert |
When a Recipient has completed their assigned fields in a Package, a green symbol A will appear
to the right of their name in the Package Details. A red symbol indicates the recipient has not
yet signed the documents.
If a Recipient fails to answer the Q&A, SMS or KBA prompts correctly,a | ..., x
blue lock = will appear next to their contact details. They will not be Tre Signer il e rlockee. Do you wert o continue?
able to complete signing until they have been ‘unlocked’. Click the blue
lock and then Yes to confirm. The Recipient will receive an email.

To send a reminder to a specific Recipient, click the blue envelope = next to their name.
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Document Signing
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Recipients will receive an email containing a clickable link to the document(s) for signature.

-
. tome =

Hello Mary Lamb,

Go to Documents

Please contact me with any questions. 123-456-7899

If you experience any issues, please call us at 727-725-4507.

Identifi has added you as a Signer to the Online eSign Package "New Account Documents" and we need an electronic signature to proceed with your paperwork.

The Recipient will be prompted to Read & Accept the disclosure document; they can click | More Actions v

to Decline To Sign.

TN

Q 100% Q@

Read & accept this document

More Actions W )

Fats: identif

MoreﬂActions v

Decline To Sign

e .Decline To Sign will return the package to the originating User.

e Clicking Accept will allow Recipient to continue and sign the package

| have read and agree to the terms of the eSign Disclosure Document.
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In Packages with multiple Recipients with

Singin'g Order Enforced, on‘ce .the first Note: If a Signer on a Package with Multiple Recipients and
Recipient has completed signing, the Enforced Signing Order opts out of signing, the Package will

document is routed to the second Recipient not automatically move on to the next Signer. The Sender
for signature. This process will continue until will receive an email and can resend the Package to the

- remaining Recipients.
all signing boxes are addressed. greep

When the document has been completed, a message will display to the Recipient requesting that
they Confirm completing the signing process.

CARDHOLDER NAME Signed by
SGNATURE Mary Lamb N | DATE I/fy//_r

- _______________________________________________________________________________________|
Page1of1

Please confirm to complete signing @

Once confirmed, the Recipient will receive a message that signing is complete and they will have
the opportunity to Download Documents to a Zip folder.

¢ package.zip ~

Signing complete! You may now view or download your signed documents.

We have everything we need at this stage and you may close this window.

Download Documents ‘

Clicking “Continue” will finalize the signing process.
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The Sender will receive an email that signing has been completed and will include a link to the
Sender’s Online eSign Inbox.

Your Online eSign Package 'New Account Documents', has been signed by all recipients.

Go To Inboxk

Ready For Completion Packages

Packages that either were set to Review before completion or included Attachments will have this
Status in the Inbox. The sender will have received an email notification that the documents are
signed and are ready for review.

Sheila's Online eSign Inbox

| [# New Package H Tl Delete H & Archive |

5 ltems Fiter | @
Ol Name “ Recipients Status Profile Last Updated Expiration Date Provider
O | 246 Customer Documents Mary Lamb Ready For Completion Customer Documents 12/156/2022 3:37 PM

¢ Reviewing Signed Documents: Packages sent with Review before completion
enabled require the Sender complete the package manually from the Package Details.
o If the documents are satisfactory, click Complete in the upper menu. The Package
will now be Ready to Index.

Online eSign Package (=

V(Emp\ele & Download H @ Edit ‘

Complete

‘ Cance ‘

Package Settings

Profile *

Customer Documents =

Name * Description

Customer Documents

Confirm

e If changes are needed, click Edit in the upper menu to
re-open the documents as a Draft.
A confirmation dialog box will open. ot croedbls ol o e, Ay Py ey e et

resumed when the transaction is resent.

Clicking “Next” will open the Package Designer.
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Make necessary edits and click Send to Sign.
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Certificate of Deposit ~ Draft

RECIPIENTS Date Opened: 04/01/2016 Term: 12 Months

Certificate of Deposit

AccountNumber: 060983045

Tax ID: 787054294 ®\ (a\ 1

Dollar Amount of Deposit: $ 1 000.00
Mary Lamb > Dep [ ic Di
% Electronic Disclos...
This Time Deposit is Issued to: Number One Bank
Tssuer: 111 Main
) Kristen Devino Street Our Fair —
Accept On 98 Ridge St. City, Here 12121
Winstead, CT 06098 =
Mot Mogasizhla Nl Adisicnal halo 5

Package Designer & -

B B

Clear All X
DOCUMENTS =

¢ Reviewing Attachments: Attachments can be reviewed and accepted or rejected before

completing the package.

Recipients

Equipment Reguest *

Click the download icon %
1. Open the pdf to review the document

2. If the document is not correct, check the box to
Reject Attachment

Open
Open with system viewer

Always open with system viewer
Shaw in folder

Cancel

het| Equipment Reques...pdf \h
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Then, optionally, enter a Rejection Comment and click Save & Notify next to the
Recipient’s details. They will have an opportunity to submit a new document.

4]

3. When the correct document is attached, simply select

Complete in the upper menu.
The Package will now be Signed and ready to be Indexed.

= [z=])

Signed Ready to Index

Once all documents are signed by all Recipients, and all necessary reviews have been completed,
the Package is ready to be indexed.

O Name Recipients Status « Profile Last Updated Expiration Date

0|24 Signature Forrest Adams Customers 1/15/2021 11:03 AM

Clicking Index Documents will open the Package in the Indexing Interface. For details on the
indexing process, see Batches

Once indexing is complete, the document images are retrievable through Documents Search and
the Package will appear in the Inbox with a Completed status.

Completed Packages
O o Name Recipients Status * Profile Last Updated Expiration Date
O = Video Joe Schmee Completed Vendors 2/9/2021 12:26 PM
[ New Package " Moelete H Sewine | Packages with a Completed status have been indexed but will appear
s in the Inbox until Archived. Archiving the Package will remove it
7 ftems from the Inbox, but its details are always viewable through Online
O | ID  Name Recipients eSign Search
21  Video Joe Schmoe
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Reviewing Completed Packages

Clicking on a Package in the Inbox or Online eSign Search results will open the Package Details.
Completed Packages will have available the Consent Form and Evidence Summary to download.

Online eSign Package

Note: These two documents are available only here; they are not archived with the signed documents.

To view the signed documents, click View in the Documents section. The documents will openin a
new tab in the Documents Viewer.

Documents

|+—:: ‘

Certificate of Deposit pdf  CERTIFICATE OF DEPOSIT -

W

Once inside the Document Viewer, the OLE Package details will be available from the “Info” panel:

e Clicking the OLE Package ID link will take the User to the Package Details (pending
Permissions).

e Clicking the icon will download the Consent Form

e Clicking the @ icon will download the Evidence Summary

Document Detail: 006240859 Smith, Robert E PARTNERSHIP RESOLUTION OF AUTHORITY & -

Autornatic Zoom w = & »
") Inclex MNotes Related Info Security

-

rdrafts and Overdraft Fees

checked oF markad with an X" l Upload ” Rescan H @ File Info H Place On Hold

feownt fo cover a transaction, but we pay it

1 Version Filter...
Version Created By Stored OLE Package ID
pay be less expensive than our stadard overdratt
I lans):
pese plaws) 1 fadams 10/5/2021 55 @ B s
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Documents signed and indexed through Online eSign are archived like other documents in Identifi
and are retrieved the same way as well, through Documents Search.

A link to the Online eSign Package
Details is provided in the Info
Panel of the Documents Viewer.
Clicking the OLE Package ID will
open the Package Details in the
existing tab.

Online eSign Search

A Online eSign

&a Inbox

menu.
Q, Search

Index MNotes Related Info Security

l Upload “ Rescan H O File Info ” Place On Hold

1 Version Filter...

Version Created By Stored OLE Package ID

1 fadams 10/5/2021 55 B X

A User can also search for Packages from “Search” within the Online eSign

Packages can be searched and filtered by date range, the Profile to which the package belongs,
Package Status, User name; or the Package ID number.

‘:;:;5' dentif

Online eSlgn Package Search

& Daa Predefined Custom

O Documents
< Tracking

# Desktop eSign

& Inbox
Q Search

&5 Workflow

B Reporting
& Analytics

& Setup
3 Help Search By Package ID

ED
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Viewing Search Results

Clicking on a package in Search Results will open the Package Details. From here the documents
and Evidence Summary can be downloaded for Completed and Archived packages. Draft, Sent and
Review Before Completion Package Details opened from Online eSign Search allow for the same
actions as when opened from the Inbox.

Online eSign Search Results

23 Packages Filter. |F|
Ol b Name Sender Recipients Status Profile Last Updated « Expiration Date

0O | 246  Customer Documents Sheila Nolder Mary Lamb Ready For Completion Customer Documents 12/15/2022 3:40 PM

0O | 244  Loan Documents Sheila Nolder Mary Lamb Sent Loan Documents 12/15/2022 333 PM

O | 245  New Account Documents Sheila Nolder Mary Lamb Signed New Account Documents 12/14/202211:10 AM

0| 242 Customer Documents 1 Sheila Nolder Mary Lamb Completed Customer Documents 12/14/202210:26 AM

0O | 241 New Account 1 Sheila Nolder Mary Lamb Declined New Account Documents 12/14/2022 1017 AM

iml 24 Cronl ioct L Dagtzald Lronl MMarcqr, iongd 1 o [y Lngnt 12/0/0 200 DA

Reassigning Packages
From the results screen, a package can be reassigned to another User’s Online eSign Inbox.

Online eSign Search Results

o Reassign

23 Packages

O b Name Reassign Packages

246 Customer Documents fpelect use

& AAbby Ross (aross)

[1] 244 | nan Docniment

o Al Von Greiff (AVonGreaiff)

o Chad Sheridan (csheridan)
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Electronic Receipts

Launching Receipts

Receipts is configured to launch when certain transactions are performed from your host system.
For example, when an account withdrawal is processed, Receipts will launch and present a
signature area for the customer to sign. Depending upon settings, a paper receipt may print as well.

Client Types
A user’s workstation will be set up as one of the following types:

e Teller- presents a signature box for signing and prints a customer copy, if configured and
electronic copy will be stored in Documents automatically

e Drive Thru- automatically stores an unsigned electronic copy of the receipt and prints a
barcoded receipt for signature which will be scanned into Documents to replace the
unsigned copy, a customer copy is also printed if configured

¢ No Print Teller- presents signature box and stores electronic copy of receipt, but no receipts

will be printed
Signing Receipts
When working at a workstation in
Teller or No Print Teller mode, : e‘ . o @
Receipts will present a Signature B . I . A

- : Accept  Accept Mo Print | Re-sign | Notes | Signonpaper SkipSign | Cancel Tablet
Box for the customer to sign. -

Pleasesignthe document using the signature pad.
The signature willbe shown in the space below.

Mgt Accept - confirms signature is correct and complete signing requirement

‘;g. Accept No Print- applies the signature to the electronic copy of the receipt, but does not
Accept No Print | print a paper receipt.

{,a__) Re-sign removes the signature from the signature pad and requires customer to sign the
re-sign | Pad again
Notes opens a pop-up box to add text data that will appear in the Notes Panel in the
" Otfs Document Viewer
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Sign on paper

A4

Skip Sign

Sign on paper sets the transaction into Drive Thru mode, prompting two receipts to print.
The customer will sign the barcoded receipt and receive the non-barcoded receipt to take
home.

Skip Sign releases the pad from requiring a signature and sends a copy of receipt image to
Documents. Skip Sign is generally used for transactions that were not flagged as an
Exception but do not require a customer signature.

Cancel ends the transaction in Receipts only. It does not send data back to the host system.
An image of the receipt is sent to Documents for security.

Tablet opens a pop-up listing all available configured signature pad models associated with
Receipts. This is generally only used when a signature pad is being replaced with a different model.

Wet-Signing Receipts

Drive Thru Mode

When a transaction requiring a signature is processed at a workstation in this mode, Receipts will
print two copies of the receipt- a barcoded one for the customer to sign and a copy for the
customer to take with them. An unsigned copy of the electronic receipt is also placed in the
Documents archive, which will be replaced by the signed copy when the barcoded receipt is
scanned.

Sign on Paper

When this action is selected from the Signature Box menu, two receipts are printed- one barcoded
and the other not- just like Drive Thru Mode. The barcoded receipt is to be signed and scanned to
replace the placeholder copy in the archive, the second copy is for the customer.

Scanning Receipts
1. Launch the Scan Client
2. Select the Receipt Scan Plan
3. Place all receipts in the scanner and click Add
4. Complete the Batch. Receipts will auto-archive, no indexing required.
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Document Tracking

Document Tracking is entity-driven and based on Tracking Sets. When a new entity item is added to

Identifi Data from the host system, Tracking begins “looking” for required documents based on the
Tracking Set associated with that type of item.

Missing required documents will cause an entity item to be in Exception status and will show as
pink in Data Search results.

Aidenti 2
= Search Data
= Data KWY¥K Search Q

+ Add

Q, search -
0 Dor:umentsgy
< Tracking 7 Entities Filter
# Desktop eSign Customer
- Online eSign Entity Storage Account Type And Event  Event  Major  Minor Request  TaxID

O Title * Type Date Number Number Date Type Type Type Quote Date Number
&t Workflow
B Reporting L] 1000474291 - Accounts 7/10/2017 1000474291 CNS Loc
Overdraft Line of

Document Tracking Inbox

EI:E. identii

Opens the User’s Tracking Inbox. Pending items or Exception items assigned to

i the User will be displayed and accessible here.

[ Documents
O Tracking

& Inbox

Two tabs are displayed:

« Pending (Default tab)- Displays items that are nearing Exception status
+ Exceptions — Displays items that are in Exception status

Filter Pending items by Date Range, specific Document Type and/or Roles (Note: multiple selections

can be made within Document Type and Roles). Filter Exception items by Document Type and/or
Roles.

Sheila's Document Tracking Inbox

E;.:Ce::‘ticn:s e

Date Range Filter By Document Type Filter By Roles

Next 30 Days v |
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Date Range

Next 30 Days

Current Month
3 Next 7 Days

Next 30 Days
Next 60 Days
Mext 90 Days

Filter By Document Type

C227 Consent to Disclosure (ver 172) -

C228 Consent to Disclosure (ver 172)

Cafjﬁf‘m

Filter By Roles

ACTO
LOFF

| | oEmp

o identifi

connect what matters,

Sheila's Document Tracking Inbox

Filter By Document Type

Pending @

Filter By Roles

Exceptions @@

Filter By Document Type

€227 Consent to Disclosure (ver 172) S

€228 Consent to Disclosure (ver 172)

Carﬁn I

Filter By

Roles

ACTO
LOFF

QEMP

To open an item from either tab, click on the item’s Title. The Account Detail will open in a new

browser tab.

Title

1001451 Jﬁ%(ed Rate First Mortgage

See Viewing Tracked Entity

Items for additional
information.

Account Detail: 1901451 - Fixed Rate First Mortgage

SDate  @Secuity Notes@ A Tracking  [)Documents
+ Add Sets ] # Mass Edit l & £ssign || &= Remove Assignment H @ Delete H B View Activity

11 Document Requirements Filter.
O Document Type * Frequency  Date Due GraceDays  Status Found/Required  Valid Date Range Assigned To

(] 004 One-time 11/19/2021 12:00 AM 0 Past Due Exception 0/1 cdean ®
] 017 One-time 12/1/2021 1200 AM 5 Walved 0/1 ®
] 960 One-time 3/31/2022 1200 AM 1 Pending 0/1 fadams 3
[m] Basic Entity Lookup Test 1 One-time 4/5/2022 1200 AM 0 Fending 0/0 fadams 3
(] Car Loan Recurring  11/8/2022 1200 AM 5 Because | said 50 0/1 10/9/2022-10/8/2023 cdean
(] Car Loan Recurring  11/8/2021 1200 AM 0 Past Due Exception 0/1 10/9/2021 - 1078/2022 tolkus
(8] Car Loan Clone One-time 11/8/2021 12:00 AM 0 Found 11 ®
] Car Loan Dup One-time 11/8/2021 1200 AM 0 Found 11 ®
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Document Tracking Search

Using Data Search for Document Tracking searches works the same as

any other search. See Data Search

A common Tracking search will include the ‘Exception’ status.

Search Data
2 Entities

O Title * I}

0O | @ 334774280000000100 - Censumer Checking

[m] 500 - Fres Checking

Updating Tracking from Search

i Delete D Tracking v
+ Add Document Tracking
2 Entities X Remove Document Tracking
[# Update Tracking Status
[« Title

W | 334774280000000100 - Consumer Checking

o 500 - Free Checking

( s identif
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-y

Search Data
Exception Q

Tracking Status

Specific entity items can be used for searching as well, such
as names, account numbers, identification numbers, etc.

Note: Entity Permissions are required in order for the user to
have access to retrieve items through Data Search.

Tracking Requirements can be added to multiple accounts
directly from the Data Search menu bar.

From Search results, select the accounts to which the Tracking
Requirements will be added and from the drop-down menu in
the Tracking icon, select “Add Document Tracking”

Select the Document Types to add as a requirement on the selected accounts and click “Continue.”

Search Data

KWYK Search, Q

[0 Tracking =

=+ Add Documegt Tracking
X Remove Dc&m Tracking

MIG- X | FR1~ X

485 Entities

O Tive & Update Tracking Status Entity Type Storage Date

/] 1001451 - Fixed Rate First Mortgage Accounts 71072017

1001714 - Fixed Rate First Mortgage Accounts 02017

] 1001978 - Fixed Rate First Mortgage Accounts 71072017
V.11.2 156

Select Document Types To Add *

2021 Application z

30-60-90 EMPLOYEE REVIEW

407K - BENEFICIA

401K - BENEFICIA
401K - BENEFIT PAYMENT REQUEST
401K - ENROLLMENT - BENEFICIARY DESIGNATION FORM

407K - ENROLLMENT - CONTRIBUTION ELECTIONS M
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Requirements can also be removed from selected accounts in the same way, selecting “Remove
Tracking Requirements” from the Tracking drop-down.

Search Data
Select Document Types To Remove

KWYK Search Q MTG - X | FRI [tect document iypes

2021 Application

) 30-60-90 EMPLOVEE REVIEW
DPEEEE O Tracking ~
401K - BENEFICIARY CHANG

FICIARY CHANGEF
=+ Add Document Tracking 407K - BENEFICIARY DESIGNAT
485 Entities ) I
¥ Remove Document Thcking 401K - BENEFIT PAYMENT REQUEST
O T [# Update Tracking Stiy Remove Document Tracking 401K - ENROLLMENT - BENEFICIARY DESIGNATION FORM
itle

401K - ENROLLMENT - CONTRIBUTION ELECTIONS

Viewing Tracked Entity ltems
Viewing Tracked Entity Iltems is very much like viewing other Data Entity Items. Depending upon

Permissions, the user will have access to the Data, Notes, Security, Tracking and Documents Tabs.

In this section, tabs will be discussed as they related to Document Tracking, for more details, see
Viewing Entity Items.

Notes Tab
Entity Notes are used when information related to the entity item needs to be conveyed, such as
when a Requirement has been added to or removed from a Tracked Item.

Account Detail: 1001451 - Fixed Rate First Mortgage

S Data & Security N;r%s (1] < Tracking O Documents

Filter...
My own note...
Clayton Dean - 6/8/2021 at 1:30PM @
TyPE @ NOtE Nere. .. s—

$ Type a note here

Type your note here and click the check mark to the right to save.
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Tracking Tab

2 identifi
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All Tracking Requirements associated with the Entity Item are listed here.

Documents in Exception Status will be
highlighted pink.

Documents in Pending Status will show
simply as a line item.

Documents that have been Found will
have a blue hyperlink. When clicked, the
document will open in the Document
Viewer.

Account Detail: 1901451 - Fixed Rate First Mortgage
S Data & Security Notes o <f Tracking () Documents
L)
[ <+ Add I I = Add Sets ] # Mass Edit I I & Assign I I &~ Remove Assignment ] [ [ Delete ] [ B View Activity
]
4 Document Requirements
[m] Document Type * Frequency Date Due Grace Days Status Fou ]
| Car Loan Recurring 11/8/2022 12:00 AM 5 Because | said so 0/
| Car Loan Recurring 11/8/2021 12:00 AM 0 Past Due Exception 0/
O Car Loan Clone One-time 11/8/2021 12:00 AM 0 Found 1/
] Car Loan Dup One-time 11/8/2021 12:00 AM 0 Found 171

Tracking Requirements or Tracking Sets can be Added here and Tracking Requirements deleted.

Account Detail: 1001451 - Fixeq

£ pata & Security Notes @)
Add Sets

Caler

Due Da

03/2

=elect

Entity Tracking Sets *

Entity Tracking Set(s,

te =

1/2022

Add Entity Tracking Sets

Account Detail: 10¢

= Data

+ Add

Add

.
Cancel m

i Security
A oo
Add Entity Document Types X
Document Types *
Optionally filter by application -

ent type(s)...

Due Date *

03/21/2022

Required Count *

Cancel m

Account Detail: 1001451 - Fixed Rate First Mortgage

= Data & Security

Notes @) = <ff Tracking

) Documents

l + Add ll + Add Sets l

& Mass Edit

- Assign l

&* Remove Assignment

V.11.2
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Delete Selected Tracking Requirements

Are you sure you want to delete these Entity Tracking Requirements?
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The entity item’s Activity Log is viewable beneath the View Activity button.
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Account Detail: 1001451 - Fixed Rate First Mortgage

= Data & Security Notes @) <f Tracking {) Documents
[ + Add l l 4+ Add Sets l # Mass Edit - Assign l l &> Remove Assignment l [ [ Delste ] B View Activity
iy ]
Activity Log x

63 Activity Logs Filter...
Activity Date Document Type Action User
3/21/2022 11:37 AM 960 Update Forrest Adams (fadams)
3/21/202211:36 AM 017 Update Forrest Adams (fadams)
3/8/2022 11:07 AM HR Doc Update Forrest Adams (fadams)

Sort activities by Activity Date, or use the Filter box to filter to a specific item.
Use the icon to export the list of Activities to Excel.

Activity Log

15 Activity Logs

@%
N

Document Type

Action

User

2/14/2022 9:.03 AM

Car Loan

Update

Tricia Lolkus (tlolkus)
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Documents Tab

Beneath the Documents Tab users are able to view all stored documents related to an entity item,
even those not required. For more details see here.

Account Detail: 1001451 - Fixed Rate First Mortgage

S Data & Security Notes @@ «f Tracking (w} Dc@_gew:ﬁ

QOpen In Search

14 Documents Filter.

Title Application Document Type Storage Date
10014571 003 Accounts 003 11/18/2020
10014517 003 Accounts 003 4/9/2021
1007457 003 Acconnte nn3 A/Q/2001

Resolving Exceptions & Invalid Matches

As required documents are added to the Documents archive through scanning, importing or
electronic signing, Exceptions will resolve for outstanding requirements.

b —
Grace Found / Valid Date Assigned
O Document Type * Frequency Date Due Days Status Required Range To
0| @ ACCOUNTINFORMATION One-time 6/19/2018 1200 0 Past Due 1/1 fadams Ir3
SHEET Al Exception
O DIRECT DEPOSIT One-time 7/18/2018 12:00 0 Waived 141 =
AM
O SIGNATURE CARD One-time 6/26/2018 12:00 "] Found 3/1 rd

AM
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Requirements can be assigned to specific users for fulfillment.

Tracking Requirement Detail: ACCOUNT INFORMATION SHEET *x
Requirement Rules Documents Notes

Current Status Status Override

Past Due Exception

Required Count * Found Count
1 1
Due Date * Grace Period *
06/19/2018
Exception Date Assigned To
06/19/2018 = Forrest Adams (fadams) x @

Reports are accessible in Document Tracking under the Reporting section of the main menu.
See Document Tracking in the Reporting section of this document for more information.

Aeliidertii .
= Document Tracking
Ejoat Criteria
[ Documents >
Report Type *

< Tracking

Eelect Report Type .
# Desktop eSign >

Track Exception
¥ Online eSign
&5 Workflow 3 Track Exception (Grouped by Related User)
]
B Reporting v Track Found

Activity > Track Pending

Document Tracking Track Pending (Grouped by Related User)

Document Storage Track Waived

Document Retention
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Exception Status Override

An Exception can be waived or overridden if necessary.

'.( w identifi

® onnect what matters,

] ACCOUNT INFORMATION One-time 12/29/2021 12:00 0 Past Due 0/1 =
SHEET AM Exception
1. Select the Editicon. |[#
2. Beneath the Requ:rement Rules tab' Tracking Requirement Detail- ACCOUNT INFORMATION SHEET x
select the most the most
appl’oprlate StatUS from the Status Requirement Rules Dgcuments Notes
Override drop-down menu and click o [
B save -
-ll save. Past Due Exception
(Mot Overridden) @
Required Count *
. . . Multiple Match Exceptl
Note: Statuses will vary by installation. See : o e
. . . ele Not Required
your administrator for definitions and uses.
Due Date * Waived
Status Override 06/19/2018 0
Exception Date Assigned To
(Mot Overridden)
06/19/2018 & Forrest Adams (fadams) x -
Multiple Match Exception
Not Required
Canc ' Save
Waived d

A Best Practice is to include a note

regarding the details of the status override. Tracking Requirement Detail: ACCOUNT INFORMATION SHEET
Adding a note under the Notes Tab here will
create a note directly associated with the
requirement (unlike a Note added under the e
entity Notes Tabl# o). s dosument e o engerrEaLee

Requirement Rules Documents Notes

Cancel Save

Once the exception has been waived, the requirement will no longer show highlighted pink.
Notice the Note icon as well.

——

-
( 0 ).LCCOUN_ INFORMATION SHEET ~ One-time 6/19/2018 1200 AM 0 Waived 1/1 fadams

rg
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Resolving an Invalid Match
In the event than an incorrect document has satisfied an Exception, the document should be

marked as an Invalid Match, to allow Tracking to continue looking for the required document.

SIGNATURE CARD One-time 6/26/2018 12200 AM O Found 3/1 =

Select the Edit icon. Ef

1. Under the Documents tab, p|ace a check EI Tracking Reguirement Detail: SIGNATURE CARD
next the incorrect match and click requrment rales | Docamenns | notes
3 Documents Filter
2. It may be helpful to add a Note under the .
O Document Date #  Description Match Date Found
Notes Tab. N\
0O | @ 12/3/20181004 334774280000000100 Stone, Rick SIGNATURE CARD 11/9/20203:10
AM 2018/12/10 PM
0O ® 9/3/2020514 334774280000000100 Stene, Rick SIGNATURE CARD [m] 11/9/20203:10
Tracking Requirement Detail: SIGNATURE CARD PM 2020/09/03 PM
0O | ® 9/3/2020516 334774280000000100 Stone, Rick SIGNATURE CARD 11/9/2020 3:10
Reguirement Rules Documents PM 2018/10/03 BM
Filter.
No data to display. . R
Note: If you are correcting a Multiple Match Exception, don't forget to change the Status Override setting on the X
Required Rule tab to "(Not Overriden)
Type a note here.

Once the match has been marked as Invalid, the requirement will show as an Exception once
again and Tracking will resume looking for the document.

SIGNATURE CARD One-time 6/26/2018 12:00 0 Past Due 0/1 Irs
AM Exception
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Mass Updating

Mass Updating of Document Tracking Statuses

This feature allows the User to mass update the Document Tracking Status for multiple Business
Entities-directly from Data Search Results.

For example, to waive requirements for closed accounts, the User would search for all closed
accounts and manually waive the Tracking Requirements for those accounts. Users have the
option to update Exceptions, Pending Requirements or both at once.

P =
“waly identifi s
= Search Data
= Data v KWK Search. Q Closed ~ X
+ Add
= = ina~
€ Sz STy Update Tracking Status
D it >
ElCecrert + Add Document Tracking
Displaying 50
¥ Tracking & yne X Remove Document Tracking M
4 1| i 5
# Desktop eSign | Tie & Updatq Tracking Status Entity Type Storage Date Reauirements to Upsate
%+ Online eSign 5 Update Tracking Status
[} 1001457 - Fixed Rate First Morigage Accounts 7/10/2017 Pending Requirements Only
52 Workflow >
Exceptions Orly
B Reporting 3 1001714 - Fixed Rate First Mortgage Accounts 7/0/2017 ot Fending Reauirements and Erceptions

Mass Updating of Document Tracking Requirements
This feature enables updates to multiple Tracking Requirement
Attributes at once.

For example, if the Due Dates, Grace Days and Status all need to be modified, or the same note
needs to be added to multiple requirements on a Business Entity, these changes can be made all at
once by clicking “Apply.”

Account Detail: 334774280000000100 - Consumer Checking

Detail = Data & Security 3 Notes < Tracking O Docur
+ Add =+ Add Sets Mage Edit | - A53ign | Femove Assignment i
- 4 - < - a5 f Mass Edit Tracking Requirement Rules x
Mass Edit Selected Requirements
3 Document Beguirements Check the requirement rules you wish to update.

@ Grace Days
Grace Days

Grace Found /

- Due Date
Document Type Frequency DateDue Days Status Required

Due Date

Status

One-time  6/19/2018 0 Past Due 11
Exception

B note

B
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Help

= Help

Support

&
£% Documentation
i}

About

Support

ATge . .
fe s identi

Clicking on the Support link from the main menu will launch the Identifi Support page
(www.identifi.net/support) in a separate tab. This link provides the User with information for

contacting our Support Center for additional assistance.

s
':.ﬂ'_»‘ identi

] Getin Touch

About Banks/CU's Product Blog Support

Need help? Contact Us.

Reach out to our Customer Support team with the method most convenient to you

]
Call Us Email Us
727.725.4507, option 3 support@identifi net

Help Center

This content is password protected. To view it please enter your password
below:

Remote Connect

Start 3 remote session with Bomgar Password: I:I

Feature Request

Click to enter a feature request

Subscribe to our Blog emai | [ svescniee

There is also a link to
submit an
enhancement request
for improvements to
the Identifi product.
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Documentation

B Help v
® Support

Documenta%
@ About
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Clicking on the Documentation link from the main menu will direct the
User to a separate tab and provide links to articles and videos pertaining
to topics within the Documentation Library.

User manuals are located beneath the “Manuals and Release Notes”

section.
';q: Jeritifi
Q Search
Documents Data & Tracking Workflow
Omling eSign Desktop eSign eReceipt
Analytics Uzer Management Inztallaticn & Troubleshooting Guides
Hentifi Manuals & Release Notes ‘ Legacy iDentifi Net Manuals

Users are also able to search within Documentation Library articles and view their most recent

search activity.

Help Center

=

Adding = Sean Plan
Identifi Suppart * Documents > Admin

Using the n Clent
Identifi Suapa| [Typocuments » End User

Scanning Barosd
Identifi Suppant

Retriewing & Viewing
COLD Regorts in identif

Using "Index" from Search
Results Menu

Printing Document Type
Cover Shests

Printing Barcode:
Separator Sheets

Printing Uplink User Cover
Sheets

Using the Scan Client
@ 3yearsago - Updamd

The Identifi Scan Client is the module used to bring document images into the
Documents archive.

connect what mattes

Watch on @8oulibe

From the \Windows Strt Menu on the P, locate the application Identfl Scan and doubie-cick o launch

>. &

) 9
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About

Clicking on the About link from the main menu will display the Product Version Information as well
as a list of Enabled Features and licensing information.

Product Version: 11.2.0.226
© 2023 Integra Business Systems, Inc.

Visit www.identifi.net for more information.

50-user license expires: 1/31/2025

Enabled Feature(s)

Tracking

Workflow

Analytics

Enterprise Report Management
Uplink

Internet Retrieval

Online eSign

Desktop eSign (25 Clients)
eReceipt (25 Clients)
Scan (25 Clients)

Update License l Meore License Information
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