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Copyright Information and Changes

Copyright 2024 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 <
‘el identifi
Log into Identifi by double-clicking the Identifi shortcut :

located on the desktop or by entering the installation’s _
. Logon with Azure
address into a browser page

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

The User will be prompted to enter their credentials. The Logon to identif

password is case-sensitive. If the User ID and password are User ID
not accepted, or the User does not have a User ID assigned,

please contact the Identifi administrator. Taesere

If the installation has been configured for Single Sign-On TTEST -
with Azure or Okta, the button to Logon with those O Remember Me

credentials will present along with or instead of the Identifi Forgot Password?

User ID and Password.

V.24.4 2 2024



Forgot Password

ATge . .
fe s identi

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

Logon to identifi

| Enolder

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? C]
V.24.4 3 2092



Main Page and Navigation
Once the User is logged in, the Document Search screen will be displayed.

i

% identifi

connect what matters,

g z;;l:\' identfi

£ Data

[J Documents
4 Tracking

#" Desktop eSign
- Online eSign
22 Workflow

B Reporting

& Setup

B Help

Search Documents

> KWYK Search... Q

v

v v v v v v

unlicensed module(s).

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

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.

£ Settings
P Logoff

Forrest [ INTTES T]@

a8 Change Password

The upper right corner contains a drop-down menu:

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.

Integration Tab: Used on
installations with custom

You have been logged-off

Click here o logon again

Change Password

User Profile
Profile Integration
First Name

Sally
Full Name
Sally End User
Email
fadams@identifi.net

Groups

Last Name
End User
lJzer Name

Sender

Roles

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

administrator.

23

Profile ntegration

0 Generate API Key

V.24.4
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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

Allows the User to add electronic documents to the archive using “Drag

I Documents ” ) .
"~ | and Drop” or browsing for files on the computer.

B Batches

Drag and Drop
Click on “Documents - +Add” from the left menu bar. FEy—

= Add Documents

[ Documents

+ Add

Q, search

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.

V.24.4 5 2024
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C) connect what matters,

-y

ey clent
En
= Add Documents
£ Data >
[J Documents v Drop files here or click to browse

+ Add - _

~ ~
& Batches ~ o
~
Q, search ~
Name Size Progréss Status Actions
3 Smart Folders \
\

|l Coversheets \
j‘ Desk‘topeSign 3 Home Share View V/W
%+ Online esign > « . A « SAM... > Deposit D... v B O Search Deﬁsiwn.‘.
o8 Workilow > Mo Pate modit = Twe 2 Note: Documents can

I r—— 3 ! Certificate of Deposit. pdf IS — 4.-’4.-’20153 10PM Adobe Acrc aISO be dragged from the
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 0.15 MB
CustomerDueDiligence pdf 0.32MB

4. Click the “Upload” button. %

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

V.24.4 6 2024
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cannect what matters.
aga®

Choose an Application

An Application is a category of
Applcation [(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:
Fiidertr Batch:1232 &~

Sticky Mode Certificate of Deposit AccoumNumber: 060983045
Dollar Amount of Deposit: $ 1 000 . 00

g a4 of2 — 4+ Automsticzoom v »

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

Attributes - This Time Deposit i Jssued to: Number One Bank
Lisusr: 111 Main
N . Kristen Devino Street Our Fair
Document Type 98 Ridge St. City, Here 12121
e ‘ Winstead. CT 06098
@ Mot Nagotizbla -Not Transferabls - Additiona] terms are balors By

CERTIFICATE OF DEPOSIT

Additional Terms and Disclosures
_ for vour umedep it |[L anIhz Minimum Balance Raquirsment: You must mske & minimmm dep:: isit to
CERTIFICATE QF DEPOSIT RECEIPT T “*5“‘“" ity dep:zisitors

. mmm terms and d.scln-um on pags o mm_ Soum, some ar en this account of § 1000 . 00
on those balow, You should ksep one copy o

_ _ o o You rrust maimsin this minimum balance on 3 dily basis t© sam the
CERTIFICATION REGARDING INTERNET GANMBLING . sce: This sszous msmures 04012017 <ol percentaee vield disclosed.
v for renewsl Withdrawals of Interest: Interest D sccrued D credited  during s
ERTI a < Rate Information: The mterest rate for thiz account is 0 . 0000 % term can'be withdrawn.
R4 CERTIFICATE OF DEPOSIT with an amusl percentsge yield of 0.00 %. This rate will be
paid il the matwity date specified s0Ove. Interest beriz o accme an Early Withdrawal Penalty: If we consent to 2 request for a withdrawal
VARIABLE-FIXED RATE TIME CERTIFICATE OF DEPQSIT the businass dav vou dep:risit any noncash fem (for sxample, 3 chack) that i otherwise not penminsd vou mav have 10 pay a pamely. The
Interast will o2 et __ penalry will be an amount equal 1
Interest will be credited marterly
Check withdranm
D The annual percentage vield assumes that inferest remains on dep- kit Remewal Policy:
il msrurity. A withdrawal of interest will reduce samings. D Sinole Manwinc If checked this accows will nor swomaricolly

]

Action Batch

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 Navigating the Batch.)

V.24.4 7 2024
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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 o [
The default size limit for
> uploaded files is 100MB 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.

V.24.4 8 2024
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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.)

ye 5can|
Best match
'} Scan
' Desktop app
™ iDentifi.Scan (Version: 9.1.0.435) — O >

8 . B0 8 & ) | @ S . & &

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(s). Unless the Scan Plan is configured for multiple .. enis being added to
Applications, all documents in a batch must belong to the same ¢ appropriate Application
Application. in the system.
(Note: Only those Scan Plans with no assigned security or those to which

the User has been given Permissions will appear in the list of available Scan
Plans).

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 *
D' The selected scan plan requires the batch to be titled. Once a batch has been indexed, the title is no long6r
/i, Please enter afitle 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 @1 —
the Thumbnails icon will allow the User to view the \_,)'”m ne opere
images as Small, Medium and Large by clicking the icon or Ko osld

selecting the choice from the dropdown menu.

V.24.4 9 2024



8. Before completing the batch for indexing, users have the opportunity to:
o “Add” additional images to end of the batch

degrees).

“Open” add electronically-stored documents to the batch
“Insert” new scanned image(s) in front of a selected image
“Replace” the selected image

“Remove” selected image(s), and

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

connect what matters,

-':.[;g identif

> Der ar
) (BB D & B @
ScanFlan | Add Insert Replace Remove Rotate | Profiles Scanner

e — @:=-

s

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.

> | d

&

Confirm Complete

ner I:III“E‘I'_E Cancel | Areyou sure you want to complete the batch?
:"-'"”_"':-“'-.|531.rethe batch E;nd clusel N
i i ( Y N |
— = o ves 4 °
Once saved, the batch will be available for retrieval and indexing | %%
from the “Batches” menu, located under “Documents” in Identifi. |=
Search Docum
£ Data |7
& Documents :
+ Add
& Batches
V.24.4 10 2024
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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 Deposit-BW
Folders are associated with, and function S
I, Uplink Loan-AutoColor

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

Uplink libra
within Identifi.

Name

|, failed

). success

For Best Results: Documents should be printed at high 5] Creating a basic Smart Folder Workflow in iDentif.pdf
resolution (laser vs. inkjet) and the scanner’s DPI must be set [ Document. Crasta DocTypaGeoup. AddDeleisocTypes.HowToupdk

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

Barcode Cover Sheets and Separator Sheets are found in the main menu under
Coversheets, found under Documents. These can be printed or saved as a PDF
and reused with Uplink and Scan Client batches.

+ Add

@ Batches

Q Search

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 Coversheets
";:E.E.'iden:'ﬁ -
= Batches
£ Data

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

B Documents

w2 4 Available and Failed Batches Available and Failed ~ snoldej

& Batches

=) S O | Action Batch*  Title Status Application i;ar\n Files ?f)s'gnm g;'emed Created Date/Time ;‘::::eon

3 Smart Folders

1 covershees m} 189 gifr:emnfe ?Ziiyta Custorner  (None) 3 snolder ;i:-m;zozc 145
<« Tracking ) ‘ ) )
7 Dt oneson ] 191 OLE: DD Authorization 22?:13 Deposit (Nong) 3 snolder ;_‘I‘JS_JZOL 420
- Online eSign ) ) )
PRy O 210 S;i:é: Layout izaed}(y to Customer (None) 1 snolder 9/1/2021 1:43 PM
B Reporting

e R~ Within the batch queue is a drop-down filter box allowing Users to
o view batches available to them for indexing and specifically select

i '_I i Createdon Mechine their own batches.
Available
Failed ) . . .
Note: Only the User’s Assigned batches will be shown using the
Lyailzble and Failzd “ n . “ . n “
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

to the right of the drop-down.

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.
e Uplink Batches will automatically be titled “iDentifi.Uplink Batch”

e 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.
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connect what matters,

}_.t;g identif

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 -
X X | @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
[ncer | 1103 °Dp‘[‘ fadar
|—.| 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

e 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.24.4
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Click and drag the split screen icon
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to adjust window size.

Document Type ; \

Document Title Qverride (optional)

. A
POWER OF ATTORNEY
\ \

s Batch: 1169 &~

o Indexing Interface; S =l ]
Sticky Mode POWER OF
Attri - ATTORNEY

L igrantor of powes), hereby constiute

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

— _ (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.

Cocurment Title Override (optional}

THE PARTIES SIGNING BELOW AG
ON PAGES 1 AND 2 OF THIS AGRE

The scroll bar to the right of the image can be used to
The undersigned sgree 0 e 1w 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.

Other values may be entered manually, using drop-down menus and through

Lookups. Fields marked with a red asterisk (*) are mandatory attributes; indexing cannot be

completed without them.

The first required attribute field is always Document Type.

e 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.

Document Type *

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

POWER OF ATTORNEY

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

make adjustments if necessary.

Document Type *

Car Loan

Application *
Accounts

Accounts

Loans

@P

¢ Document Type Cover Sheets can be used to
automatically populate this field during indexing.

V.24.4
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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,

-':.[;g identif

Docurnent Date *
| a
Customer T
Tax ID Numbe@ 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

— 5]

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.
Al ° Thle '-OQK;JP retu.rned no If the Lookup is successful,
values/information. the related Attribute fields
will populate.
W The Lookup was successful and pulled pop
back available data for all related
attributes.
Group 1 (1 value) Q i
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 P2340
V.24.4 16 2024
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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
oz @ Batches from Add will default to
None ‘Attributes’ sticky, while other types
At of batches will default to ‘None’'.
ributes
Doc Type
V.24.4 17 2024
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Navigating the Batch

Indexing Interface Icons:

@ 8 1 ol L > @ &

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

Bjle 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.
4 e If anyrequired 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 =
visible in Batches with the action ‘Continue’ associated with it. Clicking 2y

Continue

of 1

will reopen the batch to complete it.

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

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.

V.24.4 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

* ¥ 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)

Presentation mode (view full screen)

|

iy

Print the document

] 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
b — indexing interface, and orientation
I changes will be saved when indexing is
i 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

OO Smart Folders

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).

Search Documents Gy identif

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

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 Stonq
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 ~astheme  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.

Search Documents

Example: This Search was initially
completed using Account Number
12345, then narrowed by the Document

— . . Date for the year 2014.

‘ = H & 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|
[N 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 X

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

‘ HH H & Print H & Download H [ Delete H @ Index H =) Move H 3 Smart Folder ~ H M Retention Hold ~

Displaying 100 Documents (Show Total) Top 100 Documents v Filter. E
File Storage Document Transaction Transaction

=] Title Application Document Type Pages Type Date » Date amount Type

O | @ 12345 Daoe, John Q_W-9 CERTIFICATION 2014/10/01 Loans W-9 CERTIFICATION 1 Tif 6/14/2017 10/1/2014 X
O | @ 12345 Doe, 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 QTITLE UPDATE 2014/10/01 Loans TITLE UPDATE 1 Tif 6/14/2017 10/1/2014 X
N/ @® 1732450ne Inhn O TITIE BOLICV-RINDER 2014/10/01 | nane TITI EDOLICV-RINDER 1 Tif A14/2017 10/1/2014 4]
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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.24.4 22
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C) connect what matters,
-y

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
<> (greater 50004 Q
than and lesser For values that are
than SlgnS) Currency: <= $500.00 Number. <> 500  Value does not equal: "500.00" not equal to your
Batch ID Account Number SearCh term
Document ID Conversion Flag
File Size (Bytes) _Conversion Source

Search Documents
>500.00 Q

> (greater than sign) Currency: > $500.00  Number. > 500 For values that are

greater than your

search term

Document ID
File Size (Bytes)

Pages

Search Documents
_ i Q For values that are
>= (greater h |
than and equals i . greater than or equa
‘ q Currency. >= $1,000.00  Number: >= 1,000 to your search term
sign)
Document ID

V.24.4 23 2024
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C) connect what matters,
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< (less than sign)

Search Documents

| <10d |Q

Currency. < $100.00  Number: <100

Transaction amount [EsEn« 18]

Document 1D

File Size (Bytes)

For values that are less
than your search term

<= (less than and
equals sign)

Search Documents

| <=1200 ‘ Q

Currency: <= $1,200.00  Number: <= 1,200

Transaction amount Batch ID

Document ID

File Size (Bytes)

Pages

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

Term1-Term 2
(dash)

Search Documents

| 1110 ‘ Q

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

Fages

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

V.24.4

24

2024



..( w identifi

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(eater 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

V.24.4 25 2024
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> (greater than sign)

Search Documents

| 2]

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

Cpen Dats
Report Post Date
Report Run Date
Revision Date
Storage Date

Termination Date

For values that are

greater than your search

term

V.24.4
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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.24.4
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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.24.4
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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

‘ {tcda}k?’j

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

N For dates that are equal

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

V.24.4
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cannect what matters.
_ -‘: e

Search Documents

(tocay ) % | | For dates that are equal to

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

Close 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

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

,.-t,- a; identi

[m] Title *

—

\:)13 o 3347742800000001

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

B Print || & Download || [ Delste || @ Inde

|| #] Move H C15Smart Folder =

letention Hold =

Search Documents

Q

—

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
Toggle between Thumbnail view and List View
= E=
— . . L L] J .
List View Thumbnail View

Search Documents

Q

IR

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

] Mov
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

Search Documents

KWYK Search..

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

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

+) Move H 3 Smart Folder ~ l a]

6 Documents

@ Account Num.12345

@ Account Num.12345 [:
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Printing Documents from Search Results

Print the selected document(s)
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.

&= Print

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 Report

[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
a text file named for the associated @ Include Notes in Download
document.

‘.( w identifi
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Download Selected Documents

Cancel Continue

o A zipped file with all selected documents and any q
associated Notes will download to the PC. From there the 2l 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 IPG 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/ 121 10:37 A
@ s 100 Stone, Rick ACH UNAUTHORIZED DEBIT 2020_02_13.pdf Adobe Acrobat Document 9% KB No 141KB  33% 21 10:37 A
xxxxxxix 100 Stone, Rick ACH UNAUTHORIZED DEBIT 2020_02_13.pdf_Notes.txt Text Document 1KB Ne 1KB &1% / 21 10:37 A
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.
#] Move e Place [ next to item(s) to be moved. Select A Target Application
e  Click on the “Move” icon. J—
e Select a Target Application from the drop- | *=
down menu.

e Click “Continue.”

Choaose Which Documents To Move

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

O All documents matching my search criteria
® Only the documents that | have selected

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”]

] Thisfeature is often referred to as ‘Mass Index’ or ‘Mass Modify’ and is used to change
¥ ndex | the indexing values of one or multiple stored documents from the Search Documents

results.

In order for this feature to be available, Search Documents

the Search must include an Application Accounts Q 12345 - %
as one of the search “pills.”

Application  Document Text

“ acecounts

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

V.24.4 34 2024



..( w identifi

cannect what matters.
aga®

Index Confirmation

T PR Note: Because this process overwrites the previous
attribute data, and if not done correctly could cause
data to be lost, caution should be exercised whenever
Ri-value stiribute can result in deta loss i not this feature is used, especially when updating multi-

0ne Correctly updating will delete all existing values and .
replace them wih the vakues you have entered in the prevous screer value attributes.
For example, If you have two values on your indexed documents and
you are only attempling 1o replace the first value, vy
the second value even if you are not changing because it
bl values with the values you entered If you need further

Nk Delow

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

Search Documents

KWK Search. Q §/1/2021-5/31/2.. ~ % | Accounts ~ x

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

6 Documents Filter...

3 Smart Folder ~ H @ Retention Hold ~ l

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

document type from the drop-down list, then

click Continue.

4. Updating an Attribute: Select the attribute to be modified

from the drop-down list.

o For single value attributes, enter a new value in the

field provided and click Continue.

Attribute
Description -

Value

o For multi-value attributes, click the
plus sign to add additional fields. All
values of the attribute on the
documents must be entered here, in
the order they appear in the indexing
panel, even those not be updated as
part of the re-indexing process. Once
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.

'.( w identifi

® onnect what matters,

Choose Which Option To Update

Select what you want to update
Document Type

Document Type
ACCOUNT INFORMATION SHEET
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
Select what you want to update
Attribute -
Attribute
Account Type -
Account Type =
Address 1 @
Branch Number
Conversion Source
Date of Birth
Description
Values
u
| ]
+
« Add value

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

e Perform the Search.
[ ]
e Select Add.

2 identifi

.. : connect what matters,

create a Smart Folder:

Click on “Smart Folder” from the upper menu bar.

[ m

H 8 Print H 2 Download H M Delete H @ Index

[

#] Move l C3Smart Folder = [ @ Retention Hold =

+ 4dd i

The system will create a Private Smart Folder
for that search.

A Public Smart Folder can also be created for

Smart Folders - New Smart Folder

General

X Cancel B Save

access by other Users (depending on User

Display Name *

Permissions).

New Smart Folder]

[ Public

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).

A status of Locked will be displayed beneath the Information icon when a retention policy is in

effect on a document.

Search Documents

KWYK Search

Q

VENDORCONTR.. ~ X

l & Print H Z Dowrload

l i) Delste ” ¥ Inds

Document Info

“ + Move H 3 Smart Folder = H M Retention Hold =

Vendor Name VENDOR CONTRACTS

Fyeriiive Mananar Mananer

2014/10/01-2017/10/01 1 Document
Locked Hold
O Title * Application

Document Type VENDOR

CONTRACTS O Vendor Name VENDOR CONTRACTS 2014/10/01-2017/10/01 (gl Compliance

J Document ID 12 ai Click to view document information

Diate Stored 6/14/2017 546:51

PM
Description Description
Document Date 10/1/2014
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To place a Hold on a document or documents from Search results, place a next | s
to item(s) and select Place on Hold from the Retention Hold dropdown in menu bar.

ﬂo 3347742800000001
l ] H & Frint H & Download H fill Delste H @ Index H #*] Move H C3Smart Folder = l

® Place On Hold
0 Documents @

¥ Take Off Hold

Select Take Off Hold to free the document.

Note: Placing a Retention Hold on non-retention documents will have no effect on those documents.
Placing a retention hold will not prevent document(s) from being manually deleted.

Searching for Documents with Administrative Hold status:
Documents that have been placed on Retention Hold (Administrative Hold) can be searched within

KWYK Search by typing “Administrative Hold" and selecting “On Hold" from the suggestion grid. In
the same way, “Off Hold” documents can also be searched.

A ;
;(-_w. identifi
= Search Documents =
‘el dentifi
2 Data > administrative Q|-
B Documents . = Search Documents
Administrative Hold
+ Add & Data > KWYK Search... Q -
& Batches m [ Documents b
Q search Off Hold + Add [ £ Print H & Download ][ 1 Delete ” W Index |[ #] Move } (i}
- & Baiches
Q search 34 Documents &
03 Smart Folders
Wl Coversheets . Document Batch Document Sync Storage
O Title Type ID D Status  Date -
< Tracking >
(AN : ] 052224513 Alan =1 53736 Not 5/22/20|
# Desktop eSign b4 Alan [Hold Synched
3~ Online eSign 0D e  uied Receipt -1 272 Not 4/15/20
= okl > Hold Synched

Retention Holds can also be managed from within the Document Detail Viewer. Under the “Info”
Panel, select the Place on Hold (or Remove Hold if removing the Retention Hold).

arPasn »

Info {Hold

Upload | Rescan || @ Fileinfo | EEERGIENN | Permi

Places decument OnCff Retention Hald which prevents it from being autematically deleted according
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Viewing Documents

in the Document Detail Viewer

."' a"s . .
‘ealay identf

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

Ciows - x| 5w - x | deoma - %

I £ Print “ & Download

“ [ Delete “ ¥ Index H =) Move H [ Smart Folder ~ “ & Retention Hold ~ l

[Fcootnt HameJON DOE

CUSTOMER DUE DILIGENCE

Account# 102764840

Type of Account DDA

Branch #0001

initials_EWILSON

**Chex8ystems/GFAC on all signers and Business Name (if applicable}
Verification required for ALL new and existing clients

1 c
1 Domestic Wire 1
% youlde you conduct imemet transactions?

‘hat will be the soures of deposits or methed of witharawals from veur account (check ail that asphvi?
ash 1__ Payroll Check
International Vire

*PERSONAL ACCOUNTS**

1__ACH
L

“BUSINESS ACCOUNTS™

SECTION I: CUSTOMER DUE DILIGENCE
[Ahat is the nature of your business: st the specific type of business

hat will e the source of deposts or method of withdrawals from your account (check all that apply)?
Credit CardiElectronic Charges CH
International Wire

Domestic Wire

rvhatis your enticipated monihly cash order need, 1f
Check all that apply:
Yeu dao of wil conduct sales via Internet iransactions”
D you o will you have an ATM at your business lncation?
i yes, who owns the ATM?
Who will be replerishing the cash in the ATIM?

SECTION JI: MONEY SERVICING BUSINESS (MSB) IDENTIFICATION FORM
ICheck all that apph

This busmess v

velers checks, money orders or storedivaiue cards.

This business will exc

rrency.

Thiz business will anoacs in chack rashion activity (3rd rarty chack cashing

6 Documents Filter...
Batch Document Document  Syne File Size  File Storage Account  Branch  Current Docut
] Title + ID ID Application  Type Status Pages (Bytes) Type Date Number  Number Balance Date
O ® Account =] 838 Accounts 003 Not 4 1173710 Pdf 5/17/2021 12345
Nﬁ.‘\ 2345 Synched
O e - 808 839 Accounts 003 MNot a4 244206  Pdf 5/17/2027 12345
Synched
O -1 840 Accounts 003 Not 11 51,403 Pdf 51772021 12345
Synched
Document Detail: 12345 Doe, John (. Customer Due Diligence 2018/03/05 & -
@ Q™ e — +  AutomaticZoom v o Pan »

Document Type

Customer Due Diligence -

Document Date
03/05/2018

Description

Group 1 (1 value)

Account Number

OpenDate Status Close Date

A 12345

Group 2 (1 value)

Tax ID Number Name

1/1/2012  Active

Customer Tvpe And Number v
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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 O&8 & »

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

i Find in Document - Allows for document text = Document Text Search is not

i ithi i available for all document ——
. searching W_Ixt_hln the document image. pes. For more details, see =
i | € & [Hgrightal []Match case | Document Text SearCh.

I3 | Expand to Presentation Mode — allows the user to open the document for viewing full screen.

g | AddaNote to the document. Clicking on this icon will open Desnoshes

the Notes Panel to the right and allow the User to add a note to this document.

ndex Notes @) Relat

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

e
{Mc e
£y Download the Document - Selecting the download icon will allow the User | ¢ soaee cocnee
to download and save the document. D Rotate Counterclockwise
[ reqseecionton ]
» | Revealsanadditional toolbar allowing the User to navigate, rotate theimage O rena oo
in the viewer, pan within the document and view document properties © Document Properties.
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Document Detail Panels:

The Document Detail Panels are located in the upper right side of the screen.

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

e ident Document Detail: 006240853 Smith, Robert E POWER OF ATTORNEY 2023/03/15 &~

Index Notes Related Info

{E aQ ™y EGH — +  AuometicZoom v [> I ] }L‘

-

POWER OF ‘ ‘
ATTORNEY

1, Bob Sender {grantor of power), hereby constitute .
and appoint Sally Sender {grantee of power} Dccumem;mle Override (optional)
as my att mav—l‘n-laﬁt, to deposit or withdraw fa;lds held in Account #{s) 22344585 | ‘
. Safety Harbor Community Credit Union
(Name of Financial Institution). Document Type
GRANTOR OF POWER; YOU MUST INDICATE BELOW WHETHER OR NOT THIS POWER p ment Typ
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 | POWER OF ATTORNEY v ‘
INTENT.
X This is a durable power of attorney and it shall continue 1o be effective if | \ Document Date

become incompetent. It shall not be affected by my later disability or S

incompetency. . an

This power of attorney shall not be effective if | become incompetent. u | 03/15/2023

Description
THE PARTIES SIGNING BELOW AGREE TO THE TERMS AND CONDITIONS CONTAINED J | ‘
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. o o pag | Group 2 (1 value) ‘
Signature of Grantor Date
TaxID Number  Name Customer Type And Number
Signature of Grantee Date
v 006240859 Smith, RobertE P1954
ACKNOWLEDGEMENT:
Signed in the presence of Source
(Signature of Financial Institution Employee) | ‘

an authorized representative of the above named Financial Institution.

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

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

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

Index MNotes Relatac Info

Index

Edit Document Index Values

Docums

Examples: changing the Document Date, the Document Type, re-syncing the
Lookup Attribute, etc.
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Once changes have been made, click “Save” to update the attribute value.

Index Notes Related Info

‘.( w identifi

C) connect what matters,
-y

Document Title Override (opticnal)
Index Notes Related Info
Document Type *

POWER OF ATTORNEY

POWER OF ATTORNEY Bﬁave

PROFIT OR LOSS STATEMENT Save |ndex Va|ue 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 nite 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 | .o
documents for the same customer.
1004420 Nfbgluryo, Wade W APPLICATION 1992/12/22
SETTLEMENT STATEMENT (1)
V.24.4 43 2024
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Info Panel — Provides a button to reveal file information for this document.
Clicking the “Actions” button will reveal access to User permission information and
versioning options (Upload/Rescan). If the Document Type is configured within a
Workflow plan, the option to begin the Workflow will also be visible.

Index  Notes @)  Related Infr Info
[ © File Info ][ & Permissions ][ Actions ~ ]
J oo,
1 Version Filter...
Upload
Version Created By Stored Rescan
1 integraDemoT 12/19/2024 Place On Hold
Start Workflow

« File Info: Displays storage information about
the document such as Title, Document ID, Storage Date, etc.

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

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.**

e Place on Hold (or Remove Hold) Place the document on Administrative
Retention Hold (or remove the document from an Administrative Retention
Hold).
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Smart Folders

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

If the document was brought in using Online
eSign, a link to the OLE Package Details will
be accessible.

.-; a"s . .
‘ealay identf

Index Notes Related

Info

[ © File Info M & Permissions M Actions ~ }

1 Version Filter...
Version CreatedBy  Stored OLE Package ID
1 snolder 9/1/2021 49 £
N e

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.

Version Created By  Stored OLE Package ID

9/1/2021 49 @7
Click to download this v n

1 snolder

B 3347742 80000000....pdf

WINCH AP O EXPanG Ul ose UEI0wW. T U0 SO0 Keep O

fhis form.
Maturity Date: This ace:

Rate Information: The in
with an annual percentag:
paid until the matunity dat
the business day you dep::i
Interest will be comp:::iu

Ope!
Ope%{h system viewer

Always open in Adobe Reader
Show in folder

Cancel

W

I Documents
+ Add
& Batches

Q. Search

3 Smart Folders

search results.

Depending on a User’s Permissions, both Public and Private Smart Folders may

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

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. o =
";E':wdentﬁ a-
= Smart Folders
£ Data l [@ Delete ” A Subscribe ” X, Unsubscribe
[ Documents
+ Add
ems (Al - ilter. ]
& Baiches o .
Q search O | Display Name * Created By Subscribed Public
0 Smart Folders @ O | AllLate Status Loans Sheila Nolder v g
1 Corernests O | conversion Documents Sheila Nolder v g
«f Tracking
V.24.4 45
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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 Editicon on the right.
O | Display Name = Created By Subscribed Public
N
O | 2021 Customer Documents > 4 pages Billy Hartrnan v r
[ Annlicatinn Hac Saciiribv Rilly Hartman v m‘
N
A new screen will open, allowing the User to edit the folder and make changes as needed:
Smart Folder - Desktop eSign Unindexed
{ B Save ][ X Cancel H ol Open ]
Display Name *
Desktop eSign Unindexed Public O Include Document Title in Email
Visibility
[ [l Delete ][ L Subscribe M A Unsubscribe
Add user/groug v
2 Users / Groups Filter
O | user/ Group * Subscribed
O | = (Al Users)

e Display Name

e Public or Private status

e Show/Hide a document's title within notification emails (default is to hide them)
e Visibility (if Public — permissions required)

e Subscription — Subscribed or Unsubscribed (See below)

To allow the Document Title to be listed in the body of the

. . . U Include D t Title in Email
Subscription email, select the toggle box to the right of the neliae ocument Tie in emal

DisplayName. Note: Default is unchecked and a Doc ID will be displayed in the email.

Select “Save” to save changes.
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Subscribe/Unsubscribe to a Smart Folder Smart Folders

Users also have the ability to Subscribe to their Private
Smart Folders and to those Public Smart Folders to

which they

subscribing to a Smart Folder, Users will receive an

I Yioego-00 | N, Unsubscribe

have been assigned visibility. By

email notification when documents are added to the 3 ltems

folder.

J | Display Name*

2027 Customer Documents > 4 pages

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

Note: Smart Folders are saved searches. Deleting a document from the Smart Folder results is THE
SAME as deleting it from Search Results: it removes the document from the archive.

Soft Delete - Recovering Deleted Documents

When enabled, soft delete allows for the self-serve recovery of documents that were manually
deleted by users from KWYK Search results or Smart Folders.

0 Documents
+ Add
B Batches

Search

o e

Smarl Folders
| Coversheets

W Recover

Soft deleted documents reside in a specific “Recover” section of the menu.

A user can recover anything they have deleted. An Administrator can recover
any documents that were deleted by any user.

Automatic retention will not delete documents that are marked for soft delete.

Within the Recover menu, select the Date Range and Username(s) in the Criteria tab and click

" n
Submit.
= Document Recovery
E Data
O Documents
Date Range @ Predefined ' Custom User(s)
L Current Month v 12/1/2024-12/31/2024 & Tricia Lolkus
& Batches
Q search ‘
3 Smart Folders
I Coversheets
W Recover



The Results Tab will display any documents that have been deleted.

and click “Recover” in the top menu.

ATge . .
fe s identi

Select documents to restore

Document Recovery

Criteria Results

Recover Documents

6 Recoverable Document Sets

Filter.

M | 12/16/20241:21 DM Tricia | alkne (o)

12/26/20241-21 Dh

Date Deleted User Total Recovery Expiration Date Criteria

12/13/2024 9:43 AM Tricia Lolkus (tlolkus) 1 12/23/2024 9:43 AM Storage Date: (Today)
12/16/20241:19 PM Tricia Lolkus (tlolkus) 2 12/26/20241:19 PM Account Number: 1004264
12/16/20241:20 PM Tricia Lolkus (tlolkus) 3 12/26/20241:20 PM Account Number: 1004264

punt Mumber 1004264

Barcode Coversheets

[ Documents
+ Add

& Batches

Q, S=arch
O Smart Folders o
Il Coversheets O
User Coversheets

o Document Type Coversheets
Uplink User Coversheets
Generic Barcode Separator Sheets

Barcode coversheets used in the scanning process are accessed and printed
by navigating to Documents-> Coversheets

Up to three types of coversheets will be available:

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

User Coversheet Doc Type Covershest Breakdoc Coversheet
2Users train

O | User Name * Login Name Email Location Active
O | Training User Tuser fadarns@identifi.net v
O | Training McTrainerson Training training@identifi.net v
To prepare the coversheets:




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

2. Click Generate Barcode Coversheet

3. The coversheets will open in new browser window as a PDF.

From here they can be printed or downloaded.

171 — 100% + (= )

':‘::(':u' identifi

Uplink Cover Sheet
Sally End User

IDENTIFIUSER114

Doc Type Coversheet

535
IES?

identifi

connect what matters,

Ml Generate Barcode Coversheet

3Users

0 | UserName*

O | Forrest Adams

Sally End User

Training User

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

User Covershest Breakdoc Coversheet

Ml Generate Barcode Coversheet

3 Document Types

Doc Type Covershest

O | Display Name *

(Al Applications) -

O | Carloan
O | CarLoan Clene

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

ns.;-.u - -
-.:Eg}- identifi

Document Type: Car Loan

1BS00001

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

User 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.

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 _ |7 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 ol Report Type
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 AL~ 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, o
TD TD28 28000112146 Urban, Keith M. 50,000.00 4.400 01-07-201% 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 335.00 01/07/2019
Major Sub Total: \ 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 1 =n nnn nn Deposit
< N 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
Jm (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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Downloading COLD Reports
Downloaded reports can be converted to Excel files using the Excel Text Import Wizard.

Download the Report from Identifi:
From Search Results, use the Download icon to download the report (pending permission):

Search Documents

[ B Print ][ & Download H [ill Delete ]| @ Index |[ +) Move ][ [ Smart Folder ~ M { Retention Hold ~

Displaying 100 Documents (Show Total) Top 100 Documents  ~ Filter..

@] Title Application Document Type Pages File Type Storage Date » Sync Status Report Post Date

0O | @ CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/03 Insight Reports CO_DPNEW 6 Report 8/4/2023 Not Synched 8/3/2023

0 @ CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/02 Insight Reparts CO_DPNEW 6 Report 8/3/2023 Not Synched 8/2/2023 @

Alternately, use the Download icon within the Document Detail Viewer:

4G cent Document Detail: CO_DPNEW DEPOSIT NEW ACCOUNTS 2023/08/03

‘ ! oo HE -‘-,h fter nnnn " ‘ Index Notes Related Info
i

The file will download as a .txt or .prn file.

Name Type
CO_DPNEW DEPOSIT NEW ACCOUNTS 2023_08_03.txt Text Document
. 8.zip
] CO_DPNEW DEPOSIT NEW AC[EOUNTS 2023_08_03.prn
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Convert the Downloaded document(s) to Excel-

1. Open a blank document in Microsoft Excel. Select File -> Open and browse out to open the
downloaded file.

il

Sheila Nolder

Book3 - Excel

Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do r!:_‘-;_ Share

mal=E= o - ab General - %Conditional Formatting = g‘“lnsert - 2 ;Tv
$-9% gFormat as Table - E" Delete - m - P~
- - === = 3= - L
- - 2- A === === N [ Cell Styles~ [E] Format~ & -

Clipboard = Font [P Alignment i Mumber [P Styles Cells Editing L
Al s Fe v

A ! B 1] C 1] D 1 E 1 F 1] G 1] H 1] 1] J 1] K 1] L 1] M 1] N =
1 |

—4 L]
2 —
3 —
4_ Book3 - Excel
5 —
6_
: O
8 | pe N
9_
10| @ Recent Workbooks  Folders
11
) » Pinned
. OneDrive - Identifi Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.
Ready snolder@identifi.net
Today
Q Sites - \dentlf{ “] CO _DPNEW DEPOSIT NEW ACCOUNTS... 8/4/2023 211 PM
snolder@identifi.net Downloads %
2. The Text Import Wizard will open:
. " ”
a. AtStep1,click “Next.
Text Import Wizard - Step 1 of 3 ? pet

F| The Text Wizard has determined that your data is Fixed Width. |
If this is correct, choose MNext, or choose the data type that best describes your data. ‘
Criginal data type
Choose the file type that best describes your data:
J O Delimited - Characters such as commas or tabs separate each field. L

@ Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 = File origin: 437 : OEM United States w

| ] My data has headers.

Preview of file Ch\Users\snolder\Downl..\CO_DPNEW DEPOSIT NEW ACCOUNTS 2023 08 03.pm.
M
COCC Test Imnstitution Deposit New Accounts
CO_DENEW From: 08-03-2023 Thru: 08-03-2023
Queue Number = 11091
pplication Number: 4000505 “

Cancel < Back Einish
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H " n H
b. At Step 2, click “Next.” (Do not adjust the columns)

[| TextImport Wizard - Step 2 of 3 ? X
This screen lets you set field widths (column breaks). ‘
Lines with arrows signify a column break. 5

To CREATE a break ling, click at the desired position.
To DELETE a break line, double click an the line.
To MOVE a break line, click and drag it. L
Data preview
D v . 2 . % % . % . & . B . N . .
~
ank: CCCC| Test Institution Deposit Mew Accounts
epoxt: CO_DPNEW| From: 08-03-2023 Thru:| 08-03-2023
eue| NFmbe:c : 11081
prplication N‘rmbe:c: 4000505 W
< >
Cancel < Back ex‘t > Finish
M L n .
c. At Step 3, click “Finish.” (Do not adjust the columns)
Text Import Wizard - Step 3 of 3 ? X
This screen lets you select each column and set the Data Format.
Column data format
@ General . .
‘General' converts numeric values to numbers, date values to dates, and all remaining

O Tent values to text.

O Date: MDY ~ Advanced...

O Do not import column (skip)

Data preview

Geperal Geperal
~
Deposit New Accounts
From: 08-03-2023 Thru:| 08-03-2023
v
>
Cancel < Back Mext =
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3. Thedocument text will be converted into columns, and the document can be adjusted as
needed.

Insert Page Layout  Formulas Data Review  View Help Q Tell me what you want to do

= E{E’CUt Calibri -1 AR == - 25 Wrap Text General - L—ﬁ“‘ Normal Bad
g CD -
Pa'ste %Fo:':at — IU- === e&3= SMerge&Center - $-% 2 | S5 % éornmd;:it?nn;[ FOT:-SIE: 'as Neutral @
Clipboard Fa Font M Alignment ra Number M Styles
A1 - Je
A B | C | D E | F | G | H | | J | K | L M | N | (0] |
) —
2 |Bank: COoCC Tes t Institution Deposit N¢ unts Run Date: 08-03-2023
3_Repor t: CO_D PNEW From: 08-( 8/3/2023 Post Date: 08-03-2023
4_
5 |Queue N umber : 11091 Run Time: 17:16:26
6 |Appli ca tion N umbe r: 4000505 Cas h Box:
77 Queue S ub Num  ber : 125 SCHEMA
87 OSIBANK
9_
10 | DATABASE NAME
11 | L6001.WORLD
12 |
13 | RELEASE
'|4_ 2008.1.00
15 |
167 8/3/2023 11:15:39 A ANK\BAT_EXE\ @I6001.world ]
17 |
18 |
19 | REPORT P/RS
20 |
21 | Report Per on Type:
22 | StartDate: 8/3/2023
23 | Report Sor Option: 1
24 | ThruDate: 8/3/2023
25 | Type 1 Stri ng: CK,SAV,TD
26 B
27 |Bank: COocCC Tes t Institution Deposit N¢ unts Run Date: 08-03-2023
28_ Repor t: COo D PNEW From: 08-( 8/3/2023 Post Date: 08-03-2023
29 | Page: 1o0f4

For additional resources related to bringing COLD Report Data into Excel, see this article in our Help
Center.
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Downloading Multiple Reports from Search Results:

To select multiple reports and mass download selected files into a Zip folder, select the desired
reports and use the Download button in the Menu Bar. A prompt will display with the option to
include Notes.

Search Documents

KWYK Search... Q - Include Notes X
Include Notes in Download

Displaying 100 Documents (Show Total)

[ [l Delete H ¥ Index ‘

Download Selected Documents

U Title

© CO DPNEW DEPQSIT NEW ACCOUNTS 2023/08/03

© CO_DPNEW DEPOSIT NEW ACCOUNTS 2023/08/02

Cancel Continue

A Download Confirmation will be presented; click “Download.”

Download Confirmation X

Total number of documents to download: 2
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A Zip Folder will be presented, and a Download Results Pownload Resuts *

window will confirm the number of documents selected. + Successfl2

§ af3bf0c0-f821-448.zip A

Use the arrow to select “Show in Folder,” or open the Downloads folder from Windows

Explorer.
~ B This PC
Open ) _
Always open files of this type ? ". 3D Objects
> [ Desktop

Show in folder

> Documents

> 4 Downloads
! af3bfoco-f321-448...7i AN

Cancel

Open the Zip folder to display the selected reports:

MName h Type Compressed size Password p..  Size Ratio Date modified
CO_DPNEW DEPOSIT NEW ACCOU...  Text Document 2KB No 10KB 87% 8/4/2023 3:02 PM
CO_DPNEW DEPOSIT NEW ACCOU...  Text Document 2KB No 10KB 87% 8/4/2023 3:02 PM

Follow instructions as above from Step 2, opening each document into a separate Excel
Workbook or File.
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Document Text Searches

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
. . . eposi Q
Allows users to retrieve reports from the document image archive that depee
contain specific text/data. Select Document Text from the Suggestion Application  Document Text  Document T
Grid. _ -
Deposits deposit DEPOSITOR
cleposi‘t

When the returned
reports are opened BEIE of32 - | =[+[8]&] Depost Hes133 [x [ [« ]
in the Report Viewer,
the search data will

be hlghlighted 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
28000091637 CK CKO02 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
Can only be used more characters
in at the end of a 28000 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
Conversinn Sonrce
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7 (question
(@ Search Documents Wildcard that matches exactly
mark)

one character
return-rd? Q

Example: return-r0? 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
| 1 of 3 00% -

Bvailable Funds Method Code:

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

File number to process:

External File Type: ACH

Dep Accts AvailMeth Override:

Loan Accts AvailMeth Override:
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* (asterisk) Can be used at the beginning or end of a term

ofg ‘ 00% ~ ‘ - ‘ + ‘ = | F3 | 28000* Hits: 13
Reference Check Check Check Customer Payee & Posting
Account Number Amount Status Info RAddress 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
Rate: 5.25% WINCHESTER MA 01890
Maturity Date: 06-01-2039
28000109672 1055 640.00 Printed JANE SERVICING Abbey Tax Collector 07-17-2019
1058 = 1 ¥r ARM Loan SALLY TRAINING
Balance: $300,000.00 123 MAIN STREET
Rate: 7.75% MALDEN MA 02148
Maturity Date: 06-01-2039%
2onnninocne ance aaEn An_ Boioeo Aoy roavron EXRT N RO L pr Am_17 2018

Wildcard that
matches zero or
more characters

Example:
28000* would
bring back all
accounts on the
report beginning
with those
numbers.

? (question mark) Can be used anywhere in a term

Wildcard that

> Jas = [+ ex) —— .| 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 Trace 000022703180012  Orig Receiving DFI 61116102 .
br a¢ Event Addenda: Example:
-r0?
000000000000050 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 Account Closed
Orig Trace 000022703180014  Orig Receiving DFI 61116102 Return'ROZ,
DT of Event Addenda:
Return-R08, etc.
000000000000109 26 044-02-0109 547735692 611161020007303 553.71DB 014
0 PEPD Gerry Shuck COCC DNA Test 2  Withdrawl 000022703180018 09/01/14 as results_
*#*% Ratrnrn-RO1 Tnaufficiant Funds
= ] b d ] i
= (equals sign) Can be used anywhere in a term Wildcard that
matches exactly
ofg [ wos- [-]+[e]2] s ONEe numeric
Reference Check Check Check Customer Payee & Posting
Account Number Amount Status Info RAddress Date C h a ra Cte r
28000109705 1055 1,200.00 Printed JORN MORGAN Abbey Tax Collector 07-17-2019 (O - 9)
1058 - 1 Yr ARM Loan TERESA M MORGAN
Balance: $489,000.00 19 CHURCH STREET
Rate: 5.25% WINCEESTER MA 01890
Maturity Date: 06-01-203% Examp|e'
28000109672 1055 §40.00 Printed JANE SERVICING Abbey Tax Collector 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
amount 1,
28000109606 1055 1,350.00 Printed MARY U ALISON Abbey Tax Collector 07-17-2019
1058 - 1 ¥r ARM Loan ASHLEY B_BANKER OOOOO or
greater.
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() (parentheses)

11100000-Brinks Cash
11200000-Petty Cash

0% ~ | - ‘ + ‘ = ‘ X ] (Timber and We
6 Timber Branch 110000002003 ASST Y
7 Monmouth Branch 110000002004 ASST Y
] Stone Brook Branch 110000002005 ASST Y
9 Tullerton Branch 110000002006 ASST Y
10 Fulton Square Branch 110000002008 ASST Y
11 Bradley Branch 110000002011 ASST Y
12 Birmingham Branch 110000002012 ASST b4
13 Walden Branch 110000002013 ASST Y
120 Main St 111000000000 ASST b4 9911100000120
2 Main St. #2 112000002001 ASST b4
5 COCCl - Branch 112000002002 ASST b4
6 Timber Branch 112000002003 ASST b4

Used to logically
group multiple
search Terms
connected by
Connector
Words

Example: (timber
and walden)
would highlight
both those words
in the report.

“" n

(quotation marks)

% HE ‘Joan Morgan" | Hits: 4 EE

Run Date: 07-17-2019%
Post Date: 07-17-201%9
Page: 1 of 7

Official Checks Issued

nk Check Type: Batch Check
ccount Number: 2000000246

Used when
searching for an
exact phrase

Example: “Joan
Morgan” would
highlight that

Cormes et e 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 a Term,
100% ~ | - | + | = ‘ $l stop~ Hits: 28 || d h
92 611161020007301 53.71DB 014 Indicates that
Test 2  Withdrawl 000022703180012 08/01/14 stemming
Payment Stopped or Stop Payment on Item matChes ShOUId
Orig Trace 000022703180012 Orig Receiving DFI 61116102 be found

DT of Event Addenda:

Stemming extends search to cover grammatical variations.

Example: stop~
would bring back
stop, stopping
stopped, etc.
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% (percent sign) Can be used anywhere in a term

[ [-[+[8]4]
**% Return-ROB Payment Stopped or Stop Payment on Item
Orig Trace 000022703180012 Orig Receiving DFI 62226102
DT of Event Addenda:
044-02-0109 547735692 611161020007331 553.78DB 064
Gerry Shuck COCC DNA Test 2  Withdrawl 000022703180018 09/03/05
*** 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 DNA Test 2  Withdrawl 000022703180020 09/03/05

sc%hmidt

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

AND

o [+ [eld]
Balance: $399,900.00
Rate: 7.00%
Maturity Date: 06-01-203%

135 DARLING DRIVE
AVON CT 06001

1,000.00 Printed SANDI TRAINING Town of Roses
1058 - Fixed Rate MTG 135 DARLING DRIVE
Balance: $300,000.00 AVON CT 06001
Rate: 7.00%
Maturity Date: 06-01-203%

600.00 Printed NANCY TORRES Town of Wallkill

1058 - 1 ¥r ARM Loan ELMO S STREET
Balance: $150,000.00 500 BROADWAY
Rate: 6.75% LAWRENCE MA 01841
Maturity Date: 06-01-203%

6,250.00 Printed MICHAEL SKIDOO BAvon Tax Collector

1st Fixed -Term 16 Yrs or GrtrKAREN K SNOWMAN

Balance: $99,921.28 2 SNOW CIR

Arm and MTG Hits: 10 | x

07-17-2019

07-17-2019

07-17-2019

Used to highlight
multiple terms in
a report.

Example:

ARM and MTG

would highlight
both ARM and

MTG.
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Data
Data houses the information used to index documents. All entity
< Data v items- such as accounts, customers or vendors- can be searched here,
+ Add pending User Permissions.
Q, Search
Add
+ 2da | Allows the User to manually add an item to an existing Entity.
_ . . _ Add Enlity
Click on “Add.” Select the Entity to which the
I"IeW |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
New Account T
Detail 8 Data
Search
Search Data
Q Search
Sustoﬂe*i Q
Data Search allows the User to search within Entity and Workflow
Data, and the feature functions like most internet search engines. Entity [ype  Last Name
Once a User Peg|n§ typlng the mformgtlon about the item sought, — 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

KWYK Search... Q Customers ~ X% m

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 -~

Account Detail: 1001451 - Fixed Rate First Mortgage

= @a S Data & Security Notes <« Tracking (%) Documents
Add
Q, search & Edit
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 FR1
ita 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
.
@ | & Donna Carperter (DCarpenter) L[y
&  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 ltems.

[ + 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
10071451 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

=] 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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WorkFflow

o5 Workflow

.. Allows the User to initiate a workflow process and to track work items or
rowWse .
tasks within a workflow.
&2 Inbox
B Reporting b
Q, Search
O Start
Browse
< orklow _ | AUseris able to browse by Plan to locate specific Work items.
B Browse Users will see only those Plans to which they have been assigned.

';:ﬁ:-' identifi

Browse Plans

£ Data 8Plans

[ Documents Plan =

>
>
Work Items
< Trackin >
¢ Customer Maintenance
& Desktop eSign > .
Documentation Plan Browse Steps: FA Test
I~ Online eSign >
+h Workiow v e 45teps Fiter
& Browse FhTest
Step ® Work Items
& Inbox Get a New Plan, Stan
Congrats

Issue a Keycard

Management Ne\.@e 2

Review

When browsing within a plan, Work items can be assigned, reassigned, prioritized or terminated,
Reactivated and emailed steps can be resent (Manage Permission required).

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.24.4 69
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e 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

o Q 1 of — +  AuomaticZoom v bod

BForm Documents @) ONotes Activity

Employee Number Employee Name Tax |D Number
172839 Clark Kent 197346825
Hire Date Department Emailaddress
& Implementation - fadams@identifi.net
Phone Number
v 201-555-0122

e Items 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
o | Opens the User’s Workflow Inbox. ltems available or assigned to the User will
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 FA Test 6/3/2022 2:50 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 FA Test 3/25/2019 5:04 PM

Three tabs are displayed:
« Available — Unassigned items to be completed are displayed here. Once anitem is selected from
Available by a User, it will then be assigned to them.

« My ltems - (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 as the | [ 10077  nNormal  297813-Terry Cotta [[Etnad |
result of a ‘Return to Sender’ action.

- Escalated- Items that have remained in a step beyond the
configured amount of time. Escalation may triggeronly a 10027  nermal  1515-Jack Frost [SEE5E0
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 1D 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 ——

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

0 10077  Normal  297813-Terry Cotta Review FATest 6/3/2022 259 PM
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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”
tab in the User’s Inbox. (Note: 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.)
See more.

¢ Release - remove the assignment and returns the item to

Next

m—.‘.'. Reassign

: a
)
@© Hold

1 Release

the “Available” in any User’s Inbox with permissions to the Step.
¢ Reassign — sends the item to another User’s Work Inbox to be addressed.
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The Form (where information is presented and collected for the step) will be viewable
in the left pane.

s .|
-
Work Item: 89845 - 1005161 - Fixed Rate First Mortgage
Assigned To: Sheila Nolder Step: Create Package
Send documents for signature. X [inje¥ 1| of1 — + | AvtomaticZoom »
_- Closing Disc Ty ————
Closing Information Transaction information Lean information
e 415013 fesi O
o 4153 e Purchase
( BForm Documents . ) N{)'Pn. - Signing Packages . Activity w—ua: s e . Saler Sieve Cole and Amy Doe. fte
e 330 ) e Lo ype DComensonsl DA
ey 456 Somwtars A Ao, 5712345 A o
- Aoy, 5T 12345 imter o Bk P e
. iaoos et s
Account Number * Account Type Loan Term: R s W,
Loan Amaunt $162,000 NO
1005167 Fixed Rate FirstM.. x e SETT% =
Monthly Principal S nterest | 576178 NO
S Pt Pepmen e o
o e —
Dowes the loan have these features?
Prepayment Penalty YES - As high as $3.240 ff you pay off the laan during the
e 2y

Associated document(s) will be viewable in the “Documents” pane to the right.
@ Documents .

o
Work Itemn: 89845 - 1005161 - Fixed Rate First Mortgage
Assigned To: Sheila Nolder Step: Create Package
Send documents for signature. x o a 1 jef -+ Adomatczoom v »

This form s 0 seatement af ol loan terms andiclosing costs. Compare his

Closing Information Transaction information

Loan nformation
orveewes  ansmi s Lo Tm 30yrs
OO AN¥ET Ppose | Purchase
B Formy 0o Mu‘s—h:. - Signing Packages . Activity i gt Ca Seer St Cole anct Army Dom fen
er 23458 371 Samewhere Drve Loty EComentons DA
gy frpe——— Arytone,ST12345 oA g
- Ao, ST 12345 Londer P Bk Lomas 12345678
—— e = e
Account Number * Account Type e iocts Byl
$162,000 NO
1 1 &l Fi X v
00516 Fixed Rate First M 35T -
$761.78 NOo

Does tha loan have thasa features?

VES -« As high as $3,240 i you pay offthe loan during he
it 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.

e ert a-
Work ltem: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

|

Send documents for signature.

. % @ Q 1 |of1 — 4+  AvtomaticZoom  w »

_ m This fom 11 0 statemnt offinal loan terms and closing oty Compare this
Tansaction informatian
-
Form D Documents DI Notes - Signing Packages B Activity
BFom | Doocumen oring Packages @ i il g
owo :
a Lo Lams 1230
Account Number * Account Type oo
Loan Amount $162.000 L
1005161 Fixed Rate FirstM.. x + e 35T e

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. @

Note: Clicking “Instructions” within the Close Drop-down will reopen the R
Instructions bar. ® Hold
1 Release

a Reassign e,
© Instructions o
ntAge)

1sing

g Infoy

[ | 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

Print

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 item is returned, a dialog box will pop up, e R s e PlsRse s ot Ty e
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 ltems”

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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Workflow Ad Hoc Routing / User Assignment Manual Override — Default routing can be determined
by a rule or assignment to a specific user. When configured within the Workflow Plan, this feature
gives a User the ability to route the item to another User outside of the plan’s default routing,
essentially “overriding” the default.

'_:-t;. identif

Work ltem: 1634229 - Untitled

Assigned To: Glen Crain Step: Request Form Initial Review

—

[ Second Review | - H Approve ][ Email Initiator

Assign Next User X

Assign Next User

5 Form [ Documents . [ Motes

Select the user or group to asign the work itern to

2 2arpn Stine

Close/Hold/Release/Reassign

Close v Clo
e

(© Hold

1 Release

S & 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 | Fold Untl ‘
have the opportunity to set a time period for S—
the item to remain in On Hold status. - %
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Choose from among the set periods or add select custom to choose a specific date
and time.

Hold Until * )
Hold Until x

Custom \T\k Custam -

Indefinitely

1 Day 03/31/2021 12 v AN ~

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.

Clicking the “Reassign” button will allow the User to reassign the Work item to

. -
= Reassign another User.

Reassign X

Set the assignee for the selected work items:

§ﬁ A N

& Chad Sheridan (csheridan)

& Sheila Nolder (ipjolder) Reassign X

Set the assignee for the selected work items:

‘:.Sheila Nolder (snolder) X ¥ ‘
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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

.: s identif
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-y

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

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

Account Number *
1005161

Account Type
Fixed Rate First M. ~ —

/

Close <

Selecting the Print Button will
print a .pdf of the form.

Collateral Description

Point Road Great Pond Bel

Prlnt

F'rmt Form

ez asrew B e——
Print 1 sheet of paper
csount Numser * Account Type
1008161 Fxsd Rate FL_ x
Destination & EPSON516894 (WF-26 ~
Pages Al -
ColsieralDescripion
Point Rosd Great Pen
Coples 1
Layout Portrait -
st hame Loct e
Ranee Lhngw Color Black and white -
st hame Loct e
e Ly & More settings v
 hame N
- s




Documents Tab:
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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.

@ Documents

Work ltem: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature.

i s | i

BFom IDDo-c: W Signing Packages @) BActiv

o Mortgage Loan
1005161 Mortgage Loan

— 4+  AvomaticZoom v »
1 Thi Compare this
Gk
Closing Information Transacton nformanan Loan Informatior
vnmes 1w . Lot s0yeans
GO VYB3 Purchase
Oubrramentome 4152013 Proguct  ined e
Settlomenthgent Ep kon Ttk C Sl Steve Coleand AmyDoe
s fre 121 Somewhese Dive Lamtype BComentons! DFHA
Pogerty 430 somennere A Anytone, 5112343 aw a
Ayt 51 12345 Uamder  fius ark Lanmy  12vseres
s e 4180000 wor  Coosanti
Add J;\gnJ
an Terms Can this amount increase after closing?
Loan Amount $162,000 NO
Inserest Rate 3.875% NO
“
Manthly Procipal & Inwrest $761.78 NO

See Prjected Py be o for your
£mmaied Tord Momhlyfaymen

Prep ayment Penalty

Does the loan have these features?
YES < As high as $3,240  you payoff the loan during the
fir Dmase

4

Add

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

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, .

7~ N\

0 Mortgage Loan
1005161 Mortgage Loan

Add Document

Decument Type
Application

File

ERS - BACKGROUND CHECK
HR

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)

B Form [DNotes %~ Signing Packages Activity

[ Add 1D Sign ]

£ Documents [J Notes B Activity

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

APPLICATION FOR EMPLOYMENT

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

ERS - BACKGROUND CHECK
19

PHOTO ID-PASSPORT

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

SOCIAL SECURITY CARD-OTHER

W-4

oooDOoBon

4 Documents [J Notes = Activity

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

Add Wait

g e x

Sign

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)

:;{5. identifi

Work Item: 89845 - 1005161 - Fixed Rate First Mortgage

Assigned To: Sheila Nolder Step: Create Package

Send documents for signature X 0 a

Closing Informat

R Form @ Documents . [J Notes - Signing Packages . El Activity

Mortgage Lo Interest Rat
0 Mortgage Loan =

1005161 Mortgage Loan Monthly Princij
See Projected Paym|
Eswmated Told Mo
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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.

Bt a-

Online eSign Package

cancel ‘ & Download } 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

+ Add

Signing Packages Tab:

This tab is only displayed on steps with Online Signing enabled. Here, any Packages available for
signing are displayed. Clicking on the item will open the Package in Online eSign.

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 ltem 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 notbeen  note: Packages was sent with “Review
signed. Clicking the Package will open the Package Settings where  before completion” checked will appear
a reminder can be sent to the recipients. For more informationon  here in Sent status even after all

managing Sent Packages, see Managing In Process Packages signatures have been collected until it’s
reviewed. For details on that process,
Completed- all documents in the Package have been signed by all €€ Ready For Completion Packages

Recipients and they have been archived.

Notes Tab:

Here, the User can 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. x

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

Filter...

Type a note here... v

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

. ) the note from the workflow item
Sheila Molde

. @ 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.24.4 84 2024



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:
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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” a|S‘O‘(":apTure 6/13/2023 System Email Sent To: triciagress@hotmail.com
and reflect external activities, such | 0522520
as Downloadlng Documents, 6/13/2023 triciagress@hotmail.com  Viewed External User: triciagress@hectmail.com
Attaching Documents and hitting 105257 M
‘the Save for Later Option, 6/13/2023 triclagress@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

V.24.4

85

2024




..( w identifi

C) connect what matters,
-y

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 2

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 s e Chesnghey e
e
i) Sign) Con s amountncreae tercosig?
$162,000 NO

- Mortgage Loan fate 3.875% NO
- 005 w{:‘ Load i Viewer | Principal 8 Interest | $761.78 NO

Mortgage L an a— Does the loan have these features?

1005161 Mar .

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;ﬁ?'drr*ﬂ Document Detail: 90824547 Smith, Robert E SIGNATURE CARD 2024/12/19 &~
o a t 1] of1 — +  AvomaicZoom  w EPREMN » . Noes @ Reed i

Your Bank & Trust = . e ;

g;;‘;::ug;:;? Nowgen 11112 [ @Fieinfo | & Permissions \ Actions =

Lake Buena Vista, FL 32830 ACCOUNT OWNER(S| NAME & ADDRESS

1 Version Filter.
OWNERSHIP OF ACCOUNT - CONSUMER PURPOSE (Seiect ane and mmg(’:!
e
Y .
[ single-Panty Account [T ____ Multiple-Party Account CLANDO FL 12345 eraion Created By Stored
0 Multiple-Party Account - Tenancy by the Entireties .
I Trust-Separate Agresment Dated 1 integraDemoT 12/19/2024 X
[H—

[m] Single-Party Account

RIGHTS AT DEATH (selectone ana initial): ‘
[

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

i Waorkflow v
&= Browse
& Inbox
i Reporting v
Completed Steps
Work Items
Saved Reports

Completed Steps Report:

i

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

% identifi

C) connect what matters,

Completed Steps

Criteria

|—:ﬁ'f:"[Reﬁe\]

Work Item Status Type

Active Work Items

Completed Workflow Steps

Select Optional Workflow Steps

ncludes the selected completed steps

Custom

6/1/2024 - 6/30/2024

Completed Step Date @ Predefined

Current Month v

Actions Taken

Includes steps completed when the selected actions were taken

Workflow Plan *

Select Workflow Plan

Actioned By Users

Optional Actioned By Users

Includes steps completed when the selected users taok an action

Group By Sum
None Select Attributes to Sum -
Criteria . Work Item Status Type

Work Item Status Type:

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 a work

Active Work Items

All Work Items

Active Work Items

Inactive Work Items

item completed/exited the workflow step.

Completed Step Date @ Predefined

Previous Year v

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
Qver 360 Days

Previous Year

Completed Step Date @ Predefined

Completed Step Date

Custom

01/01/2023

v 1/1/2023 - 12/31/2023

oy
-]

Predefined € Custom

12/31/2024

Y
2]
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Workflow Plan: (*Required)
Select the Workflow Plan(s) for the report.

Workflow Plan *

= | Dictionary Test [Account] = | Invoice [Invoice] = | testing [Account] (offline)
1. Almond111 [almond entity]
1.1Escalation [Almond Test]

1.Almond [Almond Test]

Completed Workflow Steps: Completed Workfiow Sieps
Optiona”y Select One Or more Completed StepS from the = | Congrats = | Management Mew Hire = | Review = | On-Boarding
drop-down list. Leaving blank will include all Steps in

x | Issue a Keycard = | Start

report results.

Actions Taken:

Optionally select one or more Actions Taken from the
drop-down list. Leaving blank will include all Actions
Taken in report results.

Actioned By Users

Optionally select Actioned By User(s) from the drop-
down list. Leaving blank will include all Users in report
results.

Group By:
Optionally select the preferred grouping for results
display. The default is no grouping.

Actions Taken
x | (Issue & Keycard) Application Terminated
* | (Management Mew Hire) Application Terminated

= | (Manzgement Maw Hire) Keycard Request

'} Application Terminated

Group By
None

Assigned User

Step

Account and Sub
Account Number
Alan Phone Number

Alan String
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Sum:
In some cases, the ability to sum columns within reports is available.
sum
[Select Attributes to Sum ... W
Invoice Amount
When selected, the report Results will sum the column automatically.
Completed Steps
Criteria Results
Displaying 8 Results
Top 1000 Results -
Drag a column header here to group its column
Excel Export PDF Export L Columns\»
D Y Workitem.. VV Step Action Taken %/ ActionedB... %/ Step Entered Y StepComp... . % Daysin Step Invoice Am...
1634440 Invoice #:323432 Start Start Tricia Lolkus 5/22/2024 2:42 PM 5/22/2024 2:42 PM 0 $39,293.00
1634439 Invoice #:90327832  Start Start Tricia Lolkus 5/22/2024 2:41 PM 5/22/2024 2:41 PM 4] $93,892.00
1634438 Invoice #:329382 Start Start Tricia Lolkus 5/22/2024 2:41 PM 5/22/2024 2:41 PM 4] $28,377.00
1634437 Invoice #:324309 Start Start Tricia Lolkus 5/22/2024 2:41 PM 5/22/2024 2:41 PM 0 $1,382.00
37 Invoice #:2222343...  Step 1 Action 1 Tricia Lolkus 11/17/2020 424 PM  5/7/2024 2:25 PM 1267 $100.00
36 Invoice #:2222 Step 1 Action 1 Tricia Lolkus 11/17/2020 424 PM  5/7/2024 2:25 PM 1267 $22.00
87 Invoice #:2020 Step 1 Action 1 Tricia Lolkus 11/24/2020 9:12 AM  5/7/2024 2:25 PM 1260 $100.00
1634420 Invoice #:238472934  Start Start Tricia Lolkus 5/7/2024 2:24 PM 5/7/2024 2:24 PM 0 $10,000.00

Add Criteria:

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

Note: “Add Criteria” button is not available when multiple Workflow Plans are

selected.

Completed Steps

Criteria

Add Criteria ~

Add attribute to criteria

\Mork tam SFafie Tuns

Total: $173,166.00

Criteria

Add Criteria -
| Employee Nairie
Employse Number
Last Name

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 canicon 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

Click Reset to clear the form.

Attribute Criteria
Last Name
o}
Type & value and press the Enter key to add it to the list
Employee Mumber
fm

Type & value and press the Enter key to add it to the list

Results Grid:
(Workflow and Tracking Reports)

Completed Steps

Criteria Results

Displaying 73 Results

Top 1000 Results - [ Save Report = ] ‘ Collapse Groups

Drag a column header here to group its column

Excel Export PDF Export & Print L Columns =
D Y Work Item N... Y  Step Y Action Taken %Y Actioned By ... Y Step Entered Y Step Complet... | 7 Days in Step v
1613831 324324532 Keep Assignment Initiator Tricia Lolkus 6/6/2023 9:34 AM 11/28/2023 1:23 PM 175
1623917 3343243 Step 1 Escalation integra CIPRI 11/16/2023 2:33 PM 11/17/2023 2:34 PM 1
1743 939393 Step 1 Escalation integra CIPRI 11/16/2023 2:32 PM 11/17/2023 2:33 PM 1
1623917 3343243 External Step 1 Tricia Lolkus 11/16/2023 2:31 PM 11/16/2023 2:33 PM 0

Options within the Search Results Grid-

Top 1000 Results - |

. Top 1000 Results @
e Choose the number of Top Results to display. -

Top 10000 Results

e Show/hide columns
o oy

Choose Column
Search

@ select Al

ID

Work Item Name
Step

Assigned User
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e Filter by any column shown in report results

57 Steo T4

Starts With

External X

o Jo
and

Keam Acei
e Multi-level sort (hold down the “Ctrl” key on
the keyboard as you select each level) Assigned User 1 | 7 Started 21 Y
Triria | allave U AN 1:33 Phi
e Move columns to reorder e
B O O COTATTT T TroaT I\IC‘: ‘l&.l\:.j\' g T UTUTTImT
e
pops | THERYE LS red User I 7 Started e —

e Dynamically group columns by dragging
the column headers.

Drag a column header here to group its column

Work Item Name T X Started T X

Excel Export PDF Expga PDF Export L Columns

1D 1 L % Initiator % Ended v

~  Work Item Name: Invoice #:2020 - 1 item
~  Started: 11/24/2020 9:12 AM - 1item

87 (Unassigned) 5/1/2024 2:25 PM
~ Work Item Name: Invoice #:2222 - 1 item

v Started: 10/29/2019 2:43 PM - 1 item

Note: Links change colors when clicked 1634433 fasdasdf
1613881 8989898
1613873 8798798
1613870 8756
1613876 4523454354
1613887 4345643
1634309 342343
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e Export the list of results to Excel. : ' @] Completed Steps.xisx O @
[X) Excel Export P 7.4K8 - Dde

Batch ID Excel Export

Completed Steps.pdf O @
20.9 KB » Done

e Export the results as a PDF.

PDF Export

When exporting a report (Excel or .pdf), the will be the exported file title and is the title of the report
when the file is opened.

D t Tracking (Saved Report]
Document Tracking (Saved Report): Track Report ocument Tracking (Saved Repor

Criteria Results
Criteria Results

Displaying 97 Results
Displaying 97 Results

Top 1000 Results -
Top 1000 Results - [ Save Report ~ ] [ Collapse Groups

Due Date T X

Due Date T X
& Prin

PDF Export

Excel Export

Exc%Expoﬂ PDF Export = Print

PDF Export
Accou Y Grace %/ Accoun Account Title

Y

. Al v . f_i:v Document Tracking (Saved Report): Track Report
mﬂ Document Tracking (Saved R [ [4

Track Refprt.xlsx
8.6 KB = Done

1 A B c D 3 F G H

Document Tracking (Saved Report): Track Report
Account Grace  Account | Account "Branch N Close Date  Current Balance
Due Date: 12/1/2024 - 14 items

-

o

w

Document Tracking (Savec [ [ Document Tracking (Saved Report): Track Report

Track Report.pdf N

23.4 KB + Done Account Title Grace  Account Number  Account Type

Due Date: 12/1/2024 - 14 item
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X . . X . Print 12 sheets of paper
e Print the report — configure print settings and print the
page to .pdf. o
Pages iDentifieReceipt
iDentifi.eSign
Criteria Results Copies Save as POF
Displaying 59 Results Layout
Top 1000 Results - [ Save Report~ } [ Collapse Groups ] [ Update Status Color Skt =
User T X More settings ~
Excel Export PDF Export Paper size Letter 85°%11° 228em ™
Print
AccountTi... V Due.. 1 T ¥ it jent.. 7 Status Y Role N . )
Marging None =
Scale Default il
Two-sided [ print on both sides
Options [0 Background graphics
D

e Collapse option within the grid will collapse and re-expand results.

Criteria Results

Displaying 265 Results

Top 1000 Results - ’ Save Report »

User T X
(%] ExcelExport [ PDFExport & Print
Account Title %7 Due Date

Document Tracking (Saved Report): Track Report Group By Role with Unknown

Document

> User A Gnu User (GUsar) - 2 items
User: Chad Shendan (csheridan) - 2 items

User: Duane Ryder (dryder) - 4 items

Document Tracking (Saved Report): Track Report Grou

Criteria Results
Displaying 265 Resuits

Top 1000 Results v Save R

User T X

User: Tnicia Lolkus (tlolkus) - 2 items @ Excel Export PDF Export (& Print
User: Unknown - 255 items Account Title " Due Date 1 7 7 DocumentTy|
User: A Gnu User (GUser) - 2 items
011724.1020 - 9/21/2024 001
011724.1020 - 10/21/2024 001
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Optionally, save the report

+ Add

EL

i
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Type a name for the report and apply security to allow specific Users/Groups to view the
report. If no security is added, everyone with access to Reporting will be able to view the
saved report. Click “Save.”

Saved Report Definition

Saved Report Name *

| Enter a name for the saved report definition

Saved Report Definition

Security

Add User/Group

0 Users/ Groups

Saved Report Name *

Sum of Invoices 06-05-24

Security

Add User/Group

O Type Name *

1 User / Group Filter.
@] Type Name * View Manage
[} a Sheila Nolder v v

Ca nce'

The saved report will be viewable under the “Saved Reports” section of the Workflow
Reporting menu. Sort by All, Work Item or Completed Steps. Edit security settings using

the “Edit” button on the right (pending permissions).

(Al A
(Al
Seidert e at b
= Work ltem
Completed Steps Saved Reports 7
e > || @peete Completed Steps
[ Documents >
Tracki > R
o/ IR 1 Saved Report Completed Steps Invoi |2 |
# Deskiop eSign > I
O | saved Report Name * Created By Your Role Created Date Last Modified Date Settings
- Online eSign >
2 Worldiow . O sumofinvoices 06-05-24 Sheila Nolder Ovmer 6/5/2024 6/5/2024 3:59 PM =
B Browse Seftings
& Inbox
B Reporting ~ E,;
Completed Steps.
riork ltems
Saved Reports
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The saved report criteria can be edited and updated (pending permission)

.: s identif
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aga®

=+ Add

F Export

The report settings can also be edited (pending permission) to redefine the Report Name or

Security assigned.

Edlé !Eﬁ:ings

=

Saved Report Definition

Saved Report Name *

Work Items Report 06-05-24

Security

Work Item Saved Reports

[l Delete

TR =

1 User / Group
] Type Name « View
] a Sheila Nolder (snolder) v

1 Saved Report

[ | saved Report Name

Work Items Report 06-05-24
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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.

S5 ~
;(:. identifi

= Work Items

£ Data Criteria

1 Documents

Sl Submit  EESEEEN
ety :
A

# Desktop eSign

m Started © Predefined Custom Workflow Plan *
%~ Online eSign

v | 6/1/2024 - 6/30/2024 -
&5 Workflow

B Browse Workflow Steps Assigned Users Initiated Users
& Inbox
B Reporting
Minimum Days in Step
Completed Steps =
Work items
Saved Reports Search By Work Item ID

Q Search

B Start

Cri ter ia: Work ltem Status Type *
Work Item Status Type: (*Required) Active Work ftems
Choose from Active or Inactive Work Items. Active Work Items

Inactive Work Items

(Note: Active and Inactive Status Types will present

different filters)

Work Item Started (Active Status Type) /Work Item Ended (Inactive Status Type) — completed Sien Late © Preceined

Choose between a Predefined or Custom Date Range. curen et

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)
Pravious Year

Work ltem Status Type * Work temn Started () Predefined @ Custom

06/01/2022 06/30/2023

Active Work ltems

4

Work ltem Status Type * Werk ltem Ended Predefined @ Custom

Inactive Work ltems - 06/01/2022 06/30/2023
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Workflow Plan: (*Required) Workflow Plan *
Select the Workflow PIan(S) for the report. = | Dictionary Test [Account] x| Invoice [Invoice]  x | testing [Account] (offline)

1. Almond111 [almond entity]
1.1Escalation [Almond Test]

1.Almond [Almond Test]

Inactive Reason (Inactive Status Type) Inactive Reason
Select the reason for the Inactive Status Select Ootional Reason

Terminatad

Completad
Workflow Steps (Active Status Type): Workflow Steps
Optionally select one or more Completed Steps « | AddtoPayroll x| Start

from the drop-down list. Leaving blank will

. . Enter Employse Information
include all Steps in report results.

Verify Information & paperwerk

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

Initiated Users
Optionally select Initiated User(s) from the drop- |itizeq Users
down list. Leaving blank will include all Users in Select Ontional Initiated Users(s

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

In some cases, the ability to sum columns within reports is available.

Sum
[pelect Attributes to Sum. * When selected, the report Results will sum the
invoice Amount column automatically, if available.
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Minimum Days in Step (Active Status Type) Minimum Days in Step
Optionally enter a value for the number of days the | 385
item has been in the step.

Search by Work Item ID
Work Item ID is the unique number assigned
by the system to the Work item

Search By Work ltem 1D

ype 8 value and press the Enter key to edd it to the list

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

page.

Work ltems

Note: “Add Criteria” button is not available when multiple Workflow Plans
are selected.

Add Criteria =

Add attribute to criteria |

| Employes|

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

Click Submit to generate report results. Results will be displayed in a
separate tab. Click Reset to clear the form.

L

Attribute Criteria

Employes Nams
Last Name

Tax 1D Number
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Results Grid:

L]
g connect what matters.

ey idenfi

Work ltems

Criteria Results

Displaying 3 Results
Top 1000 Results -

Drag a column header here to group its column

Excel Export PDF Export

L Columns ¥

D LV Workltem Name % Initiator Y Started Y Ended Y
87 Invoice #:2020 (Unassigned) 11/24/2020 9:12 AM 5/7/2024 2:25 PM
37 Invoice #:22223432432432432434 (Unassigned) 10/29/2019 2:48 PM 5/7/2024 2:25 PM
36 Invoice #:2222 (Unassigned) 10/29/2019 2:43 PM 5/7/2024 2:25 PM

Click here to see Options Available within the Search Results Grid.
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Workflow-Search

Search within Work Items by clicking on “Workflow” then
“Search” from the left menu bar.

it Workflow
& Browse
s Inbox

~ The Search Work Items screen will open:
SAarcn

Within the Search box, type in a searchable attribute,
such as Invoice Number, Amount, Employee Name, etc.
Daig Q This feature works in the same way as Document
Search and Data Search and will offer a “suggestion
grid” of possible matches.

Clicking on the desired selection (in this example, “Daisy

Mae”) will pull back search results.

Search Work ltems

Employes Name  First Name

Search Work ltems

[cwivi Search Q Daisy Mae = X
1 Work ltem Filter.
D Name * Entity Type Plan Step Create Date Assigned To

2 148-Daisy Mae Employess New Employes 7182017 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 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 TEr
will open in Excel and can be edited, saved, etc. as needed. Emmxm

Acocinmard T
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Open the Item for viewing by double clicking on the Name:

connect what matters,
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Search Work ltems

| v Search...

Daisy Mae =~ X

1 Wark ltem Filter.
D Name * Entity Type Plan Step Create Date Assigned To
2 148-Dysy Mae Employees New Employee 7872017 217 PM  (unassigned)
Work Item: 2 - 148-Daisy Mae
[ Corpee
= Q 1|of2 = 4  AutomaticZoom v »
‘Applicant Information
BForm | [QDocuments@)  ONotesffd B Actvity T [Fos W [oue
Steet Address Aparmantzunit
Employes Name o oo d
[ [Emait
Daisy Mae I} Dute Avaisbic | oesred saary
Postion Appied for
Address 1 Address 2 e you legally eligibie towark in theUS? Yes Mo [
Hove youever wosbedor this company?_Yes [] Mo [ Hyenmhen?
1234 Main St. Have you ever been convicted of a felony? Yes [ Mo [ Wyes. explain.
State City Postal Code Education
igh sehoal | ndelress
Florida Safety Harbor 34695 fom o [Ddyougatuser Yo 0 Mo O] Degree
Address
Tax ID Number Dste of Birth wom o [kiyougotuses Ve @ Mo 1| Degree
— ather [~
987654321 04/03/1960 - | o To [0 ugrmtu_ves 1Mo 0] Doaree
Department Hire Date Start Date Employment History
Compary [ #rom To
Sales 07/05/2017 ®| | oo e | R =0
Sugervhar E——
Myweons! | a0 MeD
Comparry [Fom o -
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Workflow-Start e icert

B Start Allows the Userto create a New Work | . ...

Item [ Documents
< Tracking

# Desktop eSign

1. Select the Plan to which your Workflow will |7 ®mm===er

Start New Work ltem

Customer Maintenance

> This workflow is to perform customer maintenan

Documentation Plan

Don Email Test
b e | on &5 Workflow v Ernail Tezt
g &= Browse )
Don Email Test 2

& Inbox Email Test demo
Reporti >

n eporiing Event

Q Search Submit a request for a quote for your next event
Tm s

oz o FA Test

LB Cormertion > Documentstion

2. Populate the form fields (those marked
with a red asterisk are required) and click

the Start (or Started) button. Account

630098

Account Number *

New Documentation Plan Work ltem

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
| Beesing - reports on document activity (permissions pending).

ivi >
Activity Note: Document Tracking category only presented on installations licensed
Document Tracking for Tracking; Custom Reports only presented on installations with legacy

Document Storage Izenda custom reporting.

Document Retention

Saved Reports

Custom Reports

Activity

Activit e
Batch Indexing
Batches Scanned
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 Custom

Current Month v 6/1/2024 - 6/30/2024

Scan Plans User(s)

Report Summary Display Option

Monthly Summary -
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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. ;
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Criteria

ate Range @ Predefined O Custom

| Current Month

Date Range O Predefined @ Custom

06/01/2022

06/30/2022

D & User(s)

2 3 4 v Select optional users
5 6 7 8 9 10M1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

—

Last Maonth

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.

selected.

Applications *

x | Compliance x| Facilities = | Examples PN
Celzbrants
Customers
Deposits @
HR

Insight Reports

Loans

Marketing v

Users

Multiple Applications may be

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

return results for all Users.

Users
|J55:' tional users a
Alele, Y e
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Report Summary Display Option
Choose the desired display option.

i
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Report Summary Display Option *

Manthly Summary X .
Maonthly Summary
Overall Summary
e Monthly Summary: Totals presented grouped by month and year
e Overall Summary: One single total provided
Results
Monthly Summary Results
Batch Indexing Summary
C‘te‘ia
Click a8 summary row to open a detailed view of the selected User X
8 Results Top 1000 Results - Filter.
User * Document Count
Apr 2024 Total: 2
hdao 13
Itran
Feb 2024 Total: 1
almond
Jan 2024 Total: 2
hdao 5
Top 1000 Results -
e Choose the number of Top Results to | oerers 01 display.
Top 10000 Results
e Use the Filter to narrow results Fitter displayed.
e Export the list of results to Excel. &
port ti._dcel
. . . May 2024 Total: 1 .
e Click the User Name to view the Details h@ View
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Criteria Results Details

2 Details

Top 1000 Results Filter.
User Document Count Storage Date *
hdao 2 3/14/2024
hdao 3 5/24/2024

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.

Batches Scanned

[Top 1000 Results

Top 1000 Results

Top 10000 Results

-

N

Filter.

Export E !:el

This report displays a summary of batches scanned by a User.

Criteria

(*)-

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

Batches Scanned Summary

Date Range @ Predefined Custom
Current Month

User(s)
Select optional user(s)

Scan Plans

Selecta

Scan Plan

~

6/1/2024 - 6/30/2024
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Date Range — Choose a Predefined date range from the drop-
down list or customize the requested date range using the

‘.( w identifi

C) connect what matters,
-y

Criteria

Date Rarge ® Predefined (& Custom

Current Month

calendar.
Date Range O Predefined @ Custom
06/01/2022 06/30/2022

2z 3 4
5 6 7 8 9 10N
12 13 14 15 16 17 18

19 20 21 22 23 24 25
26 27 28 29 30

—

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

Users

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

return results for all Users.

Users
|255:t:}i:r5 USErS... a
Iy '] o
Scan Plans

Optionally, select the Scan Plan(s) from the drop-down list. Multiple Scan Plans can be
selected. If none are selected, the report will return results for all Scan Plans.

Scan Plans
[elect a Scan Plan...
Almend

BarcodeTest

Y

Results

Criteria Results

Displaying 92 Results

Top 1000 Results .\Dj
Top 1000 Results

Top 70000 Results

Drag a column header here to group its column

[ eavereapors o EXpOrt Columns w
Batch ID %7 User Name %7 Scan Plan Name % Page Count %/  Storage Date 4L ¥
8919 hdao Almond 1 5/24/2024
8915 hdao Receipt Plan 1 5/24/2024
8914 hdao Receipt Plan 1 5/24/2024
8913 hdao Almond 4 5/24/2024
8898 hdao Almend 1 5/14/2024
8896 hdao Almond 1 5/14/2024
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e Choose the number of Top Results to display.

[Top 1000 Results =

Top 1000 Results

Top 10000 Results

e Export the list of results to Excel. i

e Export the results as a PDF. PDFﬁxpc—H Dy > ¢ 0 €
Export.pdf [ [ P
| POF Export | | 16013 Bt

e Group columns by dragging the column headers.

Batn D[ T < ScanPlanName T x Drag a column header here to group its column
N
Excel Export PDF Export - s -
User Name %/ Page Count %/ Storage Date 1. Y

~  Batch ID: 6272 - 1item
~  Scan Plan Name: - 1item

hdao 0 1/25/2024

Total: 0

e Optionally, save the report

Save Report v
+ Ad :h

DEL

e Type a name for the report and apply security to allow specific Users/Groups to view
the report. If no security is added, everyone with access to Reporting will be able to
view the saved report. Click “Save.”

Saved Report Definition

Saved Report Name *

‘ Enter a name for the saved report definition ..

Security

Saved Report Definition X
Add User/Group

Saved Report Name *
0 Users / Groups My Report 6-5-24
] Type Name “ View SRy

1 User / Group Filter...
O Type Name « View Manage
[m] - Sheila Nolder v v

Cancel
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The saved report will be viewable under the “Saved Reports” section of the Reporting
menu. Sort by Activity or Tracking Reports. Edit security settings using the “Edit”
button on the right.

S5 z
5('_\ identifi l-“« ctivity @
= Activity Saved Reports Document Tracking
X L —
) Documents >
< Trackin >
g Saved Report Activity - wy
# Deskiop eSign >
P 5 | O] saved Report Name * Created By Your Role Created Date Last Modified Date Settings
nline eSign
O | My Report 6-5-24 Sheila Nolder Owner 6/5/2024 6/5/2024 11:55 AM ry
£ Workfiow > =
B Reporting v
Activity > Sefti ngs
Document Tracking
Document Storage E‘f
Document Retention
Saved Reports

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
Date Rangs @ Predefined Custom

Current Menth ~ 6/1/2024 - 6/30/2024

Applications * User(s)
Select at least one application... - Select optional user(s) ... -
Activity Types Search By Document ID
Select optional activity types -
Type a value and press the Enter key to add it to the list

Criteria

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

Date Range O Predefined @ Custom Current Month
03/01/2022 03/31/2022 Last Month
Last Quarter
ar & 2022 % )

Date Range @ Predefined (O Custom

e Users Last 7 Days
2 L. - Select optional users ~ Last 30 Days
P Last 60 Days
) ast 00 Days
1314 15 16 17 18 19 Search By Document ID Last 90 Days
20 21 22 23 24 25 26 - - Last 120 Days
27 28 29 30 3 Last 360 Days

Current Year (YTD)
Previous Year
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Applications

Choose at least one Application(s) from which to pull data.

selected.

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

Loans

Marketing

Users

‘.( w identifi

cannect what matters.
aga®

Multiple Applications may be

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

return results for all Users.

Users
FEE tional user a
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

x| Add = | Download Document

Move To Application
Flace On Held

Print Document
Remaove Held
Update

Update Security
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Document ID
Optionally, enter the Document ID to return the specific document.

,.-t,- a; identi

Search

'E" er

By Document 1D

cument 10's to Search for... %
Type & Document |0 and press the Enter key to &dd it to the list.

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

Results

Criteria

Top 1000 Activities - Filter.

3 Activities

Activity Date Activity Type User Name Last Name First Narne Application Docurment ID Document Display Name

6/3/2024 8:35 AM Add integraCIPRI CIPRI integra CIF-Customers 109 123456789 COMMITMENT LETTER-CIF 2020/02/19
6/4/2024 8:35 AM Add integraCIPR CIPRI integra CIF-Customers 0109 1234356789 COMMITMENT LETTER-CIF

6/5/2024 8:35 AM Add integraCIPRI CIPRI integra CIF-Customers 20109 123456789 COMMITMENT LETTER-CIF 2020/02/13

Choose the number of Top Activities to display.

Use the Filter to narrow results displayed.

Top 1000 Activities

Top 10000 Activities ﬂm

Export the list of results to Excel.

Exparttgcel

Sort results by any column header.

Activity Date

Activity Type User Name Last Name First Name Application

Document ID ¢

Document Display Name

[hm
6/3/2024 8:35 AM Add integraCIPRI CIPRI integra CIF-Customers 109 U 123456789 COMMITMENT LETTER-CIF 2020/02/19
6/4/2024 8:35 AM Add integraCIPRI CIPRI integra CIF-Customers 10109 123456789 COMMITMENT LETTER-CIF 19
6/5/2024 8:35 AM Add integraCIPRI CIPRI integra CIF-Customers 20109 123456789 COMMITMENT LETTER-CIF 2020/02/19

Click the Document Display Name to view the

document within the Document Detail Viewer (opens in

new tab).

Document Display Name

123456789 COMMITMENT L ETTER-CIF 2020/02/19

123456789 COMMITMENT LETTER-CIF 2020/02/19

123456789 COMMITMENT LETTER-CIF 2020/02/19
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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 ~ ‘
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 | e
customize the requested date range using the calendar. Dace Range ® Predefined O Custom

Date Range O Predefined @ Custom Current Month
Last Quarter
Last 7 Days
Users P
Select Users from the drop-down list. If none is selected, all will be e
included in results.
Users

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 statuses @
Failure Login Status
Success = Faillure = Success = Locked Out
Locked Out |
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Report Results
System Access Activity
Criteria
270 Activities [ Top 1000 Activities @ l ‘ Filter... ‘
Activity Date * User Name Login Result Last Name First Name Client Clien' Top 1000 Activities ‘ Operating System
8/2/20229:52 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 T/7219.62.132 Windows 10

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 Sortresults by Activity Date.

System Setup

Top 10000 Activities =
Top 1000 Activities

Top 10000 Activities (b, I

Export tgcel

Activity Da
mUz PM
£11 /7001 A7 DA

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

changes.

System Setup Activity

Date Range ® Predefined O Custom

Current Month

Category *

Select categories...

Activity Types

Select optional activity types

Subcategory
- Select opt
Users
- Select o

onal subcategories...
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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 customize the requested date range using the calendar.

Criteria

Date Range ® Predefinec O Custem

Date Range O Precefined @ Custom | Current Month
osoi2ce 093002

Last Manth
Las tCLart r
Last?
Last 30 S

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

User here. Last l”o Days

Previous Yecr
T

Category *

Select categories _

Category *
Application gory
@ = | Application  x  Security Profile

Document Type

Security Profile Document Type

User User

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

Subcategory

I); ect optional subcategories... a
Attributes

General

Lookup

Profile

Retention Jm

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

Activity Types

Select opuonal acti

Add
Delete
Merged

Update

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

|zers

[1+]

ih
k

[pelect opt

Ll

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

Report Results

System Setup Activity %
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 5:07 PM  Add tlolkus Lolkus  Tricia Document Tricia Test
Type

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

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

11/19/2021 8:43 AM Add fadams Adams  Forrest  Document Security 2021 Application Dec 2017 Training (Group) -
Type View

12/15/2021 221 PM Add fadams Adams Forrest Document Profile AU_LOGIN_REP Managers Reports Access
Type

12/15/2021 2.21 PM_Add fadams Adams Forrest Document profile CO1OGIN REP Managers Reporfs Access

e Choose the number of Top Activities to display. T‘Zozctl A

Top 10000 Activities fl I

V.24.4 115 2024



e Use the Filter to narrow results displayed.

e Export the list of results to Excel. dmam i&

o Sort results by Activity Date. Acﬁ\'iwm;gr

Document Tracking

‘.( w identifi

C) connect what matters,
-y

/11/202%_J2 PM

£1170701 A-37 DA

These reports display Tracking items by status.

I Reporting

Activity

Document Tracking

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

Report Type *

Track Exception
Track Exception
Track Found
Track Pending

Track Waived

\NFatal

Note: Available filters will change based on Report Type selected.

Track Exception

Criteria

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

(*)-

Document Tracking

Results

En

[ Add Criteria =

Report Type *

Track Exception

Date Range © Predefinzd Custom

- Current Month ~ 6/1/2024 - 6/30/2024

Entity Type * Include Related Entity Display Name Relationship Role *

Account X - Do Not Include - Select Relationship Role to Include
O Document Type Tracking Set Exception Type

Select Document Type(s, - lect Ty -
Group By User(s) Role(s)

None A Sel el Usey -
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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.

Date Range @ Predefined Custom

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
Qver 360 Days

o

Current Month i

/1/2024 - 6/30/2024

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

Date Range
05/06/2024

&

Predefined @ Custom

<

Include Related Entity Display Name | _

Do Mot Include

2

Exceplion Type ;
Sele PELS 16
23

User(s) | 19

A& AT 100
06/07/20

Jun

3
e

v 2024

4 5 6 @
1T 12 13 14
18 19 20 21
25 26 27 28

Entity Type *

Accounts
Customers

Employees

New

Property Collateral

Tocboolam:

Belect Entity Type(s)

Hardware-Office Supplies

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 Tracking Set

Select Document Type:

Include Related Entity Display Name

Do Mot Include
Do Not Include
Customer

Property Collateral
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Relationship Role *

Relationship Role — Select the Relationship Role Select Relationship Role o Include -
to be displayed in results (if applicable). - .
BENE
CUsT
DBA

DIR

ENDR

Ve

Document Type or Tracking Set -Select the Document Type(s) or Tracking Set(s) for the
report. If none is selected, the results will include all document types.

© Document Type Tracking Set

Select Document Type(s) . -

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

Exception Type
[select Exception Type(s) . a
Multiple Match Exception

Past Due Exception

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

Group By User
None vy

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

User(s)
x| & Training User x| & Sheila Nolder x
& Aaron stine

& Administers @

& Administrators

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)

Assigned User

Unknown Users @
ACTO

LOFF

OEMP

Additional Attribute criteria may be selected from the drop-down
menu and will be visible at the bottom of the form if selected.

Criteria

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

Criteria

Submit

Y

Submit

Click Reset to clear the form.

Criteria
Add Criteria ~ | [S{sall Rese‘[
Reset
Report Results:
.
Document Tracking
Criteri§
Displaying 100 =]
Top 1000 Results -
Drag a column header here to group its column
Excel Export PDF Export 2 Columns w
Account Title %7 Due Date T 7 Document Type %/ Status % Owverdue %Y  Grace % Found/Required % Note v
8989899 - 1/1/2024 001 Past Due Exception 156 1] [}
954311 - 1/3/2024 001 Past Due Exception 154 [1] [}
3845415 - 1/3/2024 001 Past Due Exception 154 1] [}
7874654 - 1/3/2024 001 Past Due Exception 154 [1] [}
8868888888 - 1/3/2024 001 Past Due Exception 154 1] [}
1234 - 17472024 001 Past Due Exception 153 0 01

Click here to see Options Available within the Search Results Grid.
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Track Found

Criteria

‘.( w identifi

C) connect what matters,
-y

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

(*)-

Document Tracking

Criteria

e

Report Type * Date Range @ Predefined

Track Found - Current Month

Entity Type *
Account x - Customer
© Document Type Tracking Set

Select Document Type(s) .. -

Include Related Entity Display Name

Custom

v 2/1/2024-2/29/2024

- cusT

Relationship Role *

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

Entity Type — Select-an Entity Type.

Entity Type *
FS—'.I&:'. Entity Type(s

Accounts

Account Holders @

Criteria

Date Range @ Predefined O Custom

Current Month

Last Month
Last Quarter

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 *

© Document Type Tracking Set

Select Document Type(s) .

Account x

Include Related Entity Display Name

v Do Net Include
Do Not Include
Customer

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

Relationship Role *
fcusT

ATM
BENE
DBA
DIR
ENDR

EXEC

fals1alN]

Document Type-or Tracking Set - Select the Document Type(s) or Tracking Set(s) for the
report. If none is selected, the results will include all document types.

© Document Type

Tracking Set

Criteria

B
Account N ber

Major Type
Minor Type

Status

Additional Attribute criteria may be selected from the drop-down
menu and will be visible at the bottom of the form if selected.

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

Attribute Criteria

Account Number *

Major Type *

Type a value and press the Enter key to add it
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Click Submit to generate the report, which is displayed in the Results Tab.

Click Reset to clear the form.

Criteria

Report Results

.: s identif

. connect what matters,

Document Tracking

Criteria

Displaying 4 Results
Top 1000 Results -

Drag a column header here to group its column

Excel Export PDF Export Columns w
Account Title %’ Due Date T % Document Type T Status %7 Note v
1000474291 - Overdraft Line of Credit 12/1/2023 Car Loan Clone Found
12- 12/6/2023 almond Found
120823.135 - 12/8/2023 almond Found
130823.153 - 12/8/2023 almond Found

Click here to see Options Available within the Search Results Grid.
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Track Pending

Criteria

Select from various report filter options.

(*)-

..( w identifi

C) connect what matters,

Required filters will be designated by an asterisk

Document Tracking
Add Criteria = Resst
Report Type *

Track Pending

Date Range @ Predefined Custom

Next 60 Days v

6/5/2024 - 8/4/2024

Entity Type * Include Related Entity Display Name Relationship Role *

Account X - ‘ |Jc Mot Include - Select Relationship Role to Include -
© Document Type Tracking Set

Select Document Type(s) . -
Group 3y Role(s)

None ~ -

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

Date Range @ Predefined Custom

Date Range Predefined @ Custom

06/05/2024 08/04/2024

| Next 60 Days v

Current Month
Next 7 Days
MNext 30 Days
N
Next 90 Days
MNext 120 Days
Next 360 Days
Next Year

6/5/2024 - 8/4/2024

Entity Type — Select-an-Entity Type.

Entity Type *

‘ [pelect Entity Type(s -

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

. - o Customer
Select Document Type(s) v

Relationship Role *
Select Relationship Role to Include @
ATM

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

BENE
CcusT
DBA
DIR

ENDR

CVEN

Document Type-or Tracking Set - Select the Document Type(s) or Tracking Set(s) for the
report. If none is selected, the results will include all document types.

© Document Type Tracking Set

Select Document Type(s) . -

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

Group By User
None vy

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

ot
User(s)

= & Sheila Nolder x| i3 Test % -

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.

Criteria

Em
Account N ber

Major Type

Minor Type
Status

% identifi

connect what matters,

Role(

1)
i)

ACTO

LOFF

OEMP

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

Additional Attribute criteria may be selected from the drop-down
menu and will be visible at the bottom of the form if selected.

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
| Add Criteria ~ ‘ ‘ Reset ‘
. . Suﬁmit .
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Click Reset to clear the Criteria form.

Add Criteria = ‘ Reiﬁe‘[

Report Results

Document Tracking

Criteria @

Displaying 133 Results

Top 1000 Resulis -

Drag a column header here to group its column

Excel Export PDF Export | Columns w
Account Title %/  Due Date T W Document Type %/ Status %/ Before Due %/ Grace %Y Found/Required % Note Y
234324312 - 6/6/2024 001 Pending 1 0 01
867530910 - Adjustabl...  6/6/2024 001 Pending 1 0 01
020224315 - 6/6/2024 001 Pending 1 0 01

Click here to see Options Available within the Search Results Grid.

Track Waived

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

(*)-

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

Document Tracking
Criteria
Report Type * Date Range © Predefined Custom
Track Waived - Current Month ~ 2/1/2024 -2/29/2024
Entity Type * Include Related Entity Display Name Relationship Role *
Account X - Do Not Include hd Select Relationship Role to Include
© Document Type Tracking Set Waived Type
Select Document Type(s; - Select Type(s -

Entity Type — Select-an Entity Type.

Entity Type *
FE;_IE:’. 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

Document Type

Select Document Type(s) v

Do Not Include

Customer

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

Relationship Role *

ATM
BENE
CcusT
DBA
DIR

ENDR

CVEN

Select Relationship Role to Incluc

Click Submit to generate the report, which is displayed in the cee
Results Tab. \Tc — ‘ ‘_Qesﬂ ‘
Submit
Report Results
Document Tracking
Criteria @

Displaying 133 Results

Top 1000 Resulis -

Drag a column header here to

Excel Export PDF Export

group its column

Columns w

Account Title %7 Due Date T 7 Document Type %/ Status %/ Before Due % Grace % Found/Required Y Note v
234324312 - 6/6/2024 001 Pending 1 0 01
867530910 - Adjustabl...  6/6/2024 001 Pending 1 0 01
020224315 - 6/6/2024 001 Pending 1 0 01
Click here to see Options Available within the Search Results Grid.
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Displays documents stored within each Application in the system.

Document Storage
Criteria

Applications

Select applications... -

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

x | Accounts |

ABCApplications

Applicatipn 1

Application 10

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

Report Results

Document Storage

Crl.sa

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...
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Document Retention

Report displays documents eligible for deletion per a retention policy.

..( w identifi

C) connect what matters,

Document Retention

Criteria Summary Results
Retention Run Date *

R

Applications *

things x v

Document Types

= | Retain At Least A Day x -

Retention Policy

Retain at most 1 day from Document Date

On Administrative Hold

Select optional on Admin Hold

Retention Run Date — Enter the requested run
date using the calendar.

Retention Run Date *

03/17/2022

£ Mar & 202 2| %

Su Mo Tu We Th Fr Sa
T 2 3 4 5

6 7 8 9 10 11 12

31498 15@18 19
20 21 22 23 25 26

27 28 29 30 31

l

L 1

Applications — Select an Application from the dropdown menu.

Applications *
bompl'ance
Celebrants
Customers

Deposits

R

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

Retention Palicy

OCTC S T OO TOT O T T T T s

Fetain at least 5 years and at most 13 months from Expiratmg Date X A
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
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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.

results will include all document types.

Document Types

VENDOR CONTRACTS

i

If none is selected, the

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

Hold (See: Retention Hold)

Yes

Mo

On Administrative Hold

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

Results Tab.

Report Results

Criteria Summary Results

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

1 Docurment Type

Filter

Total Documents on Documents to be
Document Type Documents Hold Deleted Retention Policy Application(s)
VENDOR 1 1 0 Retain at least 5 years and at most 13 months from Compliance
CONTRACTS Expiration Date
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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 = Filter...
Document Title Document Type Eligible to Delete Date * Days until Delete On Administrative Hold
Wendor Name VENDOR CONTRACTS 2014/10/01-2017/10/01 WENDOR CONTRACTS 10/1/2022 191 true

Top 1000 Results Qﬂ

ete Top 1000 Results

e Choose the number of Top Activities to display. —

Top 10000 Resdlts

e Use the Filter to narrow results displayed. Filter

e Export the list of results to Excel. &

Eligible to Delete Date *

e Sortresults by Eligible to Delete date.

e Click the Title to view the item’s details (opens in new L e “"‘C”Qj‘ﬁf

tab).

Saved Reports

Within Workflow and Tracking reports is the option to save the report results within the
menu.

Click “Save Report” from the results tab, define the Report Name and any optional
security for the report and click “Save.” Security can be set for the user to View the report
only, or Manage the report, allowing them to change the criteria and results options.
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+Add®

DF Export

Saved Report Name *

Tricia's Demo Saved Report

Security

Add Security

(ouee

0 Users / Groups

anage

Saved Report Definition

’-;-Q\ idert

£ Data
) Documents
< Tracking
# Desktop eSign
- Online eSign
it Workflow
= Browse
& Inbox

B Reporting

Completed Steps

Work ltems

Saved Reports

Work Item Saved Reports

1] Delete

12 Saved Reports

O | saved Report Name ~

Active Work Items - Grouped by Assign
Check PT-11830-1

Invoice Total by Invoice Amount

MNew Report

Saved for Duane

o o o o o

Saved Work Items - Billy

:;ﬁ identifi

= Data

[ Documents

< Tracking

# Desktop eSign

% Online eSign

it Workflow

B Reporting
Activity
Decument Tracking
Deocument Storage
Deocument Retention

Saved Reports

L (s

Document Tracking Saved Reports

[l Delete

11 Saved Reporis

Saved Report Name *

all

a2z

Alan

Found Report 06-05-24
saved

testing 1

o0 O O 0O O o O|0o

Track Exception 06-05-24
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Within the Saved Reports menu, a user can view all saved reports to which they have
permission. Choose the filter Report Type from a drop down:

Work Item Saved Reports

[ W Delete

0 Saved Reports hcw.g.ﬂ i B |
O | Saved Report Name * Created By Your Role Created Date Work Item Settings
O | Active Work tems - Grouped by Assigned User Tricla Lolkus owner 5/7/2024 Completed Steps e
0 | Check PT-11830-1 LinhTran admin 482024 2/22/202411:22FM 2z

The saved report criteria can be edited and updated (pending
permission).

=+ Add

F Export

The report settings can also be edited (pending permission) to redefine the Report Name
or Security assigned.

Saved Report Definition x

Saved Report Name *
Work ltems Report 06-05-24
o Security
Ed E g ettings ==Y

=
Add User/Greup

1 User / Group Work Item Saved Reports

] Type Name

[m] 2 Sheila Nolder (snolder) [y Delete

Delete Saved Report

1 Saved Report

[0 | Saved Report Name *

Waork Items Report 06-05-24

The report can be deleted from the Saved Report list (pending permission).

Work Item Saved Reports

@ Gelete

Delete Saved Report

1 Saved Report Work Item - 06-05

[ | saved Report Name = Created By Your Role Created Date Last Modified Date

Settings

Work Items Report 06-05-24 Sheila Molder Owner 6/5/2024

6/5/2024 419 PM

&
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(Note: available on Installations with legacy Izenda custom reports.)

Pending permissions, Users can view custom reports under the Custom Reports menu

option.

'E(-:\ identifi

Document Retention

Saved Reports

Custom Reports

*
-
= Custom Reports
S Data > 4 Custom Reports CO‘
>
£ Documents Custom Report Name “ Secured Settings
Trackin: >
7 9 Active Companies v @
# Desktop eSign >
Closed Project by Company v =
 Online eSign >
Company List v 4
o5 Workflow > L =
B Reporting v Project By Companies With Notes v =
Activity >
Document Tracking
Document Storage

When the user selects the specific report from
the report list, the system launches their Power

Bl workspace and displays that report directly in
Identifi.

View Custom Report

ACTIVE COMPANIES

Total Rows Displaying - 202
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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:

(= /]

Form Set:

[ Deposits - ]

Signers
l’ Set the Signer Count for each Signer Type.

Signer Type Signer Count
Authorized Signer [i]

;l:-:-. identifi

= Data
[ Documents
< Track
@ f\-@aages )

[2? Package Queue

(

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).

Enter the number of “signers”in each category
and click OK. The documents will be loaded
and ready for review and signing.

Note: If the installation has been enabled to
use both Desktop eSign and Online eSign to

136

P— execute packages, the prompt will display two
Signer 0 columns to define the number of signers for
each type of signature (Figure 1).
A second dialog box will open to complete the
fields needed for the Online eSign Package
(Figure 2).
Select Form Set Rernate Signers ol .
kit z-
= Custom Reports
£ Data 4 Custom Reports od
@ Documents Custom Report Name “ Secured Settings
</ Teekiny Active Companies v g
& Desktop eSign
Closed Project by Company v =
- Online eSign
& Workdlow Company List v =
B Reporting Project By Companies With Notes v =
Activity
Document Tracking
Document Storage
Document Retention
Saved Reports
Custom Reports
V.24.4
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Note: Once the package has launched, check the bottom menu to ensure that the forms have
been recognized. If not, do not continue with the Desktop eSign process. Use the Print button to
print out the document for wet signing (see Printing Package Documents) , and take note of the

form’s name to let your administrator know of the issue.

| 1 of 1 F@BC-SignatureCard REVW@ T - | l"' |

Document SigningMenu [ & © £ ¥ O @

Print  Prewvious MNext PagestoView | Sign FreeForm | Hold Complete

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. 2 Pages to View
dd Sigature - Signer (paces to View| I} . )
To sign the documents, users may review the pages
A:::;t . cga ~w=:| and double-click the signing areas to launch the
Signer (1) please sign the document using the signature pad. signing boxes. Use the mouse to click in the white

The signature wil be shown in the space below.

signing area and sign on the tablet.

the pages that do not have a signature box.

to

£
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

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

Q

Cancel

areas required for Signer 2.
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e Signing areas appear Red until signed or skipped.

[ Signer (1) ]
H

e If the customer wishes to re-do their signature, select
Erase.

identifi

connect what matters,

535
l;‘S?l

%)

Skip Erase | Cancel Tablet

| Signer (1) please sign the document using the signature pad.
| The signature wil be shown in the space below.

Signing the box and clicking Accept will cause the

signing area to appear Green I ; :
[ BB~ ] %

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, select “Yes” to confirm, and re-sign.

[ @&hﬁ H}-ﬂ-l-i-clttu undo signature
x

Free Form

]

Undeing this signature will delete all of its signature data, Are you sure
you want te Undo?

Yes

Z

Free Form

Free Form can be used to add Signature areas for additional signers, add initials or mark up
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.

When the left mouse button is released, the
signature box area will be outlined and the
signature pad prompt will appear.

SIGNATURFIS) - The undersinned certifies the aceuraev of the infarmation helshe
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Add Signature

g Q

Note: The Free Form signature box has the option to date stamp | . e o —
the signature. pese s e ot sing e st .
To turn on the stamp, place a check in the box next to “Show @ sow catestamo )

Date Stamp.”

The next time the Free Form feature is used within the signing
session, Desktop eSign will remember the User’s preference.
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CompletingDocuments

@

Complete

Once all pages have been viewed and all signature areas have been addressed (either
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.

If additional remote signers have been configured for the package (See Note under Signing
Documents), clicking Complete will prompt to open the Workflow Item to continue configuring
the package for remote signatures.

¥ Prepare For Remote Signing X

Creation Successful, Open to View Details

¢ Select “Open” to open the Workflow Item
and continue to the Online eSign Designer.

e Select “Close” to close the package. It will
be available in the Workflow Inbox, the Online
eSign Inbox and can be found using Desktop
eSign Package Search.

Placing Document Packages On Hold

i) eSigned documents can be placed On Hold to be completed at a later time or from another
wog | 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.

Canceling a Package -

To cancel signing the Package, click the red “X” at the top right of the page.
A prompt will present to Confirm Cancel Signing. Click Yes.

Confirm Cancel Signing X

V.24.4
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Retrieving On Hold Packages

On Hold packages, as well as those awaiting Online eSign signatures, may be retrieved from My
Packages or eSign Search in the left menu.

My Packages

In My Packages, users will find any packages that they have placed On Hold themselves or that are
awaiting remote signature in Online eSign.

e certii a
= Search Packages
[) Documents >
# Desktop eSign v
® My Packages 0 Packages Status
[& Package Queue O Title Status Form Set Receipt Number On Hold x bge Date «
Q, Search
Waiting For %
Remote
Signatures
Desktop eSign Search
;(5. identifi
Search for packages stored by another user
with a combination of criteria such as: = Search Packages
e Account number or tax ID
= Data > | onhold Q
e User ID for the user who created the
kage (or who last placed it On Hold) o e i
package p o Traclang . Status

e The unique Receipt Number assigned to yr— ; m
the package

® My Packages Search Packages

e Storage Date B
e On Hold status Waiting

Q, Search
e Waiting for Remote Signatures status

Status

Waiting For Reirhnote Signatures

The default sort order of package results is Storage Date Descending, reflecting the most recently
added packages at the top.
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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, or click on the Open OLE Package link
to complete the Online eSign process.

":.t;g identif

O | Title Status Form Set Receipt Number Stored By Storage Date «
e ——
O | Untitled Waiting For Remote Signatures Duane2 BAFG7DRAYSTNAHQP tlolkus3 6/15/2023 2:26 P
O | Title Status Form Set Receipt Number Stored By Storage Date » —
O | Untitled On Hold Duane2 RAGGRFUVE348XHYP tlolkus 6/8/2023 1:42 PM
Sl

Printing Package 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.

(=Y For unplanned situations where a printed copy of the document is needed, such as to send
| 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.

Retrieval of Signed Document Images

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.

A suggested practice is to create a

Smart Folders

| @ete ][ @ subscrive |[ W Unsubscribe |

4 ltems

O | Display Name *

O | Desktop eSign Unindexed

Public Smart Folder to ‘catch’ all
recently stored Desktop eSign
documents, making it easy to locate
that day’s electronically signed
documents.

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

KWYK Search...

Search Documents: (Desktop eSign Unindexed) (Public)
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Review of Completed eSign Packages
All completed Desktop eSign packages are retrievable through Desktop eSign Search.

..i: w identifi

C) connect what matters,
-y

Search for packages stored by another user with a combination of criteria such as:

Account number or tax ID

User ID for the user who created the package
The package’s unique Receipt Number
Storage Date

Complete status

:;-Q\ dentfi

= Data

[ Documents

4 Tracking

# Desktop eSign
@ My Packages
[& Package Queus
Q, Search

Search Packages

| KWYK Search._ ‘ Q

Search Packages

| complety]

Status

Click on the package Title to open the Package Detail.

Search Packages

FWYE Search.. Q m 33477428000000.. ~ X% | Complete = X | 9/5/2018 ~ X
@® Cancel Signing

2 Packages Filter.

O | Title* Status Form Set Receipt Number Stored By Storage Date

0O | 334774280000000100 2018/09/05 Complete Deposits 9EQWP2PPUFUYXTDR snolder 9/5/2018 7:18 AM
O | 334774280000000100 2018/09/05 Complete Deposits PECWOEVMSCYQWTDR snolder G/5/2018 843 AM
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General | Attributes @ 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

The Attributes associated with the form.

Document Date

Tax ID Number

General | Atributes @) Actvity @@ Documents @
Attribute Value
Account Number 98454756

0/7/2009 4:00:00 AM

e Activity Tab

Status Complete . .
The details of the actions taken on the
Client ID 4 H i H
ent Package from beginning to completion.
e 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).

'_l::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 Online eSign v

Q, Search

C) connect what matters,

..( w identifi

The Inbox is where the User creates and manages Packages.

Sheila’s Online eSign Inbox

[ [# New Package " = Archive ]

Filter..

1 Item
O/ip Name “ Recipients Status Profile Create Date Last Updated Expiration Date
O | 3904 Test Lockout Test User Sent A Multi App 2/27/2024 217 PM 2/27/2024 218 PM

v Sort the results by clicking the heading of any column.

v' Filter results using the Filter box.

Last Updated «
m
@ o
v' Export the results to Excel using by clicking
Sheila's Online eSign Inbox
[ [ New Package ][ B Archive ]
- @
O/ Name « Recipients Status Profile Create Date Last Updated Expiration Date
0O | 3994 = out Test User Sent A Multi App 2/27/2024 217 PM 2/27/2024 2:18 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

4 ltems

Ol Name * Recipients Status Are you sure you want to archive the selected packages? They will still be
searchable, but will no longer appear in your Inbox.

O | 2623 Account Documents Mary Snow Signed n :' ? PP v

2625 Account Documents Cindy Rella Completed | Cancel ‘

Archived packages may be restored to the User’s Online Inbox by selecting the “Restore”

button within the package details.

e From Online eSign Search Results, double-click the Name of the
package to be restored to open Package Details.

e Within the Package Details, click the “Restore” button to return the
item to the Online eSign Inbox.

Online eSign Search Results

| & Reassign ‘

1 Package

O~ Name

O | 2625 A%oum Documents

Online eSign Package (EEEERED

‘ Cancel

Package Settings

Profile *

Accounts v

Name * Description

Account Documents

9 Ffﬁslore 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.

Ready for Completion: Packages that were set to Review before completion or included
Attachments.

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.

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
Package’s details, including documents and signers.

i

[@ New Package [ @ Delete “ = Archiv
e e

7 ltems

O o Name

O | 36 W-3 Layout Package

Package Settings

Online eSign Package (@8

[ B save

(]

| Cance ‘ ‘ B Archive H & Download

Package Settings

Profile *

Accounts X -

Name * Description

Account Documents

Message for all recipients

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

e Name: The Name entered here determines how the Package appears in the Inbox, the
Recipient’s email and Batch Indexing.

o Description: The Description is visible when viewing the Package details.

e 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 <« Desktop » IDEMTIFI TRAINER DOCUMENTS » SAMPLI
__ | Documents pdf
Organize « MNew folder - o IR S
0 This b1 " Mame Date modifie
 ELle) wform.pdf 1/22/2016 10
[ Desk JackDemoPersonal financial statementl.... 10/ 911
Doct addresschange.pdf 1/22/2016 10:25 AM Adobe Acrobat D... 153 KB
‘ Dow
J! Musi v
File name: | "addresschange.pdf” "wiform.pdf" v| Adobe Acrobat Document (*.pt ~

The name of the document(s) is/are customizable.

. . . . Documents CERTIFICATE OF GOOD STANDI..
e The Document Type is a required field and is ‘ .
. . +ade CERTIFICATION REGARDING IN...
pre-selected from a drop-down for indexing. e A
Document Types presented are based on the = | adoresschange 6T | CHANGEOFADDRESS  x =
Application associated with the Profile - .
selected.

Customers

Deposits

¢ If the Document Type is in more than one Application,
choose the Application.

¢ 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.
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Recipients

Click +Add to add the Signer(s).

Recipients

Sally

-%dd Enforce Signing Order

Add Recipient

Enduser dentifitraining@gmail.com

Company

e Enter the First and Last Names and Email Address of the Signers.
Optionally, enter Title and Company details.

e Recipients that have previously been sent Packages to sign will be “remembered” and be
added with a single click.

New

New Person (fadams@identifi_net) Company
Big, Cheese “

St oot et

Last Name * Email *

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

f | override the default Authentication method.
What is your avorite color?

Question 2 Answer 2
COkea

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.

attachments @) NOTE: File Types permitted for Attachments - v
include PDF, DOC, DOCX, RTF,0DT, JPG, JPEG, ’
PNG, BMP, TXT, T/FF, TIF, G/F, XLS, XLSX CERTIFICATE OF AUTHQORITY TO TRANSACT BU..
CERTIFICATE OF EXISTENCE
| CERTIFICATE QF FORMATION il
Attachment | Required for Indexing |:Z::\ =t 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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Adding Signature Areas

Click Recipient's Name and then Signature in the left menu to create a box for the highlighted
Recipient’s signature.

New Account Documents Draft B B

RELATION 10 UWNEX Self
RECIPIENTS TYPE OF CHARGES
AUTHORIZED AMOUNT
DATE OF CHARGE

DOCUMENTS

Mary Lamb >

W D@ Electronic Dis...

E] Accept Only

Dlaﬂlyml:nh authorized holder and signer of the credit card reference above. | centify

@ identi

FIELDS that all infe jon above i plete and
) Dlhﬂq th I of pay for all charges as indicated above. Charges may not
/ S'g“at%e exteed the amount listed sbove in the "AUTHORZED AMOUNT" field. |understand this i only for up
to this amount during the time period of "DATES OF CHARGES” referenced above. If additional
ML Signer Initials charges are going to be authorized 3 new form will have to be completed.

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. A

Click on the edit pencil within the signature area

Use the drop-down menu under Signature Settings on the right to select Signature Type

Capture Signature | Clic-to-Sign
Click-to-Sign
Capture signature
Click-to-Initfal
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Duplicate or Delete the signature by clicking on the three dots within Field Settings:

)Dl“yﬁwtlanh 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
exteed the amount listed above in the "AUTHORZED AMOUNT" field. |understand this is only for up
to this amount during the time period of "DATES OF CHARGES® referenced above. If additional
charges are going to be authorized 3 new form will have to be completed.

FIELD SETTINGS X D l'j'ljjplicate &
uments qHGnQ81yCrl2
/N Layout

RELATION 1( _ d @ Delete Y
TYPE OF CHARGES r X Y
AUTHORIZED AMOUNT 237 209
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
V' Layout

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.

P Signature To begin, apply signature boxes to their respective locations on the document.

b Senerinis Once signatures and/or initials have been added, additional fields can be applied,
Signing Date such as text fields, radio buttons, and check boxes.

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 @) B

Save Layout

HOME PHONE: BUSINESS PHONE: v [ Etectronic Dis...

RESS:
RECIPIENTS MAILING ADDRES — e TR 7iF DOCUMENTS

Mary Lamb >

CELLULAR PHONE: EMAIL ADDRESS:

C] Accept Only

FIELDS DO YOU HAVE A DEBIT CARD? Q YEs O No

MaryLamb
/ Signature CUSTOMER SIGNATURE:
v e RECEIVED BY: CHANGED BY: ‘ v [ addresschange
Save Current Document Layout
alddresschange
Note: Toggle the “Share layout” button to share Descrintion
this layout with other users on the account.
(
CANCEL
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Applying Layouts

E» =
When creating a new Package, select the “Apply Layout” icon 5
to choose the desired layout from the list of layouts. i
Once layout has been selected, click “Apply.” Apply Layout
All pre-configured Signature areas and Fields will be o ®
applied to the new Package.

=

Removing Layouts

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 V
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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
Reci pl ent. 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 | J
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 Lexis Nexis 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

® Emal OSMS O0Q8A

Bk

First Name * Last Name *

House Num. Street Name * Apt Number City *

State (abbreviation) * zZip*
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3. What the Recipient can expect:
e 3-4 questions will be presented.
e Not all questions must be answered correctly, however a passing ‘score’ is required.
Lexis Nexis considers things like the validity of the SSN, status of the credit report

and fraudulent activity in its assessment.

e Multiple attempts are permitted, but there some timeframe requirements:

This specific Configuration (defaults)
Timeframe

24 Hours | Previous Attempts >= (2)

72 Hours | Previous Attempts >= (3)

7 Days | Previous Attempts >= (4)

30 Days | Previous Attempts >= (4)

90 Days | Previous Attempts >= (4)

 If customer fails the KBA authentication, it will be displayed KBA Failed
within the package details. &

e In addition, an email will be sent to the Sender indicating that the authentication failed.
Failure email includes the reason for the failure:
> “Recipient failed authentication.”

> “Recipient not found. The recipient was not found in the KBA provider
database.”

> “Thin file. The KBA provider does not have enough information on the
recipient to generate questions.”

No matter the type of two-factor authentication configured, the Recipient will now show as
Pending in the Package Details.

Recipients

k O Enforee Signing Order

( \Fen.:f.'ng

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).
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Managing In Process Packages
Clicking on a Sent Package in the Online eSign Inbox opens the Package’s details
Online eSign Package B8
| Cancel | | B Archive H &% Remind H & Download H [ Edit |
Package Settings
Profile *
Accounts A
Name * Description
Account Documents
‘ k& Archive H Remind H & Download H [ Edit ‘
. . Confi X
v Archive sends the package to Archive. The package e
Wi” be removed from the User's Inbox and Wi” no Ariyou‘sureyouwan?loarcrw\éelh\s package? It will still be searchable, but
. .. . . will no longer appear in your Inbox.
longer be available to Recipients for signing. The
package is still searchable within Online eSign Search. o - |

. L. . . Confirm X
v" Remind: Resends original email to all Recipients that

have not yet Slgned thell' documents. Arem\nqeremawhvwl\ be sent 1o those recipients that have not yet completed

their assigned documents. Do you want to continue?

o -

v' Download - Downloads the documents into a Zip
folder. { | onlineEsignPackag...zip A
v Edit: Reopens the documents in the Designer. This Confirm %
action requires that the entire Package be resent to all
o . Do you want 1o edit this transaction? Editing an in progress transaction will
RECI plentS . make it unavailable until it is resent. Any progress already saved can be

resumed when the transactionis resent.

o -
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— When a Recipient has
completed their assigned
Mary Wright fields in a Package, the

package details will
indicate “Complete”
above the contact details
of the signer.

Title Cempany

Unsigned: Package

Fel details will indicate a
sttachments @) status of “Pending” above
T the contact details of the

signer
Sally Enduser

If a Recipient fails to
Title Compzny | ANSWeEr the
authentication prompts

correctly, a blue lock &

Authentication will appear next to their

contact details.

Email They will not be able to

complete signing until

Attachments @) they have been

( a ‘unlocked’. Click the blue
lock and then Yes to

confirm. The Recipient

Title Company will receive an email.

Mary Lamb

Confirm

The Signer will be unlocked. Do you want to continue?

If KBA authentication fails, it can also be unlocked, and the status
will change to “Not Yet Attempted.”

KBA Not Yet Aftermpred
To send a reminder to a specific Recipient, click the Resend Button Pending
beneath their name. .
ennifer
Title

Resend

Resend signing invitation
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Document Signing

Recipients will receive an email containing a clickable link to the document(s) for signature.

-
. tome =

Hello Mary Lamb,

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.

Go to Documents

Please contact me with any questions. 123-456-7899

If you experience any issues, please call us at 727-725-4507.

The Recipient will be prompted to Read & Accept the disclosure document; they can click | More Actions v
to Decline To Sign.

TN

Q 100% @ More Actions v )

Read & accept this document

. . . MoreﬂActions v
'.}..(;.' | d eNn I_| F| Decline To Sign

e .Decline To Sign will return the package to the originating User.
¢ Clicking Accept will allow Recipient to continue and sign the package

| have read and agree to the terms of the eSign Disclosure Document.

In Packages with multiple Recipients with

SlngIr.lg 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

L remaining Recipients.
all signing boxes are addressed. greap
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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 |/fﬁ’/_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.

¢ packagezip A

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.

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 Inbox*
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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 W Archive |

5 ltems |F ter | 5] ‘
Ol Name “ Recipients Status Profile Last Updated Expiration Date Provider
0 | 246  Customer Documents Mary Lamb Ready For Completion Customer Documents 12/15/2022 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 (==

 Complete  [IEDIIGES

4

[ Edit ‘

‘ Cance

Package Settings

Profile *

Customer Documents v

Name * Description

Customer Documents

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.

tion? Editing an in progress transaction will
sent. Any progress alreacy saved can be

on is resent.

Clicking “Next” will open the Package Designer.

Make necessary edits and click Send to Sign.

e et Package Designer &~
Certificate of Deposit ~ Draft B B
Date Opened: 04/01/2016 Term: 12 Months Tax ID: 787054294 (D\ e\ 1 Clear All X
CIESIATENE . . DOCUMENTS =
Certlﬁcate Of Deposlt Account Number: 060983045
SEREL) ’ ol m ol D §1. 00000 [ Electronic Disclos
This Time Deposit is Issued to: Number One Bank @
Issuer: 111 Main
Kristen Devino Street Our Fair I
98 Ridge St. City, Here 12121
Winstead, CT 06098 -
Mo Negnsiahla N Sddisican bl n
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¢ Reviewing Attachments: Attachments can be reviewed and accepted or rejected before
completing the package.

Reci
| =
==
+
" i'
egLeEt = 4 R
Click the download icon |
Open
. Open with system viewer

1. Open the pdf to review the document. Ay open vithsystem viwer

Show in folder

2. If the document is not correct, check the box to

he| Equipment Reques....pdf \&

Reject Attachment

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.

H

3. When the correct document is attached, simply select
O

Complete in the upper menu.

The Package will now be Signed and ready to be Indexed.

V.24.4 158 2024



= e I .
N el ident

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.

Ol Name Recipients Status * Profile Last Updated Expiration Date

Q|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 Schmoe Completed Vendors 2/9/2021 12:26 PM
2 new Paciage | @pekte | macne | Packages with a Completed status have been indexed but will appear
in the Inbox until Archived. Archiving the Package will remove it
7 tems from the Inbox, but its details are always viewable through Online
O|ip  Name Recipients eSign SearCh
21 Video Joe Schmoe

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

Cancel

Note: These two documents are available only here; they are not archived with the signed documents.

V.24.4 159 2024



ATge . .
fe s identi

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 -

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

}C\ identif Document Detail: 006240859 Smith, Robert E PARTNERSHIP RESOLUTION OF AUTHORITY &~

@ Q ™Y 1]of2 — 4  AuomaticZoom v »

Index Notes Related Info

What You Need to Know About Overdrafts and Overdraft Fees

Language that is preceded by a box below is inclided only if the box is ehecked or marked with an "X" . [ Upload ][ Rescan ][ OFile Info ][ Place On Hold ][ & Permissions ]

An overdraft oceurs when you do not have enough money in your account fo cover a iransaction, but we pay it
anyway.

1 Version Filter...
We can cover your overdrafts as follows:

We have standard_overdrafi practices.that come with your account. Version Created By Stored OLE Package ID

[ We also offer one or more gverdraft protection plans which may be less expensive than our standard overdraft
practices. such as the following (o leam more, ask us about these plans): e
1 A line of eredit 1 fadams 10/5/2021 5 EB £2
[ A link 1o another account
5]

This notice explains our standard overdraft practices .

Note: A document that has been signed using both Desktop eSign signatures and Online eSign
signatures will display two versions of the document in the Info Panel: the first for the Desktop
eSign signature and the second for both Desktop eSign and Online eSign signatures.

Index Notes Related Info

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

2 Versions Filter...

Version Created By Stored OLE Package ID

2 snolder 8/18/2023 108 & B &
1 snolder 8/18/2023 108 &R &
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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

M- Online eSign

&a Inbox

menu.
Q, Search

Index Notes Related Info

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

Version Created By Stored

1 Version Filter.

OlpadkacelD”
1 fadams 10/5/2021 5 B
v

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.

Online eSign Package Search

Date Range @ Predefined Custom Date to Search on:
Current Menth ~ 9/1/2024 - 9/30/2024 Last Package Activity Date
Dates based on Last Package Activity Date
Profiles Statuses
Compliance - Batch Creation Error
Customers Completed
Deposits Declined
Deposits - Multi App Declined Error
HR Document Processing Error
Draft
Error
Expired
Expired Error

Identifi Archived

Search By Package ID

ype & value and press the Enter key to add it to the list.

Users
Abby Ross
Axel Von Greiff
Chad Sheridan
Don Adams
Duane Ryder
Ed Murray
Eddie Flowers
Frank Marcario
ntegraDemoT admin

- Jeff Meyer
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Viewing Search Results

Clicking Submit will yield the search results for the criteria selected.

Online eSign Search Results

201 Packages Top 1000 Packages  ~ Filter..
O|in=~ Name Sender Recipients Status Profile Last Updated Expiration Date
0| 3735 102523.1139 Hanh Dao almond admin Identifi Archived Accounts 1/19/2024 2:50 AM
O 3739 011123.0328 Almend user almond admin Completed Almond Profile 1/4/2024 429 AM
O 3741 011123.0610 Almond user almond admin Completed Almond Profile 5/24/2024 12:35 AM
The top 1000 results will be displayed. Use the drop-down menu to expand Top 1000 Packages
the results to display up to 5000 packages. Top 1000 Packages

Top 5000 Packages

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 Package (&
[ B Archive ][ B Consent " Bi Evidence ]

Package Settings

Profile *

Reassigning Packages
From the results screen, a package can be reassigned to another User’s Online eSign Inbox.

Select the package(s) from Search Results using the toggle box to the left
e of the package name and click “Reassign.”

T ]

201 Packages

From the dialog box presented, select the User to whom the package will
be assigned and click “Reassign.”
O/ o= MName

‘ 3735 102923.1139

Reassign Packages
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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

e 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
’ ) r -
Receipts will present a Signature ol % & 7.4 A | O

" Accept  Accept Mo Print | Re-sign | Motes | Sign 4:-tn paper Skip Sign | Cancel Tablet
Box for the customer to sign. :

Pleasesignthe document using the signature pad.
The signature willbe shown in the space below.

Mioﬂt 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 Mo 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
" Otf; Document Viewer
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7.4

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.

S identf &7
= Search Data
S Data v KWYK Search Q Exception ~ X
+ Add
Qs g
[ Documents >
<« Tracking > 7 Enfities Filter.
# Desktop eSign Y Customer
- Online Sign 5 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 Reporing 3 L] 1000474291 - Accounts 7/10/2017 1000474291 CNS Loc
Overdraft Line of
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Document Tracking Inbox

":.::(:Evidentiﬂ
= Opens the User’s Tracking Inbox. Pending items or Exception items assigned to
. : the User will be displayed and accessible here.
Data
B Documents >
O Tracking hd
&a 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

Date Range Filter By Document Type

Filter By Roles

Mext 30 Days v \

Sheila's Document Tracking Inbox

e o
Filter By Document Type

Filter By Roles

Filter By Roles
Filter By Document Type
ACTO @
€227 Consent to Disclosure (ver 172) o
LOFF
€228 Consent to Disclosure (ver 172)
Ca\ﬁn | | QEMP

V.24.4 166 2024



To open an item from either tab,

ATge . .
fe s identi

click on the item'’s Title. The Account Detail will open in a new

browser tab. Account Detail: 1901451 - Fixed Rate First Mortgage
SData @ Security Notes @) 4 Tracking | (3 Documents
Title
[ <+ Add Sets ] [ # MassEdit || & Assign || & Remove Assignment ] [ @ Delete l [ Bl View Activity
100145'I£{ed Rate First Mortgage )
11 Document REQUHE?’TG’V.: Filter...
[} Document Type * Frequency  Date Due GraceDays  Status Found / Required Valid Date Range Assigned To
0O @ o004 One-time 11/19/2021 12:00 AM 0 Past Due Exception on cdean =
N H H [m] o 07 One-time 12/1/2021 12:00 AM 5 Waived 0/ r.4
See Viewing Tracked Entity : ‘ “
M (m] 960 One-time 3/31/2022 12:00 AM Pending 0/1 fadams =
ltems for additional
. . ] Basic Entity Lookup Test 1 One-time 4/5/202: 00 AM 0 Pending 0/0 fadams =z
information.
O Car Loan Recurring 11/8/2022 12:00 AM 5 Because | said so 0/1 10/9/2022-10/8/2023 cdean =z
(] Car Loan Recurring 11/8/2021 12:00 AM 0 Past Due Exception 0/1 10/9/2021 - 10/8/2022 tlolkus =
(m] Car Lean Clone One-time 11/8/2021 12:00 AM 0 Found 11 =
a Car Loan Dup one-time 11/8/2021 12:00 AM 0 Found /1 =z
Document Tracking Search
Search Data

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. "

Exception Q

Tracking Status

Search Data

2 Entities

[m] Title * I}

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.

O | O 334774280000000100 - Censumer Checking

[m] 500 - Fres Checking

Updating Tracking from Search

W Delete [ Tracking v

+ Add Document Tracking

S o
2 Entities X Remove Document Tracking

& Update Tracking Status
) Title

W | 334774280000000100 - Consumer Checking

Il 500 - Free Checking

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”
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Select the Document Types to add as a requirement on the selected accounts and click “Continue.”

Search Data

KWYK Search, Q MIG- X | FRl~- X
[ Tracking =

+ Add Docurri?t Tracking Select Document Types To Add *

455 Entities X Remove Do nt Tracking
. Chati e Select document types

[m] Title & Update Tracking Status Entity Type Storage Date @
2021 Application

1001451 - Fixed Rate First Morigage Accounts 71072017 30-60-90 EMPLOYEE REVIEW
401K - BENEFICIARY CHANGE FORM

1001714 - Fixed Rate First Mortgage Accounts 71072017
407K - BENEFICIARY DESIGNATION FORM

1001978 - Fixed Rate First Mortgage Accounts ralriag 401K - BENEFIT PAYMENT REQUEST

407K - ENROLLMENT - BENEFICIARY DESIGNATION FORM

401K - ENROLLMENT - CONTRIBUTION ELECTIONS e

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

WY Search Q MTG - X | FRI T p——

2021 Application

TR
jelete racking =
407K - BENEFICIARY CHANGE FORM

+ Add Document Tracking 401K - BENEFICIARY DESIGNATION FORM
485 Entities 3 N ] -
X Remove Document "‘k|ng 407K - BENEFIT PAYMENT REQUEST
O T [ Update Tracking Stiwy Remove Document Tracking 407K - ENROLLMENT - BENEFICIARY DESIGNATION FORM
itle

401K - ENROLLMENT - CONTRIBUTION ELECTIONS

Viewing Tracked Entity Items
Viewing Tracked Entity Items is very much like viewing other Data Entity ltems. 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 Data Items.
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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 ltem.

..( w identifi

cannect what matters.
aga®

= Data

My own nate...

Type a note here...

i@ Security

Clayton Dean - 6/8/2021 at 1:39PM IE

< Tracking

Account Detail: 1001451 - Fixed Rate First Mortgage
Neies @)

) Documents

Filter...

Tracking Tab

B Type anote her
P Typeanote here..

Type your note here and click the check mark to the right to save.

All Tracking Requirements associated with the Entity Item are listed here.

& Security

Account Detail: 1901451 - Fixed Rate First Mortgage

S Data

Notes @) | 4 Tracking | () Documents

Documents in Exception Status will be

[ <+ Add I I = Add Sets ] # Mass Edit I I & Assign I I &~ Remove Assignment ] [ [ Delete ] [ B View Activity h/ghl/ghted plnk
Documents in Pending Status will show
4 Document Regquirements Slmp/y as a line item
[m] Document Type Frequency Date Due Grace Days Status Fou Documents that haVe been Found WIII
| Car Loan Recurring 11/8/2022 12:00 AM 5 Because | said so 0/ have a blue hyperllnk' When CIICked the
document will open in the Document
| Car Loan Recurring 11/8/2021 12:00 AM 0 Past Due Exception 0/ Vle wer.
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 =
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Tracking Requirements or Tracking Sets can be Added here, and Tracking Requirements deleted.

Account Detail: 1001451 - Fixet

S Data & Security Notes @

Account Detail: 10¢

= Data & Security

Add Sets + Add Yl
Add Entity Document Types

Add Entity Tracking Sets x -
Document Types *
Entity Tracking Sets * Optionally filter by application..
Select Entity Tracking Set(s - select document type(s)..
Due Date ™ Due Date *

03/21/2022 03/21/2022

Required Count *

Cancel m ‘

Cancel m

Account Detail: 1001451 - Fixed Rate First Mortgage

= Data & Security MNotes o < Tracking [ Documents

l 4+ Add H 4+ Add Sets l # Mass Edit l & Assign l &* Remove Assignment

Delete Selected Tracking Reqguirements X

Are you sure you want to delete these Entity Tracking Reguirements?

Cancel Delete

The entity item’s Activity Log is viewable beneath the View Activity button.

Account Detail: 1001451 - Fixed Rate First Mortgage

£ Dats & Security Notes () < Tracking [ Documents

B view Activity

N

l <+ Add H <4 Add Sets H # Mass Edit H - Assign ] =&* Remove Assignment H ] Delete l
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Activity Log x
63 Activity Logs Filter...
Activity Date Document Type Action User
3/21/2022 11:37 AM 960 Update Forrest Adams (fadams)

/2172022 11:36 AM 17 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.
X

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
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C) connect what matters,

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 DDG"%TE‘T.S

14 Documents

Filter.

Title Application Document Type Storage Date
1001451 003 Accounts 003 11/18/2020
10014517 003 Accounts 003 4/9/2021
1007451 ON3 Acconnte nn3 A4/9/2021

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.

L @
Grace Found / Valid Date Assigned
O Document Type “ Frequency Date Due Days Status Required Range To
O | @ ACCOUNT INFORMATION One-time 6/19/2018 12:00 1] Past Due 1/1 fadams Ir3
SHEET AM Exception

O DIRECT DEPOSIT One-time 7/18/2018 12:00 o Waived r4
AM

O SIGNATURE CARD One-time 6/26/2018 12:00 1] Found 3/1 =
AM

Requirements can be assigned to specific
users for fulfillment.

Current Status

Past Due Exception

Required Count *

1

Due Date *

06/19/2018

Exception Date

06/19/2018

Requirement Rules Documents

Tracking Requirement Detail: ACCOUNT INFORMATION SHEET

Notes

Status Override

Found Count

1

Grace Period *
o
Assigned To

& Forrest Adams (fadams)
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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.

A .
-;__(_-}-udenhﬁ &
= Document Tracking
£ Daa 4 Criteria
[ Documents >
Report Type *
4 Tracking L
# Desktop eSign > . @
Track Exception
% Online eSign >
22, Workflow > Track Exception (Grouped by Related User)
B Reporting v Track Found
Activity > Track Pending
Document Tracking Track Pending (Grouped by Related User)
Decument Storage Track Waived
Document Retention

Exception Status Override

An Exception can be waived or overridden if necessary.

] ACCOUNT INFORMATION One-time 12/29/2021 1200 0 Past Due 0/1 =
SHEET AM Exception
1. Select the Editicon. |[#
2. Beneath the Requirement Rules 1ab, | ;..\, requirement Detail ACCOUNT INFORMATION SHEET x
select the most the most
apprOpl’Iate StatUS from the Status Requirement Rules Dycuments Notes
Overnde drop-down menu and CliCk Current Status Status Override
B Save
-ll Save. Past Due Exception
(Not Overridden) @
Required Count *
. . . Multiple Match Except
Note: Statuses will vary by installation. See : S
o o o eze Not Required
your administrator for definitions and uses.
Due Date * Waived
Status Override D519/2012
Exception Date Assigned To
(Not Overridden)
06/19/2018 & Forrest Adams (fadams) x ¥
Multiple Match Exception
Not Required
Canc ' Save
Waived s
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A Best Practice is to include a note Tracking Requirement Detail: ACCOUNT INFORMATION SHEET *
regarding the details of the status override.
Adding a note under the Notes Tab here will Requirement Rules  Documents | Notes
create a note directly associated with the Fiter.
requirement (unlike a Note added under the This document s o longerrequires
entity Notes Tabl# <]y, Foressssome 6122018 st4057
Type a note here

Once the exception has been waived, the requirement will no longer show highlighted pink.
Notice the Note icon as well.

———

( 0 ).iCCOUN_ INFORMATION SHEET ~ One-time 6/19/2018 1200 AM 0 Waived 1/1 fadams =

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 12:00 AM 0 Found 3/1 rs
SeleCt the Edit iCOﬂ | fl Tracking Requirement Detail: SIGNATURE CARD x
Requirement Rules Documents Notes
1. Under the Documents tab, place a check E|
3 Documents Filter
next the incorrect match and click .
Save Invalid
Document Date Description Match Date Found
N\
[m] /3/2018 10:0: 280000000100 Stone, SIGNAT Al /] 19202 )
2. It may be helpful to add a Note under the @ L;R 018 10:04 zzj;?:lz.i[z}CGUDCUWDC tone, Rick SIGNATURE CARD L;\MQ 020 3:10
Notes Tab- O | ® 9/3/2020514 334774280000000100 Stone, Rick SIGNATURE CARD O 11/9/2020 3:10
PM 2020/09/03 PM
O | ® 9/3/2020516 334774280000000100 Stone, Rick SIGNATURE CARD 11/9/2020 3:10
PM 2018/10/03 PM

Tracking Requirement Detail: SIGNATURE CARD x

Reguirement Rules Deocuments @
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)”

No data to display.

Type a note here. £
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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

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.

:;{\. identifi a-
= Search Data

+ Add

(€ Ezn Update Tracking Status

>
0 Documents + Add Document Tracking Status
¥ Tracking & Displaying 50 o pemove Document Tracking Vieived
# Desktop eSign | Tie & Updatq Tracking Status Entity Type Storage Date Reauirements to Update
%~ Online eSign > Update Tracking Status
O 1001451 - Fixed Rate First Morigage Accounts 7/10/2017 Pending Requirements Only
&3 Workflow > R
Exceptions Only
B Reporting > 1001714 - Fixed Rate First Mortgage Accounts 7/10/2017 ot Pending Reauirements and Exceptions
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.”
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Account Detail: 334774280000000100 - Consumer Checking

Detail = Datz & Security @ Motes «f Tracking [ Docw
Add Add Sets Mags Edit - Assign & Remove Assignment )
+ + 4 =ns - ¢ & Mass Edit Tracking Requirement Rules x
Mass Edit Selected Reguirements |
3 Document Req uirements 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
@ ACCOUNT Onetime 6/19/2018 0  PastDue 11 G satus
INFORMATION Exception
SHEET -
Note

=
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Help

B Help i
® Help Center

B4 Contact Us

O About

Help Center

B Help b

connect what matters,

..( w identifi

Clicking on the Help Center link from the main menu will launch the
® Help Cent Identifi Help Center in a separate tab and will provide links to articles
37“1 and videos pertaining to topics within the Documentation Library.

* e D L

<« > C m 25 identifizendesk.com/hc/en-us

% DemoTrain Search... % DocDemoT 4 [BS Installation Sea.. 4% ZenDesk % & Identifi Home Page M Inbox (1282) - sheil.. G Google

3(:- identfi

Help Center

|: Q, search

SUBMIT A FEATURE REQUEST Q@ Identifi System Status @

Video Library

3 All Bookmarks

Documents Data & Tracking Workflow
Online eSign Desktop eSign eReceipt
% Hi Need any help?
’ Reporting ‘ ’ User Management ‘ ’ Installation & Troubleshooting Guides ‘ n

User manuals are located beneath the “Manuals and Release Notes” section.

Identifi Manualfh& Release Notes
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Users are also able to search within Documentation Library articles and view their most recent
search activity.

P -
3y e

Help Center o

Arficles in this section

Using the Scan Client

Using Dacument Search

®
) Using Uplink @ dyerago Upsied

Using Document Groups
The Identifi Scan Client is the module used to bring document images into the
Document Text Searches Documents archive.

P e VAdeo and instructions below:

Using the §gan Client Sesrching
Identifi Suppal wcurnents > End User

Rereving & Viewing
COLD Reports in Identifi

Using "Index" from Search
Results Menu

Connect what matters.

.(:Eﬁentiﬁ

Printing Document Type
Cover Shests

Printing Barcode ‘Watchon (€8 Yolibe
Separater Sheets

Printing Uplink User Cover From the Windows Start Menu on the P, locate the pplication Identifi.Scan and double-cick fo launch
Shests
2.

Contact Us

o Clicking on Contact Us will direct the User to the Identifi website “Contact Us”
R T page to submit feedback or a feature request.
=] Contacti#j:—
25 identifi.net/contact-us/ aQ ¥ @D & Q

] Ideﬂtlﬁ Home Banks/CU's Product v Company v Support Contact Us GET STARTED
@ comedohitmate

- v

Questions/Comments/Concerns Feature Request
Click here Click to enter a feature request
Get in touch!
Whether you have an important question or are just Identif
looking to learn more, our team is always happy to chat. 701 Enterprise Rd. E Building 900
Safety Harbor, FL 34695
First Name Last Name
Email

(727)725-4507

Please type any additional comments here.

Sales Inquiries

sales@identifi.net % Hi Need any help?
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About
5 rep Clicking on the About link from the main menu will display the Product Version
® support Information as well as a list of Enabled Features and licensing information (pending
@ Documentation permiSSion')
(i} Abo@ji
o e
"
. . 3
‘SE& dendr!
e
Product Version: 24.4.0.41
Database Version: 24.4.0.41
© 2025 Integra Business Systems, Inc.
Visit www.identifi.net for more information.
Unlimited-user license expires:

Enabled Feature(s)
Tracking
Workflow
Enterprise Report Management
Uplink
Internet Retrieval
Online Sign
Desktop eSign to Online eSign Bridge
Desktop eSign {Unlimited Clients)
eReceipt {Unlimited Clients)
Scan {Unlimited Clients)
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