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iChannek Course Overview

Welcome to iChann@&nd User course training

iChannel is a webased, Collaborative Content Management System with extensive document search
and sort capability, document versioning, online discussions, integrated email foaldyahat provides
82dzNJ 2NBI YAT I GA2yQa AYyF2NXIGAZ2Y G2 0S5 iCHah&aa)
facilitatesis powerful end user solution in a centralized system that facilitates communication and
collaboration within and across yoworganization. The result is a paperless office environment which
promotes efficient, simple, highpeed access to your data with a click of a mouse.

The iChannel Portal feature allows all the features and benefiShanneto extend to your clientsrad
other organizations that you choose to share information ancabaltate with.

—
EON r Toma  comi  rmana v poane s

LI O

[}

UPLOAD

Activity Request
1 System b

[BUplaaded Documents (documents which have not been accepted yet)

9 Bovenland
Enty Type Document « vear Detail Praview Replace Folder
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CourseOverview

Identifying the core building blocks and conceptisiChannel is vital in understanding how the
centralized systemisusedioRSy i AF¥e > OF iS3I2NAT S IyR aiGd2NB @&z
With iChannel, uss in your organizatiowill:

@& Standardize procedures
@ Increase efficiency
@& Enhance client services

ThisiChannel course is organized imtodulesand as arexercisebasedapproach with a combination
of group discussions and hands application simulations to establish a foundation for iChannel.

Throughout this course, you will practice working with what y@arn with the use of instructor, group
and selipaced, and knowledge checks exercises designed to apply to your own business model anc
business policies and procedures.

The following illustration provides an overview of the workflow process for iChgmasénted in this
course.

/ Your organization will determine your security profiID
Therefore, certain iChannel modules, features (ability t
view | add | edit | delete) might not be within your
access.

If you feel you should have access to any featptease
contact yourSystem IAdministrator.

\_ )

Getting iChannel
Started Dashboard

Document Workflows )
CRM iChannelDesk
Management ‘ (Projects)
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Modulel: Getting Started withiChannel

e<= Administrators and End Users have easy access to iChannéChadneDesk Depending on your
. needs and permission level, your system administrator can grant or limit as many of the iChannel
features as necessary. A login will be required for anyone within the organization who will be using
iChannel tools and featas and/or requires access to any module within iChannel

Module Overview

The follow exercise will introduce the building blocks and toolSeiting Started with iChannel

iChannel Document Workflows

Dashboard Management CRM (Projects) iChannelDesk

N Login to iChannel

Steps for Logging in to iChannel

Enter your definedChannel URRddress in a browser window.
1 Go to https// to access iChannel
/Browsers and Resolutions recommendations \

1 Desktopg supported Browsers for Direct Mode editing:
o Microsoft InternetExplorer v11.379 and above
A |E Edge is not supported.
0 Google Chrome v72.0 and above (only for Windows)
1 Resolutiong; recommended screen resolutions:
o 1280 x 1024 (5:4 ratio)

k 0 1920 x 1080 (16:9 ratio) /

In the User IDfield, enteryour organizational specifidser ID credentials

10
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In the Passwordield, enteryour unique password (remember Passwords are case

sensitive.

1 User ID & Password®quirements vary by organization. Please contact your
system administrator for your unique User ID and Password requirements.

In the Site Name your organization name should b
displayed.

o . : &) CONARC
1 Your organization Site Name is:

User ID

be

Password Or

Checkhe Sign me in automaticallgheckbox if you want
iChannel to remember yourogin credentials. ®

Clickthe Loginbutton.

Once logged into iChannel, the first screen that will display i$@hannel Dashboard

“ Include Tnactive Search ¥ @™ & (Logout
®

’h CONARC
Contacts  Calendar  Routing  Projects  Pipeline  System &V ICHANNEL

(oo Ml e Wl o

[ My Recent Entities -] = My Tasks [-]
Entity Accessed + Ranking Assigned. | Underwood, Bobby ~ | Nothing sslected - @
n n Shelty's Bridge Thrift Shop (SB-0001) 3nowsage g
O O o= Jdavsage g Entity Status = Start
Shelby's Bridge Thift Shop (SB-0001) InProcess  1/31/20
(= [ o 2 nlal Health (SMITH20) Joaysage g
Total: 3 Show[B ¥ [ Shelty's Brigge Thaft Shop (SB-0001) InProcess 1112018
Smith Community Mental Health (SMITH20) InProcess 1/1/201¢
[E My Entifies ]
Smith Community Mental Health (SMITH20) In Process  1/31/20
& My Contacts @ Smith Community Mental Health (SMITH20) Not Started 2/15/20
Action ContactEntity Ranking
n m Grotius, Frans ° Smith Community Mental Health (SMITH20) Not Started 2/17/20
s dge Thiift Shop (SB-0001) nith
n m U Bobby ° Shelby's Bridge Theift Shop (SB-0001) Mot Starled 215720
Total: 2 Show[25 v | 0 PexRebim 2019
Total: 7 snow[25__* I‘
£ My Documents -]
Type Title Year Entity Modifi = My FijeClS [~
B =  Workowand Document Management-Merged 2019 Shelby's Bridge Thifl Siop (SB-0001) 7/16:2
o = Assigned: Pmary v  Underwood, Bobby = | MNothing selected
I_ﬂl Tax Retumn-02 15 2019 2018  Shelby's Bridge Theft Shop (SB-0001) €/24/2 n )
Total: 2 Show |25 v ~ Order Project Status Due
L 1 1040 Tax Return 2019 In Process
J D n St C oo i Menal Hoalth (SUITLON m
iE arc, Inc. All Rights Reserved

11
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Module 2: iChanneDashboard

esa o Once logged into iChannel th€hannel Dashboards the first window you will see. The iChannel
(L Dashboard displays a summary of your personal settings, or Widgets. There are three (3) main areas
the iChannel Dashboard

& iChannel Banner
@& iChannel Quick Search and Quick Links

@ My Dashboard
ModuleOverview

The follow exercise will introduce the building blocks and tooth®fChannel Dashboard

iChannel
Dashboard

Workflows
(Projects)

Getting
Started

Document

Management CRM

iChannelDesk

Contacts  Projects  Pipsline

Calendar  Routing  New Routing System
-
I My Entiies iChannel Banner My Tasks ° 1My Dod iChannel Quick Search and
e Quick Link
O [ sruenisg My Projects P 10 data avalia,_
o y r * SR Thaenucod, Boooy . — T
. Nothing selecied °
° Order Project Status fﬂM [ d D " °
NO data avallable n table et SELEL)
Tout 4 snow[m v [ aowngotons s[5 V] Assigned Underwocd, Boboy. S
F - e o ver | ey Assignea By Dus
Mo data a table
O €My Deliverables ° ShowingOtoDof  Show[25__ 7]
* Accessed Ranking e = enlries
6Lacy Magby Test Entity (TESTING ID-123123) amonthage & o Sonslat
9 L b 2 €4 My Checked-Out Documents o
37 mintes 300 o Task Entity Status Due
hourago o No data availat Assigned  Undenwood, Babby n
- Type - Title Year Entity Due
9 minutes Snowing O 16
My Dashboard -
35 minules ago @ ShowngOto0af  Show[25 v
[ 0 eaes
4 M 5 € My Recent Documents °
start m — Type Ttle + Year Entity Accessed Ranking
& My Contacts ° No data avalable in table
Action ComacuEnty Phons Ranking § somgowoar  wow[E ]
[0 -] rwood, Bob s g wizs  v] P .
Total: 1 show [ m
£ Activity Monitor for Entities o
Underweod obby S @ ﬂ
Entty
@ Aonwrals Bank
£3AGH0 Insurance (AgPro M)
\‘ iCh |
D iChannel Banner
. - r NS 4 ~ w Ve ye ~ ol
0 iChannel Home icog ad € 2 dzN¥ O2YLJ yeée (232 gAttft Iftglea |

company logo will always take you back to the iChannel Dashboard from any window in iChannel
0 iChannel Moduleg the navigation module(g)rovide quick access to different areas@hannel
including:
A Filesc allows users to search for documents acr8#gs

12
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Contacts; allows users to search for Contacts and&ites lased on more specific information.
Workflows¢ allows users to see aWorkflow Projectsand have more searching capability and
reporting.
SystemAdmin Module only] allows Administrator system admin rights to iChannel.

ﬂ Additional details on eacithanneModule will be detailedurther inthis guide

™

>

\Q QuickSearch

(0]

Quick Search allows uses to quickly search foiSitesor
Contacts.To perform a quick search, you will need to enter at
least3-charactersin the search field. If you want to include
inactivesites| contacts in your search, put a check in timelude Inactiveheckiox.
Quick Search Results
A Selectthe Folder iconto access thdocument Management Arear documents associated with
the Site.
A Selecthe SitesNameto access the CRBitedetails page.
A Type/ID/Industry and Client IDis provided that links from external applications. IeSTAR,
Practice Managements, Salesforce, to name a few.
A Contactsc list the Main Contacts, Linked Contacts, Internally Assigned Contacts f@ithat

Domain (Root)Sites¢ If you have permission to view additional
Domainsites, next to Quick Search is a douttevn-arrow, click the
arrows The Quick search changes to a ddopvn (Access to other
domainsites depends on your security. Not all users have access to
other sites and will not see them listed if access is restricted).

iChannel Supporg click  to access iChannel Support
My Activitiesg click  to access activities associated with your User ID acroS#ed!

User Profileg click to access and edit information in your profile. (i.e. updating your email
signature for sending emails froi@hannel)

0 Logoutg click the Logout button to securelgd out of iChannel.

;\3 My Dashboard
o Editgclick to open the iChannel My Dashboard editor to customize your dashboard.
0 Managec click to open the iChannel Manager Dashboard options.

0 iChannel Widgetsc customizable area where each user adefinedzy A lj dzS &G ¢ A R 3
display vital information about their clients, documentgrkflows tasks, to name a few.

Items that appear on your iChannel Dashboard are controlled by your Sy
i IT Administrator andgur iChannel Security Group settings.

Please contact your System IT Administrator if you do not have access 1
features on the iChannel Dashboard.

.




























































































































































































































































































































































