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iChannel — Course Overview

Welcome to iChannel End User course training

iChannel is a web-based, Collaborative Content Management System with extensive document search
and sort capability, document versioning, online discussions, integrated email functionality that provides
your organization’s information to be accessible by anyone, at any time, from anywhere. iChannel
facilitates is powerful end user solution in a centralized system that facilitates communication and
collaboration within and across your organization. The result is a paperless office environment which
promotes efficient, simple, high-speed access to your data with a click of a mouse.

The iChannel Portal feature allows all the features and benefits of iChannel to extend to your clients and
other organizations that you choose to share information and collaborate with.
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Course Overview

Identifying the core building blocks and concepts of iChannel is vital in understanding how the
centralized system is used to identify, categorize and store your organization’s important documents.
With iChannel, users in your organization will:

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

This iChannel course is organized into modules and as an exercise-based approach with a combination
of group discussions and hands-on application simulations to establish a foundation for iChannel.

Throughout this course, you will practice working with what you learn with the use of instructor, group
and self-paced, and knowledge checks exercises designed to apply to your own business model and
business policies and procedures.

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

~

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

If you feel you should have access to any feature, please
contact your System IT Administrator.

\_ )

Getting iChannel
Started Dashboard

Workflows
et CRM iChannelDesk
Management (Projects)




Module 1: Getting Started with iChannel

Module 1: Getting Started with iChannel

1 I

iCHANNEL

Administrators and End Users have easy access to iChannel and iChannelDesk. 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 features and/or requires access to any module within iChannel.

Module Overview

The follow exercise will introduce the building blocks and tools of Getting Started with iChannel.

Getting
Started

CRM

Dashboard Management

iChannel Document Workflows

(Projects)

iChannelDesk

N Login to iChannel

Steps for Logging in to iChannel
m_

Enter your defined iChannel URL address in a browser window.
e Go to https:// to access iChannel

/Browsers and Resolutions recommendations

e Desktop — supported Browsers for Direct Mode editing:
o Microsoft Internet Explorer v11.379 and above
= |E Edge is not supported.
o Google Chrome v72.0 and above (only for Windows)
e Resolutions — recommended screen resolutions:
o 1280 x 1024 (5:4 ratio)

k o 1920 x 1080 (16:9 ratio)

~

In the User ID field, enter your organizational specific User ID credentials.

10
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In the Password field, enter your unique password (remember Passwords are case
sensitive).

e User ID & Passwords requirements vary by organization. Please contact your
system administrator for your unique User ID and Password requirements.

In the Site Name, your organization name should be
displayed.

T . & CONARC
e Your organization Site Name is:

User ID

be

Password Or

Check the Sign me in automatically check-box if you want
iChannel to remember your Login credentials. e ®

Sign me in automatically

Click the Login button.

Once logged into iChannel, the first screen that will display is the iChannel Dashboard.

‘.-‘ {2 CONARC Inchude Inactive Search ¥ @ & (Logout
tLA Contacts  Calendar  Routing  Projects  Pipeline  System ®)icHANNEL
@ My Dashboard + & ot [l @manaoe il o Il © |
[E My Recent Entities -] = My Tasks -]
Entity Accessed + Ranking Assigned. | Underwood, Bobby ~ | Nothing sslected - @
n n Shelby's Bridge Thift Shop (SB-0001) 3nowsage g
B B o vemosic Jdavsage g Task Entity Status = Start
. Organize Documents Shelby's Bridge Theft Shop (SB-0001) InProcess  1/31/20
n n Smith Community Mental Health (SMITH20) Joaysage g ﬂ cagu B
Total: 3 Show[B ¥ [ Shelby's Brigge Thaft Shop (S8-0001) InProcess 1117201
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 215720
Action ContactiEntity Phane Ranking

L 555-555-1313 Smith Community Mental Health (SMITH20) Mot Stared 2/17/20
Thift Shop (SB-0001) 35555551616 Caopied to Smith
0 Shelby's Bridge Thift Shop (SB-0001) Nol Started 2/15/20
Total: 2 show[25 v |
Show[25 v 1
. ,
£ My Documents -]
Type Title Year Entity Modifi = My FfOJeCIS [~
B =  Workowand Document Management-Merged 2019 Shelby's Bridge Thifl Siop (SB-0001) 7/16:2
o = Assigned: Prmary v  Underwood, Bobby = | MNothing selected
GJ Tax Retumn-02 15 2019 2018  Shelby's Bridge Theft Shop (SB-0001) €/24/2 n
e
Total: 2 Show[25 v ~ Order Project Status Due
. @1 1040 Tax Retum 2019 In Process [
D n Soith Com i Mereal Hagih (ALY

11
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Module 2: iChannel Dashboard

o= Once logged into iChannel the iChannel Dashboard is the first window you will see. The iChannel
Y4 pashboard displays a summary of your personal settings, or Widgets. There are three (3) main areas on
the iChannel Dashboard.
@& iChannel Banner

@& iChannel Quick Search and Quick Links
& My Dashboard

Module Overview

The follow exercise will introduce the building blocks and tools of the iChannel Dashboard.

Getting iChannel Document CRM Workflows

iChannelDesk
Started Dashboard Management (Projects)

’ Pipeline  Calendsr  Routing  NewRouting  Systm > i L.:‘ ‘T:NQA NNEL | TEm e @ 0 @ e

iChannel Quick Search and

iChannel Banner My Tasks ° £ My Dog ; p
e Quick Link
My Projects e Toomaavaia,
L KeSigRagT Py = Didernood, Booy ~ —
Dentnes
. Nothing selecied - °
= order Project Status Due n
°
No aata avaiiabie I taie @My Assigned Documents o
o] moumsonan | wo[ET] R0 Undeva Sty -
Denmes Type - Tme - ver - Enmy Assignea By Dus
No data available in table
[ My Recent Entities ° om0l ol Show [T
My Deliverables ° ing
Entity + Accessed Ranking e Ty 0 enlries
e -
n n 6Lacy Magby Test Entity (TESTING ID-123123) amonthage & ng == = = o
ing selec -
n m Acadia Res 37 minutes ag0 g . oty Status oue €1 My Checked-Out Documents -]
O Qe gPro-M) mhorage o o data avaial] Assigned Jndenwacd, Babby - o
Type  * Title Year Entity Due
Conarc. Ino-Main (R9) [CONARG-MAIN) ___in 3 minutes | Snowing 019
oo . My Dashboard -
n m SRU Entity (SRU.00T 35 minutes ago g Showing 010 0 of show[25 v
Total: & snow[25 v K £ My Cal o entnes
Assigned  Undenwoud, Botiby -
’ " y €)My Recent Documents °
Mothing selected = 3
e s - sk ype ot m nd Type  Title . Year Entity Accessed Ranking
ly Conta No data available In table
nction f— No data available In table -
Showing 010 0 of show[25 v ;mn'f’r‘mo“”"’ Snow|2s v
O oeniies enines
Total: 1 K|
£ Activity Monitor for Entities o
Underweod obby S @ ﬂ
Entity -

Agmrais Bank
01 AGH50 Insurance (AgFro-N)

E iChannel Banner
o iChannel Home icon — “your” company logo will always display at the top left. Clicking your
company logo will always take you back to the iChannel Dashboard from any window in iChannel.
o iChannel Modules — the navigation module(s) provide quick access to different areas of iChannel
including:
®  Files —allows users to search for documents across Sites

12
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D Quick Search

Dashboard

iCHANNEL

Contacts — allows users to search for Contacts and/or Sites based on more specific information.
Workflows — allows users to see all Workflow Projects and have more searching capability and

reporting.

System (Admin Module only) — allows Administrator system admin rights to iChannel.

®  Additional details on each iChannel Module will be detailed further in this guide.

o Quick Search - allows users to quickly search for Sites or

Contacts. To perform a quick search, you will need to enter at
least 3-characters in the search field. If you want to include

Include Inactive

«

inactive sites | contacts in your search, put a check in the Include Inactive checkbox.
O Quick Search Results
Select the Folder icon to access the Document Management Area for documents associated with

o Domain (Root) Sites — If you have permission to view additional
Domain sites, next to Quick Search is a double-down-arrow, click the
arrows. The Quick search changes to a drop-down (Access to other
domain sites depends on your security. Not all users have access to

the Site.

Select the Sites Name to access the CRM Site details page.
Type/ID/Industry and Client ID is provided that links from external applications. l.e. — STAR,

Practice Managements, Salesforce, to name a few.

Contacts — list the Main Contacts, Linked Contacts, Internally Assigned Contacts for that Site.

Company Search Results

Files Name

Type/FEIN/Industry Custom Fields

Contact List

[=Hide Projects

(=] Shelby's Bridge Thrift Shop
103 Main Street

Sudan, Tx 79371

I 555-555.5478
www.shelbysbridge.org

1 Records

Client
SB-0001
Retail

Partner: Lacy
Magby
Manager:
Bobby
Underwood
Biller: Jennifer
Farrell

Tax ID: 01-
123456

Clay Cannon

Frans Grotius

John Carpenter' Tim Ellis

Donna Jggnson

Add Contact

Shelby Smith Shannon Wilson

=L Frans Grotius

Bobby Underwood

Summer Underwood

=5 1040 Tax Return 2019 - Bobby Underwood - 07/17/2019
2018-Tax Return-Non Profit - Lacy Magby - 06/25/2019

Email Selected Contacts Create Activity

other sites and will not see them listed if access is restricted).

o iChannel Support — click D to access iChannel Support.

iChannel Demo Site v
---Search sites...
Root Sites
iChannel Demo Site
Extranet Sites | a
Shelby's Bridge Thrift Shop

iy
o My Activities — click '~/ to access activities associated with your User ID across all Sites.

~
o User Profile — click ®to access and edit information in your profile. (i.e. updating your email

signature for sending emails from iChannel).

o Logout — click the Logout button to securely log out of iChannel.

D My Dashboard

o Edit —click EED to open the iChannel My Dashboard editor to customize your dashboard.

o Manage — click to open the iChannel Manager Dashboard options.
O iChannel Widgets — customizable area where each user can define unique “widgets” to
display vital information about their clients, documents, workflows, tasks, to name a few.

Items that appear on your iChannel Dashboard are controlled by your System
IT Administrator and your iChannel Security Group settings.

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

13
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JiChannel Dashboard — Widgets

e == o The iChannel Dashboard is highly customizable area where each user can define unique Widgets to
L2 display vital information that is important to that user to manager their clients, documents, workflows,
and tasks, to name a few.

iCHANNEL

oo
£l My Entities ° = My Tasks ° @) My Documents °
Ranking - Tpe  Twe  ver + Entry Motied Ranking
n n . & My Projects ° N daa avaiabie in tatie
oo o Adigrac Py ot | Rtanm oty = t s
oo ° Notning selected - He.epm
Proct Stan o
oo ° . 2 )My Assigned Documents °
Total: 4 Show 1 show[25__v] Assigned | Undemwood, Bobdy -
Type ~ Tie Year Entity Assigned By Due
No da avatatee ntabe
E My Recent Entities ° " =
EI My Recent Entt @) My Deliverables ° Showng 0100 Show [
- Accesssd  Ranking Dentres
g O STING ID.123123) amonthago o Asred Sosvosd. nobly %
il N seecies Sl - BC
e My Checked-Out Documents °
[~ o] T AN 200, & Task Entit status [ @My
oo & AGProM) o ot vl Assignea | Underwood, Boby - M
= Tee - Tme Year Enuy ove
1) [CONARC AN nowing 01d :
g Q- Dashboard Widgets &
O Qg= sowmgot0oor  snow[35¥]
Total: 5 % v 7] My C Seme
Assigned.  Undenwood, Bobby -
‘ > e TRCN ° My Recent Documents °
- Yer - Emuy Accessea Ranking
4 My Contacts ) Wpe st ol
Action Prone Ranking s :
- snow 3]
o R —
Total 1 0
£3 Activity Monitor for Entities °
Undenwood, Bobdy - B 28
Envty

© Admals Bank
£3/AGID0 Insurance (AGPTO-M)

Module | Widget Description

Activity Monitor for Contacts| Displays the Activities for the Contacts and Entities you have

Activity Monitor for Entities | selected for My Entities & My Contacts. Settings let you choose the
contact list and number | date range of the activities.

My Calendar Activities Display a list of the Calendar Activities you are associated with and
the settings let you choose the person, status, and date range to be
displayed.

My Contacts My Contacts & My Entities display a user’s “bookmarked” contacts

My Entities and File Area. Each user will select a Star Rating for Clients | Sites

CRM . .
and Contacts to have them displayed on their dashboard. Once
displayed, users have one-click access to the Document
Management Area, Discussion, Activities, & CRM record or that
Client | Site or Contact.

Recent Entities The recent client’s area provides links to the client area you have
last accessed. The latest one will be placed on top and move down
the list as you visit other file areas. You may click on the folder to go
to the document management area for that client.

My Assigned Documents Display the documents you have checked out and their due date.

My Checked-Out Documents | Also displays any documents that have been assigned to you and the

My Documents corresponding due date.

Files Recent Documents My Recent Documents provide links to documents you have
recently accessed. You can click the folder icon to go to that client
document management area or click the document name to open
the document. Use the Star Ranking to bookmark the document on

14
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your dashboard. The Type column displays the file format for the
document.

My Deliverables

This widget is for users of the Workflow Module that are using the
Custom Deliverable grid. Displays the Deliverables and due dates for
the Projects you are assigned to. Each Deliverable will be associated
to a status to show their progress. RED — overdue. V7! 0/ —on-
hold. GREEN — in-progress.

My Projects

My Projects (Workflows) display all the workflows where the user is
listed as the “primary” contact person. Tasks are listed by the order
number. Viewable information includes the project name, due date
and any assigned Workflows. Sites listed for the workflow are also
displayed in the widget. Each Workflow will be associated to a status
to show their progress. RED — overdue. V7! 10"/ —on-hold. GREEN
—in-progress.

My Tasks

Display a user’s designated tasks that have not been completed.
Clicking on the checkmark icon (far right) will mark the task as
“Complete”. Use the Assigned drop-down list to see other users
assigned Tasks, Sites listed within the widget.

Dashboard Layout | Icons

Icons \ Description

Click the folder icon will direct the user to the Document Management Ara for a
Site.

Click the information icon will direct the user to the Last 10 Activities, Last 10
Discussions, and Quick Add Discussion for that Site.

@ My Dashboard ~

Click the My Dashboard icon to display additional dashboards that you have
permission rights to view.

Click the up-arrow to “Hide Widgets”, click the down-arrow to “Show Widgets”.

0]
m Grotius, Frai

PR
EA Create Email
@ Open Website

Click the information icon with the down-arrow to quickly Create an Email for that
site or to open the site website.

Ranking v

Star Ranking allow the user to “Favorite” a Site, Contact, Documents from 1-5 Stars
(5 Highest, 1 Lowest). Once you have ranked with a star, it will show under any
widget that begins with “My”. To clear a star ranking, click on the “minus” icon
next to the stars.

%) iChannel Dashboard — Customize Your Dashboard Layout | Create New
Dashboard (Admin Permission)

e == o If your System IT Administrator | Organization has given you access rights to the Edit or Manage
e features; you can add, edit, modify your widgets on your iChannel Dashboard. In addition, your System
IT Administrator | Organization might create an organizational “default” dashboard for your use.
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—
E o0

= My Tasks ®

= My Projects ]
€9 My Deliverables ]

Customizing Your Dashboard

Steps for Customizing Your Dashboard

Select or ensure “My Dashboard” is listed. If not, use the drop-down arrow to find the

dashboard you want to customize.

Select the (Open Editor) icon, the My Dashboard Editor window will display.

ek saen CER=—]

v e @VCHANNEL

> B OoEaon
°

L
B ow
&

nnnnnn

To update the dashboard name, enter a new name in the Dashboard Name field.
To update the Number of Columns that will display on the dashboard, click the drop-down
arrow and select either 1, 2, or 3 columns. (It's recommended to default to two (2) columns).
To add additional widgets to your dashboard, select the drop-down arrow next to the Module
field.

e CRM - (6): six widgets can be added to your dashboard

o Recent Entities, My Contacts, My Entities, My Calendar Activities, Activity Monitor for Contacts,
Activity Monitor

e Files —(4): four widgets can be added to your dashboard
o Recent Documents, My Documents, My Assigned Documents, My Checked-Out Documents

e Workflow —(3): three widgets can be added to your dashboard.
o My Tasks, My Projects, My Deliverables

16
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|SE\e|.1Mudule = |

Widget | CRM - (8) |
Files - (4)
Projects - (3)

Next, select the drop-down arrow next to the Widget field. From the list, select a widget then
click the Add Widget button to add that widget to your column (either Column 1, Column 2 or
Column 3, depending on the number of columns you have selected).

o conmas

Recent Documents

To order your Widgets, click + hold down the left side of your mouse, and drag the widget to a
new order. The order of the widgets in the Column, determine how they will appear on your
Dashboard.

© Add Widget

Column 1

Romnd Tulilivn qr ]
My Documents ’ =

SRS q b e -

Recent Documents "/ x

. To remove a Widget from your Dashboard, click the “red X” icon next to the widget in the
4
column.

To save your updates, click the SAVE button. To cancel your updates, click the Cancel button.

[ = I

Creating a New Dashboard (Admin Permission)
Steps for Creating a New Dashboard

I icon, the My Dashboard Editor window will display.

—
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iCHANNEL

(o cot [l o vorsco I Il

Manage Dashboards

o

£ial LS L

The Dashboard | Manager window displays.

. CONARC

@) iCHANNEL

Click

cametmions 3 i ' The Dashboard Assigned Editor - Admin Mode

page displays.

@ Dashboard | F Manager | (£ Editabla Dashboard Editor

Editable Dashboard
B Dema (ROOT)
Subscrbes Without Dashboard

Is Enabled e Create for Cument O

Subscribers
Is Defaull DashboaI: Create 10f New SUBSCTiDers: (

Dasnboard Name | |

Number of Cokiming a

Hodse: | Select Module - |

vidot [Fre 2

Column 1

Editable Dashboard

°

Editable Dashboard

By default, the Is Enabled “slide-bar” is set to enabled.

By default, the Create for Current Subscribers “slide-bar” is set to enabled.
If the new dashboard is to be the “default” dashboard, move the “slide-bar” from disabled to

enabled.
By default, the Create for New Subscribers “slide-bar” is set to enabled.
Editable Dashboard

Subscriber Site: Demo (ROOT)
Subscribers Without Dashbeard: m
Is Enabled Y Create for Current Y
e © gemonm @)
|s Default Dashboard: Create for New Subscribers: C;.

18



Module 2: iChannel Dashboard

iCHANNEL

To update the dashboard name, enter a new name in the Dashboard Name field.

To update the Number of Columns that will display on the dashboard, click the drop-down
arrow and select either 1, 2, or 3 columns. (It’s recommended to default to two (2) columns).
To add additional widgets to your dashboard, select the drop-down arrow next to the Module

field.
e CRM - (6): six widgets can be added to your dashboard

o Recent Entities, My Contacts, My Entities, My Calendar Activities, Activity Monitor for Contacts,

Activity Monitor
e Files —(4): four widgets can be added to your dashboard

o Recent Documents, My Documents, My Assigned Documents, My Checked-Out Documents

e Workflows —(3): three widgets can be added to your dashboard.

o My Tasks, My Projects, My Deliverables

Module:

| Select Module

Widget: [ CRM - (8)
Files - (4)
Projects - (3)

Next, select the drop-down arrow next to the Widget field. From the list, select a widget then
click the Add Widget button to add that widget to your column (either Column 1, Column 2 or

Column 3, depending on the number of columns you have selected).

Wisge

nnnnnnn

To order your Widgets, click + hold down the left side of your mouse, and drag the widget to a
new order. The order of the widgets in the Column, determine how they will appear on your

Dashboard.

© Add Widget

Column 1

My Documents

To remove a Widget from your Dashboard, click the “red X” icon
next to the widget in the column.
To save your updates, click the SAVE button. To cancel your
updates, click the Cancel button.
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Module 3: iChannel Document Management

L 1

iChannel provides a single point of management from which users can view and access documents from
anywhere at any time. iChannel provides the company with standardization, version controls and the
ability to administer retention policy.

iChannel can handle an entire firm’s content and specialized integration points to speed up data
collection and standardize processes. Manager all your documents in their native file with flexible file
sharing via email and secure access for multiple users. Take collaboration to a whole new level with
indexing, versioning, online discussion and extensive search and sort features, as well as check-in and
check-out of documents with history tracking.

_— -
(.‘ (" CONARC Include Inactive [shelby ¥ @™ & (Logout
LA m Contacts  Calendar  Routing  Projects  Pipeline  System B icHANNEL
|- Shelly’s Bridge Thrft Shop(SB000) . v @ =k id @ ¢ |
® Title/Description ' Content Exclude Emails Drag documents here to upload or

T D[ e o) sews ) (e [uman
Filter « a 1 =
*Y"a”]‘““’—“““‘ £ Type Year Title= Size Calegory Modified Created By Created Links  Parent

= {J 2021

& ¢ 2020 ® T 2019 Invoice-05012019 442k Fees 06/27/2019  Imagby 06/27/2019 Administrative
e Draft 11:51 AM

® ¢J 2019 f y

= ¢J 2018 & T 2019 Qi-Flnancial Stmt-04 05 2019 129k Financial Statemer 07/16/2019  Imagby 06/24/2019 P e
o 9:28 AM

@ ¢ 2017 Final/Locked

= ¢ 208 3018 T ot Moo Akt @

# ¢l 2015 @ T 2019 Q1-Workpapers-04 02 2019 H Imagby 06/24/2019 Audit

& O 2018 i iChannel Document Management

= ¢J 2013 ®) @R ani0 T noeuen 0245 2n40 e ne34 1040 8 .,

v N File Area

& Categories: =

1] Check/uncheck All 7 T 2019 Workflow and Document bobby.underwood 06/27/2019 i Bond
4 [ | administrative 9:21 AM
[ Billing Assigned
[[lBusiness Dev * 1040 Tax Return 2019
Check
| |Correspondence
| |Engagement Mgmt
Fees
[[tegal
Audit
Bond

. Document Count: 5 page[1 |of1 0o ¥ o Columns
ax

Module Overview

The follow exercise will introduce the building blocks and tools of the iChannel Document Management.

i iChannel Workflows
Getting | Document CRM ) iChannelDesk
Started Dashboard Management (Projects)

In this module, iChannel Document Management, the following topics will be reviewed in detail:
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Table of Contents

iCHANNEL

‘) Document Management (File) Area Search — Global Search ) ichannel Document Management Features

%) Document Management Area Search - Client | Site

%) Document Search

) File Area Overview
N iChannel File Header | Filter bar

Document Search Features

Discussions | Activities Summary Quick Link
Show Activities Quick Link

Projects Quick Link

iChannel Mail Quick Link

Add New Document Quick Link

Security Icon

Advance Search Icon

Title/Description or Content filter

Type | Year | Status filters

Filter | List All options

Document Drag-and-Drop feature

\D iChannel Filter Topic | Subtopic Category

Filter: Categories

Filter: Tags

\3 iChannel Document Management Area — File Listing

Q

Q

iChannel Document Management Area Overview:

Column Feature

iChannel Document Management Area Overview:

Action Icons

IChannel Document Management Area Overview:

File Listing Icons

Direct Editing | Stream Mode Editing | Off-line Editing
Document Email Notification for iChannel

Document Email Notification for iChannel Turn ON
preview for Emails and PDFs

Action Icon:

Document Properties

Action Icon:

Copy Internal Link

Action Icon:

Document History

Action Icon:

Discussions

Action Icon:

Assign Tags

Action Icon:

Version and Open

Action Icon:

Check-Out

Action Icon:

Check-In

Action Icon:

Permissions

Multiple Document Feature — Gear Icon

S|
!
2
N
S|
)
Q
Q
!

N
Q
Q
9
N
Q
Q
N
N
Q
Q
N
N
Q
Q

Gear Icon:

Email

Gear Icon:

Request Docs

Gear Icon:

Copy to Zip

Gear Icon:

Assign Status

Gear Icon:

Assign Tags

Gear Icon:

Merge PDF’s

Gear Icon:

Secure PDF’s

Gear Icon:

Copy Internal Link

Gear Icon:

Check-Out | Undo Check-Out |

Check-In
Gear Icon:

Undo Check-Out

Gear Icon:

Check-In

Gear Icon:

Create Portal Request

Gear Icon:

Assign To

Gear Icon:

Move | Rename | Copy

Gear Icon:

Rollover

Gear Icon:

Re-Categorize

Gear Icon:

Publish and Link

Gear Icon:

Publish Only

Gear Icon:

Link Only

Gear Icon:

Unpublish / Unlink

Gear Icon:

Copy to Folder (Append)

Gear Icon:

Copy to Folder (Replace)

Gear Icon:

Mark for Deletion

Gear Icon:

Delete
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%) Document Management (File) Search — Global Search
From the iChannel Dashboard Banner, select the Files link to open the Document Management Area
Search screen. The Document Management Area Search and Document Search features let you look
for clients by defining client filter options and allows you to search for documents by defining document
filter options. iChannel provides default search fields and includes a separate section, where an
organization can define up to 15 unique filter options.

The Document Management Area Search screen also allows the combination of client filter options
with the document filter options to help you narrow the search results. The Save Criteria feature will
allow users the opportunity to save their filter settings for future use.

Overview: Document Management Area (File) Search — Global Search

From the iChannel Dashboard Banner, select the Files link. The File Area Search | Document Search
screen will display.

If.“ (g coARe
¥
SCAM Fies | Contacts  Calendar  Routing  Projects  Pipeline  System O iCHANNEL
| File Area Search Document Search
| (eoraidl Eemed i Include File Area Search Criteria.
Company Name: Document Title:
FEIN: U Search Descriptions
Document Type: [ word AC -
Type: for
= O Excel Al
Last Modified: . ASP
. Powerpoint CAB
Industry: @ oot oe
BT L @ Email DOCX
Group poT ~
Entity Document ID: |
Manager Full Text/Content: | ]
Year: v

Biller
Status: |
Tax ID
Category: | v
") Expanded Active: YES ¥

Company Search

Permanent Documents
Created ¥ |:
Sort By: | Date

& Al Created ' Checked-Out ' Modified
User ID:

) Show Company with missing documents of the above criteria.

O Export search results to text file.

Save Criteria

%) Document Management Area Search: Client | Site

e Begins with — select this option to search for a Client | Site where the search will look for the first few
letters of the client | site name you define.
e Exact Match — select this option if you want to search for a Client | Site where there “must” be an exact
match on any filter you define.
e Filter Options — enter any information you have about the client | site.
o Entering a name or partial name will list any client | site which contains a portion of the text
you entered.
o The more filter options you define will narrow your search results allowing you to find the client

| site quickly.
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e Expanded —select the Expanded checkbox if you want to include the client address in the search results.

e Active | Inactive drop-down — select Active to only include active clients in the search results. Select
Inactive to only include inactive clients in the search results.

e Save | Clear Search Criteria — click the Save Criteria link to save the data you have entered in any search
field to use these filter options in the future. Click the Clear Criteria link to clear any saved search
criteria.

o Thisis useful when repeatedly searching for the same type of client or doing repetitive searches
where only a few field values will change.

Click the Company Search button. If you choose to not enter any filter options, all clients that you
have permission to view will be returned.
o From the Search Results screen you have additional options:
= (lick on the Search Listing to do a new search
= (lick on the Site Name to access client CRM screen
= (lick on the Folder icon to go to the clients Document Management Area
= (lick on the Email icon to go to the client’s Email Area

Search Results ((Search Listing )
Name Company Type FEIN Partner  Group Entity Manager Biller Tax ID Modified Contact
o Adams Systems, Inc Client ADAMS09 ADAMSO09 01/17/2019 09:09 PM 1
o Admired Transportation, Inc Client ADMIR-1 ADMIR-1 3 1 B 01/17/2019 09:08 PM 1

D Ul At A Trriirnmen Llndamsritaee Clinnt ANTIL 273 ANTIL 2272 N4/47/9040 A0-N0 DM 1

&) Document Search
e Filter Options — allows you to search documents across Sites enter any information you have about
the document.
o Entering a name or partial name will list any document which contains a portion of the text you
entered.
o The more filter options you define will narrow your search results allowing you to find your
document quickly.
¢ Document Title — enter at least three letters of the document name you are wanting to search.
e Document Type —place a check in any Document Type options to limit your search by document type.
Hold down the ctrl key and using your mouse to make multiple selections in the additional types field.
e Document ID — every document in iChannel is assigned an ID which is stored in the document
properties.
e Full Text | Content — Enter text in this field triggers a “full text search” of all the documents in

iChannel. Select the 9 icon to open the Text Search Help window that provides search options and
show examples on how to use the full text | content filter.

e Year - select the Year drop-down arrow to narrow your search by a particular year.

e Status - select the Status drop-down arrow to narrow your search by status.

e Category — select the Category drop-down arrow to narrow your search by Topic | Subtopic
categories.

e Created | Modified - this field toggles between created and modified dates and has two calendar
fields for a beginning and ending date.

e Sort By — select the Sort By drop-down arrow to narrow your search by Date, File Name, Company,
User or File Type.
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e User ID — provides options for searching by the User ID. The default is to search across all users. You
can limit it by selecting All, Created, Check-Out, or Modified.

e Show Sites with missing documents of the above criteria — check this box will return any sites
that DO NOT have the specified criteria defined above.

e Export Search results to text file — check this box will provide a link on Search Results screen that
will display the results as a text file.

Click the Company/Document Search button. If you choose to not enter any filter options, all
documents that you have permission to view will be returned.
o From the Search Results screen you can access the following:
= (Click on the Document Name to open the document
= (Click the Document Operations icon to open the document properties
= (lick on the Site Name to access client CRM screen

(;‘ £y CONARC Include Inactive Search LR
SUANN Fics | Comfacts  Calendar  Routing  Projects  Pipeline  System OV iCHANNEL
Search Results Hack 1o Sea
Year Name Entity User Size Date

- 1 2019 Workflow and Document Management-Merged Shelby's Bridge Thrift Shop bobby.underwood 122 KB 07/23/2019

@) ) 2019 Workflow and Document Management-Merged Wolf, Bobby{Walf, Bob) bobloy.underwood 122 k8 07/23/2019

& & T 2015 Q1-Financial stmi-04 05 2019 Shelby's Bridge Thrift Shop Imagby 129 K8 07/16/2019

@) 2019 andrew.churila_07112019152925 Smith Community Mental Heahth(SMITH20) andrew.churilla 11k8 07/11/2019

= =rror & U7 TTZUTYT Y TeamCSMT b

The File Area Search screen also allows the combination of using client File Area Search options in
conjunction with Document Search options to help you narrow the search results.

N Include File Area Search Criteria

On the Document Search section, check the Include File Area Search Criteria checkbox.
o The IMISE_FieAeasearchinduded I |\ jicator will display.

‘\.) Contacts  Calendar  Routing  Projects  Pipeline  System {i‘;&nﬁR‘;NNEL

File Area Search Document Search

Begins With|J Exact Match ¥ Include File Arca Search Criteria,

Company Name:

FEIN: Search Descriptions

Type: D cument Trpe: [ word FTN
Last Modified: Excel .

Sowerpaint caB
Industry: v
ndustry e

Partner
Group
Entity

D¢ sument ID:

L]

Manager Fu| Text/Content:
e Ir: "
Biller
St tus:
Tax ID
Ci egory:
Expanded Active: |YES ¥

Company Search

Permanent Documents
Ceated ¥ :

=3

SCt By Date

® All Created | Checked-Out | Modified
Us o7 ID:

-.- File Area Search Included

Save Critaria

Document Management Table of Contents
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) Document Management Area Overview

iCHANNEL

e = ¢ A Central Document Repository or Document Management Area houses all the documents that a user

(L 2 will access in iChannel. The Document Area displays all
iChannel and the Clients that you have permission to view.

the data for each Client that is defined in

To get to the Document Management Area you have a
few options:

—
AN s [eonacs

[ My Recent Entities.

e From the iChannel Dashboard, locate a Client |
Site in a widget and click the File Folder icon.
e From the Quick Search or File Search results

screen, click on the File Folder icon.

D (500001

o ot (SMITH20)

o e (e )

O n: = .

o \.) m Contacts  Calendar  Routing  Projects  Pipeline  System
Search Results

Name Company Type FEIN Partner Grou
'55 ‘ 12-01-056 F1 Client 12-01-056 F1  12-01-056 F1
=1 | 12-01-057 F1 Client 12-01-057 F1  12-01-057 F1
Ol as0s521 Client 120605521 120605521
O 15t choice Investments, Its About U Transportation  Client 1STCH-1 1STCH-1 Tax

Once you access the Document Management Area, the File Area is defined in three (3) key areas:

& Header | Filter Bar,
& Filter (Topic | Subtopic) Category
@& File Listing.

Information displayed in each key area is controlled by your System IT Administrator and Security

Group profile.

Include Inactive Search

¥ @™ & (Eegour)

r~ =~ CONARC
{.“ | Files | Contacts__Calendar g - (O
mShalys Broos Ut ShontSE0000 m, @k ig § +

Drag documents here to upload or

Header | Filter B
—) eaaer lter bar
o D O = ) ==
Filter Calil =i
¥ vear / Categary 1) %= Type Year Title= size Category uuilieu Created By Created Links  Parent c
= {
Categorles: ® T 2019 change name 85k Fees 77242018 Imagby o7/24/2019 Administrative
|| check/uncheck Al 11:40 AM
4 [ administrative + Sample toving Exampie
Billing ®) & 010 rsgz031310 8k Financial Statemer07/24/2019  Imagby 0772472018 Audit
Business Dev - 10:46 AM
® B 2019 Invoice-0so12010 442k Faes 06/27/2018  Imagby 08/27/2018 Administrative
Draft 11:51 AM
Filter @ B 2019 qi-Fmandal stmt-04 05 2019 D15 Imagby 08/24/2015 P s
Finai/Lgaihd 201 " P,
Parent | Child O T 005 crwoNee oo File Listing p— = P it
"
Category
®) B2 5018 tax Return-02 15 2018 8k Returns 07/24/2018  Imagby 08/24/2019 Tax
11:21 AM
* 2018-Tax Ratur-Nan Profic
-—Project/Opportunity— o E -
Tax Return F "B 2015 Workflow and Document Management-Merged 122k Job File 07/23/2015  bobby.underwood 08/27/2015 z Bond
9:21 A
Assigned « 1040 Tax Return 2019
= U Base Folder
1 uommisTraTIVE
& avorr
D sono
@ correspondence
O yax Qlomemicomes el - umo
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) Document Management Area Overview — iChannel File Header | Filter Bar

The iChannel File Header | Filter Bar provides the users with the ability to set-up unique filter options
to quickly find document(s) associated with a Site. To search, enter as much or as little in any of the
filter options then click button to return your results in the File Listing section.

1. Many of the options to search within the Header | Filter Bar section are controlled by your
System IT Administration and your Security Group.

Overview: iChannel Header | Filter Bar

mBlielbics Bridge ThifftShon(SB-0001y 1 . ) @=achid & =
® Title/Description ) Content O Exclude Emails, 2 | (3 howDelet 4 1e 5 6, 7, . 8 Dizaicacemeatsihare telupieadioy
9 ( Type ) | Year ] [ Status :]
Created Date ¥ From: H 1o: = 10 Show published docs: & \1_1/ \1_2/
e N
Created by ¥ User ID: J Permanent Documents
File size greater than E and less than KB Y Y Except
1. Site Name - displays the name of the Site accessed from any OF = ¢ | ro—
folder icon. Hover over the name to view the Contact | Shelby’s Bridge Thrif Shop(s8-0001) |
Information. Click on the Site Name to go to the Site Detail ite/ e
" 103 Main Street 1
(CRM) module. R ‘
http://www.shelbysbridge.org
“Filter < E ¥4
2. Discussions and Activities Summary Icon - click the

Information Icon to load the Last 10 Activities and Last 5
Discussions for the Site Name.

3. Show Activities Icon — click the Calendar Icon to load the
Activities screen for activities associated with the Site.

.
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iCHANNEL

) h a
[z Sheiby's Bridge Thrift Shop(SB-0001) . v @ e chid @ ¥
® Title/Description . Content Exclude Emalls Thow Actites |
= D e o) [ s 5
Activities
Filter: [All v|  Timeframe: Al v | Activity Coun :
Exclude Emails Begins with: -~ Subject:
Type Status Start Stop Subject 1)
“d Email  Sent 07/23/2019 04:42 PM 07/23/2019 04:42 PM Request: 1040 Documentation
“d Emall  Sent 07/17/2019 09:20 AM 07/17/2019 09:20 AM Testing IC emall
“d Emall  Sent 06/27/2019 12:06 PM 06/27/2019 12:06 PM Testing IC emall
Task 06/25/2019 02:59 PM 06/25/2019 03:59 PM(1) Financial Stmts

"

4. Workflow / Pipeline Icon — click the Workflow Icon to view all workflow projects associated
with the Site. Click the plus icon to expand the Tasks or click the Workflow name to launch the

workflow details screen in a new window.

v @ =ech d @ ¢

Drag documen
C

53 1040 Tax Return 2019
11/0

® Title/Description - Content Exclude Emalls Projecis/pipeline
( Type ] [ Year ] [ Status ]
Order Project Priority Type Sublype Status  Contacts
Include completed Projects  Year: Type: | Sub Type:
@ Sample Moving Example Normal Tax Individual Not Started Shelby's Bridge Thrift Shap
11/0

ADMINISTRATOR USER, Lacy Magby
Low  Tax Individual In Process Shelby's Bridge Thrift Shap

ADMINISTRATOR USER, Bobby Underwood

Organize Documents
scan

Preparation

Detail Review

QC Review
Assembly

Delivery

Task Classify Type  Status  Assigned
Tax Retumn Note Sent Emall  Note Bobby Underwood
Information In SentEmail  Task  InProcess Bobby Underwood

Task  InProcess Bobby Underwood
Task  Nat Started Bobby Underwood
Task  Nat Started Andrew Churilla
Task Mot Started Andrew Churilla
Task Mok Started Andrew Churilla
Task Mot Started Andrew Churilla
Task  Nat Started Andrew Churilla

5. IC Email Icon — click the Mailbox Icon to open the Email screen. Emails that have been forward
will appear in the email section. From this screen, you can: Search Emails, Create, Delete Emails,

Change Category, Change Site Code, Attach

to a Workflow for emails.

Drop dacuments Nere to uplos se

6. Add New Icon — click the Folder Icon to access an additional option to add new documents into

iChannel. From this screen you can:

o Add Document to be Scanned (generate routing slip)

O
O
O
O

Recatalog (Rebuild the file area)

Request Documents (Copy to Clipboard)
Copy Permanent Request Files Link to Clipboard
Add Hyperlink(s) (to any URL or other File Area)
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o Generate & View Thumbnails of any Images (JPG’s)

qm v @b e @ ¥
® Title/Dascription  Cantent Exduds Emalls T e
( Tive O e o) [ o =
3 ‘Add Document to be Scanned (generate routing slip)
! - .
¥ Not all Available Items are viewable and
(=N Request Files Link to Clipboare the available list is determined by your
et Administrator and Security Groups.
k(s) (to any URL Or other File Areas)
-]
%
=

Pad Lock Icon: Site Permission — The Lock Icon is controlled by your System IT Administrator
and Security Group and is typically for iChannel Administrator. Click the lock icon to customize
the security settings for this Site.
“Double-down”- “Double-Up” Arrows — click the Double-down Arrows to Show Advance
Search Filter options. Click the Double-Up Arrows to Hide Advance Search Filter options.

——

® Title/Description

v @b id @ =

< sorenees e
(i

1/ Exclude Emails ! Show Deleted Files

( Type DR Year DN

Content

Status D

Created Date v | From: E To: = Show published docs: -
Created by ¥ | UserID: [ permanent Documents
File size greater than KB v | and less than KB ¥ O Except

Title/Description/Content field — Type drop-down — to easily search for a document by either
Title/Description or Content. Enter at least a MIN of 3 characters to start the search. Click

“Enter” or click the button to return your results.

. Type | Year | Status Search filters — click the Type drop-down arrow to select or multi-select

the type of document you want to include in your search. Click the Year drop-down arrow to
select or multi-select a year to include in your search. Click the Status Search drop-down arrow
to select or multi-select the status to include in your search.

iCHANNEL

-~ | A
mElas eIl SRR e— @ ek e & ¢
# Title/Description '/ Content = =
Type ) ( Year <) Status ¢
Check all Check all Check all
Uncheck all Uncheck all Uncheck all
Filter « [d) |0 caseware 2022 Normal
—_ —_ — -
¥ Year / Category 411 OEman 2021 Draft Modified il
2 Categories b Excel me 2020 Final/Locked 07/24/2019  Imag|
fUn I 1 .
Check/Uncheck Al - 10 Te 11:40 AM
Administrative )
Audit PDF {1 Oa018 ie
3 A
Bond : 13 @ 5017 - 8k Financlal Stat imer 07/24/2019  Imag|
Pawerpoint e
Tax e —
H = QuickBooks 5012019 442 k Fees 06/27/2019 Imaag|
R Tags: Edit Word 11:51 AM
~-Praject/Opportunity-— P o ial Stmt-04 05 2019 129 k Financial Stal imer 07/16/2019  Imag|
9:28 AM
Tax Return
ASP ed
2018-Tax Return-Non Profit
CAB
=g & apers-04 02 2019 120 k Audit Workpa sers 07/24/2019  Imag|
= U pase Folder EXE 11:36 AM
ADMINISTRATIVE FRT * Sample Moving Example
© auprr Y O Frx 1-02 15 2019 8k Returns 07/24/2019  Imag|
L oo 11:21 AM

11. - click the Filter button to search for document(s) based solely on your defined search
options. Click the List All button to search for “all” documents associated with the Entity and

not based on any search option(s) defined.
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a. The button can also be used to streamline your search results in conjunction with Filter Topic
| Subtopic Category section.

i. Place a check in a Categories or Tag checkbox, next click the button. The File Listing area
will only return results for documents that match your criteria.

w0

Drag documents here to upload or

12. - to quickly add a Document to the File Listing area, click the Browse
button to add a document from your computer. In addition, you can quickly drag-and-drop a
document by dragging into the document area.

e (lick the button or Drag-and-drop a document into the gray box area. The
Choose a File to Upload window opens.
e Navigate and/or Select the file from your file management area.
e (lick Open. The Add Document(s) window will open.
e Inthe Change Properties area, update the following areas as necessary:
o Update the Title, if necessary.
o Change Properties: select the properties (Parent | Child Category) to apply to
the document.

= All documents are required to be assigned to a Topic | Subtopic Category
o Target Subfolder:

= |f the subfolder of the document being added needs to be updated, select
the Target Subfolder drop-down.

Document Management Table of Contents

] iChannel Document Management Area Overview — iChannel Filter Topic |
Subtopic Category

The iChannel Filter for Topic | Subtopic Categories allows for every document that is always housed
within iChannel be associated with at least one (1) Topic category and at least one (1) Subtopic category.
Having each document that is housed in iChannel associated with a topic | subtopic category allows
for every document to easily be searched and/or filtered, shared or retrieved in the File Listing section.
Additionally, you can filter specific documents by Categories to share quickly with internal associates
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or external clients. The Category feature also provides additional security around your documents not
only in iChannel but with the iChannel Portal.

Overview: iChannel Filter Topic | Subtopic Category
| Acion

1. Filter: Categories — there are no limits to the number of Topic |

Filter « . . . .
T Subtopic Categories. Yet, all Topic Categories must have at least
e el : one (1) Subtopic category. The Category structure is defined and
* e maintained for consistency with the use of a “template”. Your
presoe Administrator and iChannel Support | Implementation team will
S diaotntl 1 work together to ensure your structure adheres to your
. b organization needs for document management.
. H';dj o Examples of Topic Category Filters are listed below but not limited
4 | Tax .
[] communication to:
gigg::m“ Lesters o Administrative, Audit, Data Analysis, Engagement,
[ Retums Litigation, Tax
[ | workpapers
= Tags: H H H
 prssect/opportunity-— o Examples of Subtopic Category Filters are listed below but not
e ™ limited to:
e e \2,/ o Billing, Business Development, Correspondence,
Hf:;"":mmm Engagement Letter, Legal, Notices, Returns, Workpapers
| |Test Tag
- 2. Filter: Tags — tags are custom for each Site’s Document
= O spupsTramive Management Area and can be arranged in a multi-level tier. The top

level is called the Topic Documents Tag and the lower level is called the
Subtopic Document Tag. Tags provide the user an optional identifier to assign to a document
beyond the Topic| Subtopic Category.
o Tags can also be used in your iChannel File Header | Filter Bar search options to assist with quickly
finding document(s) for a Site.

Document Management Table of Contents

%) iChannel Document Management Area Overview — File Listing
The iChannel File Listing provides the user with all documents that are associated with the Entity.
User’s will spend a great deal of their time working in the document area as the File Listing area
provides many features to performs actions on documents. Additionally, the iChannel File Listing area
also provides a Requested Files area for users to view, accept, reject and/or email documents that have
been submitted by your Clients.

To assist with easily viewing and finding your documents, the iChannel File Listing area can be
customized to display columns and to sort your columns A-Z or Z-A by column heading.
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iCHANNEL

Many of the options to search within the Header | Filter Bar section are controlled by your
System Administration and your Security Group profile.

Requested Files.

O e~ Request Year Title Size Reject Created By Last User Modified - Created
(] 2-19 T 2015 Test POF - Copy.pdf 2 ® Arasmith.Cherie@ 04/25/2019  04/29/2019
4:17 PM
Document Count: 1 Page[1 |of1
a0k Email " " Z -
ad Yre vemr e Size Category Modified Created By Created Links  Parent
1 e Request Docs =
(o1 2015 2 $D0C00002! | Copy to Zip 33k 01/01/1500  AUTOSWEEP 03/28/2019 10174 -
| o | |1 Assign Status 12:00 AM
G0 #) 4 2019 aBC Test ichant A 8 | acion Tags 104k Communication 06/26/2018  andrew.churilla  06/26/2019 Audit
* Test Tag & 1:57 PM
ichannelmail@er ary Merge PDFs A m
0 % T 2019 abercrombic Af ro Secure PDFs 6.16m Biling 06/26/2018  andrew.churilla  06/26/2019 Administrative
| L Copy Internal Link 1:26PM
a ® 2l 2019 Accepting Files ' or ST 33k Correspondence 04/29/2019  Imagby 04/29/2019 Administrative
B Check-Out 1:50 PM
a = Document Properties |, 7. Undo Check-Out 12k Caseware 07/11/2019  andrew.churilla  07/11/2019 Audit
Copy Internal Link ChedcIn * Test Tag 12:24 PM
u ?) Document History lla, 17: Create Portal Request 12 k Communication 07/11/2019 andrew.churilla 07/11/2019 Audit
2 | |piscussions 3:30 PM
) « Global Tags = Entity Specific Tags
Assign Tags ESignature « Sub Level -« Multiple Levels
a ® N Do ument 12k Billing 04/03/2019  andrew.churilla  04/03/2019 Administrative
Version and Open e - 1:35 PM
@ @ Eigeetos 33k Financial Statemer 05/03/2019  Smith.John@Local 05/03/2019 Bond
Permissions Move 11:51 AM
0 @& ™ 2019 apri-os162019 Rename 12k Billing 02/13/2015  Imagby 02/26/2019 z Administrative
| Copy 1:40PM
u ¥ B 209 Assign documer 5 t| Rollover g 129 k Bank Documents 04/28/2019 Imagby 04/29/2019 Bond
Re-Categori;
Assigned fetetEeneE « Global Tags = Entity Specific Tags
| N « Sub Level s Multiple Levels « Lacy's Documents
Sl i) Publish and Link p
G 2 T 2019 change Name 125k Workpapers 06/14/2015  Imagby 06/14/2019 Tax
Publish only 3:22 PM
0 ) 4 2019 Completed New iigl Untzarty 248 k Bank Documents 07/11/2019  andrew.churilla  07/11/2019 Bond
dse_ 2 Unpublish / Unlink ba n & 12:
o ® 'E 2019 Doc-0515201% T T ? Engagement Mgmt04/13/2019 Smith.John@Local 04/19/2019 Administrative
Copy to Folder(Append) 2:55 PM
[ % T 2015 Document from i Copy to Folder(Replace) 129k communic 4 05/29/2013  Imagby 05/25/2019 Audit
s Aot -2 i 1n-24 am
———— Mark For Deletion n '
Document Count: 52 Page[1 |of1 & Columns

Delete

In the File Listing window, three learning exercises will be covered:

1. File Listing Column feature
2. Document Feature(s) — Action icon
3. Multiple Document Feature(s) — Gear Icon

%) iChannel Document management Area Overview: Column Feature

Overview: iChannel File Listing Column Feature

1. Columns — in the File Listing area, locate and

click the Column icon.

The Select columns

window will display. Click the “arrow” in the
Select title bar to display all column options.
Place a check next to the column(s) to add to
your File Listing view or uncheck a column to
remove a column from your File Listing area.

Document Management Table of Contents

31



Module 3: iChannel Document Management

%) ichannel Document Management Area Overview: Action Icons

Overview: Action Icon

iCHAN

NEL

Document Feature(s) — Action Icon — iChannel provides several features to view
additional information about a document that is in the iChannel File Listing area.
Click the Action % icon provides the following options per document:

©)

O O O O O O O

Document Properties
Copy Internal Link
Document History
Discussions

Assign Tags

Version and Open
Check-Out
Permissions

Document Management Table of Contents

T 2018 Invoice-05012013
Draft

Document Properties
Copy Internal Link

al Stmt

pers-04

02 15

ind Docy

%) iChannel Document Management Area Overview: File Listing —lcons

J@;:g '1|

Q/ 23 T 4e Year Title

1 =X o Yol oM N PUTY)

O ) B 2010 Fs-02-0313 19

o Jlmlmmel = A

) 1. File Listing Icon: Direct Editing | Stream Mode Editing | Off-line Editing

iChannel supports two (2) modes when editing documents.

& Direct Mode — indicates that the user is accessing the documents directly attached to iChannel
or via Citrix, Terminal Server, or VPN.
& Stream Mode — indicates that the user is accessing the document(s) remotely, via the web.

The mode you are working in determines how you edit document(s) in iChannel. You can change the
mode in iChannel by clicking the below icons. These icons perform as toggle switches to move between
direct and stream modes. The ability to toggle is controlled by your System IT Administrator | Security

Group profile
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T
A —
| Document meode is Direct (Internal) - Click te teggle k
alll 5 2M12_ Fran an A Miran
.
Document mode is Direct (Internal)
4 f'r (]

Document modr:| Strr:amlExtr:rnaI] Click to tl:ugglr:l

i e o p—

‘ ﬁVT

Document mode is Stream (External)

2] 2. File Listing Icon: Document Email Notification for iChannel

Click Email Notification icon to list Subscribers pr—
£ Document Email Notification for Channel
I Portal Subscnbers aSSOClated Wlth the F||e Select the email notification list to associate with this File Area.

These individuals will be notified every time you check-out, check-in, add or delete from this File Area.

Area. Individuals listed from the Subscribers from this File Area

Subscribers Email List:

To select multiple email addresses left-click while pressing the CTRL or SHIFT keys.

Email List, Portal Subscribers will be notified Saeeonreie
== Subscribers

U Karshakou@sam-solutions.com

every time you check-out, check-in, and/or e st

bobby.

delete from this File Area.

Clay@firstba
John@legalh o
shannon@sbichannel.com
Tim@sbichannel.com
Current notification list associated with this File Area:

Specify additional emails for the CC list to associate with this File Area. Please separate email addresses by ';'

Save Settings

] 3. File Listing Icon: Hide Tags

Click Hide Tags if you do not want to see any assigned tags in the File Listing .
area by documents. This icon performs as toggle switches to either Hide or —@— v

Show Tags in the File Listing area. R T |

Y fwth

14, File Listing Icon: Turn ON preview for Emails and PDFs

Click Turn ON preview for Emails and PDFs icon enable the = ——

preview options for Emails and PDFs. _@ ) EE .
ﬁ v TJTurn ON preview for emails and PDF;[

This icon performs as a toggle switches to either Turn On
preview for emails and PDFs or to Turn Off preview for emails

and PDFs.

Document Management Table of Contents
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) Document Feature: Document Properties

Action Icon — Document Properties

Step Action
) = -
& [ Document Propertiel

Hover over the Action ' icon, the action list will display. Click
Document Properties. [COPyReETar T
Document History

Discussions

The Document Properties window will display. Assign Tags

Version and Open
Q1-FInancial Stmt-04 05 2019 & % ¥ 4 % =] % £y y M 8 &K Check-0ut
Permissions
Title: Q1-FInancial Stmt-04 05 2019
Category:
Permanent: v
Published Copy Expiration: @ permanent
Status: Normal LARF ]
Description:
£
Last Action: bobby.underwood ( Bobby Underwood)  6/24/2019 1:23:08 PM
Created: Imagby (Lacy Magby) 6/24/2019 1:15:16 PM Last Mod: 7/25/2019 5:17:21 PM
Wwindows Info:
File Name: 2019-5B-0001-Financial Statements-Q1-FInancial Stmt-04 05 2019-6242012.pdf Rename
Directory: \\DEMOWEBO01.CONARC.COM\DEMOICINTRA\CLIENT\S\SHELBYS BRIDGE THRIFT SHOP\AUDITY
Created: 6/24/2018 1:15:17 PM Modified: 6/24/2019 1:14:49 PM Accessed: 6/24/2019 1:15:17 PM
Size: 132363 Type: Chrome HTML Documen 't

Depending on your Security Group permissions, a few available actions are:

e Star Rating — you can assign a “star rating 1-5”. If you assign a star rating, the
document will now appear on your Dashboard under My Documents.

e Status — click the drop-down arrow to change the status of the document.

e Description (optional) — enter Description notes.

e Last Action — time stamp and user that made any document change(s).

e Created - the user that created the document (created date) and the Last Modify date.

e File Name — the current name of the document is listed. Click Rename button to
update the document name.

e Directory — identifies where the document is listed in the client file folder.

Document Management Table of Contents
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) Document Feature: Copy Internal Link

Action Icon — Copy Internal Link

2)

Hover over the Action ? icon, the action list will display. Click Copy [T ————]
Internal Link.

There are times you need to collaborate with another co-worker on
document(s) and where that co-worker doesn’t have
access to your File Listing to view the document(s).
Use the Copy Internal Link to copy the document to
your clipboard and send the link via.

e Once the Internal Link has been copied to your clipboard, users can:

o Click the iChannel Email link to send the link to an internal contact using
iChannel. When the internal contact receives the email and clicks the link, the
user will be taken to the File Area, and only the document(s) that user has shared
via the Internal Click will be available.

™ (] *
e emais —
e ) [ ) e mm)

Drag dacuments here £ upload ar

S

R —
[

" bobbyunderwoodBconarc.com ¥ BCC Serder

o Paste the Copy Internal Link in a New Email via your company Email system and
send the link to the internal contact.

) Document Feature: Document History
Action Icon — Document History

Step Action

2

Document Properties
s Trkarnal |ink
Document History
Discussions

Hover over the Action 2 icon, the action list will display. Click Document |
History.

iChannel logs “all” actions (history) for every document in the Document
History summary.

Assign Tags

Version and Open
Check-0Out
Permissions

.

iCHANNEL
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1-FInancial Stmt-04 05 2019

Id: DOCO000349

Created By:  Imagby(Lacy Magby) 06/24/2019 01:15 PM

Last Mod: 07/25/2019 05:17 PM

windows Info:

File Name: 2015-5B-0001-Financial Statements-Q1-FInancial Stmt-04 05 2019-5242015.pdf

Directory: \DEMOWEBO 1. CONARC.COM\DEMOICINTRA\CLIENTYS'\SHELBYS BRIDGE THRIFT SHOPVAUDIT),
Created: 06/24/2019 01:15 PM_Modified: 06/24/2015 01:14 PM Accessed: 06/24/2015 01:15 PM

Size: 132,363 bytes Type: Adobe Acrobat File

'Document History:

Filter by document action: A
Changed: 07/25/2019 05:17 PM bebby.underwood{Bebby Underwood) Added
Details:  Document Status Change to 0. Changed
Filename: 2015-5B-0001-Financial Statements-Q1-FInancial Stmt-04 05 2015-5242015.pdf Published
viewed

Changed: 07/25/2019 05:17 PM bebby.underwood{Bobby Underwood)
Details:  Document Status Change to 0.
Filename: 2015-SB-0001-Financial Statements-Q1-FInancial Stmt-04 05 2015-624201%.pdf

Changed: 07/16/2015 09:28 AM bobby.underwood (Bobby Underwood)
Details:  Document Status Change to 2.
Filename: 2019-SB-0001-Financial Statements-Q1-FInancial Stmt-04 05 2019-6242015.pdf

Changed: 07/16/2019 09:28 AM bobby.underwood(Bobby Underwood)
Details:  Document Status Change to 2.
Filename: 2015-SB-0001-Financial Statements-Q1-FInancial Stmt-04 05 2015-6242015.pdf

Changed: 06/27/2018 11:23 AM bobby.underwood (Bobby Underwood)
Details: Document Status Change to 1.

The history logs follow all actions for each document and always includes the Date | Time and
User ID:
e Viewed — both intranet and portal access.
e Check-Out | Check-In - the user that checked-out | checked-in the document and the
date | time.
e Versioned — if version control is active, included the version number and any comments
e Emailed — includes list of attachments, recipients, & password of .zip file, if a password
was set on the .zip file.
e Emailed as Link — includes list of attachments, recipients, expiration date, number of
downloads allowed, number of downloads used, and secure key.
e Published —includes the site code and channel | topic published to the iChannel Portal.
e Unpublished
e Category | Year Changed —includes any previous values associated with the document.
e Status Change — includes the previous document status and any changes to the
document status by a user.
e PDF Merge — any .pdf documents where a user has merged the, will be listed in the
history to show what and when documents were merged.

Document Management Table of Contents
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\B Document Feature: Discussions

Action Icon — Discussions

Step Action

% | Ability to collaboration with clients and co-workers with regards to documents is one of the
most time-saving features. Discussion Notes create a blog like discussion for documents that
can be posted or emailed.

. . . . . Document Properties
. =>.’ .
1. Hoverover the Action % icon, the action list will display. Click Copy Internal Link

Discussions. Formrmmrremrerat (o areren

| ) Discussions |

Assign Tags

Version and Open

@i
e Documents with Discussion Notes have a number |~ #~ Type vear Tite= size | |
Draft
to the right of the File’s Icon to denote the | & "= .o gurrmancal stmeos o052 1294
number of conversations posted. _—— .
@) ™  Discussion Notes Indicator 1 129 K
p— s Sample Moving Example
*) E._JJZ 2018 Tax Return-02 15 2019 8K
. . . '018-Tax Return-Non Profit
2. The Document Discussion & Notes window | * Tex Return

opens. From here you can also open the
document for viewing.
a. If notes have not been posted, select button.
b. If there are existing notes, additional notes can be added. Additional you can
add a new note, delete a note, filter notes, or print the discussion list.
i. Itis not recommended to delete notes as they can be searched as part
of the Document History.

Document Discussions
Filter by Subject: | —-All Subjects— v| (Addnew..) (FExpandall)  (_Contractan)
Tax Return: Review W-2 bobby.underwood 6/27/19 10:47am P X
Additional documentation needed: Charitable contribution on 28 June 2018
Tax Return: Review W-2 bobby.underwood 6/27/19 10:34am
Conversation review in regards to line entry on deductions.

3. Click or select a Subject from the drop-down list, if available. This list is
specific to each document.

In the Subject field, enter a descriptive name.

In the Notes field, enter the discussion notes.

Select the Send email to selected contacts checkbox to open the email options section.
Select the Private checkbox to mark this discussion as private.

N v
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iCHANNEL

8.

Next, click .

Add Message to Discussion

Subject: (Add New) ¥ | [System Requirement Spec Overview
Note:  |Conversation with client IT department cn System Requirement Spec Overview
¥ Send email to selected contacts Private

¥ Include content {Uncheck ta send ONLY a notification. Requires login to iChanmel to view the content of this discussion.)

Active Only: ¥ (Search

| Available Contacts Selected Contacts Internal List:
iChannel Dena Site - Underwoad, Bobby
Chalfin, Sharon Additional Email List:
Churilla, Andrew —D
Churila, Andrew
Cohen, Jacklyn
oo, ooy ‘ :
Fex ot Eg: JDee@yahoo.com; MSmith@gmail.com
| e - D (Use semicolon to separate addresse:
Last:
First:
Entity:

Document Management Table of Contents

\B Document Feature: Assign Tags

Action Icon — Assign Tags

Selecting Assign Tags displays the tags that can be associated with a document in iChannel and
allows users to add | remove tags. The Tag Editor will also allow you to create new tags.

®)

1. Hover over the Action 2 icon, the action list will display.

Click Assign Tags.

The Document Tag Selector window box
opens.

To assign a tag, select Tag checkbox.

To remove a tag, deselect Tag checkbox.

Document Propertiss
Copy Internal Link

Document History

| . A=zsign Tags

1o

Document Tag Selector

4 ---Project/Opportunity---
4 --Completed--
|:|New Workflow-0425201% - Copied to Smith
|- 1040 Tax Return 2019
[ ]All hands on deck test _07/26/19
ERetum - 2018-EXTENSION - Brown _07/01/09
I:‘ Smith-2018 Tax Return _04/15/19
I:‘ Smith_Tax Return - 2018-EXTENSION _10/15/19
[]Tax Scope Projection _01/15/20
[ Test Project Creation _07/30/1%
4 fw|Entity Specific Tags
[wsub Level
4 [ |Global Tags
[ IMultiple Levels
I:‘ Haynie
I:‘ Lacy's Documents
[ Test Tag
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5. To create a new tag, click MewTag putton.
The Create New Tag window opens. (Create New Tog

6. In the Enter new tag field, enter a |~~~ L
descriptive tag name. St by ceeEng e op o el then il dowr

7. In the Select the parent for this new tag, | ‘' e renteseperent

Start by selecting the top tag and the drill

Tag:

[iChannel-Project]

. V] . .
down until you reach the new tag’s parent. Eruty specific Tags
1 Haynie
In the Tag drop-down list, select a Tag. e cuments
. Test Tag
8. Click Save.
iy
L) 1%~/ Type Year Title=
[ # I 010 ?spocooooand_t
) ®) 4 2015 ABC Test ichannel file download-Secure Key
* Test Tag
. ichannelmail@conare.com To: andrew.churilla@conarc.com
[0 # T 2019 Abercrombie Approved EULA
* Return - 2018-EXTENSION - Brow e« Entity Specific Tags
B * Sub Level
[0 =) 2] 2015 Accepting Files from cl
o = . . . " I
0 @ 2019 andrew.churilla_07112 A55|gned TagS dISplay in the FlIE wrect oo
O # & 3019 andrew.churilla_07112 Listing for each document.
+ Global Tags = Entity Specific Tags
® Sub Level « Muitiple Levels
[ =) B e andrew.churilla_0726201s
O ®) ®] 3015 andrew.churilla_07262019120244
* All hands on deck test
O =0 #] 3015 andrew.churila 0726201512035
« All hands on deck test
0 ® #5019 andrew.churila_0726201595847

Document Management Table of Contents

) Document Feature: Version and Open
Action Icon - Version and Open

Step Action

@)

Versioning is the process in iChannel that allows for making a back-up-copy of the document
before users begin to make any changes to the document. When a user creates a version, the
current document is copied and placed in the document history as a hyperlink with the version
ll#".

Hover over the Action  icon, the action list will display. Click Version T
and Open_ Copy Internal Link
Document History
Discussions
1. The Document Versioning window box opens. Assign Tags

2. To version a document, click the button. The o
™ Version and Open |

following message will display. Next, click the Click Here link to
open the document. Make any necessary changes to the nw'

document at this time.

Documnent has been versione . --Click Here-- t(-open the document in direct mode. MNote, this will open the original
document and not a copy. Yowmust e weee2d to the network to open a document in direct mode.
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3. Additionally, to create a version of a document, following these steps:

In the Step #1: Comments (OPTIONAL): field, enter comments. Comments
entered are saved to the Document History and are included if you send an email
notification. While comments are optional, it can be helpful for other users.

In the Step #2: Send email notification to (OPTIONAL): field, select email
address(es).
Select Attach Document to Email Notification (OPTIONAL) to notify the
document is being versioned.
Click Version Document button.

a.

iCHANNEL

ocument Versioning

Copy the document to history (versioning) and edit current document.

Comments (OPTIONAL):

Send email notification to (OPTIONAL): Intranet Subscribers

2fa@conarc.com

==== Subscribers ====
I

Filename: 2019-5B-0001-Financial Statements-Q1-FInancial Stmt-04 05 2019-6242019.pdf

Step =1: Add comments about why is the document being versioned.

These comments wil be included in the email notification.
Revised amendment to original document for security.

4

Step #2: To select multiple email addresses left-click while pressing the CRTL or SHIFT keys

Extranet Subscribers
==== Subscribers ====
Clay@firstbankichannel.com

m

d
bobby.underwood@conarc.com ¥ | | Tim@sbichannel.com

Enter additional email addresses 3
Please separate addresses with a semicolon(;) or commal(,).

not listed above.

4

| Attach Document to Email Notification(OPTIONAL)

4. To view the Prior Version of the document, access the Document History.

Versioned: 07/25%/2019 12:07 PM bobby.underwood{Bobby Underwoaod)

Details: Received, need final review

Filename: 2013-58-0001-Financial Statements-Q1-FInancial Stmt-04 05 2019-524201%.pdf

Version #2 $DOC0000349_2.pdf

NOTE: To access a prior version(s), Hover over the Action % icon, the action list will display.
Click Document History.

Document Management Table of Contents

> Document Feature: Off-Line Editing

There are circumstances where you might need to access or edit document(s) when you are not in the
office or connected to your network. The Check Out — Check In feature manages that process.
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) Document Feature: Check-Out

Action Icon — Check-Out
Step Action

&1 | Checking out a document is a vital function when working in today’s mobile workforce.
Documents are checked-out and a copy of that document is saved locally (or where the users
determines best to save the document). When a document is checked-out, the document in
iChannel is set to read-only.

There are comment fields in each step of the check-out process which will be helpful for other
users who also have access to the same document.

Document Properties

Hover over the Action 2 icon, the action list will display. Click o .
py Internal Link
Check-Out. Document History

Discussions

Assign Tags

I _ Check-Out I

The Document Check-Out window box opens.

Document Check-Out

nnnnnnnn

s B
&

Quick Check-Out

3. Click to check-out the document without defined any Check-Out Options.

Document Check-Out

2018-SB-0001-Returns-Tax Return-02 15 2019-6242019.xIsx
Document has been checked out. Document has been locked for your exclusive use. You
MUST download and save the document locally for offline editing by clicking on the link and
hit "save" then later checkin via an upload. Others can view but not modify this document.
Please return document by Wednesday, July 31, 2019 9:04:00 AM

4. In the Document selected for check-out section, the document(s) to be checked-out
will display.
5. In the Check-out Options section:
a. (Optional) Check the Get Zip checkbox if you want to Create a zip file containing
the checked-put document(s).

.
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b. (Optional) Check Out Information, enter a Return Date, enter a Return Time.
These field define when the expectation for the document to be check-in.

c. (Optional) Enter Comments about what you will do with the document while it is
checked-out. Comments are included in the email notification and will be saved
in the document history.

d. (Optional) Email Notification, select from list an email to send an email
notification to additional internal or external users.

e. (Optional) Check the Attach the document to Email checkbox if you would like
to attach the document(s) to the email.

&) »
6. Click to check-out the document(s). The —  icon will update to 0

indicate the document(s) have been checked-out.

to

Document Management Table of Contents

\B Document Feature: Check-In

Action Icon — Check-Out

Step Action
a When a user has finished making changes and or updates to the Checked-Out document(s),

users will want to Check-In the document in iChannel.

Document Properties

~

Hover over the Action @ icon, the action list will display.
Click Check-In. 0

Copy Internal Link
Document History
Discussions
Assign Tags

The Document Check-In window box opens.

11 2000 Teood ocnd

e
{

.
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3. Click to check-in the document without defining any Check-In Options.

4. TheTitle, File Name and Checked-Out By are pre-populated with information about the
Checked-Out document.

5. In the Section Action, select one of the following:

a. Check-In— Updates and unlocks the document. Version is saved and Document
History is updated.

b. Check-In and Check-out — Updates and keeps the document locked. Version is
saved and Document History is updated.

c. Cancel Check-out — No change is made and releases the lock on the document.
No version is saved.

6. Upload File - click the to locate the document. The Document must match the
checked-out file name.
7. In the Check-In Options section:

a. (Optional) Enter Comments about what you will do with the document while it is
checked-out. Comments are included in the email notification and will be saved
in the document history.

b. (Optional) Email Notification, select from list an email to send an email
notification to additional internal or external users.

c. (Optional) Check the Attach the document to Email checkbox if you would like
to attach the document(s) to the email.

[ ] .
8. Click Wkakil to check-in the document(s). The ®  jcon will update to ® to indicate

the document(s) have been checked in.

Document Management Table of Contents

\B Document Feature: Permissions

Action Icon — Permissions
Step Action

&1 | All document(s) held in iChannel are controlled by Group Permissions. A list of Security
Permissions by Group and Features:
o All features
e View Document
e Discussion Notes Copy Internal Link
e Document History Document History
e Email Notification
e Check-In/Out
e Publish Document
e Email Documents
e Permissions
e Copy/Transfer Chaclnor

e Move | Parmissions |

e

Document Properties

Discussions

&ssign Tags

Version and Open
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e Unlock
e Delete Document

l Group Permissions for'Document’

Fecurity Groups may be granted the document management features below. Check the appropriate options and press any 'Save Permissions’ button to save the settings.

Employee

L7 All Features | Uncheck All '/ Qverride Global/Site/Subfolder Permissions

Document Functions [ yiaw pocument ( (

Discussion Notes Document History Email Notification Check-In/Out

Publish Document Email Documents " permissions Copy/Transfer Move
'/ Unlock | Delete Document Skelta
Employee Group
| all Features | Uncheck All '/ Override Global/Site/Subfolder Permissions
Document Functions (7. pocument " Discussion MNotes " Document History ) Email Notification [ check-InfOut
Publish Document Email Documents " permissions Copy/Transfer Move
' Unlock | Delete Document Skelta

\

/Your organization will determine your Security Permission
by Group and Features. Therefore, certain Group
Permissions for Document(s) might not be within your
access or viewable.

[PLIY)

|=
, ' LY

If you feel you should have access to any feature, please
contact your System IT Administrator.

\_ )

Document Management Table of Contents
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) iChannel Document Management Features

The iChannel Document Management Feature (Gear Icon) provides the user the
ability to perform a series of features on a document, or even perform a series of
multiple features to documents at once.

iCHANNEL

| Email

Request Dacs

Copy to Zip

Assign Status ;
Assign Tags

Merge PDFs id

Secure PDFs

Copy Internal Link
Check-Out

Undo Check-Out
Check-In |
Create Portal Request 2

~

/ Your organization will determine what Document
Management Features (Gear Icon) functions you have
’ permission rights to perform on a document.

ESignature

DocuSign ESign Document
Assign To

Move

)

Rename

Copy

Rollover

Re- categonze

|I=

If you feel you should have access rights to perform any
of these functions, please contact your System IT
Administrator.

- )

Publish and Link
Publish only

Link only
Unnub\lsh / Unlink

Copy to Folder(Append)
Copy to Folder(Replace)
Mark For Deletion
Delete

\B Document Feature: Email

Gear Icon — Email

Select a document(s) from the File Listing area. Hover over the T =
Gear ¥~ jcon, the action list will display. Click Email. g e~ i e ]

Copy to Zip

The Compose Email window will display. o @ Assign Status J
Assign Tags
Merge PDFs =
Secure PDFs

Copy Internal Link

Depending on your Security Group permissions, a few available
actions are:

e From: - by default, the sender’s email address will be displayed. The BCC Sender
checkbox will be checked by default. If you do not want to receive a copy of the email
in your company Email Inbox, deselect this option.

e To | Cc| Bcc: — from the Client Contacts section, select contacts to send the document
to by highlighting a contact, then click the “ == ” next to the appropriate field.

o If a contact does not appear in the Client Contact list, you can manually enter
an email address in any of the fields.

e Subject (Required) — enter a description for the subject of the email.

e Email Category (Optional) — in the Select Category drop-down list, select a Topic |
Subtopic category to tag the email. This will place a copy of the email in the File Listing.

e Body — enter any additional email text you want to send with your email.

o If sending documents as a secure link, do not remove the “---Document Links
will display here---"
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Composs Emsi

Attached File Info: - there are two (2) options when attaching and sending an email:
e Zip Attachments: - if checked, the document will be .ZIP when attached to the email.
o (Optional) —you can secure the .ZIP file, enter a password in the Secure Zip
file with password (optional) field.

Attached File Info:
1 Document s sttached

F5-02-031319
(] (2019-5B-0001-Financial Statements-FS-02-03 13 19-7242019.xsx)

|+ Zip Attachments:
Secure Zip file with password (optional)

Ru123XX8%!

e Send as a Link — if checked, the document will be sent as a link. Additional security
options that you can apply:
o No. of Downloads — the default number is 2. If you want to allow more or less
downloads, update the field.
o Link Expires on — click the calendar icon to change the date when the link will
expire.
o Security Key — iChannel will default a Security Key, if you want to set your own
Security Key, enter a new password in the field.
o Via—there are three options when sending the Security Key to your email
contact:
= Do not email
=  Separate email
= Same email (Admin Only)

e Click m , the Email Send Status will display.

Depending on the options defined in the Attached File Info: field, the recipient will
receive either one or two emails.
1. How to open the secure document email. Click the Document Link in the email.
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2.

Note: Each document can only be downloaded 2 times until 8/1/2019 12:00:00 AM.

To open secure documents:

- Click on the link below

- Enter your email address

- Enter the secure key Your secu

re key has been sent in a separate email
Next you shauld be given the aptian(s) to Open, Download, or Save, but this varies by web brawser. Note: your file may get placed in your browser's

download folder automatically.

F5-02-031319

(= CONARC

YiCHANNEL

If you selected to send the Security Key in a separate email, the Secure Key will
be listed in bold.

Ichannel Demo Site file download Secure Key: 39925114

(‘ CONARC

WYiCHANNEL

Document Management Table of Contents

\Q Document Feature: Request Docs
Gear Icon — Request Docs

Ov

There are times a user needs to request a document(s) from
other co-workers or clients.
send an email to your recipient(s). v

Select a document(s) from the File Listing area. Hover over the
Gear # ~ jcon, the action list will display. Click Request Docs.

Use the Request Docs feature to __E“ % - i % T

Request Docs

Assign Status
Assign Tags
Merge PDFs =
Secure PDFs

Copy Internal Link

The Compose Email window will display.

Depending on your Security Group permissions, a few available actions are:

From: - by default, the sender’s email address will be displayed. The BCC Sender
checkbox will be checked by default. If you do not want to receive a copy of the email
in your company Email Inbox, deselect this option.
To | Cc | Bcc: — from the Client Contacts section, select contacts to send the document
to by highlighting a contact, then click the “ == ” next to the appropriate field.
o If a contact does not appear in the Client Contact list, you can manually enter
an email address in any of the fields.
Subject (Required) — enter a description for the subject of the email.
Email Category (Optional) — in the Select Category drop-down list, select a Parent |
Child category to tag the email. This will place a copy of the email in the File Listing.
Body — enter any additional email text you want to send with your email.
o If sending documents as a secure link, do not remove the “---Document Links
will display here---"
Expires — enter an expiration date for Request Docs request to be active.

—

iCHANNEL
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iCHANNEL

e Click m , the Email Send Status will display.

An email will arrive in the recipients Email Inbox.

Request: 1040

3

‘.

Click the link below before 08/30/2019 to submit yaur files(s):
Submit

SITEID:10534 Shelby's Bridge Thrift shop

= CONARC
KON A NN

To submit files to authorized
recipients only, click the Submit
link. Enter Your email address in

the address field. Click .

@& CONARC

Submit Files

Your email:

The Submit New Document(s)
window displays. Click —»=-1 to

upload a document. Click

to add additional files. Click
to upload all document(s).

Submit New Dacument(s)
il Dessrgton
[T Crm e S R e oG R T _ Broase [re— ]
i Dessrplion
I [ []

Once the recipient has uploaded the documents(s), the document(s) will appear in
the Client File Listing area in the Submitted Files section (highlighted yellow).

Submitted Files.

- Folder Year Title Size Delete

®

Created By

T 2013 (optionsl field) 155k

Document i Count: 1 Paget |of1 X2

Last User

bobby.undanvood bobby.underviood(07/31/2015  07/31/2019

07/31/2019

Modified . Created

11:09 AM

Oyl

2| Type vear Title Size Category Modified ;  Created By

@ @ 2015 rsgrozas €k Finsncisl Ststemer07/20/2013  Imagby
11145 AM

Created

07/24/2013

Links  Parent

Audit

To accept the document(s), check the sy '
checkbox next to the Document(s). 2~ I | accept Year

v H .'- Copy to Zip ional fie
Hover over the Gear & icon, the ’ " AD (el T
action list will display. From the list, pecument ] Delcte

select Accept, Copy to Zip, Email, or
Delete.

Document Management Table of Contents
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) Document Feature: Copy to Zip

Gear Icon — Copy to Zip
| step Action . .

Step Action
£ ~ | There are times you might want to send several documents via email to a client. These might
be too large to send individually. Use the Copy to Zip feature to send an email to your
recipient(s) with all the documents zipped into a compressed file. T
The original document(s) remain in iChannel and are still accessible d 'ﬁ i |Emau ‘

Rannact Narc

tO OtherS. - - Copy to Zip |

O =

L

3=

Select a document(s) from the File Listing area. Hover over the

Gear # * jcon, the action list will display. Click Copy to Zip.

The document(s) will be compressed into a Zip file. Once the
document(s) are zipped, you can send using your company
email system.

Document Management Table of Contents

&) Document Feature: Assign Status

Gear Icon — Assign Status

Step Action

£ ~ | To update the status of a document or multiple documents at T
once, use the Assign Status feature. Ability to change a document d 'ﬁ [ Email
status is controlled by your Security Group Permissions set by your s Request Bocs
System IT Administrator. 0 =) | Assign Status
U @ | verge pors d
Select a document(s) from the File Listing area. Hover over the |u [ === |

Gear ® * jcon, the action list will display. Click Assign Status.

The Document Status Change window will display.

Document Status Change

If the status can be changed, the document icon will Socumente) el o st change
display with a “green check mark”. ‘

If the status cannot be changed, the document icon
will display with a “red X”.

Click to update the status on the document(s).

Document Management Table of Contents

.
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) Document Feature: Assign Tags
Review \D iChannel Document Management Area Overview — iChannel Filter Topic | Subtopic
Category section to learn more about Tags.

Gear Icon — Assign Tags

o~

iCHANNEL

Select a document(s) from the File Listing area. Hover over the
Gear ® * jcon, the action list will display. Click Assign Tags.

The Document Tag Selector window will display.

If the document(s) needs to be assigned (Tag) to a
Project, expand the Project Opportunity arrow and
select a Workflow from the list.

e [f the doucment(s) needs to be assigned to a
Tag (Topic | Subtopic) categories, expand
the Categories and place a check next to the

tag.

To create a new tag, select "ew 29/ The Create

New Tag window display.

Email
Request Docs

Copy to Zip

I Assign Tags

MErgePOrS

Secure PDFs

RN -

Dutument Tag Sefector

BRSsTans Coves. L ¥)Keap eslng lags  Save mew Tag  cancel

]

e Enter the name for the new tag in the Enter new tag

field.

e In the Tag Root drop-down list, select the parent for
the new tag. Start by selecting the top tag and then
drill down until you reach the new tag’s parent.

e Click =2,
Tags appear in the File Listing for the document.

Document Management Table of Contents

Create New Tag

Select the parent for this new tag.
Start by selecting the top tag and then drill down
until you reach the new tag's parent.

Tag:

--Root--

[iChannel:Project]
Tax Return

dgls

£~ Type

®)

&

Year

2019

2019

2010

Title
FS-Q2-03 13 19

* 2018-Tax Return-Non Profit
= Documentation
How to Upload a Document to a Client File Area
* Emails = Documentation
* Tax Return s Shelby Bridge 2018 Task List

0190 Advanced llcar Training
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%) Document Feature: Merge PDFs

iChannel PDF Merge feature will not merge any
PDFs documents that have any type of security
or passwords set on the documents.

iCHANNEL

Gear Icon — Merge PDFs

Select a document(s) from the File Listing area.

The Merge PDF Documents window will display.

Merge PDF Documents

Documents Selected

The folowing selected PDFS wil be merge into the first document. Only PDFS that cuttently do not have any sort f restiction (lke &
password elc) can be processed

A 3019 Basic User Training Agenda
=

2 2019 Advanced User Training

Merge PDF Options:

Mergedt document tle
2019 Basic U

Change Properties

Shaw Properties (Calegorles, Years etc.)

merge will display.

e In the Merge PDF Options area the new
merge document will display and the word
“Merge” will be added to the document
title. To update the name, if necessary, click
in the title field and update.

o Mark source documents to be
Deleted - if the merged documents
to be Deleted.

O

check Merge with bookmarks.

Hover over the

aE =5
Gear ® * jcon, the action list will display. Click Merge PDFs. QL=

Email
Request Docs
Copy to Zip
Assign Status d

n Merge PDFs

Copy Internal Link

In the Documents Selected area, the

Documents Selected

The following selected PDFs will be merged into the first document. Only PDFs that currently do not have

any sort of restriction (like a password etc) can be processed

2019 Basic User Training A;Henda

X

(You can reorder the list by dragging files.)

2019 Advaiced Us 2r Trainin

Source Documents

documents(s) you selected (source documents) to

You can reorder the list by dragging files. Click on a document, hold down left-side of your
mouse and drag-and-drop the documents in the order to perform the merge.

Merge PDF Options:

Merged document title

2019 Basic User Training Agenda-Merged

| Mark source documents to be Deleted

| Merge with bookmarks

(source documents) are no longer needed in iChannel, check Mark source documents
iChannel will mark the documents for deletion. If you wish to keep the
source documents in iChannel, then leave this checkbox, unchecked.

Merge with bookmarks — if the merged documents (source documents) have
bookmarks and you would like to merge the documents and maintain your bookmarks,
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iCHANNEL

e To update any properties associated with
the merged document, check Show
Properties (Categories, Years, etc.)
checkbox.

A new window will open. Update the
Parent, Category, Document Status, Year,
as necessary.

e To merge the documents, click [ vergepocureis
The Merge PDF Documents confirmation
page displays.

Document Management Table of Contents

\B Document Feature: Secure PDFs

There are circumstances where document(s) are sensitive and before a user’s or client can view or
open the document, you want to provide an additional layer of security (encryption).

Gear Icon — Secure PDFs

Step Action

Qv

Select a document(s) from the File Listing area. Hover over
. T, . i e
the Gear ¥ ~ jcon, the action list will display. Click Secure ol -i

PDFs.

The Encrypt PDF Files window will display.

Encrypt PDF Files

Document(s) selected

1 Document s available for encryption

Workpapers

["oor | (2019-5B-0001-Workpapers-Workpapers-8112019.pdf)

Valid documents will be ENCRYPTED (Password Protected). All other documents will NOT be changed.
Encryption: Only the files that are currently nan encrypted wil be encryped. You can still send these files to anather person, but they will
need the password you set to open.

Set Password:
\ |

Confirm Password:

Continue Cancel

.
=

Change Properties

4 Show Properties (Categories, Years etc.)
Parent. Administrative v Category: Correspondence v
Document Status: Normal v
Year: 2019 v
4 Use standard file naming

Merge PDF Documents

Files are merged successfully.

Email
v Request Docs
Copy to Zip

Assign Status
Assign Tags

changed.

Lrgl

non encrypted will be encrypted.

person, but they will need the password to
open the PDF document.

o

Encryption: Only the files that are currently

The user can still send these files to another

K/alid documents will be ENCRYPTED (Passworh

Protected). All other documents will NOT be

)
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e Inthe Set Password field, enter a password. -

There is no criteria to set a password.. area, the Set Password:
documents(s) you selected (source documents) | |
to merge will display. Confirm Password:

e |In the Confirm Password field, re-enter the
password.

o cick EEE.

o The Encrypt PDF Files confirmation
window will display “File encryption 2019-5B-0001-Workpapers-Workpapers-8112019.pdf
was SUCCQSSfUI". @&  File encryption was successful.

Encrypt PDF Files

e When a document(s) is Encrypted, to open the
document the user will need to enter the
password in the Password required field.

[
. clickia

Password required

This document is password protected. Please enter a password.

Document Management Table of Contents

%) Document Feature: Copy Internal Link
There are circumstances where a user would like to share a document(s) in the File Area with another
internal user(s), but not all document(s) in your File area. The Copy Internal Link feature will let you
share out document(s) by making a copy of the document(s) where you can share out the document(s)
via a Link. Once you have copied the link, you can paste in an email and share with another user, for
an example.

When the user(s) clicks the link, the use(s) will only have access to the File Area where the document(s)
reside and will only have access to those document(s) identified in the Copy Internal Link.

Gear Icon — Copy Internal Link

Step Action
£ ~ | Select a document(s) from the File Listing area. Hover over —

/\l_i'}
the Gear ® * icon, the action list will display. Click Copy ub ¢-i
Internal Link.

Email

Request Docs

Copy to Zip

Assign Status d
Assign Tags

Merge PDFs =

Crrneen ARES

n Copy Internal Link

The Success! Text has been copied
to the clipboard window will Success!
display.

Document Management Table of Contents
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%) Document Feature: Check-Out | Undo Check-Out | Check-In

iCHANNEL

Check-Out — user(s) need the ability to quickly access document(s) to share with other user(s)
or client(s). It’s key to working in today’s face paced mobile environments.
o  When the document(s) is Checked-Out, the document(s) will be set to read-only.
User(s) are required to download and save the document(s) locally for offline editing by
clicking the link and select “Save” or “Save As”.

o Once finished editing the document(s), use the Check-In feature to upload the
document(s) back to the File Area in iChannel.

o While the document(s) are checked out, other user(s) can only view, but not modify the

document(s) in iChannel.

o On the Document Check-Out screen, user(s) can add additional information about the

check-out in the Check-Out Options.

Gear Icon — Check-Out

Step Action

L~

Select a document(s) from the File Listing area. Hover over
the Gear # ~ jcon, the action list will display. Click Check-

Out.

The Document Check-Out window will display.

Document Check-Out

Document(s) selected for check-out

Document Management Table of Contents

Lo e P |

—_—
O] |12 ~|

|g|'_5_1"‘

Merge PDFs
Secure PDFs
Copy Internal Link

Check-In
Create Portal Request

Quick Check-Out

iChannel also provides user(s) the option
to do a Quick Check-Out. The Quick
Check-Out feature will quickly check-out
the document(s) without setting an
additional Check-Out Options.

Document Check-Out

Document(s) selected for check-out:

1 Document is available for checking out

Waorkpapers

© (2019-58-0001-Workpapers-Workpapers-8112019.pdf)

Quick Check-Out
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iCHANNEL

Check-Out Options:

In the Check-out Options section:
o (Optional) Check the Get Zip checkbox if you want to Create a zip file containing
the checked-put document(s).
(Optional) Check Out Information, enter a Return Date, enter a Return Time.
These field define when the expectation for the document to be check-in.
= By default, iChannel sets the return date to 1-day; this can be customized
to a different number of days. Please contact you System Administrator.
o (Optional) Comments allow the user to provide additional information about the
doucment while it’s checked-out.
= All comments are saved in the Document History
o (Optional) Email Notifications are a great tool to nofify other users when working
in a collobrative environement. Select user(s) email addresses from the list or
enter email addresses manually (Internal or External email addresses).
o (Optional) Check the Attach the document to Email checkbox if you would like
to attach the document(s) to the email.

Click e to check-out the document(s). The " icon will update to e

indicate the document(s) have been checked-out.

O

to

Check-Out Options:

m
&
=

o] Default: 1 day

Document Management Table of Contents

Gear Icon — Undo Check-Out

& ~ | Select a document(s) from the File Listing area. Hover over the I
—

Gear ¥ jcon, the action list will display. Click Undo Check- [~ #~ [ |*=5= ™

Out. ‘T

Copy Internal Link

The Document Checkout Status window will display.

P T Sy

Unde Checl-Out

Create Portal Request

55



Module 3: iChannel Document Management iCHANNEL

Document Checkout Status

2019-SB-0001-Correspondence-Drag and Drop-8132019.txt
®  Check-Out Undone Operation is Successful

Document Management Table of Contents

Gear Icon — Check-In
Step Acton

Step Action
£ ~ | Select adocument(s) from the File Listing area. Hover over the

Ty Y
= . - . MO
Gear ® ~ jcon, the action list will display. Click Check-In. O] (g -] g | Meroe POFs
. Secure PDFs
lﬂ = Copy Internal Link
The Document Check-In window will display. o )
(]
Document Check-In
(W]}
® Normal Check In

(Upload files for respective file upload fiefd. Document must maich the filename.)

© Zip Check In
(Files to check in are contained in a single ZIP document)

Document(s) selected for Check-In:
1 Document s available for checkein

clay 1040 docs
£  (2019-3B-0001-Check-clay 1040 docs-8132019.txt)

Choose File |No file chosen

Check-In Cancel

e Normal Check In — to recheck-in the file that was checked-out, select Normal Check-In
option.
e Zip Check In — document(s) to check in are contained in a single document.

-

_‘0‘ Document(s) being Checked-In, must match the
|/ filename of the document(s) checked-out.

Document(s) selected for Check-In:

e The Checked-Out document name will display.
e Select m to search for the Checked-Out docu ment.

e C(lick to check-in the document(s). The @ icon will update to ®’ which
indicate the document(s) have been checked in.

Document Management Table of Contents
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%) Document Feature: Create Portal Request
The Create Portal Request allows the user to make a request for document(s) via the Portal. To make
the request, users will create an Activity (task) show on the portal for their clients to access and upload
the requested document(s).

Gear Icon — Create Portal Request

£ ~ | Select a document(s) from the File Listing area. Hover over the

et P |
Gear # ~ jcon, the action list will display. Click Create Portal Bire § e roms
Request. s I |i::r:mp::fal Link
o | B gedeonx
The o @ Undo Check-Out
& Activity R B :m:\m ‘_Tmm. “I St

Non C: ler ) show on al N 1
‘ - | o = Create Portal Request
Detalls Contacts i
ror———
X

Activity window will

[
=
[
=
‘ [
Actual Hours 1.0 All Day Event

display.
[
e n Note Due D Closed
[ [ E—

.....

e Name — enter the Name of the Activity (Portal Request).

e e Type — by default, Request will populate in the Type field.
e (Optional) Class — select, if applicable, a Class type from the drop-down list.
e Start | End Date — select the Date Icon to enter the start date and end date for the
requested Activity. If the activity is all-day event, select the All Day Event checkbox.
Additional Information e Project—if requested document(s) are part of a project, select the Project from the drop-

down list.

e Entity — by default, the Entity will pre-populate with the entity name. If you need to
change the entity, select the Entity drop-down list.

e (Optional) Priority — this optional field can be: Blank, High, Medium, or Low.

e (Optional) Note — enter any notes that are related to the portal request.

.
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iCHANNEL

Contacts

Contacts —
o Highlight a contact from the pre-populated contact list, click Lt

o Highlight a contact from the removed selected section, click

Tool Tip:
Double-click a Contact to Add a contact Double-click to Remove a contact from the Remove Selected section

To select multiple Contacts, hold down the Ctrl key and select contacts

Requests — in the Documents to attach section, the name of the document(s) to show
on the portal (Portal Request) will be listed.
o To add an additional request, manually enter the item description in the Item
field.
o (Optional) To add notes on the requested item, manually enter notes in the
Notes field.

In the Activity banner, select Show On Portal checkbox. This will ensure the
document(s) is visible on the Portal.

Click .

Document Management Table of Contents

\B Document Feature: Assign To
Documents are assigned to an internal user(s). User(s) have two options when working with the Assign
To feature. A User can permanently assign document(s) to another user or they can temporarily assign
document(s) to another user and set an expiration date for the length of time that document or
documents are assigned. To re-assign a document(s) to another internal user, select the Assign To

feature.

Gear Icon — Assign To

Step Action
Select a document(s) from the File Listing area. Hover over

the Gear ¥ ~ jcon, the action list will display. Click Assign |_ ;.ﬂ_ -

Qv

Rename

Copy
Rollover

Re-Categorize

.
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Assign Document Options:

The Document Assign To
window will display. Skt Doarnrte

WELCOME TO ICHANNEL KICKOFF CALL_70180809_1611
2019-SRU.001-Training-WELCOME TQ ICHANNEL KICKOFF CALL_20190809_1611-892019.PPTX

Assign Document Options:

Select User/Group fo Assign to Add Notes:

ACCT-APPROVED

EX  cancel

e Select User/Group to Assign to: drop-down list, select a User/Group.

e Expiration Date field (optional): use the date-picker icon to set an expiration date.

e To have a user notified when a document is completed, check the Notifiy me when document
is completed checkbox.

e Add Notes field (optional): enter any notes to attach with the assign doucments to another user.

e (lick .

Document Management Table of Contents

) Document Feature: Move | Rename | Copy
User(s) have the ability to:

d o A&
& Move: this feature allows a document to be moved to a new BiE F lm;,.,.m
Site, Category (Topic | Subtopic), to name a few. 2 B vcve
@& Rename: this feature allows the user(s) to rename the g ﬂzz::me
document. -
& Copy: this feature allows the user(s) to make an internal copy of B I TeEEEEE

the document.
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Gear Icon — Move | Rename | Copy

2%~ Selecta document(s) from the File Listing area.

Hover over the Gear % ~ icon, the action list
will display. Click Move.

e Entity: click the entity field to search
for a Entity. Enter at least three
characters.

e Title: if the document name needs to
be updated, click the Title field and
update.

e Show properties (categories, year, tag,
etc.): check the checkbox to display the
Change Properties. Select the
properties to apply to the documents.

e Publish to Portal: if the document
needs to be published to the client portal with any changes, check the Publish to Portal
checkbox.

e Permanent: by default, the Permanent checkbox is checked.

e Year: if the year needs to be updated, click the drop-down list.

e Document Status: if the status of the document needs to be updated, click the drop-
down list.

e Document Tag: to add a Tag or to assign the document to a Workflow, click the “arrow”
to expand the Tag | Workflow list.

e C(Click Move.

Select a document(s) from the File Listing area. Hover over the Gear £~ jcon, the action list
will display. Click Rename.

Rename Document(s)

Entity: SRU Entity
Type Title Year Category Status

Cl ] WELCOME TO ICHANNEL KICKOFF CALL_20190809_1611 2019 Training Normal

e Title: if the document name needs to be renamed, click the Title field and enter a new
title.
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Select a document(s) from the File Listingarea. ju

Hover over the Gear % ~ icon, the action list
will display. Click Copy.

e Entity: click the entity field to search
for a Entity. Enter at least three
characters.

e Title: if the document name needs to
be updated, click the Title field and
update.

e Show properties (categories, year,
tag, etc.): check the checkbox to
display the Change Properties. Select
the properties to apply to the
documents.

e Publish to Portal: if the document needs to be published to the client portal with any
changes, check the Publish to Portal checkbox.

e Permanent: by default, the Permanent checkbox is checked.

e Year: if the year needs to be updated, click the drop-down list.

e Document Status: if the status of the document needs to be updated, click the drop-
down list.

e Document Tag: to add a Tag or to assign the document to a Workflow, click the “arrow”
to expand the Tag | Workflow list.

e (lick Copy.

Document Management Table of Contents

) Document Feature: Rollover
User(s) could have a document(s) where those document(s) will be used year-over-year with a client.
The Rollover features allows the user to rollover (copy) a document(s) to another year. The document
will be an exact copy of the original document(s) that is being rolled over.

Gear Icon — Rollover

£ ~ | Select a document(s) from the File Listing area. Hover over the

Gear ® * jcon, the action list will display. Click Rollover.
Assign To
Move

Rename

Copv

0 S | h Rollover
' ' l Re Categorize

—
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e Entity: click the entity field to search s
for a Entity. Enter at least three
characters.

e Title: if the document name needs to
be updated, click the Title field and
update.

e Rollover to Year: click drop-down list
and select a new year.

e (lick Rollover.

Document Management Table of Contents

\B Document Feature: Re-Categorize

The Re-Categorize features allows for a document(s) to be assigned to new Categories (Topic |
Subtopic) in iChannel.

Gear Icon — Re-Categorize

Select a document(s) from the File Listing area. Hover over @ (1[“
the Gear ® ~ jcon, the action list will display. Click Re- B
. | Assign To
Categorize. v Move
e Category: select a Category (Topic) and Subtopic, as Rename
L
necessary. Copy
. \ Rollover
* (Click Update. - [ TReCategorize
Re-Categorize Documents
I;::;::M #1 - WELCOME TO ICH::‘JI:I;‘::::::F CALL_20190809_1611
Conarc ~ | Marketing = [\predfsD1\icintratl\lacy magby test site\audit\carryforwards\, =
Year: 2010 v Parmanent: ¢ ) :
Document Management Table of Contents

\B Document Feature: Publish and Link

The Publish and Link feature allows for a document(s) to be published to the iChannel Portal for
client(s) to access and additional will link that document(s) to another Site for access.

Clients (Portal Users) only have access to the document(s) you publish to the iChannel Portal from their
respective File Area. Security Group Permission control what can been viewed on the Portal.

.
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Gear Ilcon — How to Publish and Link

£ ~ | Select a document(s) from the File Listing Area. Hover over the —
Gear ® * jcon, the action list will display. Click Publish and QFQP' it ]

| | Publish and Link

Link. = —'_1-
Link only
Unpublish / Unlink

. . . . 7
The Publish and Link window will SRS e ———
display. Publich and Link e oo socumen st it Pied o e
Title Expiration Date (optional)
‘\.:\ Expiration Date (Optional) —_ WELCOME TO ICHANNEL KICKOFF CALL_20190809_1611 porzaiznz0 ]
this optional field allows you to st otfeatontion

. . . File Area Search
set an expiration date. This Becinavith

Entity Name: |

date determines how long the Logi SteNemerclionits [

PUbIIShed document is j:::td;ecusmmﬁema- [
: ort |
available on the Portal. sty
& Notification: - to send a =3

notification to the Portal, check
the checkbox Send Extranet Notification Now.
@ File Area Search — next, in the File Ares Search fields, search for the Site to which the
document(s) should be linked to.
& click SN
@ Search Results: in the Portal Topic/Subtopic list, select all Topic/Subtopics that apply.
& If the information on the Publish and Link page is correct, select | puiciin |

The Document(s) have been published/linked. message will display.

Published | Linked Document(s) — Icon N
@ After a document(s) has been Published and Linked, in the File Area a new icon b1
will appear for published | linked document(s).

GEgn

v Type Year Title Size Category Modified . Created By Created Links Parent

©' T 2015 2019 BASIC USER TRAINING AGENDA_20150825,_1251 1851 Comespondence 09/24/2015  bobbyundernood o8/26/2015 || B & | administrative

2:10 PM

2 2018 Workpapers 118 k Workpapers 05/13/2015  Imagby 08/11/2019 j Audit
11:42 AM

@

* Documentation
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%) Document Feature: Publish Only

The Publish Only features allows for a document(s) to published to the iChannel Portal for client(s) to
access.

Gear Icon — How to Publish Only a Document(s) to the Portal

Step Action

£ ~ | Select a document(s) from the File Listing Area. Hover =nv P
over the Gear ¥ ~ jcon, the action list will display. | 0 v o ‘
Click Publish Only. - Rublich and Link
: Publish only
The Publish and Link window will display. | onry
2 I |Unpublishﬁ‘UnIink
@ Title — the document(s) names Will [ Fom e oo e [ | coee
dis p la y. Title Expiration Date (optional)
@ Expiration Date (Optional) — this |7eemmeeenonm i

Notification: [ Send Extranet Notification Now

optional field allows you to set an
expiration date. This date determines - Pl o el o borton

[ Extranet Channel/Topics

Published from Intranet/Read Only

how long the Published document is

available on the Portal.

& Notification: - to send a notification to the Portal, check the checkbox Send Extranet
Notification Now.

@ Extranet Channel | Topics — To publish the document(s), select all Topic | Subtopics
that apply.

he Document(s) have been published/linked.

T message will display.

Published Document(s) — Icon

@& After a document(s) has been Published, in the File Area a new icon -’ will appear
for published document(s).

=] Q’E‘e
O 1%~/ Type Year Title Size Category Modified Created By Created Links Last User Pa |
o ‘y fﬂ]i 2019 Test Word Docun 12k Training 08/26/2019 bobby.underwood  06/06/2019 -’ bobby.underwood Conar|
B Draft 2:53 PM 08/26/2019
0 2 T 2019 2019 Augustich 1.11m Training 08/26/201%  bobby.underwood 08/08/2018 bobby.underwood Conar
_ 2:38 PM 08/26/2019
-
O A 2019 2019 Augustich 1.14m Training 08/09/2012  bobby.underwood 08/09/2012 Conar
4:00 PM .
1 #3010 2019 Basic User 446 k  Support 08/09/2018  bobby.underwood 08/09/2019 & bobby.underwood Conar
4:36 PM 08/09/2019
0 & ¥ 2010 201601 Sept Su 779k Training 08/23/2019  bobby.underwood 08/09/2019 = Conar,
_ Final/Locked 2:36 PM
0 ® & 5510 wrcoMETOIC 428k Training 08/09/201%  bobby.underwood 08/09/2018 bobby.underwood¢ Conar
4:11 PM - 08/09/2019
a8 @ I‘ﬂl 1999 TEST EXCEL_201 7 Carryforwards 07/10/2012 testprod02122019; 07/10/2012 =2 bobby.underwood Audit
11:22 AM 07/10/2012
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%) Document Feature: Link Only

The Link Only features allows for a document(s) to be linked to another Site for access.

Gear Ilcon — How to Publish and Link

iCHANNEL

L~

The Publish and Link window will display.

@& File Area Search — next, in the File
Ares Search fields, search for the Site
to which the document(s) should be
linked to.

@

@ click EEB.

@& Search Results: in the Search Results
list, select the Site that applies.

@& |f the information on the Publish and

Link page is correct, select .

The Document(s) have been published/linked.

Published | Linked Document(s) — Icon

-
&

linked document(s).

Publish and Link (Tne toitowing document recards will be Linked)

Title

How to Email a Client a File or Files from iChannel Secure Email

File Area Search
Begins with

Compar

e: s
Login Site Name/Client ID: |:|

Search Results

Login Site Namey/Client ID Company Name

¥ SRU Training SRU Training

d

Select a document(s) from the File Listing Area. Hover over
the Gear ® *  icon, the action list will display. Click Link Only.

Publish and Link
Publish onlv

n Link only

Site Code

10544

message will display.

5 After a document(s) has been Linked, in the File Area a new icon £ will appear for

18 How to Email a Client a File or Files from iChannel Secure Email

INING AGENDA_20190826_1251

Workpapers

size Category ified . Created By Created

79.28m  Cor bobby. 08/02/2018
bobby.underwood  08/26/2019

gggggggggg

%) Document Feature: Unpublish / Unlink Document(s)
Gear Icon — How to Unpublish Document(s)

Step Action

L8 ~

IPuinsh and Link
Publish only

link anbs

Select a document(s) that has the —'icon from the Entity File g:‘h"
Area. Hover over the Gear *# * icon, the action list will display. L3
Click Unpublish / Unlink. 4

The Unpublish or Unlink window will display.

{

Unpublish ¢/ Unlink
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Unpublish or Unlink (Tne foifowing document records will be unpublished or unlinked) Unpublish

¥ Documents to Unpublish

2019 August iChannel Release Notes v2_20_0 DRAFT
¥ Collaboration

¥ Documents to Unlink

There are no documents to unlink.

& Documents to Unpublish — by default, this checkbox is checked. A list of document(s)
will be listed below.

o Topic — the topic the document(s) were assigned will display, by default the
checkbox will be checked.

& Documents to Unlink — by default, this checkbox is checked. If no document(s) have
been linked, the message “There are no document(s) to unlink” will display.

Click Unpublish i

The Document(s) unpublished/unlinked successfully message will display.

Document Management Table of Contents

%) Document Feature: Copy to Folder (Append) | Copy to Folder (Replace)
Gear Icon — Copy to Folder (Append) | Copy to Folder (Replace)
| step Action . |

Step Action

% ~  Copy to Folder (Append)

@& This feature requires that your Organization work with you iChannel Administrator before use.
A default destination path is programmed into iChannel and the destination may also be
overridden for each iChannel user. When choosing this option, users will place a copy of the
document(s) into this dedicated path; most often used to copy to an ftp site.

Copy to Folder (Append)
@ This feature requires that your Organization work with you iChannel Administrator before use.
A default destination path is programmed into iChannel and the destination may also be
overridden for each iChannel user. When choosing this option, all document(s) in this dedicated

path will be deleted and then the selected document(s) are copied to the path so that a CD can
be made of the destination folder.

Document Management Table of Contents

.
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\B Document Feature: Mark for Deletion

Gear Icon — How to Mark for Deletion Document(s)

Step Action

£ ~ | Select a document(s) from the Entity File Area. Hover over the =Y |
Gear # * jcon, the action list will display. Click Mark for =

O [ge = | :
. : Mark For Deletion
Deletion. o °f- '
Delete L

The These files will be marked for deletion.. window will
display.

These files will be marked for deletion...

Test Word Document (DOC10026649)

Delete documents

@& (lick Delete Document.

@ Click OK.

ichannel.conarc.com says

Are you sure?

“ Cﬂn(EI

The Results window will display.

& Click Close. Freer]
To view document(s) that have been Marked for Deletion:

-~

@& Select Status and from the drop-down list, select To Be Deleted.
& Click Filter.

C — Drag documents here tf
-Bmwse
Type N [ Year s ] [ Status (1) =]
Check all 3 Uncheck all
—@ i dla = " praft -

) %~ Type Year Title (O Final/Locked Size Category Modified Cre|
O B B 2010 sestwerdBocumert [ out of Date/Reference 12k Training 08/26/2018  babby]
B To be deleted only 2:53 PM
L m -ﬂ 2019 20319-BasicUYserTr b ¥ To Be Deleted - 195 k Accounting 08/09/2019 bobby |

To be deleted © be belete 4:08 PM
-
C B T 200 2e104e d-use T 233k Accounting 08/09/2019  bobby.|
To be deleted 4:08 PM

Document Management Table of Contents
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\B Document Feature: Delete

Gear Icon — How to Delete Document(s)
Step Action

£ ~ | Select a document(s) from the Entity File Area. Hover over the —F |

%
=]

[

M)

P

Gear ® * jcon, the action list will display. Click Delete.

" Mark For Deletion

Delete

The These files will be deleted.... window will display.

— . These files will be deleted...
@& Click Delete Document.

TEST EXCEL_20190212_1059 (DOC10025593)

Delete documents

@ Click OK.

ichannel.conarc.com says

Are you sure?

The Results window will display. “ Cancel
& Click Close.

Document Management Table of Contents
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Module 4: iChannel CRM

® -'-. iChannel CRM (Contact Relationship Manager) tool provides your Organization with a central contact
e management database allowing users to efficiently manage client relationships, vendors, employees and
interactions users have with their clients.

Files | Confacts  Projects  Pipeline  Calendar  Routing  NewRouting  System
etail: [ErRU Enicy dba " v
Detail Contact2 Discussion Activity 5 Notification Project 1 History
Frimary Addrass: 350 Bonnavale Drive Fhene 11 404-733-0301 s ||
Phone 2: o |
B Fax1:
Dallas |, x| [rs20e ] Fax2:
Country: United States ] ieb Sitet ]
Barent Entity: Commurication: [ ¥ ]
. ge] (Delete Entity)
B E— )
Addresses & Phone Numbers ¥
Linked Entities =
Industry: Consulting v s &
Type: I
Status:
Active:
D SRU.001
Sitecode: 101648
Revenue Estimates:
Custom Client Fields -
‘ Services | Pre-Qualification | Software Environment  Nesds
* iChannel Components:
[ iChannel [ cRM [ Extranet [ Projects [ Pipeline [ Mobile
Custom HTML [ Practice Links | Engagement Links |/ XCH Links 1 FirmFlow Links ) SharePoint Links
[ Other Links [ Black Bax [ Hosted
Other Services:
1) JobCenter ) WebAppraise ) DealChannel [ LeaseChannel | ABBYY
Real Estate: .
Referred By Scanner
Industry(old) Client = o -
Client Code none ® Assigned to Undervood ®
TIME ZONE = 4 Service
= of Employses Converad from
Affliztion Exranet Link
Software UDFi5_TEST
External D Modified: bobby.underwood - 09/30/2019 01:23 PM_ Created: bobby.underwood - 08/06/2019 0153 PM

Module Overview

The follow exercise will introduce the building blocks and tools of the iChannel CRM.

iChannel Document CRM erows iChannelDesk

Dashboard | Management (Projects)

Getting
Started
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In this module, CRM, the following topics will be reviewed in detail:

& Contact Search Screen

@& How to Search a Contact or Entity

& Add a Site (CRM Only)

@& Add a Site (CRM & Document Management Area)
@& Site Detail Screen Overview

Contacts Tab: Add a Contact | Duplicate Contact
Discussion Tab

Activity Tab

Notification Tab

Project Tab

History Tab

2 How to Create a Contact

2 How to Identify and Resolve a Duplicate Contact
2 How to Link a Contact

2 How to Update a Contact

» How to Add a Group Group/List

o O O O O O

& & & &

.
&
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Contact Search Screen

\,“ Files Contacts Projects Pipeline Calendar Routing New Routing System
9 .
ak § .
i.. j From the iChannel Dashboard Banner, @ —— et o ==
i pr2 T ~—r
select Contacts link to open the Contact SEEE Bty 1
Lasthama: | [Under | Hame: - [ |
1 First Nama: DBA:
Search Screen. From this screen, users —— I I I I
ili : Type: [ S’ v
have the ability to perform complex st | | e
Zip: I ] Gity: [ |
H - State:
searches on your contacts or sites. Othar Gontact Search Fialde: = | |
10 ‘ | Industry: [ v
Email: [ | Active: [ves v |
Cemmunication: v Other Entity Search Fields: a
Classify: [ v
Designate: W | v Country: [ |
Referrad by: [ | Communication: | ¥ |
Type: l | Referrad By: | |
Custom 4: [ | Industry{ald): | |
CustomS: [ -— | Client Code: [ e |
YE Planning: | | TIME ZONE: [ |
Support Team: | | = of Emplayaes: | |
Custom Ficlds: | | [ |
Madified By: | | Software: [ |
Created By: [ | External 1D: [ |
Modified Date: | [E o | iz Scanner: [ |
Created Date: | [ H o [ ] Client =: [ |
Assigned to: | |
Service: [ |
¥ Expanded Active: Ev [ include Linked Contscts [ |
My Parsonal Lists nuerie from:
Shew Members Of: | v Extranst Link: | |
Display Columns: [Qutlook " - UDF15_TEST: | ]
Global Groups/Lists N Madified Byt | |
Show Members Of: | v Crestod Eve | |
Display Columns: Py ) v .
Custom Contact Search Criteriz 1 Modified Date: | |Z | |=
N Crested Date: | =R Jl|
Custom Entity Search Criteria Section
Mo Custom Search Provided...
Save Criteria
Groups / Lists
Mame: | [ |
~
R

\B CRM: Contact Search Screen

CR ow to Search for a Contact | Entity

Contact Info
& Search for a contact by Last | First | City | State or ZIP

@& Click the Search button to return results.

—! Other Contact Search Fields (UDF — User Defined Fields)
& These fields are unique to your organization and are optional.
& An organization can have up to 15 UDF fields.
& Contact your System IT Administrator if you need to have customized UDF fields.

u Search Result Options
@ Expanded — Displays the address information in the search results.
& Inactive — Includes inactive contacts in the search results.
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@& Linked Contacts — Includes any linked contacts in the search results when performing
an Entity search.

My Personal List — Allows each user to create a custom list of contacts. The Outlook list is used

to Sync with Microsoft Outlook.

& Show Members Of — this drop-down list to display the contacts that are in the selected
group.

& Display Columns — allows you to choose the columns you would like displayed in the
search results quickly add/remove contracts from the selected list.

Global Groups | Lists — these search settings correspond to the groups in the Group | Lists

section list.

@& Show Members of drop-down list — display the contacts that are in the selected
group(s).

@& Display column — allows users to choose the columns you would like displayed in the
search results to quickly add/remove contacts from the selected list.

H Save Search Criteria

-

& Click the Save Criteria button at the bottom of the screen to save the search fields on
the screen. This is helpful if you will being search for the same fields over and over.

& Click the Clear Criteria button to clear any saved search criteria.

More drop-down list — your System IT Administrator will determine if the user has access to

any of the items in the list.

@ Export to Excel [ [om-
& Mail Merge EoE
@ Add Entity .
& Add Contact Add Contact
& Advanced Query _—,T

n Entity Info
& Search for a Site by Name | DBA | ID | Type | City | State | ZIP | Industry | Active

& Click the Search button to return results.

H Other Entity Search Fields

@& These fields are unique to your organization and are optional.

\B CRM: How to Search for a Contact
CRM - How to Search for a Contact

n In the Contact Info, Other Contact Search Fields, Search Results Options, My Personal List,
Global Groups | List fields, enter as much or as little information to perform the contact search.

@ Click the Search button to return results.

The Contact Search Result window will display.

.
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3 #™ CONARC . I
Files Contacts Projects Pipeline Calendar Routing New Routing System. |‘ iCHA hﬂJE\‘f’* Inacive - o @ e L

| Contact Search Results

Type/ID

|2 ) underwood, Babby ' Conare, Inc-Main (Root) Conare Intarnal
20000 Mill Creek Ave CONARC-MAIN

P Training and Services
| £ 770-845-0508 Suitz 473
= tta, GA 20022-1584
[ bobby.underwood @conarc.com rewcanarc.com
& 770-843-0508
9 I underwood, Chuck « %+ ¥ KCoe Isom, LLP Client

Firm Administratar 2020 Courtland Cir KCosl
1 7es-825-1561 Gl
Salina, KS 67401
[ undaruogheos.com e
= 785-825-1561

3 I underwood, Paula %' SRU Entity
] aga-72z-0201 230 Bonnavale Drive SRU.0DOL
Dallss, Tx 75208

[ paula.underwood @email.com ) 40a-733-0301

3 Records (Save Sync/Group ions ) ((Email Selected Contacts ) (_Create Activity
S’ S’

File Area — next to the contact name, click the 2 iconto navigate to the File Area for the Site.

Contact Name — click the contact name link to access the contacts personal details page.

Site Name — click the site link to access the site details page.

Contact Email — click the email address link for the contact to start an email for the selected

contact.

5. Email Selected Contacts — select the contacts (checkbox) you would like to start an email,
select Email Selected Contacts button.

6. Calendar Activity — click the Create Activity button. The Activity page will display. Fill out the

information using the fields to create the Activity type for that contact selected.

PwwnNpRE

Activity: Campletad | / | an (Gave) (Gave a mdd )|

Details s

e Name - enter the Name of the Activity (Portal Request).
e Type — by default, Meeting will populate in the Type field. Use the drop-down list to change the
type.
e (Optional) Classify — select, if applicable, a Class type from the drop-down list.
e Start | End Date — select the Date Icon to enter the start date and end date for the requested
Activity. If the activity is an all-day type, select All Day Event checkbox.
e  Workflow (Project) — if the activity is associated with a workflow, use the drop-down list to search for
Workflow.
e  Priority — use the drop-down list to select the priority for the activity.
e Notes — enter any additional notes related to the Activity.
e Available Contacts — Assigned Contacts and Entity
o From the Available Contacts list select a contact(s) to add to the Assigned Contacts
and Entity.
o TIP: You can double-click a contact to move contacts between the Available and
Assigned windows.
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e Search for Contact | Site: enter information in the Last | First | Entity fields to search for a
contact | site.

e Email — check the email box to send an email to an Internal User or add Internal notes in the
available field.

e Completed — by selecting the Completed checkbox, the current date | time will automatically
populate.

o Click|Gae) (Saveandd)

) CRM: How to Search for a Site

CRM - How to Search for a Site

Details

Select Contacts from the banner. Select the Entity radio option.
In the Name, DBA, ID, Type, City, State, ZIP, Industry, Active fields, enter as much or as little
information to perform the site search.

& Click the Search button to return results.

The Entity Search Results window will display.

Entity Search Results
Files Name Type/ID/Industry Custom Fields Contact List ., EShow Projects

L ¥ sru Entity Client Code: none " Paula Underwoad ((add Contact )
. 30 BonnavaléDrive SRU.001 TIME ZONE: cst 3 5
Djllas. TX 75208 Consulting ghept #‘; 3  Und ; &3() Bobby Underwood
Uﬁd4047?3370301 ssigned to: Underwoo
1 Records Email Selected Contacts ) ((Create Activity )

1. File Area — next to the site name, click the “ iconto navigate to the File Area for the Site.

2. Site Name — click the site link to access the site details page.

3. Contact Name — click the contact name link for the contact to navigate to the Contact Detail
info page.

4. Show Projects — click the #Show Projects 4 show any workflows associated to the site.

5. Add Contact — click the Add Contact to add another contact to the site.

6. Email Selected Contacts — select the contacts (checkbox) you would like to start an email,
select Email Selected Contacts button.

7. Calendar Activity — click the Create Activity button. The Activity page will display. Fill out the
information using the fields to create the Activity type for that contact selected.

Erwr—— pe—yy o o) )

e Name — enter the Name of the Activity (Portal Request).
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e Type — by default, Meeting will populate in the Type field. Use the drop-down list to change the
type.

e (Optional) Classify — select, if applicable, a Class type from the drop-down list.

e Start | End Date — select the Date Icon to enter the start date and end date for the requested
Activity. If the activity is an all-day type, select All Day Event checkbox.

e  Workflow (Project) — if the activity is associated with a workflow, use the drop-down list to search for
Workflow.

e  Priority — use the drop-down list to select the priority for the activity.

¢ Notes —enter any additional notes related to the Activity.

e Available Contacts — Assigned Contacts and Entity

o From the Available Contacts list select a contact(s) to add to the Assigned Contacts
and Entity.
o TIP: You can double-click a contact to move contacts between the Available and
Assigned windows.

e Search for Contact | Site: enter information in the Last | First | Entity fields to search for a
contact | site.

e Email — check the email box to send an email to an Internal User or add Internal notes in the
available field.

e Completed — by selecting the Completed checkbox, the current date | time will automatically
populate.

o Click () (savemnaa)

%) CRM: How to Create a Site (CRM Only)

Use the How to Create a Site (CRM Only) when you have a new prospect or lead; yet you do not have a
need to create a Document Management Area. If your prospect or lead, develops into a Site where you’ll
need a Document Management Area, you’ll need to work with your System IT Administrator to create a
SITE record for the client.

It is not uncommon that your System IT Administrator will create all
o'_ Entities via an iChannel Interface; therefore, the How to Create a Site
l N (CRM Only) is an optional feature one how to create manually.

v

Before adding a new Site, it is recommended that you search for the client name to prevent creating a
duplicate site. In addition, your organization might select to import Site’s through an interface. Please
contact your System IT Administrator before creating a new site.

CRM - How to Create a Site (CRM Only)

Select Contacts from the banner. Select the More... drop-down button. Select Add Entity.
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o £, CONARC

Projects Pipeline Calendar Routing New Routing System, A iCHANNEL

Il
a Show up to: | 100 Y | '® Contact Entity

L —

Contact Info Entity Info \m o
rt To Excel

Last Name: [ Name: [ Ej f

First Name: DBA: —

City: D: » Add Entity

-

State: Type: \— 'Add Contact
Zip: City: ‘Advanced Query
Other Contact Search Fields: ¥  State: L —

The Site Name window will display.

Name: [ | w=[ | %

] Contact Discussion Activity Notification

1. Entity Information — Fill in as much
information as necessary about the
new entity.

2. Parent Entity — if the new Entity is
part of a Parent Entity, click the
search field and enter at least three- )
minimum characters to search for an
entity. (Parent Entity is not required e —
to create a new Entity site).

3. Industry | Type | Status | Active —
populate as necessary.

4. Click

B E—
B —

Af

%) CRM: How to Create a Site (CRM & Document Management Area)

A second type of Entity (Site) is an Entity that also has a Document Management Area. Where users
will manage their clients document(s), share document(s) or request document(s). To create an Entity
that has a Document Management Area, the new Entity (Site) will be create from the System > Sites

feature.

To create an Entity (Site) with a Document Management Area the new site will be created based off a
“Template”. The Template hold all the File Area structure (categories | topics | subtopics, security, etc.)

to name a few.

g Management Area. Your System IT Administrator in conjunction with

‘o‘_ “Templates” are defined by each Organization to create the Document
\/
- your iChannel Implementation representative will define all “templates”.
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Before adding a new Site, it is recommended that you search for the client name to prevent creating a
duplicate site. In addition, your organization might select to import Site’s through an interface. Please
contact your System IT Administrator before creating a new site.

CRM - How to Create a Site (CRM & Document Management Area)

Step Action
Select System from the banner. Select Sites. The
System >>Sites page ill display.

Calendar  Routing

Projects

() Begins with

Before adding a new Site, it is recommended that PO onsiewne |

. N B —
you search for the client name to prevent e

Reports

creating a duplicate site. In addition, your .
el o |

NTERNAL

organization might select to import Site’s through o) bncenoos
an interface. Please contact your System IT
Administrator before creating a new site.

n To create a new Site:
1. Click New Site. The System >> Site Details page will display.

Templats '+ 0% Ste Cade:
Inchude: @ Chanoels/Topics  # Secusity Groupa/Join in subscribers from parent level
Lagin Site Name, site Tvpe: L] Lbraey site

| Bamer image:

H
RE

Subscribers < Show Inactives =
Site Coe Subsaribers UserlD. Lot Login “adin aative
Natire Subscibers

Choose a Template from the drop-down list. The list
displayed is defined by your System IT Administrator. If

. TEMPLATE_HUMAN RESOURCES ty
a new template is needed, please contact your Login Site  TEMPLATE_INTERNAL ,
. Name: TEMPLATE_MARKETING Sit
Administrator. Entiyy | TEMPLATE_SALES
- . TEMPLATE TRAINING AND SERVICES
@& Leave the default checkboxes to Include: Name: * ' TEMpLATE USER CONFERENCE

o ChanneIS/T0p|CS Doc. Path: {EMPLATE7VENDOR

o Security Group/Join in subscribers from parent level.

.
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1. Login Site Name: enter a description name for the new Entity; click enter.
2. Entity Name: field will auto-populate with the Login Site Name (you can update this field,
but it’s not necessary).
3. Site Type: choose a type from the drop-down list. If the new Entity requires a file area,
select the File Area from the list.

Login Site Name: High Grove CPA Site Type: S
S |
Entity M 5 =7 i
ntity Name High Grove CPA
Doc. Path: £ \\PRODFS01.CONARC.COMYCLINTRAVH\HIGH GROVE c| Mail Merge
Subscriber Site
Extranet Login Valid Until: i iz Theme: i E Template

The Doc. Path: this field will auto-populate with the document path for where the new entity
file area document(s) will be stored.
@& It's recommended to not update this field without consulting your System IT
Administrator.

E Extranet Login Valid Until: enter a date if you want the portal to automatically expire. This is

valuable for prospects otherwise ILeave this field “blank”.
Theme: (optional) users can select a theme for the entity.
Banner Image: (optional) users can select a banner theme for the entity.

Add as a CRM Entity record for Intra/Extranet (Portal) site — leave the checkbox checked as
this will save you the steps fore creating a separate client CRM profile and then linking it to the
clients Site profile.

Address | City | State | ZIP | Phone | Website | Country — add as much information about
the new Entity as possible.

¥ add as a CRM Entity record for Intra/Extranet sites.

Address: Phone 1 ext.
Phone 2: ext.
Fax 1
Fax 2

Web Site:

n Industry — choose from the drop-down list the industry that best identifies the new entity.
Type - choose from the drop-down list the type that best identifites the new entity.
Status — choose from the drop-down list the status that best identifies the new entity.
Active - if the new entity is Active, select Yes. When an Entity is no longer active, select No.
ID —the ID field is required and is usually the unique identifer for the Entity. Consult with your
System IT Administrator to determine the ID.
Notes — (optional) enter additional notes as necessary.

Industry: v Notes:

Type:
Status: Approved
Active: Yes

ID:*

Click Save.
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iCHANNEL

n The new Entity (Site) will be created and the System >> Site Details page will display.

A few highlights:
1. Quick Links:

a. Docs — click this button to access the Document Management Area

oo o

Add - to add a new Entity (Site), click the add button

D

Site Code will be auto-genarated.
Site Code (internal site identifer) will be auto-genarated.

vk wnN

a. ADMINSTRATOR USER & DEFAULT USER

No

Emails — to generate an email from this page, click the Email button
Save — to save any updates to the Site Details, click the save button

. Delete — to permantely delete the Entity (Site), click the delete button
(Directory is valid) will display indicatating that the Doc. Path is active.
Subscribers — in this section, two (2) Subscirbers will be created.

Entity Detail (link) — click this link to access the Entity Detail Screen (CRM).
Add Contact button — once an Entity (Site) has been created, if there are contacts

associated with the new Entity; you can add contacts from this screen.

lé:i- System - site Details (save)
Re-Copy Template Setting:
Library Site Site Code: 00225 (Internal site identifier)
Entity: Training and Services (Add Contact] %
Modified: 10/09/2019 10:55 AM by bobby.underwood  Created: 10/09/2019 10:55 AM by bobby.undarwood
Subscribers, ¥ Show Inactives &
Site Code Subscribers seriD Last Login Adm Active
Native Subscribers
00225 ADMINISTRATOR USER ADMIN & 01/01/1900 12:00 AM ®
Training and Services @ 01/01/1900 12:00 AM =
soined intemal Subscribers
Add Internal Subscribers ¥
Portal Security Groups &
Groups For Site Training and Services

&) CRM: Entity Detail Screen Overview

The Entity Detail Screen provides a quick overview of your entire organization’s relationship with the

selected entity. Information is organized into tabs for easy access.
& Detalil
@ Contact
@ Discussion Activity
@ Notification
& Projects
& History
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= CONARC Include Inactive |Search % @™ & (ogour)
u "W i | Comtacts  Calendar  Routing  Projects  Pipeline  System {Q‘ICHANNEL ®

[ Training Detail: rraining and services dba ® [Hore... 7] (Gave) (site)

aaaaaaaaaaaaa

e To access the

Client Detail screen:

= b
Delete Entity

Locate an entity (site)
anywhere in iChannel
and click on the
Entity (Site) link.

Linked Entities (Add Link )

[[[[[[[[

nnnnn

Example Locations:

Dashboard (My Entities, My Recent Entities)
Document Management Area
Project
System >> Site

Modified: greg.kirkham - 10/11/2019 11:38 AM  Created: babby.underwasd - 10/09/2010 10:55 AM

Entity Type — the type of Entity (Client, Prospect, Vendor, etc.) will display before the Entity name.
Entity Name — the display name of the entity that is used for all searches in iChannel. This field will auto-
resize to fit the contents.

DBA — “Doing Business As name”. If there is a defined DBA name; the user can perform a “search” using
the DBA name.

My Entity Stars — allows users to setup My Entities on their Dashboard to quickly locate and access most
often used entities (sites).

Action Buttons are based on your organization’s security settings. You may not have access to all or any
of these action buttons. Please contact your System IT Administrator if you feel you need access.

=
LA

P
A

-
@
-
@
-
N2

More — click the drop-down arrow to access Emails, Add Entity or Activity Report by Entity
Save — saves any updates or modification made to the detail page.

» Docs — navigates the user to the Document Management Area for that client.

Site — navigates the user to the Site Details for the entity.

» Add Contact — click and you’ll be navigated to the Add Contact to add a contact to this entity.

) CRM: Detail Tab
CRM - Detail Tab

Step Action

By default, the Detail tab will display. The Detail page is broken down into three main sections:
Client Address Information, Linked Entities, and Custom Client Fields.

R
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etail: [sru ety bl | %
Detail Contact 3 Discussion Activity Natification Project | History
frory Addrece: 250 Benmaalz v | Phore 11 ana 733030 =S
. Phane 2 s
g et
. .
Zeuntry: United States Web Site: ‘
arent Entity: Communication 3
telationship: | E—] Delete Entity.
b v
Jr e —— v
ke Entitien (ATETHE) Y
Tndustys .
e E—
stac
active
10:% SRU.001
Stecode: 101048 N
Revenue Estimates:

3

_C_son
/ Services | Pre-Qualfication  Softwars Environmant  Niesds \
i | Components:

ern 1 Extranet " projects " pipeline " Mobile
practice Links |/ Engagement Links |/ xC1M Links I FirmFlow Links | SharePoint Links
" Black Bax " Hosted

Seannar
Client = o °
none @ Assignedto Undervsed B

TIME ZONE st % Serice

# of Emaloyess Converted from

faliation Extranet Link
~are UDFis_TEST

CRM - Detail Tab: Client Address Information
& Enter the Primary Address, Parent Entity (if necessary, Phone Numbers, Website, as

necessary to define the new entity.

! CRM - Detail Tab: Linked Entities
& If the new entity (site) being created is also Linked to another entity (site), click the
Add Link button.
o The Link Entity to {Current Entity} window display.
o Select the entity(s) to link your {current entity} to.
o Click Save or Save and Add More.

Link Entity To: SRU Entity

Search Entity: lacy
Search Results
Entity Rale

- Boemer, Dennis & Franklin, PLLC (BDF) [
D Lacy Magby [
- ELacy Magby Test Entity (123456) [ 2
- Harlan Law & Title Company {HarLaw} [
] Rachel Myers Insurance Agency (AgPra-M) [
- Heartiand Crop Insurance AIP (HCIAIR) [ 2
- lacy test mail merge (itmm) [

] Test Production 03112015 (TP02112013) Y
oy

E CRM - Detail Tab: Custom Client Fields
& These fields are optional, and your Organization will determine the number of custom

client fields to support your entity. Each Organization can have up to 150 custom
fields.
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\B CRM: Contact Tab

CRM - Contact Tab

Step Action

iCHANNEL

The Contact tab will display the total number of contacts associated with this entity (site). The

3
tab will display a red number, indicating the total number of contacts associated
with this entity (site). NOTE: All contact entries are also defined as links for quick and easy
access to the contact record.

Detail Contact 3 Discussion & Activity & Notification Project 1 History

comacs 1)
Portal Test Extranet Name Phone Emall Title (Classify)/Department Role/Designate Last Login Delete
] & Underwood, Paula 404-733-0301  Pavla-underwood@emall.com ®
Linked (1) (add/Edit )
Portal Name Phane Email Company/Title (Classify)/Dept _Role/Designate Last Login Unlink
"] Dae, Jane 716-712-3456 (w) jdoe@noemall.com Acme Northeast Painting 2®
Internal Assigned (2)
Portal Name Phone: Email Title/Dept Role/Designate __ Notify/Favorite ___Last Login Unlink

com VP Training and A& Primary es
" ] Underwood, Bobby 77 aE T ® 10/15/2019
H
* ] Kirkham, Greg 770-849-0508 greg kirkham@conarc.com Implementation ; 10/14/2019 E 3
Lead

The Contact page is divided into three main areas:
& Contact — all contacts that are associated with the Entity (site). Typically, the external
contacts for the entity (site).
o Delete All — click this button to delete all contacts. NOTE: please contact your
System IT Administrator before deleting any contact records.
o Import from Excel — click this button to export out a list of all contacts associated
with this entity (site).
Linked — this area will display any contacts, vendors, service provides, etc. that are
“linked” into this entity. These linked contacts are in some ways associated with the
main entity (site). To be linked, the contacts must have a primary entity contact record
first.
o Add/Edit — click this button to add another contact (Linked) to the entity (site).
You can also edit any contact that is already linked.
Internal Assigned — these contacts are the internal users (employees) of your
organization that are associated with this entity (site, client).
o My Entity Stars —allows users to setup My Contacts on their Dashboard to quickly
and easily access often used entities (sites).

P
LA

@

Key visual indicators:

° e’ - Active globe with a = Contact with Administrator privileges.

° 0 - Active globe indicates has access to iChannel Portal.

° 0 - an Inactive globe indicates the contact does not have access iChannel Portal.

° " = Primary Contact for the Entity (Site).
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° w = Secondary Contact for the Entity (Site).
e #-=if the Contact is Active and created to access the iChannel Portal, the green arrow

will provide a quick access to the iChannel Portal from iChannel. Great for testing to
ensure you have set up the Channel Portal for the user.

\B CRM: How to Create a Contact

Steps for How to Create a Contact

From the Dashboard, access an Entity, double-click the Entity Name to access the Clients CRM where
you would like to create the Contact.

@ To quickly access the entity in iChannel, click on the Entity Name when you want to go to the
iChannel CRM module for that Entity.

System 5V

Contacts Projects Pipeline Calendar  Routing New Routing
@ My Dashboard ~
p—
[l My Entities o =3 My Tasks °
Entity Ranking  ~ Assigned. | Underwood, Bobby -
B [ sruenty sRuUoo1) B Nothing selected ~ BHE 2 @
B K3 corarc inc-Main (Root) (CONARG-MAIN) 5 Task Entity = Staws Start
© [ Iinvoice Sent  Bateman Gordon Sands (BGS) In Process 11/1/2016) 11
B [ A0 insuance (AgPro-y b olee Sent
L1 3 Acmirais oank S o [ estDemo SRU Entity (SRU.001) (notset) | 3/9/2019 8/
Test Project SRU
- = E . 5
25 *]
»
[E] My Recent Entities °
Entity Accessed Ranking =2 My Projects ®
e oo 2

@ If the Add Contact button is not visible, please contact your System Administrator to grant

permission to add contacts.

etail: [sruentty | dba |

Contact 1 Discussion 2 Activity 4 Notification

[ etan )

The Add Contact...[Entity Name...] window display.
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Enter the email address for the Contact in the Email field.
Enter the contacts first name in the First Name field.
Enter the contacts last name in the Last Name field.

Next, click Tab to expose the remaining fields; or click Save.

If the email address is already in iChannel, once the email is entered in the Email field, iChannel will
perform a search to verify the email address. If the email address already exists, the below message
will display. Search for the Contact instead.

demo.conarc.com says

- Cd f
- - A contact with this email address already exists.
\1P-

w

-

would you like to Merge/Link these contacts?

The new Contact is now created in the Entity (Site) and will appear under the Contact tab.

) CRM: How to Identify and Resolve a Duplicate Contact

Step

Steps for How to Identify and Resolve a Duplicate Contact

Action

When adding a new contact, iChannel validates the new contact information with the following data:

@& Email address

& First Name

@& Last Name

If any of these three triggers another match(es) already in iChannel, you will receive a message stating
“Contact is duplicated”. As a user, you have three options on how to handle the duplicate entry.




Module 4: iChannel CRM iCHANNEL

. Shoby's Bndgn Tk shoplseant) P @ e by @
® Title/Descronon . Conteet Exchude Emals e ey
e ) B

ff" Client Detail: sheiby's Bridge Tt shop P *

Detail [ Comtact®® | Discussion?  Aciwity™  Nobfication?  Proect®  History

Contacts (3)

Fortal Test Extranet e Frone Emes e Rae Dearete

- 17 services Inc.
ss5-555.1313

o - et Frans s fransnosmalom D Hsecontary

* ] P Cannon, Cay 5555555478 Clay@festborkichannel.com  Banker

* ] & Carpertes, John Laryer

o 5 e, T rm— e e

* ] & nhnenn menns. 555-555-5478. donrssbichannal.com Secratary

"] | Kikham, Greg Contact is duplisted | e an areggemai. com

- - 5 5.123.4567 (m)
* ] P Smith, Shelby 555-555-5476. shely@sbichannel.com
Y - Wisen, Shannan sss-ssssame Shamongaschame.com  Ofice Hanager

Click the link Contact is duplicated. The Duplicate Contact Management window will open.

Dema Site) Greg Kirkham (Shelby's Bridge Thrift Shop)

[0 ik to Master | e | eete JRRE) 0 ik to aster | ignons § D

First Name

Tast Name

E-mall arag k
Address line 1

Address fine 2
address line 3

The User has three options on how to resolve the Contact is duplicated:

1. Link to Master — keep the contact under the Master Entity (Site) and links the corresponding
entity.

2. lIgnores — leaves the contact as a duplicate & give the user the option to remove the duplicate
notification.

3. Delete — Deletes the contact record from the additional entity.

When working with Contact is duplicate,
-‘9'- please work with your System IT Administrator
= to resolve.

To Merge the two records, click the Merge button.
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%) CRM: How to Link a Contact (External or Internal) to an Entity (Site)

Steps for How to Link a Contact (External or Internal) to an Entity (Site)
Step Action

Often a contact will be created in their Primary Entity (Site) yet will have the ability to work for another
Entity (Site). In this case, it’s recommended to always Link the Contact to the other Entity (Site) so not

to create a duplicate contact record.
From the Dashboard, access an Entity, double-click the Entity Name to access the Clients CRM where
you created the Contact.

@& Select a Contact. The Contact Detail page will display.

@

[ e —

sy lists)

@ To link the contact to another Entity (Site), click the Add/Edit button. The Entity search
window will display.

Bn

1. Entity Name: search field. Enter at least three-characters to begin the search. iChannel
will return all matches, select the match for the linked entity (site).

2. To add the new entity (site) as a linked record for the contact, click Save.

Role Designate Asocation

o]

o The Contact Was Successfully x
Updated.

iChannel will display the following confirmation.

3. The user will be returned to the Contact Detail page. Click the Linked tab to see the
newly linked entity(site).
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Detall [ Comtact 8 | Discussion?  Actwity?!  Notification Project ® estory.
#¥ Contact Detail: Frans Grotius x
Last: Grotus work: e et
Saustation v <al: 555585 1615
e Oector Fame:
Depertment: IT
,,,,,, g )
Actve: [Ves ¥ Communication ethod:
Addresses & Shnnn somhars, ®
Dotail | |(~ mked® | | Discussions  Activity  etification Projet  Symclst  History
Graups M St 2 )
Default Communic.Jan Metod All
\
\/
Company Linked To (3) |
% Shelly's Bridge Thrift Shop (58-0001) & Secondary % Smith Community Mertal Meslth (SMITH2O)

B SRy Trsiemng (TEMPLATE_CLIENT)

have this contact on one of their Sync lists)

) CRM: How to Update a Contact from Active to Inactive

NOTE:

It’s recommends that any Contact that has been created in iChannel should not be

DELETED; yet marked as “Inactive”. Therefore, if you need to active the contact record, it record
will not have to be created for the beginning.

Steps for Update a Contact from Active to Inactive

Click the Contacts tab from the Main Banner. Search for the Contact by using the filter options. From
the Contact Search Result window, click the contact name and link.

& Anywhere in iChannel that you can locate a Contact and access their Contact Detail screen,
you can mark a Contact as Inactive.

r  Roung  NewRoutng  System @ iCITANNEL

LOAR e o
fi” Contact DEtaNT BOBHY Underwood %

A Fet: [Baby ok = Cenare. Inc Main (Root)
v Mickname: Cell: it
THe: (W aing and Servess [ v e e
Emai 2
e 5
Commurication Hethod:

Suite 475

Aipharetta, GA 30022-1584

770-849-0508  677-762-3137
canare.com

Type Location Address ‘City, State & Z1p Phone

1890 Stevens Siuff Lane Dallss, T% 75208

In the Active drop-down list, select No to mark the Contact as Inactive.

If your Organization uses an iChannel Import to
populate iChannel with Contacts, please
contact your System IT Administrator before
performing this feature.
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\B CRM: How to Move a Contact

A user might need the ability to move a contact from one Entity (site) to another Entity (site).
This might be due to a contact is added to the wrong Entity (Site) by accident. It is also used
when a group of prospects contacts are added to a single entity (site). Once there is a need to
store documents, the company Entity (Site) is created and the contact is moved. The destination
Entity must exist before the move. The ability is controlled by security. In order to move a

contact, the user must have RPT access to the Contact/CRM Contact module.
Steps for How to Move a Contact

Click the Contacts tab from the Main Banner. Search for the Contact by using the filter options. From
the Contact Search Result window, click the contact name and link.

& Anywhere in iChannel that you can locate a Contact and access their Contact Detail screen,
you can mark a Contact as Inactive.

= Detail: semey | ms x

Detail Contact? | Discussion ® Activity 3 Notification 7 Project !

—
i Contact Detail: Paula Underwood % (o]

\\\\\

Once on the Contact Detail screen, click the More drop-down list and select Re-assign Entity. The
Entity Information screen displays.

1.

Search for the Entity by using the Entity Lookup or perform a search in the Entity Name field, click
Lookup.

If the entity (site) is not already created, the user can Create a New Entity.
Click Save.

Detail Contact 4 Discussion & Activity 3 Notification 2 Project 1 History
Entity Information
Entity Lookup J

|a/e|c|ole[F/e/H|1/4 ]k LImn]opalr|s| T ulviwx]v 2 [ Create Entity

EttyName: || (oD © wngheme [ |

OR

-/ Same as Contact Name

Create A New Entity NS

Current Contact: Paula Underwood
Current Entity: SRU Entity

If your Organization uses an iChannel Import to
-'Q'- populate iChannel with Contacts, please
. é . contact your System IT Administrator before
performing this feature.

.
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) CRM: Discussion Tab

CRM - Discussion Tab

iCHANNEL

Step Action

The Discussion tab will display the total number of internal discussions. The Discussion tab
provides a blog-like area to add and share notes on the Entity (Site) level, the Contact level and

———— ]
the document level. the red number indicates the number of active discussions.

Client Detail: shelby's Bridge Thrift Shop | doa | | ®
——
Detail Contact ¢ | Discussion > || | Activity 3% Notification 1 Project History
Entity i
Filter by Subject: | —-All Subjects-- *| (AddNew..) (GExpandAll) (—ContractAll)
Payment bbby.underwood 8/28/18 1:58pm oo o#®
Received $4k 08/30/2019
Test Discussion babby.underwood 7/11/19 11:34am PR o®
this is only a test and nothing but a test
System Requirement Spec Gverview bobby.underwood 6/25/18 9:53am b v o =»
Review with Shelby's system spec overview

%) CRM: Activity Tab

CRM - Activity Tab

The Activity tab will display all activities that have ever been created for this client by any user.
Each Activity is linked to the Reminders Calendar, and each participant activity is linked to their

the red number indicates the number of

corresponding detail information.
activities associated with the client.

Activities are displayed on the Client Detail screen, the Contact tab, and the Project module.
Additionally, activities can be viewed and accessed from the Dashboard (My Activities, My
Calendar, and My Projects widgets)

fill Client Detail: [shaiby s pidge Thaftshon | x CoreT) G &= :
Detail Contact 16 Discussion® [~ Actiity > | Wetification ! Project® History
Activities [Add Activity ¥
eeting
Filter: | Al v Timeframe: [ a1 ¥ | Activty Count: (50 ¥ | Show: # Completed ¥ Future @ Project Activities ‘E:'L
/ .
" Exclude Emaiis Begins with: | Subject: Secendary Contact () Reminder
e
Type Status. Start Stop. Contacts Motes Fax
Request 10/11/2019 10:45 AM 10/14/2019 11:45 AM(73) Greg Test For Request Dec on Partal Shelby's Bridge Thrt Shop ot
Greg Kirkham , Bobby Underwood Fereens
Request 10/11/2019 10:40 M 102172019 11:40 AM(2) (Greg Test For Request Do on Portal=" Shelbys Brdge Thit shep =~ 2018-Tax Return 5oy o ©
Greg irkham , Bobby Underwood pacaten
Task In Process 10/11/2019 10:39 AM 10711/2019 11:39 AM(1) Greg Test For Request Doc on Partal Shelby's Brdge Thrft Shop
Greg Kirkham , Bobby Underwood
Request 10/11/2019 10:38 AM 10/12/2019 11:38 AM(25) Greg Test For Request Doc on Portal Shelby's Bridge Thrift Shop
Greg irkham , Bobby Underwood
Request 10/11/2019 10:34 AM 10/12/2019 11:34 AM(25) Greg Test For Request Doc on Partal Shelby's Brdge Thrft Shop
Greg Kirkham , Bobby Underwood
= email Sent 1010/2019 03:20 PM 10102019 03:20 PM Test greg lorkham@conarc.com
greg arkham @ conarc.com,
Task 1n Process 10/05/2019 D4:15 PM 10410/2019 05:15 PM(25) Emily Shelby's Brdge Thrift Shop

Filter — use the filter options to narrow the total number of Activities that are displayed.
Add Activity — this drop-down list gives the user the ability to add additional activities.
Subject Quick Link — click the Subject link to access the details of the activity.

4. Contact Quick Line — click the Contact link to access the details of the contact.
Click Save.

wnN e
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) CRM: Notification Tab

CRM — Notification Tab
Step Action

The Notification tab will display all notifications for the entity(site) or for a contact.
the red number indicates the number(s) of notifications associated with the entity
(site) or contact.

Notifications allows for the creation of email reminders to be automatically sent to a person or
a group. Features include options for the time, frequency and recipient groups or individual for
the reminder. NOTE: iChannel Notifications simply servers as a group or individual reminder
and is not to replace MS Outlook Calendar for meetings, alarms, etc.

) CRM: Project Tab

Action

The Project tab will display all projects (workflows) associated with the entity (site). [_Preiect® |

the red number indicates the number of projects (workflows) associated with the entity (site)
or contact.

From the Project window, a user can view and add a Project (Workflow). Additionally, the user
can do a search to narrow down the number of projects (workflows) displayed on the grid.

Users can work with an existing project (workflow) by add new Task from the Project
(Workflow) page.

Users can also click on a Project (Workflow) name link to view the Project Detail Screen. Users
can also click on a Task link to view the Activity Detail Screen.

.
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Detad | Gortact® | Dicuswon® | Aty Notcation? | Praiedl | Mestoy
orser_prjes eranty_Type Swnpe sous _conmas noshes crestes stan Dt

Topes LAERL
Mormal Impemeseaticn Wew Sa2s In Process SR Ereay

D/2016 12:00 24
D41/2016 12:00 2M
B/1/2016 12:00 aM

04/12/2016 12:00 AN
n Iames Phizs DA12/3016 12:00 AN
In Pracess Bobiy Underwand DRIOS/2015 04:58 P

& Add - click the Add button to create a new Project (Workflow).
& Project Search filters — define the Year, Type and Subtype filters to narrow your search
for a project.

& Project Name — click the project name link to open the Project Details screen.

& Task Name — click the task name link to open the Activity Detail screen.

&

A

(]
o

) CRM: History Tab

CRM - History Tab

The History tab will display all changes made to the Entity (Site) CRM record. Displayed by date,
time, user, changes to fields with the previous and new values.

N CRM: Groups

In iChannel, there are two types of CRM Groups/List, Personal and Global.

@& Personal — Personal Lists are private to each user but can be accessed by your System
Administrator. The most common personal list is a list from Outlook. Each user specifies
the contacts they want to sync with Outlook. Personal List names are created by iChannel
Implementation team and are customizable to your organization. In general, they are
called Personal List 1, 2, etc. and the purpose is determined by your users. For example,
a salesperson may use Personal List 1 for prospects and a manager may use the same list
for the staff.
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& Global - can be created by your users (with security access) and are accessible to all users
in iChannel. Example: list names include Newsletters, Holiday Cards, Support Contacts,

Marketing Contacts, etc. These lists are widely used by marketing staff.

%) CRM: How to Add a Global Group

CRM - How to Add a Global Group

Groups are a nice feature when a
database becomes so large that filtering  [v=
does not narrow the search enough. |= -

Contact Info Entity Info

Groups could also be setup for projects | — 7

needing contact from  multiple | ] we [
Entity/Sites. St ot S et T —

I

4 " o
¥ Expanded Active: Clincudetnked Contacts e w

My Persanal Lists

. . Show Members Of: v Aetve: - - -
Click the Contacts tab from the Main |osereums oo < — :
Global Groups/Lists Custom Entity Search Criteria Section
Banner. Inthe Groups/List section, click —|oorm=e 71 woosmsemim.
Ad d . Custom Contact Search Criteria Section
! Groups / Lists
MName: L)
1. On the Group/List screen, enter a Name for e
the Group/List. T
2. Enter a Description (optional) in the [w= —swm——
N

description section.
3. Owner drop-down list select a user to be the
owner of the group. et 1
4. Click Add.

B Contacts tab, add all the contacts to the Selected ————=
Contacts section. Users can also do asearchonthe | o i s e
Last, First, Entity to quickly locate contacts.

Underwaod Bobby

Add >>

<< Remove

Last: KIRKMAN (Properties)
First: areg

n Emails tab, allows users to associate the emails with group of users that may expand across
multiple Entities (Sites).

e C(Click New Email, the Compose Email screen displays. Compose an email as normal and
click Send.
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iCHANNEL

=

Compese e el
Email far Group: ming(1) (send ss [8cc v )

From: bobby.underwosd@conarccom ¥ BOC Serder

- ]
= ]
= =
oo

e

‘‘‘‘‘

ot

or individual tabs.

Activities tab, allows users to create an activity for the group. The activity will display on the
Activities tab for the Group and also for each member of the group on their activities widgets

Add paiity

Sign-

Notes

e C(lick the Add Activity drop-down to create a new activity.
Contacts Emails rm
Filter: | All v Timeframe: [All v | Activity Count: Show: ¥ completed ¥ Future [ Project Activities
I Exdlude Emails Begins with: | subject:| | Budget: Actual:
of:
T'lle‘ . Status Start Stop Subject Contacts

) CRM: How to Add Contacts to Personal List | Global Groups via the Contact Search
CRM - How to Add Contacts to Personal List | Global Groups via the Contact Search

Step Action
Click Contacts from the main ribbon. The
Contact | Entity search screen will display.

In the Groups / List Name field, enter or
search for the group / lists to add the contact.

Click Search.

On the Group / List Results, select your

Show Members Of:
Display Columns:

Global Groups/Lists

Custom Contact Search Grit fia Section

.J‘ m Projects  Pipeline  Calendar  Routing  NewRouting  System
S——

P
ad Show upto: |100  ¥| ® Contact _/ Entity (Search) [ro—T]
Contact Infc Entity Infc
e O[] name: [
T | — Y < T S—
State [ Type . 1
s Contactsearcn o e —
¥ Expanded Active: linclude Linked Contacts 1 0o . 1
My Personal Lists |

1 Active: YES Y
Show Members Of: 4“ -
Display Columns: Other Entity Search Fields: ¥

lowes <]

Custom Entity Search Criteria Section
No Custom Search Provided,

[ E—
[ —

V Save Criteria
Groups / Lists
Mame: [ SRU Training

Projects  Pipeline  Calendar

Routing  NewRouting  System

Group or List.

Group of users in the training department

To add additional Contacts to your Group/List, highlight contacts in the Available Contacts list
and select C248=> ) Hold down the CTRL key to highlight multiple contacts at once.
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Contacts Emails Activities
Available Contacts: Selected Contacts:
3 N Kirkham Greg -
Test Erttanys
Underwood Bobby
TES
<< Femowe
[——|

To view and set the Communication Method for a contact in the Group/List, highlight a Contact
and select the Properties button. The Group Member Properties window will display.

Select the Communication Method drop-down list to select a method.

ot | Emails Actwiies
P —
seected ovtct: =
] Group Membership Detail
Hdato Group Name: SRU Training
e Soky ‘Contact Name: Underwood, Bobby
Commumcaton wethed: -
) —
o
i
. Hore
[ s =y

u A User can export the Group/List Contacts by access the Group/List screen. Select the Export
All button in the Selected Contacts section.

| contact Export.

File Creted: bobby.underwood_Contacts_T1684[5LOONUVDG) LS

= Group/List

Group Detail

Name: SR Tramnn

Description: | Group of users in the training department
O Underwsod, Bobby

::::: aeiacted coees

Crasteds bobbyunderwosd 10/15/2018 03:24 P
Modfied: bebby.underwead - 10/16/2019 10:27 4
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Module 5: iChannel Workflows

esao iChannel Workflows (Projects) is the execution and automation (iChannel Customization) of business

e processes; where task, information and documents are passed from one person to another for action
according to a set of procedural rules. Workflows involves work by one or more users, and transforms
materials, information or services.

By defining workflow, you are creating a sequence of tasks that processes a set of data. Workflows occur
across every kind of business and industry. Anytime data is passed between users and/or systems, a
workflow is created. Workflows will help an organization to streamline and automate repeatable
business tasks, minimizing room for errors and increasing overall efficiency.

. Workflows are highly configurable to meet many different business processes. To
7 o learn more about Customized Workflows, please contact your iChannel
= Implementation Representative

Module Overview

The follow exercise will introduce the building blocks and tools of the iChannel Workflow.

Getting
Started

iChannel Document o Workflows
Dashboard l Management (Projects)

[ iChannelDesk
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%) iChannel Dashboard — Workflow Widgets

It's recommended when working with iChannel Workflows, to configure iChannel Dashboard with
widgets to have manage your Task, Projects and Deliverables. The below table outlines the widgets
related to working with workflows.

My Deliverables This widget is for users of the Workflow Module that are using the
Custom Deliverable grid. Displays the Deliverables and due dates for
the Projects you are assigned to. Each Deliverable will be associated

to a status to show their progress. RED —overdue. V710V —on-
hold. GREEN —in-progress.
My Projects My Projects (Workflows) display all the workflows where the user is

listed as the “primary” contact person. Tasks are listed by the order
number. Viewable information includes the project name, due date
and any assigned Workflows. Sites listed for the workflow are also
displayed in the widget. Each Workflow will be associated to a status

to show their progress. RED —overdue. V7! 10" —on-hold. GREEN
—in-progress.
My Tasks Display a user’s designated tasks that have not been completed.

Clicking on the checkmark icon (far right) will mark the task as
“Complete”. Use the Assigned drop-down list to see other users
assigned Tasks, Sites listed within the widget.

To learn more about how to Customize your dashboard with workflow widgets, please click the
following link:

& iChannel Dashboard — Customize Your Dashboard Layout

- - - —— (e [ Include Inactive [Search voma
B Files Contacts Calendar Routing Projects Pipeline System v iCHANNEL
& Project Dashboard v @ Edit (o]l ]
= My Tasks ®
e mssignETUrdsnond. Boohy ~  Nothing selected = )
Task Entity status 4 start Due
[ ] Business Death Certificate SRU Inc. (SRU75208) Not In 1022/2019 102972019
Davis & Mary Flowers Shop
n Engagement Letter SRU Inc. (SRU75208) Not Started 10121/2019 10/2212019
Davis & Mary Flowers Shop
n Engagement Letter GBK Inc. (GBK30066) Not Started 1021/2019 10i22/2019
Mary's Cleaning Service
Total: 3 show[25 ] B R
—
= My Projects @
‘mssgnewTPIMEY——=  Underwood, Babby ~ | | Nothing selected - ]
B Order Project Status Due
a e Davis & Mary Flowers Shop Not Started 411512020 [m ]
SRU Inc. (SRUT5208)
Task Classify Type Status Assigned Due
Engagement Letter Task Not Started Bobby Underwood, Greg Kirkham in a day
Request Tax Documents Task Not Started WMeredith Jolly in 8 days
Business Death Cerificate Task Not In Bobby Underwood in 8 days
Information In | Scan Docs Task Not Started Weredith Jolly in 10 days
Total: 1 show[25 v B R
—
1 My Deliverables °
- memmeaunaenwooo; £0ohy ~ | Nothing selected - )
Task Entity status Due -
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) iChannel Workflow Search Screen

From the Main Banner, click

Files | Contacts Calendar  Routing Pipeline  System

. The Project Search screen

will display. From the Project Search screen users can search for projects and task by identifying
advanced search options in any of the fields.

("2)
o
o
Ll
L

(S

L S

©

v
7))
)

(&

)
o m—

o

| &
a.

Contacts

rojects Search

iCHANNEL

CONARC

() Include Inactive ¥ @[ & (Logout)
iCHANNEL

Py
Calendar System o)

Routing  Projects  Pipeline

(ot oionsr) (338 [Reporens] ¥

Projects: o Entity: v Type: | v SubType: | v Year: |:| Period End: |:|
Status: : Internal: : primary: [ v Due Date: | B o | = Rollover: E
Save Criteria  Clear Soved Criterie | 2gmnsatonis [ Toms  orer [ 1| Showiem:
Project This field allows a user to search for a Workflow (Project) by name. Use the checkbox to add the

additional search for Begins with.. to the search for names that begin with your search criteria.

Status

Click the Status drop-down arrow to select a status search criteria. This field is highly customizable;
please contact your System IT Administrator to learn more.

Entity

Click the Entity drop-down arrow to select an entity. Hold down the Shift or ctrl keys to select multiple
entities. To search for all entities, leave the field blank.

Internal Click the Internal drop-down arrow to search for a list of contacts for the projects. Hold down the
Shift or ctrl keys to select multiple contacts. To search for all internal contacts, leave the field blank.

Type Click the Type drop-down arrow to select a type search criteria. This field is highly customizable;
please contact your System IT Administrator to learn more.

Primary Click the Primary drop-down arrow to select a contact identified as a primary contact for a Workflow.

Sub Type Click the SubType drop-down arrow to select a subtype search criteria. This field is highly
customizable; please contact your System IT Administrator to learn more.

Due Date To search for workflows between a Due Date range, click the date-pickers to set dates.

End Date

Year To search for workflows for a particular Year, enter a four-digit (XXXX) year.

Period End To search for a workflow for a particular Period End, click the drop-down list and select a period.

Rollover To search for a workflow by Rollover, click the drop-down list and select either Yes or No.

Save Criteria

Clear Saved
Criteria

Click the Save Criteria button to save the project search fields entries for future searches. This is
useful when repeatedly searching for the same type of project or doing repetitive searches
Click the Clear Saved Criteria to clear any saved search criteria.

Expanded
Results

Check Expanded Results to show Notes in your Project Search.

To Excel

Check To Excel to create a spreadsheet from your Project Search.

Order

Click the Order drop-down list to select il :

Name
Due Date, Name
Friarity, Name:

Type, Hame

mmmmmmmm

Year, Neme

Show up to

Click the Show up to drop-down list to select the number of results to show in the Project Search
results.

Reports

Click the Reports drop-down list to select a Project Report to generate.
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%) Workflow: How to Add a New Workflow (Project)

There are four basic steps when creating a new Workflow (Project):

Assign to a Site (Entity)
Assign Contacts

1.
2.
3.
4. Identify and Assign Task(s) to Contacts

iCHANNEL

Create a Workflow (1-time workflow vs. pre-defined workflow templates)

Please contact your System IT Administrator or iChannel |

mplementation

Representative to learn more about “working with Workflow TEMPLATES_”

Workflows — How to Create a Workflow

Projects: | Select Projects from the Main banner. The Project Search window displays.
Click Add.
1] R o roore  oyen | OV CHANNED Q aom e
' Projects Search R
5 i = e o e ’
Save Criteria  Clear Saved Criteria ToE ord v| showupto: 100 ¥
The Projects screen will display.
if Projects: [Grobus and Underwoed CPa Gove) (53) (Copy) (Bokstn) (Repert)
Completed
e e b O
Subtype: Business "/ S A other contact:
S A T R A .
Order Subject Custom Felds. Classify Status. Start/Due_ Assigned - Email - Motes. =S
T Discovery and Cantract Call Completed lowzazons @ Bobby Underwoed — .
10/21/2019 02:37 PM 1wvoyz018 @
v 20 Engagement Letter :“.::r‘:.:mm m‘nl::ms j Babby Underwood
o B T T
10/21/2019 03:39 PM 123y |E
Create a Workflow (1-time workflow vs. pre-defined workflow templates).
e Workflow (Project name) — in the Project name field, enter a descriptive Workflow
(Project) Name to identify the workflow (project).

98



Module 5: iChannel Workflows iCHANNEL

e |If creating a new Workflow (Project) using a Pre-defined Workflow (Project)
TEMPLATE_, select the drop-down arrow and select a “TEMPLATE_” from the list.
o NOTE: to use a pre-defined workflow “TEMPLATE_”, the template must have
been created in advance.
o NOTE: All predefined templates must start with: “Template_XXXXXX".

i Projects: |pink Magnolia Business Taxes ¥
Completed TEMPLATE_Business Tax Returns

Priority: ¥ | Order: Year:|0 Rollover Workflow Templates

Workflow (Project) Details

Completed

Priority: Normal ¥ | Order: Year:[2019 Rollover
Type: Tax ¥

Subtype: Tax Planning v

Status: Not Started v

Start: 10/01/2019  |E@ Due: 12/31/201% |EE

¥ More...

Motes:

e Priority — Assign the priority level by clicking the drop-down arrow.

e Order — field allows you to define a display order for the workflow (project) on your
dashboard.

e Year —field allows the user to define the year for the workflow (project). (i.e. 2018, 2019)

e Type —assign the type identifier for the workflow (project).

e Subtype — assign the subtype identifier for the workflow (project).

e Status — assign the current status the workflow (project). (i.e. Not Started, In Progress,
Completed).

e Start | Due — assign the start date and due date for the workflow (project).

e Notes (optional) — enter notes related to the workflow (project)

Click the Entity tab or click Hoentiy: g begin a search for a Site (Entity) to assign to the workflow.
To view all available entities in the Entity Search results, click the Search button.

¥

<<

Double-click the Site (Entity) or use the quick action buttons to add or remove Sites (Entities)
to the Selected Entity area.
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I—
Contact | | [ Entity
—
Entity Search Selected Entity
Conarc Internal Site - SRU Inc. -

TEMPLATE_INTERMAL
TEMPLATE_USER CONFERENCE
TEMPLATE_VENDOR.
TEMPLATE_MARKETING
TEMPLATE_SALES
TEMPLATE_HUMAN RESOURCES
Implementations

Product Releases
TEMPLATE_TRAINING AND SERVICES
Training and Services

GBK Inc. -

Entity Name:
[ Search |

AW

E Click the Contact tab or click “ Primary contact: to begin a search for a contact(s) to assign contact(s)
to the new workflow.

Available Contacts will display in the Contact Search area. To perform a detailed search for a
contact, enter specific values in the: First Name, Last Name, Entity Name or Active Only.

Users can add additional contacts to the workflow (project) by selecting contact(s) and adding to

the Other Contact area.

Double-click the Contact(s) or use the quick action buttons &= to add or remove Contact(s) to the
Primary Contact or Other Contact area.

JR— §
Contact Entity
‘Contact Search Primary Contact
* Conarc Internal Site N Underwoed, Bobby a
Churillz, Andrew
Cox, Cindy
Diaz, Ramses
Dows, Bill
Farrell, Jennifer
Gage, Brizn
Gamage, linath
Hardy, Ralph G2
Jolly, Meredith
Magby, Lacy
McCord, Jessica
Miller, David -
phillips, James
Silverstein, Rick
Underwood, Bobby
USER, ADMINISTRATOR
user, perse
Other Contact
Kirkham, Greq -
-
First Name:
Last Name:
Entity Name:
Active Only: ¥ =
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K Magnol

Priority: Normal ¥ | Order Vear:[2018 Rollover % Entity; O srutne.
Typei Tox v A primary Contact: Underwood, Bobby
Subtype: Tax Planning ¥ % Other Contact: Kirkham, Greg
Status: Net Started v Project Security:
Gz 10/01/2019 @ oue: [12/31/2019 = Email Project Changes to: Internal Users | All Users
¥ More.
Mote

DDDDD 1 iscussions Tasks Documents story -

T biect m Field ey Stats tar Tssigned mail Notes
A Complems
Notifications h

0 Total Records

The final step in creating a new Workflow (Projects) is to Identify and Assign Task(s) to the
Workflow (Projects) | Contact(s).

Click the Tasks tab, click (2ddTasi), S e -
The Activity W|ndOW W|” dISplay Order  Subject  Custom Fields Classify  Status  Start/Due  Assigned — Emaitmmp\_flmd
Notifications only
0 Total Records

e Name — enter the Name of the
Workflow (Project) Activity.
e Type — by default, Task will populate in the Type field.
e (Optional) Class — select, if applicable, a Class type from the drop-down list.
e Status — click the drop-down arrow to defined the status.
e Start | End Date — select the Date Icon to enter the start date and end date for the
requested Activity. If the activity is all-day event, select the All Day Event checkbox.
e Project — by default, the name of the Workflow (Project) will display. If the project needs
to be assigned to a different Site (Entity), click the drop-down arrow and select.
e Projects Order — this field determines the order for the Task(s) in your [ee—=e=
workflow (project).
o NOTE: it'srecommended to order your Task(s): 10, 20, 30, etc. This | 5 «cowmooemes
allows the user to add “new task” when needed.
o NOTE: if the Projects Order is not defined, the Task will default to
“g9g” ] Toormaton T Sen s
e Entity — click in the Search field and locate the Site (Entity) to assign the
Task.
e (Optional) Priority — this optional field can be: Blank, High, Medium, or Low.
e (Optional) Note — enter any notes that are related to the Task.
e Contacts —

O Highlight a contact from the pre-populated contact list, c/ick
O Highlight a contact from the removed selected section, c/ick

25 Business Death Certificate
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Tool Tip:
Double-click a Contact to Add a contact Double-click to Remove a contact from the Remove Selected section

To select multiple Contacts, hold down the Ctrl key and select Contacts

Click m Repeat Step 4 until all the Task(s) associated with the Workflow (Project) have been
defined.

Detail Discussions Tasks & Documents History
Order__Subject Custom Fields Classify Status Stary/Due. Assigned Email Notes
Al Completed
Wotfications  Only
 [999 | Notes from Colleen on ARM Transfer Completed v [05/06/2016 | B0 [Lacy Magby v Wiork viith Denise, Hank is the COO, super nice guy.
05/06/2016 08:47 AM os/08/2016 |18
Lacy Magby
v [10 | contact One Completed v [os/06/2016 B8 [Lacy Magby . FAD A CALL WITH DENISE TO HAKE SURE THINGS WERE
) . ‘GOING WELL. ALL IS GO DEE AND RICKY ARE WORKING ON ~
05/06/2016 11:35 AM 05/31/2016 | FYE LAST TTEMS FOR THER THPLEMENTATION. 1 AM COING T0 A
Lacy Magby
1 [20 | Contact Two Mot Started v | |ogso1/2016 |EH | Lacy Magby v
05/05/2016 10:45 AM 08/30/2016 |
Lacy Magby
1 [30 | Contact Three Not Started * | [12/01/2006 |8 [Lacy Magby v
05/06/2016 10:45 AM 12/30/2016 |18
Lacy Magby
v [35 | Client Renewal Review Completed v |0s/08/2016 B  andrew Assigned They have a 3 year contract. 12/1/2018 new renewal needed.
05/05/2016 11:35 AM 0zj012017 |
Lacy Magby
1 lag | Invoics Sent Mot Started vl oyorzo7 | v ficnid:39295:(do not change/remave)]
05/06/2016 10:45 AM 020172007 |13
Lacy Magby
& Total Records

/ Tool Tip: \

All Notifications — if you are listed as a Primary Contact or Secondary Contact on a
Workflow Project and All Notifications is checked. The contact(s) will receive
notification when there is “any” change made to the Task. (l.e., Status, Assigned,
etc.)

Completed Only — if you are listed as a Primary Contact or Secondary Contact on a
Workflow Project and Completed Only is checked. The contact(s) will “only”
receive notification when the Status for the Task is set to “Completed”.
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Module 6: iChannelDesk

Welcome to iChannelDesk End User Training

iChannelDesk is an application that enables users to quickly perform frequent activities (task) from their
desktop. iChannelDesk allows users to:

& Open iChannel document(s)

& Save email(s) directly from Outlook (or any email system) directly into iChannel
& Save document(s) directly to iChannel

@ Route document(s) directly to iChannel

@ Save document(s) directly to IChannelDesk Monitor Folder (Pending Files)

& Sync Outlook Contacts into iChannel

Contact your IT System Administrator if you currently do
not have iChannelDesk installed on your workstation.

. »
a's

This guide will provide step-by-step actions
for clients to access, download and upload = - T == =
documents using iChannelDesk. = S

Module Overview

The follow exercise will introduce the building blocks and tools of the iChannelDesk.

Getting
Started

iChannel Workflows
pesugent CRM ] iChannelDesk
Dashboard | Management (Projects) |
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D How to Access and Start iChannelDesk

Steps for How to Access and Start iChannelDesk

Click on the Links A icon in your system window tray. A small
application window will display;

double-click the iChannelDesk icon. e
D 2| = ()
olders iChannelDesk
> Py
e You can also search for S
. . = open L4
iChannelDesk App using the RS-
Windows Search feature. b |
@ iChannelDesk  nline support s s Q
SSSSSSSSS N T uninstall
B ichanneldesk >
Links A Yam
e
O ichanneldesk| 0 [ = 9

To start iChannelDesk, double-click the iChannelDesk icon. The iChannelDesk Toolbar will display.

(.:‘\JE;Opm HSave -<:Roue mSync [ ;IE I

I Pending Files... I

If you use multiple monitors, your iChannelDesk Toolbar [ ResetWindowLocation |
might appear on a different monitor. To locate you |
iChannelDesk Toolbar, access the Links A icon from the
Windows System Tray, right-click the iChannelDesk icon,
select Reset Window Location.

\ } Links A ‘= (7
o

Restart iChannelDesk i

To move the iChannelDesk Toolbar to a different location on your window:
e [Locate the gripper bar on the left-side of the iChannelDesk Toolbar window; click and drag to
a location on your desktop.
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—H To re-start iChannelDesk, access the Links A icon from the Window System rm———
Tray. Right-click the iChannelDesk icon, select Restart iChannelDesk. My Activities

Reset Window Location
Settings...

| Restart iChannelDesk |

n To exit iChannelDesk, access the Links A icon from the Windows System P———
Tray. Right-click the iChannelDesk icon, select Exit. My Activities

Reset Window Location

Settings...

Dortark i hannalDacl

\Q How to Customize iChannelDesk Toolbar

iChannelDesk Toolbar is easily customizable by each user and is unique to each user via the Settings
feature. A few features that users can customize are:

& User ID (or your Subscriber ID) and Password

& Search Results — document(s) to show

& Path to users Monitored Directory and Routing Queue UNC Path (IT System
Administrator only)

@ Appearance and Other Settings

& Sync feature (Contacts, Calendar/Tasks, Emails)

& Auto-Sync

Steps for How to Customize iChannelDesk Toolbar
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To access iChannelDesk Settings: ;lgh——'—L—-wj’ L=, 23
ending Files...
e Right-click the iChannelDesk icon from the - B
Pending Files...
toolbar. e
| Settings... |
e Access the Links icon from the Window System Restart iChannelDesk

Tray. Right-click the iChannelDesk icon, select
Restart iChannelDesk.

The IChannelDesk — Settings window displays.

B o T
B O E T—
e i > -
iChannelDesk - Settings * X
Settings Sync  History Support About
Credentials
UserID;  bobby underwood 4 use curent
Windows user:
— e
Site Name: ‘De"‘o v]
Server Endpoint Search Results Send as Links (defaults)
—— Max attempts: Daysto e [
erport ) el el
Paths
Monitored Directory: [C:\Users \bobby underwood\OneDrive - Conarc. Inc\Documents \ChannelDesk | st |,
Routing Gueue UNC Path: [\\PRODFS01 conarc.com\DPPQue \bobby
Appearance and other settings
Transparent | Opaque
Sze: O Smal O Medum @ Lage ] Dissble Double Cick foriadd i) Betton Visibility
[ Statt Mrimized [ Auto Expand foriAdd i EdOpen [ Add [ Rote [ Sync [ Search
[ Uses Outlook [ Addto Statup Menu
[] Disable Popup Messages ] Dt Mode only
Changes may require a program restart. OK Cancel Revert ] Apply
- td
i Changes made to any iChannelDesk Setting may require a
= program restart.
A few common iChannelDesk settings to consider:
Appearance and other settings
Transparent ' Opaque
’ . Button Visibil
Size: O Smal O Medum @ Large [] Disable Double Ciick foriAdd i on ity
[ Statt Minimized [ Auto Expand for iAdd i [ Open [ Add [ Route [ Sync [ Search
SN Uses Outlook ] Add to Startup Menu
[] Disable Popup Messages [ Direct Mode only SN

e Settings Tab - Appearance and Other Settings
1. Transparent | Opaque — slide the blue slider to determine how much transparency or
opaque you would like the Toolbar to appear.

2. Size — the icons displayed on the iChannelDesk Toolbar can be customized to appear
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Small, Medium, or Large.

3. Button Visibility — to customize what icons appear on the iChannelDesk Toolbar, select
the checkbox next to each option.

= Additional Settings:
e Start Minimized
e Uses Outlook
e Disable Popup Messages
e Disable Double Click for Add
e Auto Expand for Add
e Direct Mode only

e SyncTab

| po—
Setting) SYc | dstory Suppot About

o Users can define how often

to sync items in What do you want to sync?
iChannelDesk b Gonmete A these contacts 1o Outeck from thi KCharnl aync bt
Outlook Contact Folder: |Contacts <]
= Contacts
= ok O From iChannel To Outlook
» Calendar/Tasks i Poces 10 dambockto 50 dapfornad
- Emails O Emsits [] Display Enties associated with the senders emai address or doman
Process 2 daysback ¥ Manage emai syncndes .
= Auto-Syncto run
‘When do you want Auto-Sync to run?
e On Startup | Oonsate  Omasons [ 2] s
Frequency | On Dy B e U
Exit

ChannelDesk - Histary %

e History Tab - To view the History | . . o ww
of activities performed in Fio e / Do oot Do 4T
Version 4.16.400.57 - 2.21.2- Update applied 8/7/2019 11:43 AM
iChannelDesk, select the History
tab

The History tab stores all activities the user
performed using iChannelDesk and any automatic
updates to the software.
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) iChannelDesk — Main File Area

iChannelDesk main end-user window provides the user with the same functionality to perform several
tasks like using the iChannel Client File Area.

@ Search for Entities

@ View My Entities, My Contacts, My Recent Entities
@ View and Search for Client Document(s)

& Filter by Tags, Projects (Workflows)

& Drag-and-Drop Documents and Emails directly into iChannelDesk
& Print and Email Links directly from iChannelDesk

%) How to Search for an Entity

A Select roct ste: [Demo ~ Enter search tem: | [ include Inactive: Search

q Name Site Hame. Type [} |
My Ertties | SRU Training SRU Training Client TEMPLATE_CLIENT
Shelby's Bridge Thrft Shop clby’s Bridge Thrit Shop
“Smith Community Mental Health SMITH20 Client
JBC Market JBC Market Client jbemarket
My Contacts
Recent Te | | [ e |
Enities
O word []Ecel [1POF  Otherestensions: = | | = [ | =[ | [ Exclude emais

Fiterby Tags <

= [ —-Completed— Title Type User Modified ¥ | Year | Path 2
i Efgzﬁi’gﬁ?;@“’:ﬁ‘ﬁfﬂm 2015 BASIC USER TRAINING AGENDA_20150826_1251 pdf  bobby.underwood 082672018 12 2019 ADMINISTRATIVE  Ci FOND. 2015-SE-0001-Carresp
1 7018-Tax RetormNon Prafit_04/12/13 Howto Email a Client 2 File or Files from iChannel Secure Email mp4  bobby underwood 082612019 12 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
[] Sample Moving Example_04115/19 Audit 07312018 pdf Imaghy 08262018 11 2019 AUDIT WORKPAPERS  2019-SB-0001-\orkpay
(] Template_Karen _11/29113 2019 Advanced User Training pdf bobby.underwood 082612013 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
[ Testing Status _07/31/13 File From Client 3 pdf  Imagby 082672018 11 2019 ADMINISTRATIVE  CORRESPOND.. 2019-SB-0001-Corresp

&[] Tax Return How to Request a File or Files from a Client mpd  bobby underwood 08/26/2019 11 2019 ADMINISTRATIVE ~ CORRESPOND.. 2013-SB-0001-Corresp
Egﬂ‘:wma\mn Rename New File pdf  Imagby 0812212018 1. 2018 AUDIT SPECIAL REPO.. 2013-5B-0001-Special
Pl Imagby 082272013 11 2019 AUDIT VWORKPAPERS  2019-SB.0001 Workpa)
Drag and Drop bd bobby.undervicod 081212019 10. 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
clay 1040 docs &t clay@ifirsthankichannel.com 081312018 08.. 2019 ADMINISTRATVE  CHECK 2019-5B-0001-Check-c
Payroll June paf Imagby 0811/2013 167 2019 AUDIT WORKPAPERS  2019-SB-0001-\orkpsy
2019 Basic User Training Agenda-Merged pdf bobby.underviood 08(11/2019 16: 2019 CORRESPONDENCE CORRESPOND_ 2019-SB-0001-Corresp
@) FSG031319 s Imaghy 080052018 12 2019 AUDIT FINANCIAL STA.. 2018-5B-0001-Financic
B MedhedDsie xdsx  Imagby 080512019 11 2019 AUDIT FINANGIAL STA_ 2015-S8-0001-Financic
Testing Modifed Date pdf  Imagby 0805201 11 2019 ADMINISTRATIVE  FEES 2019-SB-0001-Fess-Te
{53@ Tax Return 02 152019 wsx Imagby 0810512019 10- 2018 TAX RETURNS 2018-SB-0001-Returns
@3  REQUEST ACLIENT DOCUMENT_20180802_1714 docx  bobby underwood 0810212019 17:.. 2019 TAX RETURNS 2019-5B-0001-Returns
[§]  Howto Upload 3 Document or Email to a Client File Area mp4 bobby.underviood 08022013 12 2019 ADMINISTRATIVE ~ CORRESPOND_  2019-SB-0001-Corresp
[ Exemple B_How to 2dd an Email to iChannel Drag-N-Drop msg  bobby.underwiood 08022019 12 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
[ HowtoAdd an Email toichannel msg  bobby.underwood 0BI02/2013 12 2019 ADMINISTRATIVE ~ CORRESPOND. 2019-SB-0001-Corresp
| How to Switch between RODT Sites mp4 bobby underwood 080272013 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp!
2019 Basic User Training Agenda pdf bobby.underviood 0713112019 15: 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
Howto Upload 3 Document to 3 Client File Area mp4  bobby.underwood 0712812018 17:. 2019 ADMINISTRATVE ~ CORRESPOND. 2019-SB-0001-Carresp.
Howto Add a Document 1o a Project mpé  bobby.underwood 0712312013 16: 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
Houto Create 3 Project froma Template mp4 bobby underwood 072312018 15. 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
change name pdf  Imagby 07242019 11 2019 ADMINISTRATVE ~ FEES 2019-SB-0001-Fees-ch
Vorkfiow and Document ManagementMerged pdf bobby underwood 0712372019 03:.. 2019 BOND J0BFILE 2019-5B-0001-Job File;
Invoice-05012019 pdf  Imagby 06271201 11 2019 ADMINISTRATIVE  FEES 2019-SB-0001-Fess-im
Document Maragement péf bobby.underood 0602712019 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
T B bobby.underwood 060712013 11 2019 ADMINISTRATIVE ~ CORRESPOND_  2019-SB-0001-Carresp
Q1-Financial Stm-04 05 2013 paf Imagby 0612412013 13 2019 AUDIT FINANCIAL STA” 2015-SB-0001-Financie
Q-Workpapers-04 02 2013 odf  Imaaby 06242019 13 2019 AUDIT AUDIT WORKP.  2019-SB-0001-Q1-Wor ¥
>
32 documents isted Ma documents shown: 100

File (s) wil be opened readorty

In the Enter Search Term field, enter “at least” the letters for the Entity you are searching.

e By default, the entities that you have permission to view, will display in the Entity section.
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Demo ~ Enter search tem [ clude actve ™ | Search
Yot .
Wy Entties | (AR g
i Shelby’s Bridge Thrift Shop
Srith Commurity Meriol Healh sz Crint Sz
JEC Market JBC Market Client ibemarket
My Contacts

) How to View My Entities, My Contacts, My Recent Entities
Steps for How to View Entities, My Contacts, My Recent Entities
Step Action

Step Action

From the iChannelDesk Toolbar, click the folder icon.

[olmc E EY  i—

I

. Shelby’s Bridge Thrift Shop. Shelby's Bridge Thrift Shop
To view My Entities, click 22 | o s e sumi
' JBC Market

JBC Market

gg [——
To view My Contacts, click =], as
My Contacts

Recent Title

[1Wed [ Feral [1BOF Ciboe st mosivee *

Shelby's Bridge Thrift Shop
Recent

= ‘Smith Community Mental Health " Demo
To view Recent Entities, click : g | ST Dere
Ramses Bemo
My Conlacts | yoropiste Tax Demo
e || Template. Client Demo
@ rrwn AT At P

Recent Title |

Entties

Clwod (el [1PDF  Otnerestensions: *. [ |+ [ |+ [ | [ Exclude emd
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%) How to View and Search for Client Document(s)
Steps for How View and Search for Client Document(s)

Step Action

From the iChannelDesk Toolbar, click the folder icon.

Double-click an Entity from the available list of entities. The Entities document(s) will display in the File

Area.
T =
TSPl Sieiby's Bridge Thrift Shop : : SB-0001 08/29/2019
‘Smith Come unity Mental Health . - Demo Client SMITH20 0812612019
P SRU Trainit 3 Double-Click an Entity to Demo Client TEMPLATE_CLIENT 081262018
Ramses H H Demo Client Ramses 082172019
My Contacts | yempiate T3 ¢ dlsplay the entlty Demo Client 0811412018
Template_C ient | document(s). Demo Client TEMPLATE_CLIENT 0811412018
@ v o P P A xmnan
Recent Te [
s Ol od [JBcd C1POF  Overewensons: = | |~ | |~ [ | ] Exchadsemais

Fiterby Tags >

Drag a column header hy £ to group by that column

T TRy Filelzme
2019 BASIC USER TRAINING AGENDA_20150826_1251 pdf  bobby.underwood 0872612018 12 2019 ADMINISTRATIVE WCOHRESPOND, 12{:1srs:z»oomummpcmcuam.qmg BASIC USER TRAINING AGENDA_20190826_1251-8262019
[s)  Howto Emsil 3 Clienta File or Fles from iChaninel Sscurs Email mp#  bobby underwood 0272612019 12 2019 ADMINISTRATIVE ~ CORRESPOND.. 2013-SB-0001-Correspondence-Haw to Email a Client a File or Files from iChannel Secure Email 822019
Audit 07312018 pdf  Imagby 082672019 1= 2019 AUDIT ol 2018-SB-0001 Audit 07312018-2112019
2019 Advanced User Training pdf  bobby.underwood 02612019 11 2019 ADMINISTRATIVE ~ CORRESPOND.. 2019-SB-0001-Correspondence-2019 Advanced User Training-882019
File From Client 3 paf  Imagby 0812612013 11 2019 ADMINISTRATIVE ~ CORRESPOND . 2013-SB-0001-Cerrespondence-File From Client 38112013
[§  Howo Request 3 Fileor Files from 3 Client mp4  bobby.undenwood 08/2612019 11 2019 ADMINISTRATIVE ~ CORRESPOND.. 2013-SB-0001-Correspondence-How to Request a File or Files from a Client 822013
Rename New File pdf  Imagby 087222019 1= 2019 AUDIT SPECIAL REPO.. 2019-SB-0001-Special Reports-Rename New File-2222019
Workpapers pdf  Imagby 0872212019 11 2019 AUDIT wol 2019-SE-0001: 2112019
Drag 2nd Drop tt  bobby.undenwood 08132019 10 2019 ADMINISTRATIVE ~ CORRESPOND . 2013-SB-0001-Correspondence-Drag and Drop-2132013
|2 @ olay 1040 docs it clay@firstbankichannel.com 081372019 08.. 2013 ADMINISTRATIVE ~ CHECK 2019-SB-0001-Check-clay 1040 docs 8132018
Payroll June pdf  Imagby 0871172019 16=. 2019 AUDIT VWORKPAPERS  2019-SB-0001-v/orkpapers-Payroll June-8112013
2019 Basic User Training Agenda-Merged pdf  bobby.underwood 08/11/2019 16 2019 CORRESPONDENCE CORRESPOND . 2013-SB-0001-Correspondence-2019 Basic User Training Agenda-Merged-882019
B FSQ2031313 sk Imagby 080572019 12 2019 AUDIT FINANCIAL STA. 2018-SB-0001-Financial Statements-FS-G2-03 13 197242019
{1 ModiedBais xdsx Imagby 08/0512019 11 2019 AUDIT FINANCIAL STA.. 2018-SB-0001-Financial Satements-Modified Date- 852018

I To narrow your search for a document(s), use the document Filter features; select to display

the results.

Tie | ] Fiter
O Word [JEwcel (JPDF  Oterestensons: = [ |+ [ | =[ | [ Exclude emais List Al

e To return all your document(s) for an entity, select ..
H To search for document(s) based off a Filter: Column Headings:

e Select a column heading, click-and-drag the column header to the grey bar area.

Drag a column header here to group by that column

‘ |T|||e |Type‘ User od — ear | Path Category FileName
2013 BASIC USER TRAINING AGENDA_20130826_1251 pdf  bobby. underwood 08/2672019 12... 2013 ADMINISTRATIVE ‘CORRESPOND... 2015-SB-0001-Corre
How to Email a Client a File or Files from iChannel Secure Email mp4  bobby underwood 08/2672019 12... 2013 ADMINISTRATIVE ‘CORRESPOND... 2019-5B-0001-Corrd
Audit 07312012 pdf  Imaghy 08/26/2019 11 2019 AUDIT WORKPAPERS  2013-3B-0001-Werk
2019 Advanced User Training pdf  bobby.underwood ( . . ~ 0007-Carrd
File From Client 3 ndf Imaghy Select a column heading, click and  gur-cor
How 1o Request a File or Files from a Client mpé  bobby underwood ] drag the heading tO the grey area. Pumc.m
Rename New File pdf  Imagby D001-Spec]
Workpapers pdf  Imaghy ] PDIN—Wuk
Drag and Drop Bt bobby underwood You can click and drag as many  owi-Cor
=)@ clay 1040 docs ot dw@ﬁmmﬁdﬂm] 1-Ched
Payral June e columns as necessary. e
2019 Basic User Training Agenda-Merged pdf  bobby.underwood = - B-0001-Corrg
FS-G2-031319 xlsx  Imagby 08/05/2019 12 2013 AUDIT FINANCIAL STA_ 2019-SE-0001-Finar
il MedifiedDale alsx  Imagby 08/05/2019 1. 2019 AUDIT FINANCIAL STA. 2019-SB-D001-Finar
e = O R EED Y pdf  Imagby 08/05/2019 11... 2019 ADMINISTRATIVE FEES 2019-SB-0001-Fees|
A0 Tox oty 15 2019 slsx Imagby OWO52019 105, 2018 TAX  RETUBNS  2018-SR-0001-Rei
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e To add additional Column headings to the filter, repeat the click-and-drag steps listed above.

B Tex Rewm-02 15 2019

) Year: 2019 (9 items)

| 3 Category : AUDIT WORKPAPERS (1 item)
5 Category : CHECK (1 item)

[ ][

@ clay 1040 docs

xlsx  Imagby

| Type | User

&) Category : CORRESPONDENCE (17 items)

) Category : FEES (3items)

#) Category : FINANCIAL STATEMENTS (3 items)
[ Category : JOBFILE (1 item)

&) Category : RETURNS (1 item)

&) Category : SPECIAL REPORTS (1 item)

5] Category : WORKPAPERS (3 items)

08052019 10 TAX

Modified

© | Patn
¢t clay@firstbankichannel.com 08/132019 08 ADMINISTRATIVE  2013-SB-0001-Check-clay 1040 docs-8132013

FileName
018-5B-0001-R Tax Return-02 15 2019

Year /L 2
_ Category I
HEhC v
& Category : RETURNS (1 item)
| || Tite | Type | User Modified | Path

FileName

e To view a document, double-click a document in the File Area.

e To clear Filters: Column Headings, select.

or Project checkboxes in the Filter by Tags section.

Fitter by Tags <<

= Tags
=[] -~-Project/Oppertunity-—
i B-[]--Completed--

-~ []2018-Tax Return-Mon Profit _04/12/19
- [] Sample Moving Example _04/15/19

To search for a document(s) associated by Tags and/or a Project (Workflow), select all necessary Tags

) How to Add Document(s)

iChannelDesk has built-in intelligence to make storing client document(s) a quick and easy process.
Users have the option to upload one document at a time, or by using the Control (Ctrl) key on your

keyboard to select multiple documents when uploading.

iChannelDesk, there are two options:

When uploading document(s) into

& Copy —this operation will make a copy of the source document from your local machine
and make a new copy within iChannel. To copy, the user must also hold down the “CTRL”

key when dragging

& Move - this operation will permanently move the document from your local machine

into iChannel.
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Steps for How to Add Document(s)
Step Action

Locate the document(s) that you want to upload to a Clients File Area.

Click and Drag the document(s) over the Save icon on the iChannelDesk Toolbar.

& Copy - highlight a document(s) and hold down the “CTRL” key at the same time as you drag the
document(s) over the Save icon on the iChannelDesk ribbon.

& Move - highlight a document(s) and drag the document(s) over the Save icon on the iChannelDesk

ribbon.

~
Mame

Date modified

@ 2019 iChannel Desk Ins tallatiod
i‘ 2019 iChannel Desk Ins tallati

@ 2019 August GUIDE iCl annelDg

Type]
Micr]

Micr]

ob Aide.d, .  9/4/2019 12:29 PM
8/28/2019 8:39 PM
8/28/2019 &:40 PM

@)oo =E e QR [ |

Ado

The Add New to iChannel window will display.

Add New to iChannel

»

Dragged Files (313)

Name

Pending Files (0/0)

Select root ste: |Demo ]

= L

B SRU Training
E 1y . " | Shelby's Bridge Thift Shop

My Contacts | gith Communty Mental Heatth
{2 Recent Entties | JBC Market

Categories

Tt Descrption

Sublolder | -

Year Pemanent
Status Use Standard e Naming

| Add&open || Add

|| close
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When uploading a document into iChannel using iChannelDesk, you can:
e Upload one document at a time

e Upload several document(s) at the same time

e Upload document(s) to different Entities, Categories, Tags, Projects as needed

@& Add New Document(s) to iChannel using iChannelDesk

Add New to iChannel

Clear List » Select oot ste: [Domo 7
Dragaed Files (113) | Erter search tem: | | O Include Inactive Search
S - " My Entities HLI Jraiin o
83 My Cortacts | Smith Community Mental Health

[ 2013 iChannel D..: 8/28/2019 8:40:0..: PDF
T 2019 August GUL. 9i4/2019 12294 DOCX
| 2019 iChannel D 8/28/2019 8:33:5. DOCX

i) Recent Entties |JBC Market

Categories
Adninistrative Communication
Audt Engagement Letters
Bond Notices
Retums
Training Workpapers

Title Description |2019|Channel Desk Installation Guide

Subfolder | Maxh >
Year 2019 | [ Pemanent
= Staty
us < Use Standard File Naming Fubiish

i Tags (Right click on any tag to add a child tsg)
&[] —ProjectOpportunity—
[]--Completed—
[] 2018-Tax Return-Non Profit_04/12113

[] Template_Karen _11/23119
[] Testing Status 0721119
1 [ Tav Betrn

\'W [] Sample Moving Example 0471519

S
Add & Open Add

Pending Files (0/0)

Close

Select the Categories (Topic | Subtopic).

vos W N R

Update the following fields as necessary:
= Subfolder

Click the box or boxes next to the document(s) name in the Dragged Files section.

Select either My Entities, My Contacts, Recent Entities to upload the document.

If the uploaded document title needs to be modified, update in the Title Description field.

= Year —if the year is left blank, it will default to the current year.

= Status

=  Permanent

=  Publish
6. (Optional) Assign Tags or Project, as necessary.
7. Click Add & Open, Add, or Close.
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\B How to Add an Email

As with adding document(s) to iChannel using iChannelDesk, you can use the same process to add Emails
directly into iChannel. Emails are copied as an Outlook email file (.msg) in the File Area document list.
To perform this task, Outlook must be running so iChannelDesk can open/read the email(s). Any
attachments will be saved with the message. The same documents features apply to emails as with

other document types.

& To only add the attachment in the email to iChannel using iChannelDesk, open the email with the
attachment. Click the attachment file(s) and drag and drop the attachment to the Save icon on

the iChannelDesk toolbar.

Steps for How to Add an Email

Locate the email(s) that you want to upload to a
Clients File Area.

Click and Drag the email(s) over the Save icon on , : .
. | egon Drag-and-Drop the
the iChannelDesk Toolbar. ‘ Email over the Save

icon.

The Add New to iChannel window will display.

Clear List » S oot ste: [Demo G ‘
Dragged Files (1/1) | Entersearchtem: | | [J Include Inactive Search
My Entties | Smith Communty Mertal Heath
oy Crses | Browns Famiy Company nc
RE Question on_. | 4/2019 12475 MSG A My Contacts | ghelby's Brdge Thit Shop
(") Recent Enttties
Email Cologiits
Tite Description” |RE Question on CIPA Fall Membershp Meetng 09042019 1247-53 PM ]
Subfolder v
Year 2019 v| [ Pemanent 2
Status v
L3 Save Sync Fide Adds Add Close
Pending Files (072) \ Comi
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When uploading an email into iChannel using iChannelDesk, you can:
e Upload one email at a time

e Upload several email(s) at the same time

e Upload email(s) to different Entities, Categories, Tags, Projects as needed

@& Add Email(s) to iChannel using iChannelDesk

Add New to iChannel

Clear List >

Select rot st | Demo N
Dragged Files (112) | Eersewchtem:[ ][] inchdeinactive | Search
{
S Ent SAU Trairing
ame Type g”" N 5oy s Ericas m
2019 iChannel D..: 8282019 8:40:0.. PDF Wy Contacts Stk Community Mental Health

v ;
2019 August GU.. 542019 12294 DOCX {J Recent Entties | JBC Market

[ 2019 iChannel D 8/28/2019 2:33:5. DOCX

Categories
Administrative Communication
Audt Engagement Letters
Bond Netices
Retums
Training Workpapers

y Tile Description ‘Zﬂwﬁhannel Desk Installation Guide

Subfolder | ax\ >
Year 2019 ~ | [ Pemanent
S stais ~

Use Standard File Maming Publish

[=) Tags (Right click on any tag to add a child tag)
=[] ---Project/Opportunity-—
[]—-Completed--

[] Sample Moving Example _04/15/13
[ Template_Karen _11128/13
[ Testing Status _07/3113

-] Tay Baturn

\*/‘ []2018-Tax Return-Nen Profit_04/12/19

Nt
Add & Open Add
Pending Files (0/0)

Close

Select the Categories (Topic | Subtopic).

vos W N R

Update the following fields as necessary:
= Subfolder

Click the box or boxes next to the email(s) name in the Dragged Files section.

Select either My Entities, My Contacts, Recent Entities to upload the email.

If the uploaded email title needs to be modified, update in the Title Description field.

= Year—if the year is left blank, it will default to the current year.

= Status

=  Permanent

= Publish
6. (Optional) Assign Tags or Project, as necessary.
7. Click Add & Open, Add, or Close.
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%) How to Add a Document(s) — Routing Queue

To add document(s) to your Routing Queue, drag and drop the document(s) to the Route icon on the
iChannelDesk Toolbar. The document(s) will appear in your routing “Inbox” in iChannel.

Steps for How to Add a Document(s) — Routing Queue

Step Action

Locate the document(s) that you want to upload to a Clients
File Area.

Click and Drag the document(s) over the Routing icon on the
iChannelDesk Toolbar.

{;“D Open H Sa ;-_c Route [ Q| a8

The Upload window will display.

"oy 94% complete

Copying 1 item from Downloads to bobby.underwood

94% complete X
e

) More details

To view document(s) in the Route que, click the Route icon on the iChannelDesk toolbar.
e The Route folder will display.

Network > demoweb0l.conarc.com » demodppqueue > bobby.underwood
Mame Date medified Type Size
N = $2019-5B-0001-Workpapers-Workpapers-8112019 (1)....  8/19/2019 1:27FM Adobe Acrobat Docum.., 119KB
= $2019-5B-0001-Workpapers-Workpapers-8112019.pdf 8/19/2015 10:54 AM Adobe Acrobat Docum... 119KB
i @ Sichannel desk installation.docx 8/9/201912:41 PM Microsoft Word Docum... 15KB
I @ Sichannel desk installation_0909201%124820.docx 8/28/2019 %:40 AM Microsoft Word Docum... 13 KB
-
fr—
. W~ | ey
IL \Q@ODW H Sil :'e -i: Route I. aSmc __q%
Ne—

%) How to Save Document(s) Directly to iChannelDesk — Monitor Folder

Create and Save new document(s) directly in iChannelDesk using the Monitor Folder. All document(s)
that are created and saved directly to iChannelDesk using the Monitor Folder will appear in the Pending
Files section of the File Area. The Monitor Folder feature is intended to make it easier for a user not
having to save first to their local drive or to a network folder.
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/Add New to iChaninel X
o P st
[ TS R — L

Pending Files (1/1) My Entities | SRU Training

Shelby’s Bridge Thft Shop
48 My Contacts | Sy Communty Metal Heath
) Recent Entites | BC Market

[§ How e a File to the iChannelDesk Monitored Folder

Categories

Title Description chw to Save a File to the iChannelDesk Monitored Folder

Subfolder v
Yexr 2019 [ Pemanent N
Status v| [ Use Standard Fie Naming

. R Add8Open || Add Close

By default, when iChannelDesk is installed, the install will create a new folder in Documents called

“iChannelDesk”
~ 3 Quickaccess
Camtasia 5] 9/5/201910:24 AM  File folder
B Deskiop -
iicbes NSies Tomooikoo @ T17/2019 931 AM File folder
¥ Download - iChannelDesk (=] 2/7/201911:43 AM  File folder
[ Documents 4 e rotger @ 7/16/2019 8:35 AM  File folder
= Pictures * Outlook Files @ 8/9/2019 1144 AM  File folder
3End User Guide ™ ©  Release Notes R 7/24/2019 235 PM  File folder
2019 iChannel Desk Screencast-0-Matic @ File folder
2019 iChannel End | Snagit © File folder
019580 % ChatLog Delete a Template from iChanne... (@ 8/2/20191222PM  Rich Text Format 1 KB
Chatlog Meet Now 20190627 07_16.f (@ 6/27/2019 716 AM  Rich Text Format 1KB
> @ Creative Cloud Files Chatlog Publishing Process for Release ... (@ 7/24/2019 219 PM  Rich Text Format 1KB
. G% Request a Client Document.docx @ 8/2/2019 342 PM  Microsoft Word D... 19 KB
> g& Dropbox 5 . B
£ SRUi-9-paper-version.pdf @ 6/4/201910:12AM  Adobe Acrobat D... 124 KB
> @ OneDrive - Conarc, It @7 Test Word Document.docx @ 6/6/2019 247 PM  Microsoft Word D... 12 KB

~ W ThisPC
> M 3D Objects

‘: |= Documents

| - o e
5 b Music

Create a new document(s). (i.e. Word, Excel, PDF, etc.)

Select File > Save As > {Browse} to the Documents > iChannelDesk folder.
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To access iChannelDesk Pending Files:

|| PendingFiles..
e Right-click the iChannelDesk icon from the toolbar. [~ My Activitie

Reset Window Location

Settings...

Restart iChannelDesk
Exit

e Access the Links icon from the Window System Tray. Right-click
the iChannelDesk icon, select
Restart iChannelDesk.

The Add New to iChannel window will display. The new document(s)
will appear in the Pending
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Files section.

Add New to iChanne x
Open » Select root site: IDemu vl
e | Enter search tem: | | (7 inciude Inactive Search
Pending Files (111) ] My Entities ;?;JJ?E“T; o Tk S
&2 My Contacts | Sy Communiy Mental Heath
Name Mod "] Recent Entities | JBC Market
[ How to Save a File to the iChannelDesk Monitored Folder :09/0!
4 ©
Title Description |How to Save a File to the iChannelDesk Monitored Folder
Subfolder ~
Year 2019 V‘ [] Permanent &
Status v Use: Standard Fla Narsing
. . Add&Open | Add Close

Click the box or boxes next to the document(s) name in the Pending Files section.
Select either My Entities, My Contacts, Recent Entities to upload the email.
Select the Categories (Topic | Subtopic).

If the uploaded email title needs to be modified, update in the Title Description field.

i & W NR

Update the following fields as necessary:
= Subfolder
= Year - if the year is left blank, it will default to the current year.
= Status
=  Permanent
* Publish
6. (Optional) Assign Tags or Project, as necessary.
7. Click Add & Open, Add, or Close.
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%) How to use iChannelDesk Sync

iChannelDesk Sync allows users to manage their Contacts in Outlook and provide you with one
centralized database. The synchronization allows you to add contacts from Outlook to iChannel and vice
versa. Contacts are matched up so that only your business contacts are synced. Once the contacts are
in Outlook, they can also be synced to your chose mobile device.

By default, the syncing is always FROM iChannel DOWN to your Outlook. The exceptions to this rule are
those contacts which are defined as YOUR contacts in iChannel by the Responsbilel or Responsible2
fields on the Contact record. For those contacts, iChannel will do a BI-DIRECTIONAL sync based on which
record was updated last.

The iChannelDesk Calendar Sync has been updated. Now if you delete an entry in Outlook, it will be

deleted from iChannel during a bi-directional sync. Only items that have never been added to Outlook
will be created.

Steps for How to use iChannel Sync

First Time Setup of iChannel Sync

There are several steps that should be done to configure iChannel Sync. iChannelDesk provide to options to
setup sync:

& Manual iChannel Sync

& iChannel Prompt Wizard

Designate Personal Contacts — once a contact in Outlook is identified as Personal, iChannelDesk will
ignore these going forward.

(.:‘{D()pen Hs.m = fou + B sime [:lu

iChannel Synchronizer

Open iChannelDesk and click the Sync icon. The
. . . . Bi-directionally synchronize iChannel Contacts for which you are responsible. All other
iChannel Synchror“zer box will d|sp|ay. iChannei Contacts should be puled from iChanel into your Outlook ‘

Sync Outlook Contacts Perform Syne
Add these contacts to Outlock from this iChannel sync list:
[outiook -]

Click the Match Wizard button. The Contact Sync Ovtlook Contact Folder [Cortace ]
Wizard window displays. [Waweae | || [Aosmasheie |

Note: Window will lisappear during analysis
R ————

Last time contact ed: N/A
ime contacts were synici
Reset last sync date: |Wednesday, e 12,2019 [~ |

Sync Outlook Calendar Sync Emails
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Contact Sync Wizard

In the From your Outlook, select the items that
you want to Search, Match, or Make Personal.

From your Outlook:
Sadart tha Bame that wes want tn Sanrh Mabch o Make Pogonal: Refresh

Last Hame Frst Name Company Name Emal
[ Aeplessed daherry ioppleseed5Ses@mal com
Identity the personal names and select those by )
checking the box. o | T— e —
":ﬁd Frst Name Company Name Emad
Then click the Make Personal button.

e Once designated as personal, the name

will no longer appear in this box. You do
not have to complete this process all at
once, you may stop at any time and resume later.

Technical Note: In Outlook, “User Field 4” stores the sync status of the
contact. If personal, the world “PERSONAL” is store in this field. If matched
with an iChannel Contact, an iChannel ID is stored. If there is no value in this

field, we consider the contact as “Unmatched” and the name will display in
the From your Outlook list and “nag” you during the sync process to match it.

(L)

=
, 1 .

Keep the Contact Sync Wizard screen open and continue to the next step.

Match Outlook contacts to those in iChannel - now the list of names in your Contact Sync Wizard
should be considerably smaller. At this time, you will need to search to see if each remaining contact
can be matched with a contact in iChannel. We understand this may take a while, however it’s a one-
time process. Again, you may stop at any time and resume later.

Choose a name by clicking the Contact Sync Wizard
check box. You can only choose one Sttt o w10 Soarch, Mach,o ok Parns e

Last Name First Name Compary Name Ermad

name at a time for this process. - sty foriesoads5id4@ma com

Perdom match Auto Match =3

e (lick the Search in iChannel button. iChannel will search the entire contact database to try to
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locate a match. The From iChannel box will display any matching contacts based on the names,
email address, etc.

® The possible matches will display in the bottom From iChannel box. If iChannel thinks there is
an exact match, it will automatically be selected, if not you will need to select one from the
possible matching contacts.

e When the match is found, click the Perform Match button at the lower left. This will link your
Outlook contact with the iChannel contact. Continue matching each contact listed in the From
your Outlook area.

e |If the contact cannot be matched to any existing contact in iChannel, continue to the next step
to add it to iChannel.

H Add contacts from Outlook to iChannel - after you have determined the contact cannot be matched
to any existing contact in iChannel, you can add it immediately.

Contact Sync Wizard

From your Outlook:

Sedect the tems that you wart to Search, Match. or Make Personal Refresh
Last Name First Name Compary Name Emal

£ Appleseed Joheery jsppleseed 5544 @mal com

~
v

Search in iChannel Maice Personal I Add to iChannel

From iChannsl
Last Name [First Name Company Name Emad
Perform match Auto Match, Ext

e Select the contact name in the From your Outlook area.
e (lick the Add to iChannel button. The Add Contact To iChannel box will open.
e (1) Type an Entity name in the Name field and click Search.

e (2) Choose the Entity from the resulting list. If the Entity does not exist, you cannot add the
contact now. The Entity will need to be created in iChannel first.

e (3) Review the existing contacts and confirm the contact does not already exist.

e (4) Click the checkbox for that contact. Click the Add button. You will get a confirmation
message, click OK. You will return to the Contact Sync Wizard, which you can close at this time.
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Add Cortact To iChannel

STEP 1: Search for Entty

- =
Ertty Type (M) v 2rends found

Nare Ertty Type Cay Ste F

Baans Socks Testrg Aoharetts GA 30005

Boanstal Networks, LLC Lead Viest Paire Beach fl e N/

Extng Cortacts - Ok on the Ertty name above 1o daplay of sssccated cortacts
Frat Name Last Name Phone Emai OUIN-'!\/

Adde Daves amandardave @ Bean's Socks
Arands Cave amanda deve@c . Bean's Socks
John Jerery jobn Bean's Socks
Loulow Leomon ouou@myenals . Bean's Socks
Adde Dave smandardaa @ Conare. Inc-Man (Roct)
Aerands Dgva amanda deve@c  Comarc, Inc-Man (Rost)
Jee Lewrey (770) 8490508 Sowrey@corare Corarc ne-Man (Root)

STEP 2: Ohack e box for aach contact 1 add 1 the selected ertty

Lagtname Fratname Responsble  Compary Wok Phore Mobde Phore Cey

n Adding Contacts from iChannel to your Outlook - within iChannel, you can specify the contacts that
you want sync’d with Outlook. This is done via the Personal List called “Outlook.” Please see the
iChannel User Guide for instructions on how to set this up.

Once your list has been saved, you are ready to add those contacts to Outlook.
e Open Outlook and iChannelDesk.

e C(lick the Sync icon on iChannelDesk. The iChannel Synchronizer box opens.

Check the box Sync Outlook Contacts. You may have multiple sync lists and they will appear in the
drop-down list to choose from.
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iChannel Synchronizer

Bi-dractionally synchronize iChannel Contacts for which you are responsble. All other
iChannel Cortacts should be pulled from iChannel into your Outiook:.

4] Sync Outlook Contacts Perdom Sync
Add these contacts to Outlook from this iChannel sync list:
Dusioo V]
Outlook Contact Folder Contacts v|

Note: Window will disappear during analysis

Last time contacts were synced:  4/7/72017
Reset last sync date: |Sduday . January  7.2017 D'|

Syne Outlook Calendar Sync Emails

e C(lick the Perform Sync button.

e iChannel Desk will run and when complete, the Contact Sync Wizard will open if you have
unmatched contacts.

Contact Sync Wizard

From your Outiook

Select the items that you want to Search. Match, or Make Personal: Refresh |

Last Name First Name Company Name Email ~

O ichanne! ichannel@isgusa.com

[ Aylor Gina

[ Black Kristina

[] Brooks Connie

[] Brown Jo

[C] Campbell Krissy -
P : >

[t | [ amrore | [

From iChannel

Last Name First Name Company Name Email ~

Black Kristina

[ Biack Euclid

(] BLACK CATHERINE

[ Black Lorie

[ Black Joe bt

< >

Perform match Auto Match... Bat ‘

e You may continue to work on the unmatched contacts or skip this step by clicking the Proceed
with Sync button. The iChannel Contact Synchronizer will run and display a status bar at the
bottom of the box.

e When the sync occurs, the base contact information is synched such as name, company,
address, phone(s), and email.

e When the syncis complete, a confirmation box will display the contacts that were updated in
iChannel.

e C(lick OK. The box will close; the Synchronizer will continue to display and can be closed, too.
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851 iChannel to Outlook Sync Results - [m] X

Pulled down from iChannel -> your Outlook

Last_Update
4/7/2017 amanda.davis_outlook

| Apple Test Entity

Calendar tems touched: 0 Task items touched: 0

Sent up from your Outlook -> iChannel

Calendar tems touched: 0 Task items touched 0 Emais saved: 0 Close

Viewing My Matched Contacts

From the iChannel Contact Synchronizer, click on the Already Matched button to look at the contacts
you are synchronizing between iChannel and Outlook. This grid can be easily re-arranged by clicking on
the column name and dragging it into the header.

Maiched Contacts

Drag a column header here ko group by that column

Aopleseed Johnny Bean's Socks |

Daily use of iChannelDesk Sync

You can either manually (Step 4 above) OR automatically sync all the matched contacts. The settings
for automatic syncing are on the iChannelDesk Settings screen. You can choose to Auto-Sync on Startup

or Auto-sync on Exit of iChannelDesk.
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iChannelDesk - Sync

Settings SC  History

£ Contacts

Suppot  About

What do you wart to sync?

Add these contacts to Outlook from this IChanned sync kst - »C\M v
Outlook Contact Folder:  |Cortacts. v]
L O From Channel To Outiook
° en
Process 1 back €0
@ o days to days formard
0 E-maits (] Duplay Erttes 3ss00ated weh the serders emal a3dross or doman
Process 2 days back § Manage emal sync rues
"When do you wart Ao Sync to nan?
] On Startup Delayast Statup: 2 T mintes |
Ofrqmncy By 2 %] hombewen 7050 o] and [2570
] OnEm ——— EXNEPRES) v
Changes may require a program restant oK Cancel Revent

Y

You can now manually sync during auto sync wait. No matter what you are syncing, new functionality
verifies that a manual Sync is not active when initiating the Auto-Sync process; if it is, the Auto-Sync is

abandoned. The Sync Button is disabled during the Auto-Sync process and enabled when it is finished.

\B How to Perform a Quick Search

iChannelDesk can perform a quick entity (client) or contact search using the Quick Search feature on the

iChannelDesk toolbar.

H iChannel Search

USA

Suite D-415

USA

Yed | :J ACME Building Supplies (ACMEB-1)
F arch Triangle Cir
e’ Crarlowe, NC 29901

| "% ] ACME Transportation LLC (ACMET-1)
227 Sandy Springs Place

Atlanta, GA 30328

P

R C
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1. If you are logged into iChannel, click the Folder link will reload the browser window to
the File Area of the Entity selected.

2. Click Email icon will reload the browser to the Entity’s Email area.

Click Clipboard icon will copy the Name and Address to the clipboard.

) How to View My Activities

iChannelDesk provides a quick and easy feature for users to access and view their Activities (tasks).

Steps for How to View My Activities

To access My Activities: =~
y T e —
e Right-click the iChannelDesk icon from the toolbar and select [ my Activities ]
My Activities. 7 S’eﬁ“’i:gi rowroemen——
Restart iChannelDesk
e Access the Links icon from the Window System Tray. Right-click =

the iChannelDesk icon, select
My Activities.

The user will be redirected to iChannel | User Activity tab.

etail: [srRuEntity | aoa R & RKRK (Add Contact)
Detail Contact 2 Discussion 2 Activity S Notification Project History
- Contact Detail: Paula Underwood % Gae)
Last: Underwood Fist.  [Paula ] Work: [a04733 0300 e[ | U Entity
Salutation: ~ Nickname: Cell 1880 Stevens BILff Lane
: : : Dallas, TX 75208
Title: | email:  [Paula.underwood@email.com | Home: 4047330300
Department: | Email 2: |
Location: < Email 3
Acive:  [ves ]| Communication Method: 0
Addresses & Phone Numbers [ — ¥
Detail Linked Discussion | activity ! | | [ Notification Project Sync List History
Activities (] 1| Add Activity ~
Filter: [All ~]  Timeframe: [Al ] Activity Count: show: [Flcompleted FlFuture [Mproject Activities
exclude Emails Begins with: [ subject: Budget: Actual: | | sign-off: [
Type Status Stop Subject Contacts Notes
Task  Waiting on Client 05/03/2018 10:07 AM 00/06/2019 11:07 AM(73) 1040 Tax Doc SRU Entity Test Project SRU
Paula Underwood
1 Total Records
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%) iChannelDesk Support

If you are experiencing any issues with working with iChannelDesk, users can access Settings > Support
tab to create a support ticket that submit the ticket request to iChannel Support Team. The Support tab
also has links to various configuration files and a link to Export Trace Log to Desktop that that the
iChannel Administrator can use to trouble shooting your issues.

iChannelDesk - Support

Seftings Sync  History Support  About

Go to Support Suite

E d

Roaming

Trace files

From here, you can email your trace file (and config files) to iChannel Support

() 1 do not have a support ticket and do not need one created
() Create new support ticket () | have an existing ticket

e

Motes (optional):

View trace file Export trace file to Desktop

| Re-register Redemption |

Changes may require a program restart. | QK | Cancel Rewert Apply
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