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 iChannel ς 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 
ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ōŜ ŀŎŎŜǎǎƛōƭŜ ōȅ ŀƴȅƻƴŜΣ ŀǘ ŀƴȅ ǘƛƳŜΣ ŦǊƻƳ ŀƴȅǿƘŜǊŜΦ  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 ƛŘŜƴǘƛŦȅΣ ŎŀǘŜƎƻǊƛȊŜ ŀƴŘ ǎǘƻǊŜ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƳǇƻǊǘŀƴǘ ŘƻŎǳƳŜƴǘǎΦ  

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.  
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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. 
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Module 1:  Getting Started with 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. 

 
 

 Login to iChannel 
 

Steps for Logging in to iChannel 

Step Action 

 Enter your defined iChannel URL address in a browser window. 

¶ Go to https:// ______________________________ to access iChannel 
 

 
 
 
 
 
 
 
 
 
 

 In the User ID field, enter your organizational specific User ID credentials. 
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Browsers and Resolutions recommendations 

¶ Desktop ς supported Browsers for Direct Mode editing: 

o Microsoft Internet Explorer v11.379 and above 

Á IE Edge is not supported. 

o Google Chrome v72.0 and above (only for Windows) 

¶ Resolutions ς recommended screen resolutions: 

o 1280 x 1024 (5:4 ratio) 

o 1920 x 1080 (16:9 ratio) 

1 

2 
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 In the Password field, enter your unique password (remember Passwords are case  
sensitive). 

¶ 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.   

¶ Your organization Site Name is:  
___________________ 
 

Check the Sign me in automatically check-box if you want 
iChannel to remember your Login credentials. 
 
Click the Login button. 
 
 
Once logged into iChannel, the first screen that will display is the iChannel Dashboard. 
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Module 2:  iChannel Dashboard 
 
Once logged into iChannel the iChannel Dashboard is the first window you will see.  The iChannel 
Dashboard 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. 

 

 

  iChannel Banner 

o iChannel Home icon ς άȅƻǳǊέ ŎƻƳǇŀƴȅ ƭƻƎƻ ǿƛƭƭ ŀƭǿŀȅǎ ŘƛǎǇƭŀȅ ŀǘ ǘƘŜ ǘƻǇ ƭŜŦǘΦ  /ƭƛŎƪƛƴƎ ȅƻǳǊ 
company logo will always take you back to the iChannel Dashboard from any window in iChannel. 

o iChannel Modules ς the navigation module(s) provide quick access to different areas of iChannel 
including: 
Á Files ς allows users to search for documents across Sites 

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

reporting. 
Á System (Admin Module only) ς allows Administrator system admin rights to iChannel. 

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

  Quick Search 

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 
inactive sites | contacts in your search, put a check in the Include Inactive checkbox.  

o Quick Search Results 
Á Select the Folder icon to access the Document Management Area for documents associated with 

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

Practice Managements, Salesforce, to name a few.  

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

 
 

o Domain (Root) Sites ς 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 
other sites and will not see them listed if access is restricted).  

o iChannel Support ς click  to access iChannel Support. 

o My Activities ς click to access activities associated with your User ID across all Sites. 

o User Profile ς click to access and edit information in your profile.  (i.e. updating your email 
signature for sending emails from iChannel). 

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

 My Dashboard 

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

o Manage ς click  to open the iChannel Manager Dashboard options. 
o iChannel Widgets ς customizable area where each user can define ǳƴƛǉǳŜ άǿƛŘƎŜǘǎέ ǘƻ 

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. 








































































































































































































































