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iChannel File Management — Client File Area iCHANNEL

iChannel File Management — Client File Area

o224 iChannel provides a single point of management from which users can view and access files from
L2 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 files in their native file format 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 files with history tracking.
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) File Management (File) Search — Global Search

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

filter options.

iCHANNEL

The File Management Area Search screen also allows the combination of client filter options with the
file 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: File Management Area (File) Search — Global Search

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

will display.

Site Search

- e
‘.‘ [ ries [ Contacts  Calendar  Workfio Rout syst N
\‘ iles al r W outing ystem

—

File Search

[Caegins with[Jexact Match

Sitetame I

oo
ot et

Industry: [

<]

) Expanded  Active:
[ site search |

App Links

[ FileAreaSearch Included -

Include File Area Search Criteria.

(O search Descriptions

File Type: [ word A -
O Excel o
O powerpoint ces
O pat Doc

0 Email DoT -
File ID

Rl Te/Contert: [ | @
\

Year.

Status:

Category.

Tags:

[ Permanent Files

[cresed w [ |

Sort By T W

@ all Ocreated O checked-out O Modified
User ID:

O Show Sites with missing files for the above criteria.

[ Export ==

re to E
Site/File Search

Create Site from Link; PRACTICE

) File 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.
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iCHANNEL

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.

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:
= (Click on the Search Listing to do a new search
= (lick on the Site Name to access client CRM screen
= (Click on the Folder icon to go to the clients File Management Area
= (Click 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

I 1 adams Systems, Inc

I 7 Admired Transportation, Inc

I 3

el Tl b s

01/17/2019 09:09 PM 1
01/17/2019 09:08 PM 1

N4 /473040 A0-N0 DM 1

Client ADAMS09 ADAMSO09

Client ADMIR-1 ADMIR-1 3 1 1B

ol PP AL 292 AR 292

D File Search

o Filter Options — allows you to search files across Sites. Enter any information you have about the files.

O

Entering a name or partial name will list any files 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 file

quickly.

o File Title — enter at least three letters of the file name you are wanting to search.

o File Type — place a check in any File Type options to limit your search by file type. Hold down the ctrl
key and using your mouse to make multiple selections in the additional types field.

o File ID —every file in iChannel is assigned an ID which is stored in the file properties.

e Full Text | Content —Enter text in this field triggers a “full text search” of all the File 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.
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o 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.

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

T @A EE - D oo
Contacts Calendar Workflow Routing System \.) iCHANNEL TR e @ @ @

n)
2019 2019 Advanced User Training Shelby's Bridge Thrift Shop bobby.underwood 232K8 te/26/2015 |

2019 2019 August iChannel Release Notes v2_20_0 SRU Training Test(SRU Training) bobby underwood 1,134 KB 08/07/2019

2019 2019 Basic User Training Agenda Browns Family Company Imagby 194 KB 10/21/2019
Inc{BROWNO7)

e T 2019 2019 Basic User Training Agenda Shelby's Bridge Thrift Shop bobby.underwood 194K8 07/31/2019
-

2019 2019 Basic User Training Agenca-Merged Browns Family Company Imaghy 445KB 10/21/2019
In~/ROAWMIATY

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

\B Include File Area Search Criteria

On the File Search section, check the Include File Area Search Criteria checkbox.
o The IISE_FieAeasearchinduded I |\ jicator will display.
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User ID:
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File Management Table of Contents

) File Management Area Overview

..’.. A Central File Repository or File Management Area houses all the files that a user will access in
L g iChannel. The File Area displays all the data for each Client that is defined in iChannel and the Clients
that you have permission to view.

To get to the File Management Area you have a few options: |} TS
e From the iChannel Dashboard, locate a Client | Site -y e
in a widget and click the File Folder icon. 1@ S
e From the Quick Search or File Search results screen, . e

30000 4l Creek e 5530
35 (A V)

click on the File Folder icon.

Contact Search Results
Dlowtock [ ) Doontact
al O O oca e S
72085555
70_emaigbise com

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

@ Header | Filter Bar,
@ Filter (Topic | Subtopic) Category

\!

@ File Listing.
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Information displayed in each key area is controlled by your System IT Administrator and Security
Group profile.

P = CONARC
Contacts  Calendar  Workflow System ‘\') iCHANNEL e ¥ @ @ @ Lowy
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) File 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 file(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

-
Boca Raton Wealth Management (5930) 1 @ @ ® 9 @ a @ o !
2 3456 78 9 Drag & Drop Files Here
@Title/Description O Content O Exclude Emails . [
=
Type M ver status v i 2

12

1. Site Name — displays the name of the Site accessed from any [ ruen wean anssement =520
folder icon. Hover over the name to view the Contact |=ew oo i

Information. Click on the Site Name to go to the Site Detail e
(CRM) module.

nf

2. Discussions and Activities Summary Icon - click the
Information Icon to load the Last 10 Activities and Last 5
Discussions for the Site Name.

[T ]

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

Boca Raton Wealth Management (5930) e E e e @ @9 o !
®Tile/Description. O Contert: Exrude Emads ;
e e COECEE

Activities

O exciute Emils Begins wih) Subject = - ] =

Type Status start stop Subject

Request (ot se 0571172021 10:57 aM 05722021 V3T AM (241} Revissd Engagement Latter

Fequest [notsety 0571172021 1078 M 05/31/2021 1718 AM (481) S Raton Persans| Tax Dacs

4. Last Portal Login — hover to see the last login in on the portal.
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5. 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.

Boca Raton Wealth Management (5930)

@ Title/Description O Content

............

—
. ;
00000G0 <
\er? H

.

.

H

.

Status v List All Files :

.

.

O Exdude Emails

Type > Year -
Order ‘Workflow Priority Type SubType Status Contacts
1]
O include completed Workflows ~ Year: ‘ Type: ‘ ~v|  subType v

= 1040 Tax Return 2019
12/3

Task

@
Testing activity

Tax Return Note 1

Tets ee3333

Test Task

Request for Document
 Information In

v Organize Documents

Sean

Preparation

High Tax  Business InProcess  BocaRaton Wealth Management

ADMINISTRATOR USER, Bobby Underwood

Classify Type Status Assigned
what s classify  Meeting Andrew Churilla Brian Gage
Sent Email Note (not set) Bobby Undenwood
Task (not set) Sec User Amali Zone Admin
Task (not set) Bobby Undenwood
Abuse Email Katy Bunch
Sent Email Task Completed  Bobby Underwood
Task Completed  Bobby Underwood
Task Notstarted  Bobby Underwood
Task Notstarted  Bobby Underwood

6. 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.

Search Criteria e

Frem a ‘ o
o C
|

-y

—

T e [ poss
Tag °
Category °

~ From/To/CC °

o |

From/To/co Tag/Category
 bobby.underwoodgconarc.com

bobby.undenwood Bconar.com

 bobby.underwood@conarc.com

rogemal com Tax- MICE)

 bobby.underwood¢conarc.com
bobby.underwood Bconare.com

Tax - Communication

 Sent/Recd

1423

05/10/2021 0404 pm

7. File Options — click the Folder Icon to access an additional option to add new files into iChannel.

From this screen you can:

o Add File to be Scanned (generate routing slip)

O 0O O O O

Request Files (Copy to Clipboard)

Copy Permanent Request Files Link to Clipboard
Add Hyperlink(s) (to any URL or other File Area)
Recatalog (Rebuild the file area)

Generate & View Thumbnails of any Images (JPG’s)

Boca Raton Wealth Management (5930)

@ Titie/Description O Cantent

File Options

At File 10 be Scanned (Generate routing slip

ues! Files Link to Clipboard

(To any URL of other Fi

B % 0 esx

view Thumbnails of any Images (JPG's

0000E0D -
[ | i

[ Exclude Emails

Year - Status

Not all File Options are
viewable and the available
list is determined by your
System Administrator and
Security Groups.

10
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8. 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.

Baca Raton Wealth Management (5930) @ e @ e 0 @ E -] :' ---------

te/Descriction () Content Exciude Emails

= R ... | ... [

GROUP PERMISSIONS FOR 'BOCA RATON WEALTH MANAGEMENT (5930 )
‘Securty Groups may be granted the fie management features belom, Check the apprepriste ootions snd press any Save Permissions’ butten to save the settings,

3.1 Security Group MJ

ClanFeatures Cluncneck an Covemae oions Pemissions
She Functions  [lyiew site

Fila Funcions.  lvigw Fies

lunk Email Files o
lunsoek: Detete Fies IDetete Subritted

Site Permission is a System =
Employee Administrator function only.

Manager

9. “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.

—_—
Boca Raton Wealth Management (5930) @ @ e @ (~]

@ Title/Description O Content [ Exclude Emails [0 Show Deleted Files
Type v Year v Status . m List All Files
v | From: E To: = Show published files: ~

~| User ID: [ permanent Files

File size greater than KE v andless than 1 ~ O Except

10. Drag & Drop Files Here/Browse — to quickly add a File to the File
Listing area, click the Browse button to add a file from your
computer. In addition, you can quickly drag-and-drop a file by
dragging into the file area.

e C(lick the button or Drag-and-drop a file 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 C(lick Open. The Add File(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 file.
= Allfiles are required to be assigned to a Topic | Subtopic Category
o Target Subfolder:
= |f the subfolder of the file being added needs to be updated, select the
Target Subfolder drop-down.

Drag & Drop Files Here

il Browse

11
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11. Title/Description/Content field — Type drop-down — to easily search for a file 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 file 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.

Boca Raton Wealth Management (5930) @ @ e @ (V]
Dra
®itle/Description O content O exclude Emails
Type ~ vear v Status - List All Files:
Check all
Uncheck all
Filter |Dcaseware Y 12 )
Year/ Category Olemai
Oexcel
2s
Dloraphic L12]
Categori "
jories:
[ cewores ______JS
[[] Check/Uncheck All Olpowerpsint
b [] Administrative Duickeocks Year Titles Size Secondary Category  Modified Created By
b ] Audit DOord 2021 Communication-Doc 1- Copy (3) 12k Cammunication 05/10/2021  Samuel
Car 13
v [] Bond
g DOase « Communica tion
v [ Tax Oces 2021 Communication-Doc 1 - Copy (6) 12k Communication 05/10/2021  Samuel
13
v [] Training DOexe
Orrr « Communica tion
Orr 2021 Competencies and Curr-SRU Screenshot 02 123k Competencies and Cur05/10/2021  babby.underwood
|
Ohe ~ 2021 Engagement Letters-2020 PO WOLF000Z 171k Engagement Letters  05/10/2021  Samuel
10:36 AM
9 eturs-Doc 1 - Copy etums 1 amuel
O & 0 2021 RetunsDoc1-Copy 2 12k Ret 05/11/2021  Samuel
Final/Locked 11:06 AM
O @ B 2021 SRUScreenshot05 123k Training Materials ~ 05/07/2021  babby.underwood
1034

12. - click the Filter button to search for file(s) based solely on your defined search
options. Click the List All button to search for “all” files associated with the Entity and not based
on any search option(s) defined.

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 files that match your criteria.

Boca Raton Wealth Management (5930) eeeeeo@ o | T
. Drag & Drop Files Here
i it (O Carnt e e

e - - EETR - [ i ] =

fiter 3\ Submitted Files B} o
Requasted Files €0 °

FELE]
0

=T Tyoe Vear Titf

- 8
& g
& T
i ow
cheo e
adminisiraive -
Aut
Bond L
o F
Tramine /
g "

File Management Table of Contents
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) iChannel /File Management Area Overview — iChannel Filter Primary |
Secondary Category

The iChannel Filter for Primary | Secondary Categories allows for every file that is always housed
within iChannel to be associated with at least one (1) Primary category and at least one (1) Secondary
category. Having each file that is housed in iChannel associated with a primary | secondary category
allows for every file to easily be searched and/or filtered, shared, or retrieved in the File List section.
Additionally, you can filter specific files by Categories to share quickly with internal associates or
external clients. The Category feature also provides additional security around your files not only in

iChannel but with the iChannel Portal.

Overview: iChannel Filter Primary | Secondary Category

[[] Check/Uncheck All
4[| Administrative
[] Billing
[ ] Business Dev
[ ] Check
[ ] Correspondence 1
[ ] Engagement Mgmt
[[] Fees
[] Legal
b Audit
» [ ] Bond
o [O] Tax
o [] Training

N

r Tags: Edit #

[] Training
|:| Training Docs 2
[ ] communication

> ---Workflow/Opportunity---

S -

1. Filter: Categories — there are no limits to the number of
Primary | Secondary Categories. Yet, all Primary Categories must
have at least one (1) Secondary category. The Category structure
is defined and maintained for consistency with the use of a
“template”.  Your Administrator and iChannel Support |
Implementation team will work together to ensure your structure
adheres to your organization needs for file management.

o Examples of Primary Category Filters are listed below but not

limited to:
o Administrative, Audit, Data Analysis, Engagement,
Litigation, Tax

o Examples of Secondary Category Filters are listed below but not
limited to:
o Billing, Business Development, Correspondence,
Engagement Letter, Legal, Notices, Returns, Workpapers

2. Filter: Tags — tags are custom for each Site’s File
Management Area and can be arranged in a multi-level tier. The
top level is called the Topic File Tag and the lower level is called
the Subtopic File Tag. Tags provide the user an optional identifier
to assign to a file beyond the Primary | Secondary Category.

o Tags can also be used in your iChannel File Header | Filter Bar
search options to assist with quickly finding file(s) for a Site.

File Management Table of Contents
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%) ichannel File Management Area Overview — File Listing
The iChannel File Listing provides the user with all files that are associated with the Client Site. User’s
will spend a great deal of their time working in the file area as the File Listing area provides many
features to performs actions on files. Additionally, the iChannel File Listing area also provides a
Requested and Submitted Files area for users to view, accept, reject and/or email files that have been

submitted by your Clients via the iChannel Portal.

iCHANNEL

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

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

Submitted Files @)

Requested Files €

=]
0O %~ Type
O 3 ot
o« &
o B
0O & 3
06 &
0@ @B
O @&
o« &
O & &

———————
0O 2 % 2019 Training|l 3t

0 | FileProperties

Year

2091

2021

2021

2021

2021

2021

2019

2019

2019

Copy Internal Link
) File History

Titles [ Email

Commint 5 RequestFiles

! Copyto Zip
Communl & assign status
Assign Tags
Merge PDFs
Engagem i Secure PDFs 2

Copy Internal Link

RetumsDc
Finaltoct e oo o

SRUSC 1o Gheck-Out

Competet 5 6

Training 3t Checkein

Create Portal Request

ig Document Another User-Copy (1)

Trainingh at ™ g Tag-Copy (1
g Send File to Docusign giTea Cory (1)
Tannoh W reagnre CInCony (1)

Move

liz ) a Document-Copy (1
Rename Title )

3t Copy
Rollover

ng ue 3t a Dacument-Copy (1)

19| 3t Re-Categorize

Assign Tags

*| Versionand open
Check-Out

191 3t publish and Link

Publish only
ngl st
Link only

3t Unpublish / Unlink

ng

Mark For Deletion
 Delete

N

« Traini

« Trai
Pa:

ge

* Communication

* Communication

+ Training

ining Docs

ing Docs

ining Docs

[ ]of1

Size Secondary Category

12k Communication

12k Communication

Modified
05/10/2021
1:37PM
05/10/2021
1:37 PM

123k Competencies and Cur 05/10/2021

10:30 AM

171k Engagement Letters  05/10/2021
10:36 Al

12k Retuns

122k Training Materials

12k Training Materials

12k Training Materials

12k Training Materials

12k Training Materials

12k Training Materials

184K Training Materials

277k Training Materials

99k Training Materials

105k Training Materials

8 Columns

1

05/11/2021
11:06 AM
05/07/2021
10:34 AM
11/11/2019
8:29AM
11/11/2019
829 AM
11/11/2019
829 AM
11/11/2019
829 AM
11/11/2019
829 AM

05/10/2021
11:50 AM

05/10/2021
1151 AM

05/10/2021
1151 AM

05/10/2021
1151 AM

Created By Created
Samuel 05/10/2021
Samuel 05/10/2021

bobby underwood 05/10/2021
Samuel 05/10/2021
Samuel 05/11/2021
bobby.underwood 05/05/2021
booby.underwood 11/11/2019
booby.underwood 11/11/2019
booby.underwood 11/11/2019
bobby.underwood 11/11/2019
bobby.underwood 11/11/2019
booby.underwood 05/10/2021
booby.underwood 05/10/2021
booby.underwood 05/10/2021

bobby.underwood 05/10/2021

Links

86 8 6 8 %

Primary Category
Audit

Audit

Training

Tax

Tax

Training

Training

Training

Training

Training

Training

Training

Training

Training

Training

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

1. File Listing Column feature
2. File Feature(s) — Action icon

3. Multiple File Feature(s) — Gear Icon

%) ichannel File management Area Overview: Column Feature

Overview: iChannel File Listing Column Feature

14
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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.

File Management Table of Contents

) ichannel File Management Area Overview: Action Icons

Overview: Action Icon

File Feature(s) — Action Icon — iChannel provides several features to view File Properties
additional information about a file that is in the iChannel File Listing area. Click Copy Internal Link
the Action ® icon provides the following options per file: =) File History

o File Properties ® Discussions

o Copy Internal Link | Assign Tags

o File HiStOFV 2 Version and Open

o Discussions | Check-Out

o Assign Tags | Permissions

o Version and Open

o Check-Out

o Permissions

File Management Table of Contents

%) ichannel File Management Area Overview: File Listing — Icons
eyl

L @:— 7\,&; Year Title
O =

@ 2019 FS-Q2-03 13 19

|| 2| andn Lo o dlelaod = Do

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

iChannel supports two (2) modes when editing files.
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pL)

Citrix, Terminal Server, or VPN.

2 Direct Mode — indicates that the user is accessing the file directly attached to iChannel or via

& Stream Mode — indicates that the user is accessing the file(s) remotely, via the web.

The mode you are working in determines how you edit file(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

o
o, RPN —

e
| Document mode is Direct (Internal) - Click to toggle i

=

2MNA8 Miran and Diran

File mode is Direct (Internal)

@ [ |
e

Tiel

e —

I |
‘ || Docurnent mode is Stream (External) - Click to toggle l
| = ey

File mode is Stream (External)

2. File Listing Icon: File Email Notification for iChannel

Click Email Notification icon to list Subscribers
| Portal Subscribers associated with the File
Area. Individuals listed from the Subscribers
Email List, Portal Subscribers will be notified
every time you check-out, check-in, and/or
delete from this File Area.

13, File Listing Icon: Hide Tags

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

Tags in the File Listing area.

Document Email Notification for Channel

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

from this File Area

Subscribers Email List:
To select multiple email addresses left-click while pressing the CTRL or SHIFT keys.
2fa@conarc.com
==== Subscribers ====
U.Karshakou@sam-solutions.com
andrew.churilla@conarc.com
bobby.underwood@conarc.com ¥
Extranet Subscribers:
==== subscribers ====
Clay@firstbankichannel.com
John@legalhelpichannel.com
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

d )

ﬁ. v.‘C cktohdetagsgr T

Fy Exth
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) 4. File Listing lcon: Turn ON preview for Emails and PDFs
Click Turn ON preview for Emails and PDFs icon enable the el
preview options for Emails and PDFs. _@ (e 2

J Q - TJ Turn ON preview for emails and PDFs i

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.

File Management Table of Contents

%) File Feature: File Properties

Action Icon - File Properties

Hover over the Action Hover over the Action ' icon, the action list will display. Click File [T m—e————7 icon, the action list will display. Click File = File Properties

Properties. Copy Internal Link
~| File History

The File Properties window will display. Discussions

Assign Tags

~| Version and Open
Check-Out
Permissions

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 file will
now appear on your Dashboard under My Files.

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

e Description (optional) — enter Description notes.

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

e Created — the user that created the file (created date) and the Last Modify date.

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

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

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

Action Icon — Copy Internal Link
Step Action

%) | Hover over the Action ®’ icon, the action list will display. Click Copy
Internal Link.

=)l File Properties
Copy Internal Link

@)
W
There are times you need to collaborate with another co-worker on | Discussions
. )
file(s) and where that co-worker doesn’t Assign Tags
have access to your File Listing to view @)

Version and Open

the file(s). Use the Copy Internal Link to
copy the file to your clipboard and send
the link via.

Check-0ut

Permissions

&)

Success!

Text nas been copied 10 GIpboArd.

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 file(s) that user has shared via
the Internal Click will be available.

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

%) File Feature: File History

Action Icon - File History

Step Action
@) | Hover over the Action %’ icon, the action list will display. Click File History. =T File Properties

Copy Internal Link

2 . B
. “ ” . . . . . . -
iChannel logs “all” actions (history) for every file in the File History summary. File History
|"Discassions
)
Competencies and Curr-SRU Screenshot 05 Assign Tags
. i
Created on: 5/10/2021 10:30:45 AM b Version and OPQI"I
Created by: bobby.underwood - Check-out
Last modified: 5/10/2021 10:30:45 AM 29
) : Permissions
File name: 2021-5930-Competencies and Curr-SRU Screenshot 05-5102021 jpg
Directory: “Wichantestweb.conarc.com\demaoicir lient\b\boca raton cpaltraining\competencies and curry,
Size: 125930 bytes
Type: JPG
ID: DOC0002115
File History
Filter by Action: w

Accepted Submitted File: 5/10/2021 11:57:30 AM - bobby.underwood (Bobby Underwood)

Details: N/A
Submitted File: 5/10/2021 10:30:45 AM - bobby.underwood (Bobby Underwood)
Details: N/A
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The history logs follow all actions for each file 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 file 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 primary | secondary category published to the
iChannel Portal.

e Unpublished - removes the published files from the client portal.

e Category | Year Changed — includes any previous values associated with the file.

e Status Change —includes the previous file status and any changes to the file status by a
user.

e PDF Merge — any .pdf files where a user has merged the, will be listed in the history to
show what and when files were merged.

File Management Table of Contents
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\Q File Feature: Discussions

Action Icon — Discussions

Step Action

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

1. Hover over the Action ? icon, the action list will display. Click [ =] File Properties

Discussions. | Copy Internal Link
=) File History
o) Discussions
ASsign Tags
@i
e Files with Discussion Notes have a number to the |~ #- Twpe vear Tite- size
Draft
right of the File’s Icon to denote the number of | & "= Loc uirmencel stmeosos 2 120 1L
conversations posted. —— .
[J ® = Discussion Notes Indicator 1 129 K
p— s Sample Moving Example
=] *) E._"P 2018 Tax Return-02 15 2019 8K
. . . . '018-Tax Return-Non Profit
2. The File Discussion & Notes window opens. | * Tax Return

From here you can also open the file 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 File History.

File Discussions Competencies and Curr-SRU Screenshot 05

Fter oy Sutject. |41 suecs Y h O

T x)

W2 Tax Documents babby.underwaod 11:46am
Schedule tme to collect W-2 tax documents.

p—
Engagement Letter Review Call boby.underwaod 11:46am

Setup call to discuss engagement letter,

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

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.

Next, click .

® N A
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iCHANNEL

Add Message to Discussion

Fost Message | Cance |
Subsect: ({234 Hew] | [Portal End-uner gude

Note:  [Step by step guede on how o use the Channel Partsl

Send email to selected contacts. [ private

Available Contacts Selected Contacts

Include content (Uncheck to send ONLY 8 notfcation. Require login t (Channel o view the content of this iscussion.)

Underwood, Bobay

Entity:
aveonnt Il

Internal List:
Bobby.underwood@eanare.com

Additional Email List:

File Management Table of Contents

%) File Feature: Assign Tags

Action Icon — Assign Tags

®)

Selecting Assign Tags displays the tags that can be associated with a file 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 % icon, the action list will display. Click

Assign Tags.

The File Tag Selector window box opens.
To assign a tag, select Tag checkbox.
To remove a tag, deselect Tag checkbox.

To create a new tag, click MNewTaa putton.
The Create New Tag window opens.

In the Enter new tag field, enter a descriptive tag name.

=)l File Properties
Copy Internal Link
File History
Discussions

Assign Tags

Version and Open

File Tag Selector

[C] Training

[L] Training Decs
[C] communication

4 —Workflow/Opportunity—

[] 1040 Tax Return 2019 _07/01/09

E

Create New Tag

Select the parent for this new ta
tart by the &

until yo.

Save New Tag Cancel

q.
op tag and then dril dovin
w tag's parent.
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iCHANNEL

7. In the Select the parent for this new tag. Start by selecting the top tag and the drill
down until you reach the new tag’s parent. In the Tag drop-down list, select a Tag.

8. Click Save.

CIE=NY e

L) 1% ~| Type Year Title=

?

-
o = = 2019 = $DOC0000204_1

O ®) = 2019 ABCTest iChannel file download-Secure Key

./
i}

2019 Abercrombie Approved EULA

¢
]

2015 Accepting Files from Cl

2019 andrew.churilla_07112

&
B ®

2019 andrew.churlla_07112

201% andrew.churilla_0726201s

ichannelmail@conarc.com To: andrew.churilla@conarc.com

Assigned Tags display in the File
Listing for each document.

Yy
o

* Test Tag

* Return - 2018-EXTENSION - Brow s Entity Specific Tags
* Sub Lavel

* Test Tag

« Global Tags e Entity Specific Tags
 Sub Level s Multiple Levels

2019 andrew.churilla_07262015120244

2019 andrew.churilla_07262019120354

B E 8 ®

2019 andrew.churilla_0726201995847

* All hands on deck test

o All hands on deck test

Management Table of Contents

) File Feature: Version and Open

Action Icon - Version and Open

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

@)

Hover over the Action ? icon, the action list will display. Click Version

and Open.

1. The File Versioning window box opens.

2. Toversion afile, click the button. The following message ) Version and Open

will display. Next, click the Click Here
link to open the file. Make any necessary
changes to the file at this time.

=) File Properties

Copy Internal Link

P
> File History

| Discussions
L
Assign Tags

FILE VERSIONING
S ——

T
Step o1
Comments (OPTIONAL):

Step o2

esses i ek whie ressing e CATL or SHIET keys
-+ Extranet subscrivers

rosmalGtiark com

Aftach Fie to Emal Nofifcation (OPTIONAL)
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Document has been versione I, --Click Here—- t¢ open the document in direct mede. Note, this will open the original
document and not a copy. Yo imwses e wuseweweed to the network to open a document in direct mode.

3. Additionally, to create a version of a file, following these steps:

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

b. In the Step #2: Send email notification to (OPTIONAL): field, select email

address(es).
c. Select Attach File to Email Notification (OPTIONAL) to notify the file is being
ve rSio n ed . FILE VERSIONING
d. Click Version File button. ‘““”"’"" . ___
4. Toview the Prior Version of the file, accessthe |t
File History.
Attach Fie to Email Nofification(OPTIONAL) —

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 File History.

File Management Table of Contents

& File Feature: Off-Line Editing

There are circumstances where you might need to access or edit file(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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\B File Feature: Check-Out
Action Icon — Check-Out

Step
2

Action

Checking out a file is a vital function when working in today’s mobile workforce. Files are
checked-out and a copy of that file is saved locally (or where the users determines best to save
the file). When a file is checked-out, the file 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 file.

=) File Properties

. » . . . X . Copy Internal Link
Hover over the Action 2 icon, the action list will display. Click | =)

File History
Check-Out. | Discussions
2
Assign Tags
P c
*| version and Open
| Check-Out
2
|“Pefmissions
The File Check-Out window box opens.

File Check-Out

File selected for check-out:

1 File is available for checking out

Competencies and Curr-SRU Screenshot 05
(] (2021-5930-Competencies and Curr-SRU Screenshot 05-5102021.jpg)
4 3

Check-Out Options: 5

Get Zip:

D « Create a zip file containing the checked-out file(s)

Return Date:

05/28/2021 =] 11:12AM ® Default: 1 day

Comments:

Add comments about what you will do with the file while it is checked-out. Comments are included in the email notification.
Email Notifications:

[] sajithad@zone24x7.com

D ralph.hardy@conarc.com

[] rsilverstein@conarc.com

[] lacy.magby@conarc.com
Enter additional email addresses, separated by *; 'or ',

D Attach the file to Email

6 Check-Out Cancel

Quick Check-Out

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

. ) »
to check-out the file(s). The —  icon will update to 0
the file(s) have been checked-out.

Document Check-Out

2018-SB-0001-Returns-Tax Return-02 15 2019-6242019.xlsx
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 cli he 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 File selected for check-out section, the file(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 file(s).

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

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

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

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

to indicate

File Management Table of Contents

\B File Feature: Check-In

Action Icon — Check-Out

Document Checkn

‘Quick Cneckin

g
i

25
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a When a user has finished making changes and or updates to the Checked-

&2

. . e . File Properties g
Out file(s), users will want to Check-In the file in iChannel. c )
~ | Copy Internal Link
- e =i §
Hover over the Action “® icon, the action list will display. Click | | Discussions ns
Assign Tags L
Check-In. %) .
Check In
The Check-In window box opens. @) Permissions |
3. Click to check-in the file
without defining any Check-In Options. p—

4. The Title, File Name and Checked-Out
By are pre-populated with information
about the Checked-Out file.

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

a. Check-In — Updates and unlocks
the file. Version is saved and File
History is updated.

b. Check-In and Check-out -

Updates and keeps the file ‘
locked. Version is saved and File
History is updated. Cp—

c. Cancel Check-out — No change is En -

made and releases the lock on
the file. No version is saved.
6. Upload File - click the to locate the file. The File 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 File while it is
checked-out. Comments are included in the email notification and will be saved
in the file 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 file to Email checkbox if you would like to attach
the file(s) to the email.

[»]

8. Click Wkl to check-in the file(s). The @ icon will update to © to indicate the
file(s) have been checked in.

File Management Table of Contents
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\B File Feature: Permissions

Action Icon — Permissions
Step Action

2 | All file(s) held in iChannel are controlled by Group Permissions. A list of Security Permissions
by Group and Features:
e All features

. . =) File Properties
e View File P _
e Discussion Notes N Copy Internal Link
e File History ~| File History
e Email Notification ) Discussions
e Check-In/Out Assign Tags
e Publish File &) _
- | Wersion and Open
e Email Files o
.. Check-Out
e Permissions 2
e Copy/Transfer Permissions i
® M Ove GROUP PERMISSIONS FOR PRIMARY CATEGORY
[ ] U n Iock E:rrv]l: Groups may be granted the file manapement features below. Chedk the appropriate options and press any ‘Save Permissions’ button to save the
X 3.1 Security Group MJ
[ ] Delete Flle Al Festires [ Uncheck Al [ J0venide GlobalSite/Subfoldes Pemissions:

Filo Functions

KYour organization will determine your Security\
Permission by Group and Features. Therefore,

Mon
Clun

P certain Group Permissions for File(s) might not e
N be within your access or viewable. . =
— mployee
= ClaiFestures Cluncheck ol Clovenae Giobay/Site/Subtoider Permissicns:
If you feel you should have access to any Fie s

feature, please contact your System IT

\ Administrator. /

File Management Table of Contents
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) iChannel File Management Features

[ %[ Email
[]*==»=| Request Files ti

The iChannel File Management Feature (Gear Icon) provides the user the ability o | CoPYeze A
Assign Status 1

to perform a series of features on a file, or even perform a series of multiple

features to files at once.

(4]

Assign Tags
Merge PDFs
Secure PDFs it
Copy Internal Link

[

© &

Check-Out

Undo Check-Out
Check-In

Create Portal Request

(+

®

/Your organization will determine what File Management\
Features (Gear Icon) functions you have permission rights
. to perform on a file.

Assign To

)

, | Move

|I=

Rename Title

®) [ Copy td
Rollover

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

. )

Re-Categorize

Publish and Link g
@) Publish only

Link only
#) | unpublish / Unlink td

S I e I O B o o
&

File Count:| Mark For Deletion

\B File Feature: Email i

Gear Icon — Email

Select a file(s) from the File Listing area. Hover over the Gear Q’ “icon,
the action list will display. Click Email.

Copy to Zip
. . . . , | Assign Status
The Compose Email window will display. ® Assign Tags
- Merge PDFs
[
Secure PDFs
&b | 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 file 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 Primary |
Secondary 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 files as a secure link, do not remove the “---File Links will display
here---"
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Compose Email

Attached File Info: - there are two (2) options when attaching and sending an email:
e Zip Attachments: - if checked, the file 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 is anached

F5-Q2-031319
o (2019-5B-0007-Financial Statements-FS-02-03 13 19-7242019.xlsx)

|¥#  Zip Anachments:
Secure Zip file with password (optional)

Ru123XX83

e Send as a Link — if checked, the file 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 file email. Click the File Link in the email.
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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

ecure key Your secure 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

2ViCHANNEL

2. 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

2ViCHANNEL
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\B File Feature: Request Docs

Gear Icon — Request Docs

#% ~  There are times a user needs to request a flle(s) from other co-workers

or clients. Use the Request Docs feature to send an email to your — ;’“a"w_l
o« . =l eque: les

recipient(s). N fl

Assign Status

&

. O - Assign T
Select a file(s) from the File Listing area. Hover over the Gear ' ME:f:F.;ﬁ:

icon, the action list will display. Click Request Docs. Secure PDFs "
Copy Internal Link I

&

[H

The Compose Email window will display.

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 file 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 Parent |
Child 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 files as a secure link, do not remove the “---File Links will display
here---"

e Expires — enter an expiration date for Request Docs request to be active.
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e Click m , the Email Send Status will display.

An email will arrive in the recipients Email Inbox.

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

the address field. Click .

The Submit New File(s) window
displays. Click _F*=-| to upload a

file. Click to add additional
files. Click to upload all

file(s).

3

de ™ *

Submit

Your email:

Request: 104(

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

SITEID:10534 Shelby's Bridge Thrift shop

iCHANNEL

mentation

= CONARC
KON A NN

® CONARC| ™™

‘Submit New Dacument(s)

Fie:

[T20T3 Erarner Sytem AbqareranIs 0T 8 Cherre Canigaaer P _Brwse.

Dessrgton
(optn i) [}

Dessrplion
Erowse. (]

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

Submitted Files @
e rodder Year Title Size Delete Created By Last User Modified 3 Created =
O Tax Documents @ 2021 Exercise How to Assign Document Another User - Copy (13).docx 12k ® Samuel 05/18/2021 05/18/2021
O Personal Tax Documents @ 2021 Doc 1 -Copy (5).docx 12k ® Samuel 05/10/2021 05/10/2021
1:37PM
O Personal Tax Documents @ 2021 Doc 3 - Copy (6).docx 12k ® Samuel 05/10/2021 05/10/2021
1230 PM
O @ 2021 2019 iChannel Training Agenda_WOLF.docx 175k ® Samuel 05/10/2021 05/10/2021
10:40 AM
File Count: 4 Page of 1
To accept the file(s), check the checkbox F——
next to the File(s). Hover over the Gear 2~ I | accept Year
v | : : : : I Copy to Zip 2| 2019 (Optional field
£ jcon, the action list will display. s e L
. A Document Delete
From the list, select Accept, Copy to Zip,

Email, or Delete.

File Management Table of Contents
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) File Feature: Copy to Zip
| Step Action |

Step Action

iCHANNEL

L~

There are times you might want to send several files via email to a client.

These might be too large to send individually. Use the Copy to Zip ’; Em"‘"w_l
. .. . . . . c eque les
feature to send an email to your recipient(s) with all the files zipped into Copyto Zip ’
a compressed file. The original file(s) remain in iChannel and are still ) :
accessible to others. Asslan Tage
[] Check/Uncheck All @ e g i
b [] Administrative O %~ email
Select a file(s) from the File Listing area. Hover over the ) e o &
> [ Bond Assign Status N ==
Gear *# * jcon, the action list will display. Click Copy s BT |t
v [] Training Merge PDFs

to Zip.

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

b -=-Workflow/Opportunity---

email system.

D Base Folder

[svascriptselectedActionHandief(GZD) false)

(8 o0s012021115418zip A

File Management Table of Contents

ﬁ

Secure PDFs
Copy Internal Link !
Check-Out 1
Undo Check-Out i
Checkn EL
Create Portal Request |

Send File to DocuSign

Assign To

Move

%) File Feature: Assign Status

Gear Icon — Assign Status
Step Action

L~

To update the status of a file or multiple files at once, use the Assign
Status feature. Ability to change a file status is controlled by your
Security Group Permissions set by your System IT Administrator.

Select a file(s) from the File Listing area. Hover over the Gear & *
icon, the action list will display. Click Assign Status.

The File Status Change window will display.

[H

Email
Request Files :
Copy to Zip

Assign Status

Merge PDFs
Secure PDFs

Copy Internal Link I

Document Status Change

If the status can be changed, the file icon will display
with a “green check mark”.

Document(s) selected for status change:

1 Document is seiected for Status change

FE-02031319

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

) (2019580001 Financial Statements £SQ2-03 13 197242019 xlsx)

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

File Management Table of Contents
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) File Feature: Assign Tags

Review \D iChannel File Management Area Overview — iChannel Filter Topic | Subtopic Category
section to learn more about Tags.

Gear Icon — Assign Tags

o~

iCHANNEL

Select a file(s) from the File Listing area. Hover over the Gear - R

icon, the action list will display. Click Assign Tags.

The File Tag Selector window will display.

£ | Email
=) | RequestFiles :
Copy to Zip
2) Assign Status L

Assign Tags

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

@ Titte/Descrpton O Cortert

Filter

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

] Gheckdsncheck All

D o e

Boca Raton Wealth Management (5930

o Requested FiL4 €D

Year | Category g

Subr «ed Files @

a0

O 0 Qg

B w

20 e bW

il |?pD 0 0O

To create a new tag, select "% T3/ The Create New Tag
window display.
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 ===,

CopyInterral link | et

Checkout 14
Unds Cheek Oul
Checkin jht

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

il
Tags appear in the File Listing for the file. ' *: TV@";
File Management Table of Contents ® D

Year

2019

2019

2010

Title
FS-Q2-03 13 19

* 2018-Tax Return-Non Profit
* Documentation

How to Uplead 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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) File Feature: Merge PDFs

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

Gear Icon — Merge PDFs

Select a file(s) from the File Listing area. Hover over the Gear Q * icon,
the action list will display. Click Merge PDFs.

& v | Email
=) | ReguestFiles
Copy to Zip
. . . . , | Assign Status
The Merge PDF Files window will display. +

Assign Tags
Merge PDFs

[

Merge PDF Documents

Copy Internal Link

[

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
=

° In the Files Selected area, the files(s) you

2 2019 Advanced User Training

Documents Selected

Merge PDF Options: The following selected PDFs will be merged into the first document. Only PDFs that currently do not have
merged document title any sort of restriction (like a password etc) can be processed

2019 Basic Lt

A 2019 Basic User Training At enda

Change Properties

Shaw Properties (Calegorles, Years etc.)

Source Documents

2019 Advaiced Us 2r Trainin

(You can reorder the list by dragging files.)

selected (source files) to merge will display.

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

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

o Mark source files to be Deleted — if
the merged files (source files) are
no longer needed in iChannel, check Mark source files to be Deleted. iChannel will mark
the files for deletion. If you wish to keep the source files in iChannel, then leave this
checkbox, unchecked.

Merge PDF Options:

Merged document title

2019 Basic User Training Agenda-Merged

o Merge with bookmarks — if the merged files (source files) have bookmarks and you
would like to merge the files and maintain your bookmarks, check Merge with
bookmarks.
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e To update any properties associated with Change Propertics
the merged file, check Show Properties [#)  Show Properties (Categories, Vears ctc.)
(Categories, Years, etc.) checkbox.
Parent: Administrative v Category: Correspondence v
A new window will open. Update the Document StAtus:  Normal .
Parent, Category, File Status, Year, as [ - I

T3] Use standard file naming

necessary.

e To merge the files, click [ verge pocumenss The | Merge PDF Documents
Merge PDF Files confirmation page
displays.

File Management Table of Contents A

Files are merged successfully.

) File Feature: Secure PDFs

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

Gear Icon — Secure PDFs

Step Action

£~ Select a file(s) from the File Listing area. Hover over the Gear - B icon, [m oo
the action list will display. Click Secure PDFs. 2) | RequestFiles i
Copy to Zip
. . . . , | Assign Status
2
The Encrypt PDF Files window will display. N i
a Merge PDFs i
Encrypt PDF Files @ Secure PDFs !
"‘9 I .
Document(s) selected | H
1 Document is available for encryption
A Workpapers / \
POF (2019-5B-0001-Workpapers-Workpapers-8112019.pdf) Valld ﬁles W|“ be ENCRYPTED (Password
Valid documents will be ENCRYPTED (Password Protected). All other documents will NOT be changed. PrOteCted)- A” Other files Wi“ NOT be Changed-

Encryption: Only the files that are currently nan encrypted will be encryped. You can still send these files to anather person, but they will
need the password you set to open.

Encryption: Only the files that are currently
non encrypted will be encrypted.

Set Password:

\ \ FY!

—
Gonfirm Password; e

The user can still send these files to another

person, but they will need the password to
ontinue ancel
. open the PDF file.

\_ )
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e Inthe Set Password field, enter a password. -
There is no criteria to set a password.. area, the Set Password:
files(s) you selected (source files) 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 afile(s) is Encrypted, to open the file 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.

File Management Table of Contents

%) File Feature: Copy Internal Link
There are circumstances where a user would like to share a file(s) in the File Area with another internal
user(s), but not all file(s) in your File area. The Copy Internal Link feature will let you share out file(s)
by making a copy of the file(s) where you can share out the file(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 file(s) reside
and will only have access to those file(s) identified in the Copy Internal Link.

Gear Icon — Copy Internal Link

£ v | Select a file(s) from the File Listing area. Hover over the Gear &~
icon, the action list will display. Click Copy Internal Link.

& | Email
=) | RequestFiles b
Copy to Zip

The Success! Text has been copied to ») | Assign Status
Assign Tags

the clipboard window will display. Success! Merge PDFs

ext has bean copled 1o clipboard Secure PDFs

&

Copy Internal Link b4

&

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

Check-Out — user(s) need the ability to quickly access file(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 file(s) is Checked-Out, the file(s) will be set to read-only. User(s) are required
to download and save the file(s) locally for offline editing by clicking the link and select
“Save” or “Save As”.
o Once finished editing the file(s), use the Check-In feature to upload the file(s) back to
the File Area in iChannel.
o While the file(s) are checked out, other user(s) can only view, but not modify the file(s)
in iChannel.
o On the File 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 file(s) from the File Listing area. Hover over the Gear - R I T

icon, the action list will display. Click Check-Out. Check-Out ;
Undo Check-Out

Check-In

The File Check-Out window will display.

reate Portal Reque
Send File to DocuSign
[ |

Document Check-Out

L}
@

File Management Table of Contents

Quick Check-Out

iChannel also provides user(s) the option
to do a Quick Check-Out. The Quick ocment) s o checkont

Check-Out feature will quickly check-out T st rckg
the file(s) without setting an additional R s N
Check-Out Options.

Document Check-Out
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e 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 file(s).
(Optional) Check Out Information, enter a Return Date, enter a Return Time.
These field define when the expectation for the file 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.
(Optional) Comments allow the user to provide additional information about the
doucment while it’s checked-out.
= All comments are saved in the File History
(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).
(Optional) Check the Attach the file to Email checkbox if you would like to attach
the file(s) to the email.

Check-Out Options:

O

O

O

O

e C(lick e to check-out the file(s). The 7 icon will update to 9

the file(s) have been checked-out.

to indicate

Check-Out Options:

o] Default: 1 day

m
&
=

File Management Table of Contents

Gear Icon — Undo Check-Out

Select a file(s) from the File Listing area. Hover over the Gear % ~
icon, the action list will display. Click Undo Check-Out.

—,

"Check-out .
Undo Check-Out d
Check-In |
The File Checkout Status window will display. Teate Portal Reque

Send Flleto DocuSlgn
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Document Checkout Status

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

File Management Table of Contents

Gear Icon — Check-In
Step Action |

Step Action

£ v | Select a file(s) from the File Listing area. Hover over the Gear - R I I

. . . s . ' Check-Out 1
icon, the action list will display. Click Check-In. e |
Undo Check-Out
Check-In |

The File Check-In window will display.

Send File to DocuSign

Document Check-In P,

® Normal Check In
(Upload files for respective file upload field. 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 is available for check-in

° Normal CheCk |n — to », clay1040docs

A (2019-5B-0001-Check-clay 1040 docs-8132019.txt)
recheck-in the file that was [(choose Fie o e chosen
checked-out, select Normal
Check-In option. cane

e Zip Check In —file(s) to check
in are contained in a single file.

_‘o‘ File(s) being Checked-In, must match the
|/ filename of the file(s) checked-out.

Document(s) selected for Check-In:

e The Checked-Out file name will display.
e Select m to search for the Checked Out file.

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

File Management Table of Contents
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%) File Feature: Create Portal Request
The Create Portal Request allows the user to make a request for file(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 file(s).

Gear Icon — Create Portal Request

£ | Hover over the Gear * * icon, the action list will display. Click Create o
Portal Request. Undo ChedkOut M
Check-In 3
The Activity window will display. Create Portal Request |
[
® Actviiy - i:;i;em c ::;::M.,‘ ﬁl Send EIE to DocuSign .
[ |

[
=
[
[y
[wavansvs
Acwal Hours [io Al ay Event

Requests

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 file(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

e 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

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

Double-click to Remove a contact from the Remove Selected section

e Requests — in the Files to attach section, the name of the file(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.

e In the Activity banner, select Show On Portal checkbox. This will ensure the file(s) is

visible on the Portal.

e (lick .

File Management Table of Contents

) File Feature: Assign To

Files are assigned to an internal user(s). User(s) have two options when working with the Assign To
feature. A User can permanently assign file(s) to another user or they can temporarily assign file(s) to
another user and set an expiration date for the length of time that file or files are assigned. To re-
assign a file(s) to another internal user, select the Assign To feature.

Gear Icon — Assign To
Step Action

Qv

Select a file(s) from the File Listing area. Hover over the Gear * ~  icon,
the action list will display. Click Assign To.

Assign To

The File Assign To window
will display.

Document Assign To

Selected Document(s):

WELCOME TO ICHANNEL KICKOFF CALL_20180809_1611
201957 TO ICHANNEL KIGKOFF CALL

1 copy

Rename Title

Rollover

Re-Categorize

) {1,001 Training-WELGOME

t Options:

nnnnnnnnn

= -
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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 file is completed, check the Notifiy me when file is completed
checkbox.

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

e (lick .

File Management Table of Contents

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

Assign To

- . . . Ll
@ Move: this feature allows a file to be moved to a new Site, Category o E

(Topic | Subtopic), to name a few.

Rename Title

. Copy
& Rename: this feature allows the user(s) to rename the file. Rollover
& Copy: this feature allows the user(s) to make an internal copy of the file. Re-Categorize
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Gear Icon — Move | Rename | Copy

& ~ | Select a file(s) from the File Listing area. s
Hover over the Gear ¥ ™ icon, the action  [esmmms o coinicoer et
list will display. Click Move.

e Entity: click the entity field to search

unchecked files are processed in Phase 2.

ange Site (Optior

for a Entity. Enter at least three e | o s
B communicanion-Doc 1 Copy (3 2021 Communication  Normal
C h a ra Cte rs * ) Frocess files in the background. 1 understand the files may not immediately appear in the listing. Uncheck if you prefer to wait until al files have been

e Title: if the file name needs to be e ————
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 files.

e Publish to Portal: if the file 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 File Status: if the status of the file needs to be updated, click the drop-down list.

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

e (Click Move.

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

Rename File Title(s)

Site:  Boca Raton Wealth Managemen

O Type Title Year Category Status

-] Communication-Doc 1- Copy (3) 2021 Communication  Normal

(] send me an email when all files have been processed.

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

Copy File(s)

Files are processed in two phases. In Phase 1, checked files are processed as is, any unchecked files are processed in Phase 2.

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

o Entity: click the entity field === wss e st s ot sons e s

me. Matching resuits will be listed, choose a new site.

Change Site (Optional). Ciick in the box to ovenrite the current site & stat

may change the Titles. If the Destination Site does not have a
t uncheck these files, befc

Phase 2: s Remaining Files: Unchecked files will rem: ally or in groups) to assign the properties
selected in the Change Properties section that dislays after

. site: | Boca Raton Wealth Managemen [ show properties (categories, year, tags, etc)
to search for a Entity. Enter |- .. o e
at Iea St th ree characte rS. @y Commurication-Dac 1 - Gopy (3) 2021 Communication  Normal

H . H H D Process files in the background. I understand the files may not immediately appear in the listing. Uncheck if you prefer to wait until all files have been
e Title: if the file name needs  |-&=

[ send me an email when all files have been processed.

to be updated, click the Title =
field and update.
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e Show properties (categories, year, tag, etc.): check the checkbox to display the Change
Properties. Select the properties to apply to the files.

e Publish to Portal: if the file 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 File Status: if the status of the file needs to be updated, click the drop-down list.

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

e (lick Copy.

File Management Table of Contents

\B File Feature: Rollover

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

Gear Icon — Rollover

£~ Select a file(s) from the File Listing area. Hover over the Gear % ~ JUE
icon, the action list will display. Click Rollover. sz |
e Entity: click the entity field to search for a Rename Title
Entity. Enter at least three characters. n 1 copy
e Title: if the file name needs to be updated, Rollover
click the Title field and update. |

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

File Management Table of Contents

%) File Feature: Re-Categorize
The Re-Categorize features allows for a file(s) to be assigned to new Categories (Topic | Subtopic) in
iChannel.

Gear Icon — Re-Categorize
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£ ~ | Select a file(s) from the File Listing area. Hover over the Gear - R

e (lick Update.

icon, the action list will display. Click Re-Categorize.
e Category: select a Category (Topic) and Subtopic, as necessary.

Re-Categorize Files

File #1 - Communication-Doc 1 - Copy (3)

Primary Category: Secondary Category: Target Subfolder:
Agministrative
Audit

Bono

Tax

Override Subfolder : 0

Title Description:

Communication-Doc 1 - Copy (3)

Year: 2021 v [@ Permanent  Expiration: 1/1/9999 =

\B File Feature: Publish and Link

Rename Title

| copy

Assign To

Move B

Rollover

Re-Categorize

File Management Table of Contents

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

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

£~ Select a file(s) from the File Listing Area. Hover over the Gear & ~

The Publish and Link window will
display.

& Expiration Date (Optional) —
this optional field allows you to
set an expiration date. This
date determines how long the
Published file is available on the
Portal.

& Notification: - to send a
notification to the Portal, check

icon, the action list will display. Click Publish and Link.

Publish and Link

>

Link only

P .

Publish and Link (The following decument records will be Published and Linked)

Title Expiration Date (optional)
WELCOME TO ICHANNEL KICKOFF CALL_20190809_1611 09/23/2020

send Extranet ion Now

File Area Search
Begins with

Entity Name: |

Login Site Name/Client ID: |

Curent Site Custom Fiedds: [ 7]
Sort By: l—-‘

the checkbox Send Extranet Notification Now.
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®

P
LA

@

®

The

®

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

Click .
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 | putstvin |

Files have been published/linked.

message will display.

Published | Linked File(s) — Icon

After a file(s) has been Published and Linked, in the File Area a new icon @ will
appear for published | linked file(s).

0 [z~
O =

O
@

O 0 0o

[mE

File Count:

Type Year

L

2021

2021

2021

2021

2021

2021

2019

Title #

Communicati

smmunication
Communicati

>mmunication
Competencie:

Engagement |
Returns-Doc 1

Final/Locked
SRU Screenst

Training Mate

Size Secondary Category

12k Communication

12k Communication

Modified

05/10/2021
137PM

05/10/2021
1.37PM

123 k Competencies and Cur 05/07/2021

171k Engagement Letters
12k Retumns

123k Training Materials

12k Training Materials

Pagel:l of 1

10:34 AM
05/10/2021
10:38 AM
05/11/2021
11:06 AM
05/07/2021
10:34 AM
11/11/2019

©nn Are

Created By Created Links Prin :
Samuel 05/10/2021 Audi ~
—
samuel 05/10/2021 & |
N——
bobby.underwood 05/10/2021 Train
Samuel 05/10/2021 Tax
Samuel 05/11/2021 pr— Tax
bobby underwood 05/05/2021 r§7 Train
bobby.underwood  11/11/2019 Lo Trair
B8 Columns
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) File Feature: Publish Only

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

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

Step Action

£ | Select a file(s) from the File Listing Area. Hover over the Gear % ~

icon, the action list will display. Click Publish Only. Publish and Link
Publish only

The Publish and Link window will display.

Unpublish / Unlink

& Title —the file(s) names will display. A AT g e [ |

(-‘ . . . .

2 Explratlon Date (optlonal) - thls Title Expiration Date (optional)
Optiona/ fleld a”OWS you tO Set an 2019 Augus! iChannel Release Noles v2_20_0 DRAFT |W|

Notification: [ Send Extranet Notification Now

expiration date. This date determines

© Extranet Channel/Topics

how long the Published file is available R

Published from Intranet/Read Only

on the Portal.

@ Notification: - to send a notification to
the Portal, check the checkbox Send Extranet Notification Now.
& Extranet Channel | Topics — To publish the file(s), select all Topic | Subtopics that

apply.
ciick I

Files have been published/linked.
The message will display.

Published File(s) — Icon B
& After a file(s) has been Published, in the File Area a new icon —’
published file(s).

will appear for

O |~ Type Year Title 4 Size Secondary Category Modified Creatad By Created [ | Lin | | Prin :

0 = @ 2019 Training Mate 12k Training Materials 111172019 bobby.underwood 11/11/2019 @ Train
8:29 AM

O = @ 2019 Training Mate 12k Training Materials 11/11/2019 bobby.underwood 11/11/2019 @ Train
8:29 AM

0 = @ 2019 Training Mate 12 k Training Materials 11/11/2019 bobby.underwood 11/11/2019 @ Trai
8:29 AM

O = @ 2019 Training Mate 12k Training Materials 11/11/2019 bobby.underwood  11/11/2019 @ Train
8:29 AM

0 = @ 2019 Training Mate 12k Training Materials 111172019 bobby.underwood 11/11/2019 @ Train
8:29 AN

) File Feature: Link Only

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



iChannel File Management - Client File Area

iCHANNEL

[ - B4

The Publish and Link window will display.

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

@ click .

@& Search Results: in the Search Results
list, select the Site that applies.
@& If the information on the Publish and

Link page is correct, select .

Files have been published/linked.
The

Published | Linked File(s) — Icon

file(s).

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

Publish and Link

Publish only
Link only

Pubiish and Link (The foitowing document recards will be Linked)

Title

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

File Area Search

Begins with o

Company Name s

Login Site Name/Client ID: |:|

Site Code: | |
Current Site Custom Fields: [ ]
Sort By

Search Results

I Login Site Namey/Client [D

¥ SRU Training

Company Name
SRU Training

Mark For Deletion

Delete
-

Site Code
10544

message will display.

O [~ Type Year Titles Size Secondary Category Modified Created By Created links
R { p—
O 2021 Communicati 12k Communication 06/01/2021 Samuel s
12:21 PM
- mmunication
O & @1 2021 Competenciet 123k Competencies and Cur05/07/2021 bobby.underwood 05/10/2021
10:34 AM
[ & T 2021 Engagement! 171k Engagement Letters 05/10/2021  Samuel
10:36 AM
O @ @ 2021 Returns-Doc 1 12k Returns 05/11/2021 Samuel
Finai/Locked 11:06 AM
O 2 [E* 2021 skUSscreensr 123k Training Materials ~ 05/07/2021  bobby.underwood 05/05/2021 &
10:34 AM
0O = 2019 Training Mate 12k Training Materials 1111172019 bobby.underwood 11/11/2019 @
8:29 AM
0O = 2019 Training Mate 12k Training Materials 1172019 bobby.underwood 11/11/2019 @
29 AM

Train

Train

Train

@ After a file(s) has been Linked, in the File Area a new icon Z will appear for linked

%) File Feature: Unpublish / Unlink File(s)

Gear Icon — How to Unpublish File(s)

Step Action
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8~ : ] -
Select a file(s) that has the _.ICOH from the Entity File Area. Hover Publish and Link
over the Gear # * icon, the action list will display. Click Unpublish / Publish only
Unlink Link only

Unpublish / Unlink

Mark For Deletion

The Unpublish or Unlink window will display.

Delete
I ——

-~

@& Files to Unpublish — by default, this checkbox is checked. A list
of file(s) will be listed below.
o Topic — the topic the file(s) were assigned will display, by default the checkbox
will be checked.
@ Files to Unlink — by default, this checkbox is checked. If no file(s) have been linked, the
message  “There
are no file(s) to

o il il
Click e . Files to Unpublish

The Communication-Doc 1 - Copy (6)
Payroll

Unpublish or Unlink (The ratlowing files records will be unpublished or unfinked)

Files to Unlink

Communication-Doc 1 - Copy (6)
Shelby's Bridge Thrift Shop

Files have been published/linked.
message will display.

File Management Table of Contents

%) File 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
file(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
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\B File Feature:

overridden for each iChannel user. When choosing this option, all file(s) in this dedicated path
will be deleted and then the selected file(s) are copied to the path so that a CD can be made of

the destination folder.

File Management Table of Contents

Mark for Deletion

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

Select a file(s) from the Entity File Area. Hover over the Gear £~ jcon,
the action list will display. Click Mark for Deletion.

L~

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

@& Click Delete File.

@ Click OK.

The Results window will display.
& Click Close.

These files will be marked for deletion...

Communication-Doc 1- Copy (3)

Publish and Link
Publish only

Link only
Unpublish / Unlink

Mark For Deletion

EEEEE

ichannel.conarc.com says

Are you sure?

“ Cﬂn(EI

Test Word Decument

Close

Marked

Status (1) s

To view file(s) that have been Marked for Deletion:
& Select Status and from the drop-down list, select To Be Deleted.

& Click Filter.

Type v Year -

[d = b et

[ %~ Type Year Title %

To be deleted

O B 8 2021 communicationDocice LIFnaliLocked

Status (1)

Check all
Uncheck all

|Dnormat B /

Doraft ize Secondary Category
12k Communication

Modified

06/01/2021

7o Be Deleted 1220 PM

File Management Table of Contents
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\B File Feature: Delete

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

£ ~ | Select afile(s) from the Entity File Area. Hover over the Gear £~ jcon, [[——-
. . . . . Publish and Link
the action list will display. Click Delete. _
Publish only
Link only
The These files will be deleted.... window will Unpublish / Unlink
display. — || s
These files will be deleted... Mark For Deletion
_ . . Delete
& C(Click Delete File. y

TEST EXCEL_20190212_1059 (DOC10025593)

Delete documents

@ Click OK.

ichannel.conarc.com says

Are you sure?

The Results window will display. “ Cancel

@& Click Close.

File Management Table of Contents
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