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iChannel CRM

° .'.. iChannel CRM (Contact Relationship Manager) tool provides your Organization with a central contact
L2 management database allowing users to efficiently manage client relationships, vendors, employees,
and interactions users have with their clients.
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In this module, CRM, the following topics will be reviewed in detail:

& Contact Search Screen

& How to Search a Contact or Site

& Add a Site (CRM Only)

& Add a Site (CRM & File Management Area)

& Site Detail Screen Overview

Contacts Tab: Add a Contact | Duplicate Contact
Discussion Tab

Activity Tab

Notification Tab

Workflow Tab

History Tab

& How to Create a Contact

& How to Identify and Resolve a Duplicate Contact
@& How to Link a Contact

@& How to Update a Contact

@& How to Add a Group Group/List

0O 0O O O O O
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Contact Search Screen
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) CRM: Contact Search Screen

CRM - How to Search for a Contact | Site

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

@& C(lick the Search button to return results.

Other Contact Search Fields (UDF — User Defined Fields)
@& These fields are unique to your organization and are optional.

@ An organization can have up to 15 UDF fields.

@& Contact your System IT Administrator if you need to have customized UDF fields.

Search Result Options
@& Expanded — Displays the address information in the search results.

& Inactive — Includes inactive contacts in the search results.
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@& Linked Contacts — Includes any linked contacts in the search results when performing
an Site search.

My Personal List — Allows each user to create a custom list of contacts. The Outlook list is used
to Sync with Microsoft Outlook.
& Show Members Of — this drop-down list to display the contacts that are in the selected
group.
& Display Columns — allows you to choose the columns you would like displayed in the
search results quickly add/remove contracts from the selected list.
Global Groups | Lists — these search settings correspond to the groups in the Group | Lists
section list.
@& Show Members of drop-down list — display the contacts that are in the selected
group(s).
Display column — allows users to choose the columns you would like displayed in the search
results to quickly add/remove contacts from the selected list.
H Save Search Criteria
@ Click the Save Criteria button at the bottom of the screen to save the search fields on
the screen. This is helpful if you will being search for the same fields over and over.
Click the Clear Criteria button to clear any saved search criteria.
More drop-down list — your System IT Administrator will determine if the user has access to
any of the items in the list.
& Export to Excel [Mose.. -]
& Mail Merge
@ Add Site
© Add Contact

Export Ta Excel
Mail Merge
Add Site

Add Contact

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

0

% Click the Search button to return results.

u Other Site Search Fields

-

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

\B CRM: How to Search for a Contact

CRM - How to Search for a Contact

Step ] Action
1 In the Contact Info, Other Contact Search Fields, Search Results Options, My Personal List,
Global Groups | List fields, enter as much or as little information to perform the contact search.
& C(lick the Search button to return results.

The Contact Search Result window will display.
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1. File Area — next to the contact name, click the 2 iconto navigate to the File Area for the Site.

2. Contact Name — click the contact’s name link to access the contacts personal details page.
Contact Email — click the email address link for the contact to start an email for the selected
contact.

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

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

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

— — o
ACTIVITY. o [ e § etk |

Details

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

e Type — by default, Meeting will populate in the Type field. Use the drop-down list to change the
type.

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

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

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

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

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

e Available Contacts — Assigned Contacts and Site

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

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

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

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

e Click (avespdd)
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) CRM: How to Search for a Site

CRM - How to Search for a Site

Select Contacts from the banner. Select the Site radio option.
In the Name, DBA, ID, Type, City, State, ZIP, Industry, Active fields, enter as much or as little
information to perform the site search.
& C(lick the Search button to return results.

The Site Search Results window will display.
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1. File Area — next to the site name, click the & icon to navigate to the File Area for the Site.

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

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

4. Show Workflows — click the “plus sign” to show any workflows associated to the site.

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

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

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

ACTIVITY: Complatnd o |
T [FoE ) Moot

Gty v

Sart (e )8 () Draminder
Due [oe0a202: | (133079 %) O Al Day Event
Wrkfions |

Pricrity: [5G ] siase

Hotes

[Dssrs Ducsis =3 Cousta <[ 1AM Dol - [ A

Assigned Contacts and Entity

Details

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

e Type — by default, Meeting will populate in the Type field. Use the drop-down list to change the
type.

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

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

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

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

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

e Available Contacts — Assigned Contacts and Site
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o From the Available Contacts list select a contact(s) to add to the Assigned Contacts
and Site.
o TIP: You can double-click a contact to move contacts between the Available and
Assigned windows.
e Search for Contact | Site: enter information in the Last | First | Site fields to search for a
contact | site.
e Email — check the email box to send an email to an Internal User or add Internal notes in the
available field.
e Completed — by selecting the Completed checkbox, the current date | time will automatically
populate.
o Click! Csave & pdd)

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

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

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

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

Step Action

n Select Contacts from the banner. Select the More... drop-down button. Select Add Site.
© ==

= ' ®)
ad Show up to: | 100 | (@ Contact O Site ] - _
Contact Info Site Info Export To Excel
Last Name: Hama: < | Mail Merge
= =]
First Name:
bsa: || Add Contact
City:
) Site 1D: N—

Stats:

iCHANNEL
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The Site Name window will display.
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1. Site Information — Fill in as

much information as necessary iy st | Y
about the new Site. .
2. Parent Site — if the new Site is |
part of a Parent Site, click the el D EE— - ]
search field and enter at least o
three-minimum characters to
search for an Site. (Parent Site vy 3
is not required to create a new -
Site site).
3. Industry | Type | Status | - :'

Active — populate as necessary.

4. Click

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

A second type of Site is a Site that also has a File Management Area. Where users will manage their
clients file(s), share file(s) or request file(s). To create a Site that has a File Management Area, the new

Site will be create from the System > Sites feature.

To create a Site with a File Management Area the new site will be created based off a “Template”. The
Template hold all the File Area structure (primary | secondary categories, security, etc.) to name a few.

.

e Management Area. Your System IT Administrator in conjunction with

‘Q’_ “Templates” are defined by each Organization to create the File
\/
- your iChannel Implementation representative will define all “templates”.

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

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

Step Action
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! Select System from the banner. Select Sites. The System

>>Sites page ill display.

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

i.l‘ Files  Contacts  Calendar  Workflow  Routing  System

Qver—--
System
Sites s
-~ Search Criteria
Subscribers

[ Begins With

Security Groups

Modules

Retention Management SiplEn= \:I
Quick Links

— =g v
= g

To create a new Site:

1. Click New Site. The System >> Site Details page will display.

SYSTEM : sites

Search Criteria

SYSTEM

= [ Begins with

ery | ewsie ] Tobee. ]

Bshow inactives &

o=,

E Choose a Template from the drop-down list. The list
displayed is defined by your System IT Administrator. If a
new template is needed, please contact your

Administrator.

& Leave the default checkboxes to Include:
o Channels/Topics
o Security Group/Join in subscribers from
parent level.

Template:

- TEMPLATE_AUDIT
template_BluePrint
Site ID: * Template_Cliem

template_Crop Insurance
Template_LOS_SYS
template_secure client
Doc. Path- template_Tax

Site Name: *

u 1. Login Site Name: enter a description name for the new Site; click enter.

2. Site Name: field will auto-populate with the Login Site Name (you can update this field, but
it’s not necessary).

3. Site Type: choose a type from the drop-down list. If the new Site requires a file area,
select the File Area from the list.

Site 1D * 1
Site Name: *

Doc. Path:

WICHANTESTWEB. conarc.com',DEMOICINTRAY,

3

File Area

Mail Merge
Subscriber Site
Template

[ Library site 1
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The Doc. Path: this field will auto-populate with the file path for where the new Site file area
file(s) will be stored.
@& It's recommended to not update this field without consulting your System IT
Administrator.
E Extranet Login Valid Until: enter a date if you want the portal to automatically expire. This is
valuable for prospects otherwise ILeave this field “blank”.
Banner Image: (optional) users can select a banner theme for the Site.

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

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

#  Add as a CRM Entity record for Intra/Extranet sites

Phone 2 ext.
Fax 1
Fax 2

City: State:  Zip: o <
Web Site:

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

Click Save.
n The new Site will be created and the System >> Site Details page will display.

A few highlights:
1. Quick Links:
Docs — click this button to access the File Management Area
b. Emails — to generate an email from this page, click the Email button
c. Save —to save any updates to the Site Details, click the save button
d. Add-to add a new Site (Site), click the add button
e. Delete —to permantely delete the Site (Site), click the delete button
2. Site Code will be auto-genarated.
3. Site Code (internal site identifer) will be auto-genarated.
4. (Directory is valid) will display indicatating that the Doc. Path is active.

Q
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5. Subscribers — in this section, two (2) Subscirbers will be created.
a. ADMINSTRATOR USER & DEFAULT USER
6. Site Detail (link) — click this link to access the Site Detail Screen (CRM).
7. Add Contact button — once an Site (Site) has been created, if there are contacts
associated with the new Site; you can add contacts from this screen.

iCHANNEL

SYSTEM

=]

......

D CRM: Site Detail Screen Overview

The Site Detail Screen provides a quick overview of your entire organization’s relationship with the
selected Site. Information is organized into tabs for easy access.

@ Detail

Contact

Discussion Activity
Notification
Workflows

History

@
@
@
@

P
LA

Site Type — the type of Site (Client,
Prospect, Vendor, etc.) will display
before the Site name.

{@ :
\0) mm

CLIENT DETAIL:

&

e

®

iICHANNEL

To access the Client Detail screen:

Locate a Site anywhere in iChannel
and click on the Site Link.

Examples locations:
Dashboard (My Sites, My Recent

Sites), File Management Area,
Workflows, or System > Site

Site Name — the display name of the Site that is used for all searches in iChannel. This field will auto-

resize to fit the contents.

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

the DBA name.

My Site Stars — allows users to setup My Entities on their Dashboard to quickly locate and access most

often used entities (sites).

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

& More — click the drop-down arrow to access Emails, Add Site or Activity Report by Site

@& Save - saves any updates or modification made to the detail page.

& Docs — navigates the user to the File Management Area for that client.
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& Site — navigates the user to the Site Details for the Site.
& Add Contact — click and you’ll be navigated to the Add Contact to add a contact to this Site.

) CRM: Detail Tab

CRM - Detail Tab
Step Action

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

CLIENT DETAIL: [Boc Raton Wealth | e | | =
Detail Contact? Discussion 2 Activity 5 Notification * Workflow 1 History
Primary Address [ 30000 4 Creek ave | Phone 1: ot Ij
= ] e e — Y —
= TEm[Eam—] ——)
- = \ N T —
Parent Site: Shelby's Bridge Thiif Sep Communication:
Addresses & Phone Numbers @
Primary = Trpe Tocaty Pddress Gity, State & 2ip Phanz
30000 Mill Creek Ave Alpharerts, GA 30333 P1:972:888-5555
I 8763 Brandon Falls Sunchine Spring. Dalles 73373 B
Suite 600 158
s+ s w & « | Page[t_Jof1 = »
Linked sites [JEYTTEN @
i )
Linked To Site Rale 2  Linked From Site Role
‘Shelby's Bridge Thrift Shop - Client x Shelby's Bridge Thrift Shop - Client x

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

necessary to define the new Site.

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

Link Entity To: SRU Entity
Search Entity: lacy
Search Results
Entity Rale *
Bosmer, Dennis & Franklin, ALLC (BDF) 2
ey inchy [E—
ELacy Magby Test Entity (122456) [
Harlan Law & Title Company {HarLaw} Y
Rachel Myers Insurance Agency (AgPro-M) .
Heartiznd Crop Insurance AIP (HCIALR) [
lacy test mail merge (itmm) Y
Test Production 03112015 (TP02112019) .
Feeve)

CRM - Detail Tab: Custom Client Fields

E 2. These fields are optional, and your Organization will determine the number of custom
client fields to support your Site. Each Organization can have up to 150 custom fields.

\B CRM: Contact Tab
[ Step Action ]

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

3
tab will display a red number, indicating the total number of contacts associated

with this Site (site). NOTE: All contact entries are also defined as links for quick and easy access
to the contact record.

[ seve J oe ] Sie ] R

CLIENT DETAIL: [Bocs Rator vissth Vansgemens | s | ] =
Desil [ Comtact? | Discusion®  Acwity Nosficai workd History
Contacts (2 4 [ oo
Portal Test Extranet Neme Phone Emai Téle (Clossiy)/Depariment  Role/Designate  Lestlogn Delete
® @  BocaHam ot 722805555 o smai@blark com »
@ 4 s ] srzesss regarmalcom e ®
Linked (1) 2 s
Portal Neme. Phone Emai ‘Company/Tite (Classiy)/Dept  Role/Desigrate Last Login Unlink

Woad Bobbis 555478 () bobby@nosmail.com Shelby's Brdge Thrift Shop £t *
Internal Assigned (1) [ 2ddintermal |
Poral 3 Nerme Phone sl /Do Role/Designate Notfy/Favorke Lot Lo Uik

Urdenwood Bobby bbby undemood @cnars.com = oot *

The Contact page is divided into three main areas:

1. Contact — all contacts that are associated with the Site (site). Typically, the external
contacts for the Site (site).

o Delete All — click this button to delete all contacts. NOTE: please contact your
System IT Administrator before deleting any contact records.

o Import from Excel — click this button to export out a list of all contacts associated
with this Site (site).

2. Linked — this area will display any contacts, vendors, service provides, etc. that are
“linked” into this Site. These linked contacts are in some ways associated with the main
Site (site). To be linked, the contacts must have a primary Site contact record first.

o Add/Edit —click this button to add another contact (Linked) to the Site (site). You
can also edit any contact that is already linked.
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3. Internal Assigned — these contacts are the internal users (employees) of your
organization that are associated with this Site (site, client).
o My Site Stars — allows users to setup My Contacts on their Dashboard to quickly
and easily access often used entities (sites).

Key visual indicators:
o T Active globe with a Green Plus Sign = Contact with Administrator privileges.
o @ _Active globe indicates has access to iChannel Portal.

-

e % _an Inactive globe indicates the contact does not have access iChannel Portal.
° w w = Primary Contact for the Site (Site).
° w - Secondary Contact for the Site (Site).

o« - if the Contact is Active and created to access the iChannel Portal, the green arrow

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

) CRM: How to Create a Contact
Steps for How to Create a Contact

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

-~

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

3.1 Dashboard V2 v

e es ]

site | oBa Accessed Ranking
Shelby's Bridge Thift Shop (SB-0001) CPA 19 minutesaga

Smith Community Mental Heahth (SMITH20) amonthago
Boca Raton Weskth Mansgement (5930) in an hour

JBC Market (bemarker) amonthago
SRU Training Test (TEMPLATE_CLIENT) amonthago

20 days ago

amonthago
green | amonthage

Preston Family Law (TESTOO1) amonthago

o/o/oo0o 000000

[ Freston Hardware (5555) 15days ago

10 Show 25w / ALK

otal

7

Click Add Contact.

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

permission to add contacts.




iChannel CRM iCHANNEL

- COMNARC
&VicH Mg

T == -
CLIENT DETAIL: [Boc Raton Wesith | oe: | E '
(" Detail || Comazt Discussion 2 Activity S Nerification 1 Waorkflow | Hizmory
The Add Contact...[Site Name...] window display.
Enter the email address for the Contact in the Email field.
Enter the contacts first name in the First Name field.
Enter the contacts last name in the Last Name field.
Next, click Tab to expose the remaining fields; or click Save.
Add Contact... to BOCA RATON WEALTH MANAGEMENT m ¥
S N
Fi: e *
o ]
I EE——
Work: | | Ext |
o R
e 1
Addresses:
® Use primary site address (default)
() Use =n alternte site address

.(mer a contact-specific address /

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

demao.conarc.com says

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

=

wrould you like to Merge/Link these contacts?

“ caneet

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

) CRM: How to Identify and Resolve a Duplicate Contact

Steps for How to Identify and Resolve a Duplicate Contact

Step Action
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When adding a new contact, iChannel validates the new contact information with the following data:
@ Email address

& First Name

@ Last Name

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

| shely's Brdge ThifshopsBua X E X R
/ Drag documents here to upload or
O e ) () (e ) =

etail [ Contact’® | Oiscussion?  Actiwity 31 Notfication ! Project®  Mistary

Portal Test Extranet Nome Phane Ema’

© IT Services Inc.
sse-sssaan
Grotus, Frans 555.555-1818 (m) frans@ncemai com Director  Secondary

- Cannan, Clay ss5-555-5478. Clay@rstbanicchamel.czm  Banker
& Carpartes, John 555-555-5475 Jomiaganaipchannal.com  Lamver

- Bz, Tim 555558 5478 Timigshichannelcom Businezs Marsger
e Tobmcn P <s5.555.5475 donraBschamnel.com  Secretary

-

- 3 sssssam
Krkham, Greg Contact is duplicated § B1334587 (m) aregBemail.com

Ceeeceeec e

Pe Smith, Shelby 555-555.5478. sheby@abichannel.com
& Wiksan, Shannan ssE-ssEsaTE Shannon@stichanel.com  Office Manager

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

Herae.

° ° [0 i e Ligme ] v |

The User has three options on how to resolve the Contact is duplicated:
1. Link to Master — keep the contact under the Master Site (Site) and links the corresponding Site.

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

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

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

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

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

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

From the Dashboard, access a Site, double-click the Site Name to access the Clients CRM where you
created the Contact.

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

CLIENT DETAIL: [50ca Rn weath vanagemers | s | K

[ tion Method:

Addresses & F 1one Numbers .
Primarys | O fact Adaress Tiee 7 =

e
Dessil | | Linked || | Discussions Activity Notfication Workdiow SyncList History

Groups,_flember Of

Default Communication Method: Al

-~

& Click the Linked tab. The Linked area will display.

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

Shetame [one] ]

Er ~

Site v Role Designate Allocation

Shelby's Bridge Thrift Shop (SB-0001) [ ~] [ ~] [o.00 s Ea Remove| | =

Showing 110 1 of 1 entries

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

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

Secondary

Q x;::amwassmmsmly x
iChannel will display the following confirmation.
3. The user will be returned to the Contact Detail page. Click the Linked tab to see the

newly linked Site(site).
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CLIENT DETAIL: [ocs Raton welth Maragemem: | s | K
Desail Contact *

CONTACT DETAIL: HARRIET BOCA %

Discussion * Activity ¥ Notfication ! Workflow © History

o]

Boca Raton Wealth Management
30000 Mill Creek Ave
Alpharatta, G4 30333

[ ] Firt o S5

Salumtion: [ 1] Nickn | Cell ]

el 1 Emsili [no_email @blank.com | Home: |

Deparments [ ] emsi2 |

loztion: [ ] Email 3:

Active: Communication Method: [ ™ ]

Addresses & Phon Numbers °
Primary & Contact gdress Type Location Address City, State & Zip Phone

| 30000 Ml Creek Ave

+ T b « Prge[l_Jof1 w »
Dzl Uinked] || Discussions Activity Notification Workflow Sync List History

Groups Member Of

Alpharenta, GA 30339

F1:972.888-5555

3379 | P1: B86-678-555

Default Communication| ethod: All

Site Linked To (1)1/

® Shelbys Bridge Theift Shop (S8-0001)

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

NOTE:

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

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

Steps for Update a Contact from Active to Inactive

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

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

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

CLIENT DETAIL: [Bocs Raton wesith | aea: | | ®
Detsil [ Contact® Discussion Activity T Notfication 1 Workflow |
CONTACT DETAIL: HARRIET BOCA %
Salutation: v Hicknzme:
Titla: [ | Email:  [no_smail@blank.com
Department; | | Emailz: |
PR — msi
Active: Communication Method:

Yes
[Ne |
Addressune Mumbers
T

YOt Address Type Location Addre]

30000 Mill Creek

8763 Brandon Fa

If your Organization uses an iChannel Import to

populate iChannel with Contacts, please
é contact your System IT Administrator before

performing this feature.
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\B CRM: How to Move a Contact

A user might need the ability to move a contact from one Site (site) to another Site (site). This
might be due to a contact is added to the wrong Site (Site) by accident. It is also used when a
group of prospects contacts are added to a single Site (site). Once there is a need to store files,
the company Site (Site) is created, and the contact is moved. The destination Site must exist
before the move. The ability is controlled by security. To move a contact, the user must have
RPT access to the Contact/CRM Contact module.

Steps for How to Move a Contact

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

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

= = =

CLIENT DETAIL: [Soca Raton Weskth Management | ooa: | K

Dezail Contact * Discussion ? Activity 5 Neefication Workflow 1 History

== (e T]
CONTACT DETAIL: HARRIET BOCA ¥
#dd Cemact
e — Emails

- (= e
Salutztion: ~ Nickname:
oo — Re-assign Site
Departmert: Email 2;
Locat ~ Email 3:
Active: Communication Method:

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

1. Search for the Site by using the Site Lookup or perform a search in the Site Name field, click Lookup.
2. If the Site (site) is not already created, the user can Create a New Site.
3. Click Save.

Detail Contact 4 Discussion % Activity 3 Notification 2 Project 1 History
Entity Information
Entity Lookup W Create A New Entity A
|a/e|c|ole[F/e/H|1/4 ]k LImn]opalr|s| T ulviwx]v 2 [ Create Entity
ErtityName: || (Zoskn) © usngheme [ ]
OR '~} Same as Contact Name
-

Current Contact: Paula Underwood
Current Entity: SRU Entity | )

p—

If your Organization uses an iChannel Import to
:Q'- populate iChannel with Contacts, please
: L . contact your System IT Administrator before
performing this feature.
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) CRM: Discussion Tab

CRM - Discussion Tab

Step Action

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

the file level. the red number indicates the number of active discussions.

CLIENT DETAIL: [Boca Raton weatt ] e [ | %

Detail Cantact * Discussion 2 Activity 3 Notification 1 Workflow History
Site Discussions

Fiiter by Subject: | ~2l Subjects- AR ~c vew . I + Expand Al
=
Czll - Client Review Tax Documents bobby.undernoad 5/10/21 2:30pm @ 4 I
Client Review T Documents:
-
Cliert Call bobby.undenvosd 5/10/21 3:27pm L "
Client Call Monday, 17 May 2021

%) CRM: Activity Tab

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

X X
corresponding detail information. the red number indicates the number of
activities associated with the client.

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

Wore - st
CLIENT DETAIL: [Goc Raron we Harsgemers | e | k) =@ EE
bal Gt Damen? [ Advity® | Medhent kot Wy

Activities 2

(e — Ny P TN T

DJEsclcde Emai Begina ik Subject | | = ] = | = ] = J =

Type Staws Stare Stp. Subject Comacts
I Email Sem 45/18/2021 11:48 211 05/18/2021 11:48 AM Partal is ready bobby.undanwaod Beanare cor
# bobby underwood@conarc.
e —— sz s ) R——— - S

Samus| Raton

Request (not set) 05/11/2021 10:45 AM 05/21/202111:45 AM (481) S Boca Business Tax Docs Boca Raton Weslth Mansgement

Samuel Raton
Request (not set) 05/11/2021 10:37 AM 05/21/2021 11:37 AM (281) Revised Engagement Letter Boca Raton Wealth Mansgement 4

Samusl Raten
Request (not aet) 05/11/2021 10:18 AM 05/31/202111:18 AM (481) S Raton Persanal Tax Docs Bacs Raton Weshh Mansgement

Samuel Raton

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

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

Click Save.

W
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) CRM: Notification Tab

CRM — Notification Tab
Step Action

The Notification tab will display all notifications for the Site(site) or for a contact.

the red number indicates the number(s) of notifications associated with the Site (site) or
contact.

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

) CRM: Workflow Tab

Action

1 The Workflow tab will display all workflows associated with the Site (site). [ Werkfow' |the red
number indicates the number of workflows associated with the Site or contact.

From the Workflow window, a user can view and add a Workflow. Additionally, the user can
do a search to narrow down the number of workflows displayed on the grid. Users can work
with an existing workflow by add new Task from the Workflow page.

Users can also click on a Workflow name link to view the Workflow Detail Screen. Users can
also click on a Task link to view the Activity Detail Screen.
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CLIENT DETAIL: [Bocs Raton Weskth Marsgament ] css:

Decail Contact * Discussion 7 Activity ® Notification ‘Worlkflowr Histary
O Werkfow mioty Tpe | SibTpe Sae Comsem

Dicute complecd Worlows et | e V] s
B4 1040 Tax Retum 2019 High ss InProcess  Boca Raton Weslth Managemen:
T

ac Review,

[r— 05/05/2021 1243 P11
Delvery. 0373172019 1137 PM
Efilng 04/15/20131138PM

= =
Modied Crested st e

Zone Adrin 5/13/2021 311872021
7162019 7/1/2008

ADMINISTRATOR USER, Bobby Underuosd

Classfy Tipe  sws

e

01/22/2019 1130 PM
06/25/2019 1130 AM
05/10/2021 1201 PM
05/10/2021 1208 PM
07/26/2019 1005 AM
0173172018 11:32PM
12/31/2019 1133 PM
10/30/2010 1132 M
02/25/2019 1134 PM
03/15/2010 1135 P11
03/17/2019 1136 P

Add - click the Add button to create a new Workflow.

Workflow Search filters — define the Year, Type and Subtype filters to narrow your
search for a workflow.
Workflow Name — click the workflow name link to open the Workflow Details screen.
Task Name — click the task name link to open the Activity Detail screen.

) CRM: History Tab

CRM - History Tab

Step Action
The History tab will display all changes made to the Site (Site) CRM record. Displayed by date,

n time, user, changes to fields with the previous and new values.

CLIENT DETAIL: [5oca faton veatn vanagamans | == |

| %

Modified: 5/11/2021 11:0212 AM- By: bobby.underwood
Modified: 5/7/2021 11:51:20 AM - By: bobby.underwood
Modified: 5/5/2021 11:11:37 AM - By: bobby.underwood
Modified: 5/5/2021 11:11:37 AM - By: bobby.underwood
Modified: 5/5/2021 11:11:37 AM - By: bobby.underwood
Modified: 5/5/2021 11:11:37 AM - By: bobby.underwood
Modified: §/5/2021 11:11:37 AM - By: bobby.underwood
Modified: 5/5/2021 11:11:37 AM - By: bobby.underwood
Midified: §/5/2021 11:11:37 AM - By ok undarwesd
Modified: /5/2021 11:11:37 AM - By: babby undarwood
Modified: /5/2021 11:11:37 AM - By: babby undarwood
Modified: /5/2021 11:11:37 AM - By: babby undarwood
Wodified: 3/5/2021 11:11:36 AM - By: bobby.undarwood
Modified: 5/5/2021 11:11:36 AM - By: bobby.undarwood
Wodified: 3/5/2021 11:11:36 AM - By: bobby.undarwood
Wodified: 5/5/2021 11:11:36 AM - By: bobby.underwood
WModified: 5/5/2021 11:11:36 AM - By: bobby. undarwood

Decail Conact®  Discussion? ActiityS Nogfication ¢

oot (|

conawE
NIDFARENT
‘CADDRESS!
comy
osTATE
cPosTALCDE
CINDUSTRY
CADDRESS!
oy
csTaTE
crosTALCDE
cinousTRY
CADDRESS!
cemy
csTATE
cPosTALCDE
MwORKFLOW

Pravious Value
Boca Raton CPA

o

100 Perfect Drive
TopNotch

™

75230

P

30000 Mill Craek Ave.
Alpharena

A

0330

(addNew)

100 Ferfect Drive
TopNotch

™

75230

[EZISR] s J ooce ] S J Addoorec |

New Value
Boca Raton Weslth Mansgement
£

30000 Mill Creek Ave:
Alphareta

G

0330

(Add New)

100 Perfect Drive

Tep Netch

™

75230

cea

30000 Ml Cresk Ave:
Alpharetza

s

0339

\B CRM: Groups

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

& Personal — Personal Lists are private to each user but can be accessed by your System
Administrator. The most common personal list is a list from Outlook. Each user specifies
the contacts they want to sync with Outlook. Personal List names are created by iChannel
Implementation team and are customizable to your organization. In general, they are
called Personal List 1, 2, etc. and the purpose is determined by your users. For example,
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a salesperson may use Personal List 1 for prospects and a manager may use the same list

for the staff.

& Global -

in iChannel. Example:

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

) CRM: How to Add a Global Group

CRM - How to Add a Global Group

n Groups are a nice feature when a database becomes =
so large that filtering does not narrow the search n =

Click the Contacts tab from the Main Banner.
Groups/List section, click Add.

enough. Groups could also be setup for workflows
needing contact from multiple Site/Sites.

In the

Showupta: 10w

oot = N R

can be created by your users (with security access) and are accessible to all users
list names include Newsletters, Holiday Cards, Support Contacts,

Coreaztints
Larthama
Firss o

cay

Other Contact Search Fields:

pEeoppf

F
¥
<

¥yF

Eowdsd Amee

| Olocice Loked Comazse odusry:

Other Site Search Fields:

[ s ] o ]
1. On the Group/List screen, enter a Name for —

the Group/List. —

2. Enter a Description (optional) the N ] | .
description section. -

3. Owner drop-down list select a user to be the | _ .
owner of the group. I —n

4. Click Add.

Contacts tab, add all the contacts to the Selected
Contacts section. Users can also do a search on the
Last, First, Site to quickly locate contacts.

([ Contacts | Emails Activities

Available Contacts:

Selected Contacts:

Abd Alfatiah, Ziyad
Col

“ kham Gres
Undenwood Bobby

- .
[ T
R e |
Entity:
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multiple Entities (Sites).

click Send.

Emails tab, allows users to associate the emails with group of users that may expand across

e (lick New Email, the Compose Email screen displays. Compose an email as normal and

ks [ emat | Al

compsse mail

e for Group: SR raring(1) (send ss (862 ¥ )
FIOT babbyundenwsodBconsre.com  # BOC Sender

uuuuu
th s

A s a

or individual tabs.

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

e (lick the Add Activity drop-down to create a new activity.

Contacts Emails

Activities

—
Activities

Add rctvity v

Filter: [ All Y| Timeframe: [All

Y| Activity Count: Show: ¥ Completed ¥ Future [ Project Activities

[ Exclude Emails Begins with: | Subject:|

| Budget:

Actual

l: Sign-

Type Status. Start Stop
0 Total Recards

Subject

off:

Contacts

Notes

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

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

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

Click Search.

Dieplay Coemn

ouock - Other Site Search Fields:

Holda Cerd

=
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Group or List.

On the Group / List Results, select your

©® = Prjecs

Contacts

Group/List Results

Pipeline

Calendar

Routing  NewRouting  System

= of Members

Description

SRU Training

Group of users in the training department

Contacts Emails Activities

Available Contacts:

Abd Alfattah, Zivad - Kirkham Greg
Cohen, Jackiyn Test Brittanys

indy Underwood Bobby
naka

Selected Contacts:

. Saiit n
Dowis, Bill
Esa, Jibril
Farrell, Jennifer <= Remove
fernando, ruk ~
Last (Properties)
First:
Entity

To add additional Contacts to your Group/List, highlight contacts in the Available Contacts list
and select C 242> ) Hold down the CTRL key to highlight multiple contacts at once.

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

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

) —
(Group Member Properties.
okt Comcn () ()
T R
EERIIRD ve
—
o
i
=i

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

F Contact Export.

[ Group/List

File Crested: bobby.underwoed_Contacts_21686[SLQONNDG) 015

Group Detail
Hame: Ay Traming

Demerbon  Group of wsers in the training department
O Undarwsod, Bobby

Court: 3 selected contact

Cresed: Bobby-underw 572015 03024 PM
Modified: bobby.underwoad - 10/16/2019 10:27 AN

Coriecs |l At
Avslble Contacts:
=)

ket cona (D D

Test Bettans
ndenwaod Babby




