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iChannel Retention Module - Overview

iChannel Retention Module provides clients with the ability to identify the parameters when archiving
and setting retention policies on documents. Below will provide an overview of the features and
functionalities. To access the iChannel Retention Module (Administrative permission): System tab >
Reports > Retention Management.

\B How to Access iChannel Retention Module

Steps for How to Access iChannel Portal

Clients will access System tab > Retention Management.

@ Contact your Organization Contact representative if you need assistance with accessing iChannel
Retention Module.

Pipeline Calendar Routing

i System » sites

< Search Criteria
Subscribers

Begins With

Login Site Name: 0]

Security Groups
Modules

Retention
Management
Reports emplate y
Sort By: v
(Query ) [ New Site ) ( To Excel...)

Quick Links

[onarcroot i
inath Gamage Login Site Name

After accessing the Document Archiving and Retention Management link, the first window to display
will be the Search section. On the Search window, users have access to:
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Document Retention/Management

g

Entity/File Area: Entity Type: Expiring (within days) Missing Documents Only
Select Entity or File Area Select an enti A Expired 60 | 90 | 180 One year
- o
Advanced Search a

Category: File Type: From To:
» | Accounting QF “ Created Date: l mm/dd/yyyy &= [ mm/ddiyyyy ir]
3 ASSURANCE axbp From To:
> L) CLIENT MGMT SNP Modified Date: [ mmacryyyy &3 | movaanyyy B
> Company Forms. TIF
» [ | CONSULTING T From o
» [ | Dental ™ Expiration Date: l mm/ddlyyyy & [ mm/dd/yyyy i
> Executive T
> General Insurance VsD Year: Select Year.
» | MARKETING WAV 92
> PERMANENT Include Pgrmanent Documents
> Property & Casualty Document Status: Include File Areas on Legal Hold

Include Checked-Qut Documents

> TAX Normal
> Unemployment Draft
> || Workers Comp Final/locked

To Be Deleted

Clear Filters

8 Documents v

@ 1-Search
o 1.1 -Quick Search
= Allows users to filter doucments from frequently used search criterias. Filter
options:
e Entity | File Area

Entity/File Area: | Select Entity or File Area .. | Entity Type: | Select an entity v

e Entity Type

e

Entity/File Area: | Select Entity or File Area ... | Entity Type: Select an entity -

e Expiring (within days) [Expired/30/60/90/180/Year]

Expiring (within days)
Expired | 30 | 60 | 90 | 180 | One year

EntityiFile Area: | Select Entity or File Area .. ‘ Entity Type: Select an entity -

e Missing Documents Only - Missing Documents is a checkbox; when checked,
the returned results are documents that exist in the database, but do not
actually have a matching physical file in the identified document path in the
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file server.. In other words, this will return missing documents from the
physical hard drive, but still recorded in the database Document table.

The displayed File Path is the root folder structure, plus the filename.

Expiring (within days)
Expired | 30 | 60 | 90 | 180 | One year

Mizsing Documents Only

o 1.2 - Advanced Search

Advanced search filters allow users to further fine tune the search result if the
job done by quick search filters are not granular enough. The following search

filters are available in advanced search for the user to use:
e (Category

Category:
Accounting &
Accounting Reports
(o}
AR
Bank Rec & Stalements
Financial Statements
JVs
Payroll
Tax Reports & Forms
Tax Retums
ASSURANCE
CLIENT MGMT
Company Forms
CONSULTING
Dental -

Yy Yy vow

e File Type

File Type:

AC -
AC_

ACCDB

APP

APP

AV

BMP

cDB

cDB

csv

Doc

DOCX

pDoT

DswW

EML h

Document Status:

Finallocked
To Be Deleted

e Document Status
DoT
D3wW
EML v

Document Status:

Mormal

Draft
Finalflocked
To Be Deleted
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e Created Date (range)
From:
From:
Modified Date: mmmiddfyyyy & To: | mmiddiyyyy i
From:
Expiration Date: mmidd/yyyy & To: | mmiddiyyyy i
e Modified Date (range)
From:
From:
Modified Date: mmiddfyyyy = To: | mm/ddfyyyy &
From:
Expiration Date: mmidd/yyyy = To: | mmiddfyyyy =
e Expiration Date (range)
From:
Created Date: mmiddfyyyy &=l To: | mmiddryyyy i
From:
Modified Date: mmiddfyyyy | To: | mmiddfyyyy &=l
From:
Expiration Date: mm/ddyyyy i To: | mmiddfyyyy |
e Year
From:
Expiration Date: mm/dd/yyyy &= To: | mmidd/yyyy i
Year:
¢ Include Permanent Documents (checkbox)
Year Select Year
Include Permanent Documents
Exclude File Areas on Legal Hold
Include Checked-Out Documents
e Include File Areas on legal hold (checkbox)Include Checked-out
Documents (checkbox)
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Entity/File Area: | Select Entity or File Area ... ‘ Entity Type: | Select an entity v Expiring {within days] Missing Documents Only
Expired | 30 | 60 | 90 | 180 | One year
Category: File Type: From
4| Accounting - ﬁg Created Date: | mm/ddy i Bl
Accounting Reports ﬁgEDB From
APP Modified Date: | mmiddiyy &= ]
AR A
Bank Rec & Stalements ol frrom. - = =
Financial Statements CDB Expiration Date: | mm/ad =] ]
csv
Vs DoC
Payroll DOCX Year:
DoT
Tax Reports & Forms DsW
EML T Include Permanent Documents
s R Exclude File Areas on Legal Hold
» | ASSURANCE Document Status: Include Checked-Out Documents
» | GLIENT MGMT Normal
Draft
»
I e Finallocked
» | GONSULTING To Be Deleted
» | Dental -
Documents -

& 2 - Documents (Search Results)
o The Search Result is a table/grid which shows the important attributes of document
records matched with the filter criteria

Document Retention/Management
4 Entity Name: Central Maine Power
:

DOC0037998 2014-2n3 1est siie-case SuCieS-georgla COMMUNIlY SUPPOML03102014_0285pmpal  PDF 017302015 061102014 Normal 80.4K8 e
DOC0037001 2014-Dental-COBRA-Fiing No S-7-00146-113201.4 123648PM pdf POF 1100/2014 102012 Normal 239.9KB CHANNELICINTRAINSIDENTALID,
e DOC0037002 2014-Dental-COBRA-Insurance: Claim-1132014 122648PM pdf FDF 170372014 110312014 Normal 2763 1KB WCHANNELICINTRAINS\DENTALID.
DOC0035999 2014-Dental-Participation Agresmen!-Patent Filng-1132014 122623PM par POF 10372014 1032014 Normat 2763548 WCHANNELICINTRAINS\DENTALID.
fion Agreement-Patent Form A_16-1132014 122624PM docx DoCx 11/02/2014 110212018 Normal WCHANNELICINTRAINS\IDENTALID.

0 DOC 398 X a N X 08127201 6122018 Normal OKB channelicmnira\g\gibberts for kids\

3 Published Documents - If a document is published and not yet an expired document, that document
will be indicated in the search result with the “Published” icon, as shown below.

2014-erins test site-
DOCO037997
case sludies-freedom _ WCHANNELMCINTRA\E\ERINS TEST
2014-erins test site-case studies-freedom home care-03102014_0255pm pdf PDF 01/30/2015 0311012014 Normal 275.1KB
home care- PUBLISHED SITE

03102014_0255pm

Export to Excel — the searched results can be exported as an Excel file.
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