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iChannel Portal- Subscriber Record iCHANNEL

iChannel Portal — Subscriber Record

Welcome to iChannel Portal Training: How to Configure Client Access for iChannel Portal:
Subscriber Record

iChannel Portal offers a secure location for your clients to access their Files, collaborate with others,
upload their file(s) and give access to those file(s) to other service providers. When your clients log into
the Portal, your clients have 24 x 7 access to their data. Clients no longer must wait for copies and
revisions to be mailed back and forth.

iChannel Portal provides a multi-level security approach on clients file(s) available to be viewed,

downloaded, or uploaded to a secure Primary | Secondary category hierarchy structure when working
with file(s) that are shared on the Portal.

{8) CONARC

© sceceastes @) myprofie @ e (@) Logou
Tof2

T @ You have ° Request(s) that need attention. Search file lis

Files sent 1o you
Files requested from you

Announcements ()

Boca Raton Wealth Management (5930) @) | Drag & Drop Files Here

& gefault folaer @)
£ Personal Tax Documents @)

£ Tax Documents ()

‘Submitted Files

() | ) e (e

[ Download

5] Site Type File Name Status  vDate Uploaded Delete File Folder

{] Boca Raton Wealth @} | Exercise How to Assign Document Another User - Gopy (13).00c. 05/18/2021 EEEE  Tex Documents

[] Boca Raton Wealth kanagement 2019 iChannel Training Agenda WOLF.docx 05/10/2021 e

&
(J Boca Raton Wealth @ | Doc3-Cony(6)docx 0571072021 EEEE  Personal Tax Documents
&

{] Boca Raton Wealth

Doc 1- Cony (5) docx 05/10/2021 EEEE  Personal Tax Documents

Showing 110 4 of 4 entries

Version 3.1 - © 2021 Portal - Canar. Inc. All Rights Reserved.

-

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

(L)

JI=
' 1 LY

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

- J
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Step 1: Create a Contact iCHANNEL

This guide will provide step-by-step actions on how to provide access to iChannel Portal for your clients.
Several steps may be automated by your Organization | IT System Administrator (i.e. Contacts |
Subscribers might be migrated into iChannel via an application interface file); therefore, you might not
need to complete all steps. Please contact your IT System Administrator for additional information on
rather your Organization has automated some of the steps.

) Step 1: How to Create a Contact
Steps for How to Create a Contact

Step Action

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

e 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.

ar , ‘?‘ CONARC M Include Inactive
Files Contacts Projects Pipeline Calendar Routing New Routing System v %' iCH 4 ;' R—
eArc

I
=
@ My Dashboard v # Edit
la= o =
My Entities [~] = My Tasks -]
| Entity | Ranking - Assigned:  Underwood, Bobby -
0O B sruenmysruon o Nothing selected - @
n n Conare, Inc-Main (Root) (CONARC-MAIN) & Task Entity < Status Start
(1] n Invoice Sent Bateman Gordon Sands (BGS) In Process 11/1/2016 11
n u AG360 Insurance (AgPro-M) - 2016 ARM for BGS
| n n Admirals Bank o o n Test Demo SRU Entity (SRU.001) (notset)  8/9/2019 &
Test Project SRU
- ~ . n N
Total: 2 Show
5 il 1]
- ]
4 »
My Recent Entities @
Entity Accessed Ranking = My ijects [~]
™ ™~ ... 46 doyc oon | o

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

permission to add contacts.

- - TS M. Include Inactive
Files Contacts Projects Pipeline Calendar Routing New Routing System v %' | C H /i
Search
Detail: [sruentity | dba | EX i3 More... |7 (Add Contact) =
Detail Contact 1 Discussion 2 Activity % Notification Project 1 History

The Add Contact...[Site Name...] window display.
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Create a Contact iCHANNEL

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; then click Save.

- 4= CONARC - »
Files  Contacts  Projects  Pipeline  Calendar  Routing  New Routing system BV iCH ANNEL W Include Inactive ¥
'Add Contact... to SRU ENTITY. 1| | Gy (]
Email jerry.cathey@noemail.com

Last Name * Cathey

ID:

Title:
Department:
Work:

Cell:

Home:

Fax:

|

Classify:
tddresses:
® Use primary entity address (default)

' Use an alternate entity address

(0 Enter 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.

dema.conarc.com 5ays

A contact with this email address already exists.

]
Pyl

I

“ Would you like to Merge/Link these contacts?

(=
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Step 2: How to Create a Subscriber and

Assign to iChannel Portal

iCHANNEL

) Step 2: How to Create a Subscriber and Assign to iChannel Portal

Steps for How to Create a Subscriber and Assign to iChannel Portal

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

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

My Recent Sites

b
’E E Shelby's Bridge Thrift Shop (S8-0001) \

E Smith Cammunity Mental Health (SMITH20)
E Boca Raton Wealth Management (5930)
E iChannel Dema Site

E JBC Market (jhomarket)

E SRU Training Test (TEMPLATE_CLIENT)
E Template_Client

E Ramses [Ramses)

E Green Cabin (W4324247)

E Preaton Family Law (TESTOO0)

m Prestan Hardware (3553)

(e

g
i
3
3

show

Click Contact tab.

o .
\J Workflow Routing System

CLIENT DETAIL: [Eoc Raton Weshh Management | dta: | | W vy
P————————

Detail Contact? | | Discussion 2 Activity 5 Notification | Warkflow I Histary

\ y
Primary Address: | 30000 Ml Cresk Ave Phone 1:

The Contact detail page displays.
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Step 2: How to Create a Subscriber and
Assign to iChannel Portal

iCHANNEL

Version 31 - 82021 iChannel - Conarc.Inc. All ighta Reserved.

€« C @ testchannel.conarcnet/we.dl?CADOC~CADocFirstPage o> Q % # @
ONCHANNEL W tnokdemacove Loy PP®O ==
-m m . = m _ Contact -
CLIENT DETAIL: [Eozs Rason Wasth vanagemen: | s ] %
Detail Contact © Discussion Activity 5 Netification workflow 3 History
Contacts (2)
Portal Test Bxaranet Name. Phone Email Title (Classify)/Department  Role/Designate. Last Login Delete
® N Bova, Harre: E— no.amalgblar com *
[:::] @ Raton Samuel 9728883330 nogemail.com 06/03/2021 ®
Linked (1)
Portal Name Phone Email Company/Title (Classify)/Dept  Role/Designate Last Login Unlink
Wood Bobhis 5555555472 00) bobby@noemailcom  Shelby's Bridge Thrift Shop oa/z3iz02 *
Internal Assigned (1)
Portal Name Phone Email Title/Dept Role/Designate: Notify/Favorite Last Lagin Unlink
] Underwood Bobby bebbyundeniocdgoonaro com ‘;’ 08/03/2021 ®

To add a contact, click the button.

Files Contacts Calendar Workflow Routing System I

Add Contact... to BOCA RATON WEALTH MANAGEMENT

BViCHANNEL

The Add Contact page will display.
B e racive QOO0 o=

- —
R E—

3. Last Name — enter the contact’s last name.

creating a new contact.
4. Click Save.

The new contact will be created at the Site.

@iCHANNEL

a. TIP: after you enter the last name, click the Tab button
on your keyboard to open additional fields when

There are three (3) required fields to add a new Contact to a Site.
1. Email —a unique email address for the new contact.
2. First Name — enter the contact’s first name.

Add Contact... to BOCA RATON WEALTH MANAGEMENT
-
e
- —
it
i
® Use primary site address (default)
© Use an alts SELPY  Choose address
©) Enter s contact-specific address
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Step 2: How to Create a Subscriber and (
Assign to iChannel Portal iICHANNEL

After creating a Contact record, the next step is to create the Subscriber record. A Subscriber is a record
that allows your Clients to have access to the iChannel Portal to upload files, send requested files, to
name a few features.

& A Subscriber record is “required” for clients to have access to the iChannel Portal.

On the new contact detail page, click the button.

& You can also create a new Subscriber record (access to the iChannel Portal) by access the
Contacts tab from the Client Details page. If a Contact currently does not have access to iChannel

Portal, a “gray globe |:|" icon will display. The gray globe is also an indicator the Contact does
not have a Subscriber record.

CLIENT DETAIL: [Bocs Raton westh | o] | %
Dezail [m] Discussion 2 Activity 3 Notification Workflow 3 History
Contacts (3)
Portal Test Extranet Name
ﬁ) Py Boca, Harriet
i Raton. Paula
-l = ‘Reton Samoel

Click the “gray globe " or click the button to create the subscriber record. The Create
New Portal Subscriber page displays.

Create New Portal Subscriber

Contact Information:  Paula Raton

Site: Boca Raton Wealth Management

Email- | Faulza@noemail.eom |

User Id: | Faulza@noemail.eom |

Password: | |

Confirm Password: | |
 Save =

The Email and User Id fields will pre-populate with the contacts information. It's recommended to not
update these fields.

In the Password field, enter a password for the Subscriber to access the Portal. In the Confirm Password
field, re-enter the password.

Click . The Subscriber Details page will display. The Subscriber record is now created.




Step 2: How to Create a Subscriber and

Assign to iChannel Portal iCHANNEL
S ——

CLIENT DETAIL: (555 R wasts maragarmart |

a1 J8
e (EmT| G At Wl e ey
System SYSTEM [ e J i | oot B |

Fombiema’®

Quick Links i

[

After the Subscriber record has been created. Next, set the security

for the Subscriber (Group Membership).

In the Group Membership section, select the checkbox(es) to assign the Subscriber to a Group.
& Group Membership set the security for the client when they access the iChannel Portal.

Group Membership e
Member  Group (Parsal) Member  Group (Porzal)
D Cliert Admin User D Client Basic User
Client-Tax Return Only Tax Group
Click .
. . . . .
Verify the Subscriber is assigned to the Portal and to Security Groups:
Paula Raton is a member of the following sites: @
Search by Site Name or Sits ID: B o  FrdStesbashing:  or
‘Site Code ‘Site Name ‘Security Broups (Portal)
10581 Boca Raton Wealth Management Client-Tax Return Gnly
Boca Raton Wealth Management N TR R R R R R R R R R R R R R R R =y - Tax Group

© v01.2019.08 Conarc, Inc
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How to Add a Subscriber to Multiple iChannel Portals

%) How to Add a Subscriber to Multiple iChannel Portals
Steps for How to Add a Subscriber to Multiple iChannel Portals

iCHANNEL

Step Action

Locate a Subscriber and access the System >> Subscriber Details window, navigate to the Portal
Assignment section.

SYSTEM - Subscriber Details

Email Signal re:

Group Meml rship
Member 6rd [iPora] Wember  Group (Foral)

BRI i 5ic iembehive ]

P [l

11111 Boca Raton Weatih Managemant ClintTax Return Only.
Boca Raton Weskh Mansgamant TaxGrop

In the Search by Site Name (Client ID) field, search for the additional Entities to assign the Subscriber

click [E3],

then click .

Paula Raton is a member of the following sites:

Search by Site Name or Site ID: E Or  Find Sites Matching: ar
SIE

10681 Boca Raton Wealth Management
Eoca Raton Wealth Management

CLIENT DETAIL: [Boc Raron weaith | s | %

Detail [ Contact & ] Discussion £ Activity 3 Notification 1 Workflow History
ADD SUBSITES TO SUBSCRIBER

Raton, Paula | save |

Grant Access Subsite Name & Code Grant Access Subsite Name & Code

Select All- Un-Select &l

Shelby's Bridge Thrift Shop
10534

The Add Subsites to Subscriber window displays. Check the checkbox for the additional Subsites to
add to the subscriber.

© v01.2019.08 Conarc, Inc
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How to Add a Subscriber to Multiple iChannel Portals iCHANNEL
B ———

The additional Portal is now assigned to the Subscriber.

Paula Raton is a member of the following sites:

Search by Sia Name or St 101 [ BE

SitaCode Site Name

Security Groupa (Fortal)

0881 Boca Raton Wealth Management
Boco Reton Wealth Menagement

10534 ‘Shelby's Bridge Thrif: Shop.
‘Shelby's Bridge Thrift Shop.

& NOTE: By default, when adding additional sites to a Subscribers profile. Security Groups will
automatically be assigned to the new Site based on the Security Groups from the Primary
Site.

) How to Edit iChannel Portal Assignments

Steps for How Edit iChannel Portal Assignments

Step Action

Locate a Subscriber and access the System >> Subscriber Details window, navigate to the Portal
Assignment section.

SYSTEM . Subscriber Details

: Sk oo e sk b
;
:::::: e Cote1on
wro | [Foiegromio & e
R I roleioun [lmy
==
eid Crested: 06/03/2021 11:51 AM by
Email Notficatio bobbyundarwood
TR
e ] s
=)
st Logir 01/01/1900 12:00 AM (History)

Email Signal re: °
Group Mem| irship °
Vember  Grq |(Porl) Vember  Group (Porl)

o Clil tAdmin User o Client Basic User

i Tax Retn Only

e N .

Paula Raton is 2 member of the following sites:
SteDD

Search by St Narme o

Ste Code
1081

N

Click

Security Groups (Extranet) || |
| Edit Current List of Joined Sites i
Client Basic User Tax

| | EMPLOYEE | |

|1

11
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How to Add a Subscriber to Multiple iChannel Portals iCHANNEL
B ———

The Add Subsites to Subscriber window displays. Deselect the checkbox for the additional Subsites
added to the subscriber.

CLIENT DETAIL: |BDG Raton Wealth Management | dba: | | ®

Deetail Contact © Discussion £ Activity 3 Motification 1 Workflow 3 History

ADD SUBSITES TO SUBSCRIBER

Raton, Paula | save |

Grant Access Subsite Name & Code Grant Access Subsite Name & Code

Select All - Un-Select &ll

Native Site. Boca Raton Wealth Management Shelby's Bridge Thrift Shop
10681 10534

Click . The additional iChannel Portal (Subsites) are now removed.

© v01.2019.08 Conarc, Inc 12
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How to Send iChannel Portal is Ready Email to Clients iCHANNEL

) How to Send iChannel Portal is Ready Email to Clients

Steps for How to Send iChannel Portal is Ready Email to Clients

Access the System >> Subscriber Details page; click on a Subscriber,

SYSTEM = Subscriber Details
on the detail page, click | '“l.
The Compose Email page displays T "
e =) |—
u-p..—-—‘hwmmw—-m 0 Sarcer Rthaaavmvd Adv. Settings
\

Compose Email
e From: - by default your email address will display.
e BCC Sender: - by default, this checkbox is checked.
o Since iChannel will be using your Organization email system, iChannel does not store
a copy of the email in your Sent folder. Instead, iChannel will BCC you a copy of the
email.
e CC: | Bcc (optional): - add additional contacts from the Client Contacts list.
e Subject: - by default, iChannel will pre-populate with “Portal is Ready”. This text can be
modified.
e Categorize this email (Optional) — to categorize your email, select a Category from the
drop-down list.
e Body: - by default, iChannel will add the subject text “Your Portal is Ready. Click this link
to login.” To add additional
text, enter below the default

i g
H
H
H
H

message. -

Click =],

© v01.2019.08 Conarc, Inc. 13
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How to Make a Subscriber Inactive iCHANNEL

) How to Make a Subscriber Inactive

Locate a Subscriber and access the Subscriber Details window, locate the Active field.
e Active (Yes) — the Subscriber is Active and has access to the Portal

e Inactive (No) — the Subscriber is Inactive and doesn’t have access to the Portal

SYSTEM - Subscriber Details
Last Name:* Site Mame: Boca Raton Weslth Management
{Porsal)
User ID-* Paula@nosmall.com A Active:
- [Ne__]
EMail* Faula@nosmall.com Administrator
N —
e s
=l L Created: 06/03/2021 11:51 AM by
by s
Modified: 06/03/2021 11:54 AM by
Send Portal Is Ready Email bebby. underwood
Agreedto
Terms:
Last Lagin: 01/01/1900 12:00 AM (History)

Click =],

© v01.2019.08 Conarc, Inc. 14
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How to Publish File(s) to the iChannel Portal iCHANNEL

) How to Publish File(s) to the iChannel Portal

When you are ready to share files with your clients access the File Area for that client. Select a file or
files, click the Gear icon, and select Publish only from the drop-down list.

Published files will appear in the client portal in the Files Sent to You area on the navigation panel.

Your iChannel Representative will send File(s) from iChannel to the iChannel Portal. File(s) shared for
clients to download will appear in the Files Sent to You section.

i.) CONARC (o] see?a-;Nswte: O wypoile @ rer @ Looon
of2
SrE @ You have e Request(s) that need atention. Q. Search file listing SEARCH

Sent Files

Anncuncements (@)

" Yea Primary Category Secondary Category
Boca Raton Wealth Management (5930) (@ 021 21 Client Payroll -
021 21 Tax Workpapers
»elient
i) 2019 Tax Documents
»¥early Tax Returns @) 2019 Tax Documents
¥Tax € 2013 Vearly Tox Retums 2020
2019 Yearly TaxRewms 2018
2018 1 Clent Eaval hd

Showing 1107 of 7 entries

From the Files Sent to You section you can:

& Filter your iChannel Portal Shared Files section
& Search for File(s) & List all Files

Q, Search file listing SEARCH

List All Files |

& Show Unread Files
& View all File(s) shared by your iChannel Firm Representative

Sent Files

Primary Category

& Upload File(s) to your iChannel Representative

15




How to Publish File(s) to the iChannel Portal iCHANNEL

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

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

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

The Publish and Link window will display.

Unpublish / Unlink

e Title —the file(s) names will display. S e =3

e Expiration Date (Optional) — this | Expiration Date (optional)
2019 August iChannel Release Noles v2_20_0 DRAFT IW

Notification: [ Send Extranet Notification Now

optional field allows you to set an
expiration date. This date determines

[ Extranet Channel/Topics

= Published from Intranet/Collaboration

how long the Published file is available

Published from Intranet/Read Only

on the Portal.

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

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

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

Published File(s) — Icon

e After a file(s) has been Published, in the File Area a new icon
published file(s).

will appear for

O 4~ Type Year Title Size Secondary Category Modified Created By Created (| Lin | | Prin :
) ® -

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

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

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

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

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

© v01.2019.08 Conarec, Inc
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How to Unpublish Document(s) from the Portal iCHANNEL

) How to Unpublish File(s) from the Portal

Gear Icon — How to Unpublish File(s) from the Portal

Select a file(s) that has the icon 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

The Unpublish or Unlink window will display. Mark For Deletion
Delete

e 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.
e Files to Unlink — by default, this checkbox is checked. If no file(s) have been linked, the
message  “There

Unpublish or Unlink (Tne fatlowing files records will be unpublished or unfinked)

are no file(s) to

ot wil gl
Click BEREEEIN Files to Unpublish

The Communication-Doc 1 - Copy (6)
Payroll

Files to Unlink

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

Files have been published/linked.
message will display.

© v01.2019.08 Conarg, Inc.
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How to Accept Document(s) Submitted by Clients iCHANNEL

) How to Accept File(s) Submitted by Clients

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

Step Action

Select a Site, access the Site File Area.

If the Site has any submitted files by a client from the iChannel Portal, the File(s) will appear in
the highlighted yellow section called Submitted Files.

_—
e Raton e Managerent (530 0000000 o

1
®Tick/Dsscription. Oconant O Excuda Emals H

Filter o Submitted Files °
Year / Category ¥ Year Tt siza De Craatad 5y LastUsar  Modified s Craared
(8] Tax Dooumens B 202 e s rother User - Copy 2k ® semuel 05/18/2021 0571872021
= § 307PM
Chesk/Unchesk All (s] Fersonal Tax Documents 871 2021 oo 3- Copy (6).doex 12k b Samuel 0510/2021  03/10/2021
pdmineraive (u] B 2021 2019iChannsl Training Agends IWOLF docx 175k B samuel 05102021 08710/2021
sudit 040 AM
s e Caunts 4 sagali Jors

Tax

Check the checkbox for all File(s) you wish to Accept. Ew——
Additional actions are: O & -] acoopt bt | Year

) i -
Copy to Zip 85 2021 Exercise Howto A
e Copy to Zip Delete
. LJ Parsonal Tax Doc ments 05 2021 Doc1-Copy(5).d
e Email
O Personal Tax Documents 2021 Doc 3 - Copy (6).d

B ®

2021 2019 iChannel Tr

e Delete 0

File Count: 4

The Accept File(s) window displays.

Accept File(s)

Chack files (sither individually or in groups) and chocs their prapertiss in the Change Properties ssction belowr. You must unchack files that have different
preperts,

Click Accapt to the chacked files, Unchecked filss will ramain listed Until their propartiss are assign:

cessed.

Repeat until a

e Site — by default, the Site for
the Submitted Files will Lo

@) | Exercise Hon to Assign Dacumant Ancther User - Copy (13)

display. A
SIS eyt o it e

o To update —click in the orimary categey: Sacondary Caegary:
Site field and do a new i B

Training

Site search. )

Target Subfoldar:

e Type | Title: - by default, the ————
checkbox to accept the File — st
Type | Title will populate. o e

Use Standard Fila Nlaming:

o If the accepted File(s) — v

Engagement Mgnit
Fees

File Tags:

title needs to be

() Procsss files in the background. [ undarstand the files may not immediately appsar in the listing, Uncheck if you prafer to wait unti all fles have been

appended, click in the e .
field, and make any
necessary changes.

Change Properties section
e Category — all File(s) that reside in iChannel must be assigned to a Category (Primary |

18
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iCHANNEL

Secondary).

e Target Subfolder (Optional) — click the drop-down arrow to select a Target Subfolder
type.

e Create new Target Subfolder (Optional)

e Publish to Portal — ignore this checkbox for Accept File(s).

e Permanent - if the accepted File(s) need to be marked permanent in the File Area for
the Site, check the Permanent checkbox.

e Year —select the Year drop-down list to assign a year for the accepted File(s).

e Use Standard File Naming —

e File Status — select the File Status drop-down arrow to select a status for the File(s).

e File Tags (Optional) - —-
Document Tags: ] [ ---Project/Opportunity---
o Click the Project/Opportunity arrow = []-Completed--
2018-Tax Return-Non Profit _04/12/19
to expand the available projects to samele Houing Bxample 04/15/19
S Testing Status _07/31/19
H H H 4 | [|Tax Return
assign the File(s) to a Project. o
o Click the Tag arrow to expand the Fmale

available tags. Check the appropriate checkbox(es) to assign the File(s) to a
Tag.
e By default, the checkbox for “Process files in the background. | understand the files
may not immediately appear in the listing” is checked.
o Uncheck if you prefer to wait until all files have been processed.
e Check Send me an email when all files have been processed if you want to receive an
email when the File(s) are in the File Area.

¥ 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 processed.

Send me an email when all files have been processed.

o Click (Accept),

19




How to Reset a Subscriber Password iCHANNEL

) How to Reset a Subscriber Password

How to Reset a Subscribers Password

From the Dashboard, access a Site and double-click the Site Name to access the CRM where
you want to create the Subscriber.

e To quickly access the Clients CRM in iChannel, click on the Site Name.

My Recent Sites

it
'E E Shelby's Bridge Thrift Shop (S8-0001) —\‘

[ E Smith Cammunity Mental Health (SMITH20)

E Boca Raton Wealth Management (5930)

E iChannel Dema Site

E JBC Market (jbemarket)

ﬂ SRU Training Test (TEMPLATE_CLIENT)

E Template_Client

E Ramses [Ramses)

E Green Cabin (W4324247)

E Preston Family Law (TESTO0M)

m Preston Hardware (3555) _/

Total: 11 Show

=

Locate a Subscriber and access the System >> Subscriber Details window, click .

SYSTEM » subscriber Details
Last Name:= | Raton | Site Name: l(%uca Raton Wealth Management
Portal}
First Name:* | Paula | Site Code: 10681
User D+ | Paula@noemail.com | - Active:
EMail-* [ Pauls@oemail com | Administrator:
Phone: [ Multiple Login: Yoz W
P—
— 08/03/2021 11:51 AM by
bobby.underwood
Cimaill Noulicauon
- Modified: 06/03/20217 11:54 AM by
Send Portal Is Ready Email bobby.underwood
Agreed to
Terms:
Last Login: 01/01/1900 12:00 AM (History)

The System >> Change Subscriber Password page displays.
e Subscriber Name: & User ID: - display the name and ID of the Subscriber.
e New Password — update the field with a new password.
e Confirm Password — confirm the field with the new password.

o Click =D

© v01.2019.08 Conarg, Inc.
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%) How to Access iChannel Portal (Clients) from iChannel
Steps for How to Access iChannel Portal (Clients) from iChannel
| Step Action |

Step Action

iChannel Users can verify that a new iChannel Portal has been created for their clients by logging
into the new client portal as the user using the “incognito” feature. The following are locations in
iChannel where an iChannel User can use the incognito feature:

NOTE: Extranet = Portal

@& SYSTEM >> Subscriber Details page.

SYSTEM > subscriber Details

Last Name:* Site Name: Boca Raton Wealth Managem
(Portal)
Fisthame: | Paula St fode  nAA1

User D= Paula@noemall.com j & Active: Yes v
Ewail= [Pavagrosmaicem ]

Login to Manage Extranet

— ul Multiple Login Ve v

Cresrect 06/03/2021 1151 AMby
P Tr— bobby.underwood

Modifiec: 06/03/2021 11:54 AM by
Send Portal Is Ready Email bosby. underwood

Agreedto

Terms:

Last Login 01/01/1500 12:00 AM (Histo

& Client Detail > Contacts tab.

CLIENT DETAIL: [Eocz Raton Wealth | b | | ®

Detail [’m Discussion 2 Activity 2 Motification 1 workflaw 2 HisH
Contacts (3)

Portal | r Test Extranet 1 | Name

@ * Boca, Harriet

@ Y Raton, Paula

@ @ Raton, Samuel

S

e To learn more about iChannel Portal, click

] . . & CONARC
<o cersracreo v oo [T O

User ID

Getting to Know iChannel Portal

::::::::: or
LOGIN
Contact us Forgot Password

Start Your iChannel Journey Today!

VIDEO: GET STARTED WITH ICHANNEL
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https://youtu.be/dw1bDbehezw

iCHANNEL
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