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iFetch (Direct Mode)

%1 jFetch (Direct Mode)

iFetch is an application that runs in the background and is the default mode for viewing
files, or “Direct Mode”. With iFetch Direct Mode, users can quickly and easily access client
files to make any necessary changes to a file(s) without the need to have iChannelDesk (ICD)
application running in the background.

By default, all iChannel Clients will have iFetch as their default “direct mode” for
viewing, editing, and saving a file. There are additional options which are “only”
available at the Administrative level within iChannel.

When determining what configuration to set up for a user, there are three configuration options:
e User Default iFetch — by default, all iChannel clients will have iFetch installed as the system wide

preference as the default primary tool for managing edits to a client file. User’s will be prompted
once to accept links to open files in Chrome or Edge.

Open ConarciFetch?

Contacts  Calendar  Workflow  System

https://internal nts to open this application.

b and Services (TS00143) O Aways aliow internal

c.com to open links of this type in the associated app .
Drag & Drop Files Here

Content O exciuaq

Type v Yea b

o dou@
v ) ® - Type Year Title Size Secondary Category  Modified s Created By Created
0O e i 2021 Prod IChannel Upgrade 3.1 67425m ICHANNEL IVIDEOS (IN05/24/2021 Jessica mecord 05/24/2021

O ® ] 2021 iFetchDeepDive 119.87m ICHANNEL IVIDEOS (IN05/24/2021  jessicamccord  05/24/2021
10:48 AM

If your Organization has determined that "all users" will have their
default preference set in advance to use "iFetch".

Each User will be prompted once to place a "checkmark" in the
checkbox to open links of this type using either: Chrome an Edge.

Then select Open ConarciFetch

L. 2021 SQLiraining Wolf_21699 22087 m ICHANNEL IVIDEOS (1N02/10/2021

e Default iFetch or ICD (iChannelDesk) ADMIN Only — your Organization has made a system-wide
decision to allow each individual user to define their preference by selecting either iFetch or ICD
(iChannelDesk) as the default primary tool for managing edits to a client file. User’s will be
prompted once to accept their preference.

e By default, all users will have their system wide preference set to “iFetch” for direct
mode.

e This option is only used in rare circumstances and should be reviewed with iChannel
Support prior to setting this option.
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(
Please Choose An Application

To open the application in Direct mode, you need to pick an application
You can change the application later by navigating to System >> Subscriber Details >> Advanced Settings.

ICD = iChannel Desk(IChannel Toolbar)
IFetch = Direct File Management Tool

Please contact your system administrator for further assistance

e Default ICD (iChannelDesk) — your Organization has made the system-wide decision to set all
user preferences to use ICD (iChannelDesk) as the primary tool for managing edits to a client file.
e By default, all users will have their system wide preference set to “iFetch” for direct
mode.
e This option is only used in rare circumstances and should be reviewed with iChannel
Support prior to setting this option.

° Updating a User Preference iFetch or iChannelDesk (ICD)- ADMIN Only
Y feature . V=
1. Select System from the iChannel Banner e
2. Under Quick Links, select the User Account link ugm - : .
hem—
SYSTEM

3. In the SYSTEM >> Subscriber Details
section, select Adv. Settings.

Last Name:* Underwood

First Name:~ Bobby
User ID:* bobby.underwood
EMail= bobby underwood @conarc com
Phone:
——
e <
Lmall Notificatic:

Send Portal Is Ready Email
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4. Onthe SYSTEM >> Advanced Settings Maintenance: [User Link], there is a User Preference:
DIERCTMODEPROGRAM field. Click the “question mark” icon for an explanation of the
acceptable values.

A d Settings Maintenance :

Return to the detail page DIRECTMODEPROGRAM: Sets the direct mode program according to
CALENDTIME : 18 Settings Maintenanc|  user preference.Values are 1 or 2. Value Representation : 1-ICD 2-IFETCH

CALSTARTTIME : |
45

BrevioustastioGn - |s126/2021

[ settings Help =3
New Setting

User Preferences:

Value =1 - ICD (iChannelDesk) is perfered

User Preferences are method to manage files.

management in the
DIERCTMODEPROGRAM field.

Value = 2 - iFetch is perfered method to
manage files.
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L%¥1 ichannelDesk (ICD)

iChannelDesk is an application that enables users to quickly perform frequent activities (task) from their
desktop. iChannelDesk allows users to:

& OpeniChannel file(s)

& Save email(s) directly from Outlook (or any email system) directly into iChannel
& Save file(s) directly to iChannel

& Route file(s) directly to iChannel

@ Save file(s) directly to IChannelDesk Monitor Folder (Pending Files)

& Sync Outlook Contacts into iChannel

N

Contact your IT System Administrator if you currently do
not have iChannelDesk installed on your workstation.

»
!'\

This guide will provide step-by-step actions
for clients to access, download and upload
Files using iChannelDesk.
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) How to Access and Start iChannelDesk
Steps for How to Access and Start iChannelDesk

Click on the Links Aicon in your system window tray. A small
application window will display;

double-click the iChannelDesk icon. s
'Y :::nndl)esk H Fﬁ T ( )
Folders A iChannelDesk
iChannelDesk > A
e You can also search for f— S
. . £ 2018-iChannel o open S
iChannelDesk App using the e
Windows Search feature. o
@ iChannelDesk - niine support T i ekt Q
zzzzzzzzz b m il
£ ek eldesk ks I >
Links A\ Y= 7
A
P ichanneldesk| o [ =) s ©

To start iChannelDesk, double-click the iChannelDesk icon. The iChannelDesk Toolbar will display.

| i&:‘q:%en HSave -cRome msync [ JIE—I

I Pending Files...

If you use multiple monitors, your iChannelDesk Toolbar
might appear on a different monitor. To locate you
iChannelDesk Toolbar, access the Links A icon from the
Windows System Tray, right-click the iChannelDesk icon,
select Reset Window Location.

\ / A - w7
—

[ Reset Window Location

Restart iChannelDesk

To move the iChannelDesk Toolbar to a different location on your window:

e locate the gripper bar on the left-side of the iChannelDesk Toolbar window; click and drag to
a location on your desktop.
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To re-start iChannelDesk, access the Links A icon from the Window System

Pending Files...

Tray. Right-click the iChannelDesk icon, select Restart iChannelDesk. My Activities

Reset Window Location
Settings...

| RestartiChannelDesk |

n To exit iChannelDesk, access the Links A icon from the Windows System

Pending Files...

Tray. Right-click the iChannelDesk icon, select Exit. My Activities

Reset Window Location
Settings...

Bmrtact i b Al P

\B How to Customize iChannelDesk Toolbar

iChannelDesk Toolbar is easily customizable by each user and is unique to each user via the Settings
feature. A few features that users can customize are:

-
@
-
@

@

O]
-
O]

-
@

User ID (or your Subscriber ID) and Password

Search Results — file(s) to show

Path to users Monitored Directory and Routing Queue UNC Path (IT System
Administrator only)

Appearance and Other Settings

Sync feature (Contacts, Calendar/Tasks, Emails)

Auto-Sync

Steps for How to Customize iChannelDesk Toolbar

Step Action
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To access iChannelDesk Settings:

e Right-click the iChannelDesk
toolbar.

e Access the Links icon from the

Tray. Right-click the iChannelDesk icon, select

Restart iChannelDesk.

The IChannelDesk — Settings window

" l‘."‘: [ | - N
RS Pending Files... g &

. My Activities
icon from the = Reset Window Location
Pending Files...
My Activities
DA ME e L e
[ Settings... |

Restart iChannelDesk

Window System

displays.

N O CERY e— |

iChannelDesk - Settings *

Settings Sync  History Support About

X

[ Disable Popup Messages

Changes may require a program restart.

Credentials
User ID:  bobby underwo M Use curent
Windows user.
Password: bobby.underwood
Ste Name: [Demo 7]
Server Endpoint Search Resuits Send as Links (defaults)
e Max attempts: [5__| Days to expire: [30
o J 2
e ot ] OB
Paths
Monitored Directory: [C:\Users \bobby underwood\OneDrive - Conarc. Inc\Documents \ChannelDesk | st |,
Routing Gueue UNC Path: [\\PRODFS01 conarc.com\DPPQue \bobby
Appearance and other settings
Transparent ' Opaque
Size: O Smal O Medum @ Large [] Disable Double Click foriAdd & Button Visibility
[] Start Minimized [J Auto Expand foriAdd i MOpen 4 Add [ Route [ Sync [A Search
4 Uses Outlook [ Addto Startup Menu
[ Direct Mode only

oK Cancel Revert Aoply

N Changes mad

e to any iChannelDesk Setting may require a
program restart.

A few common iChannelDesk settings to consider:

Appearance and other settings
Transparent
Size: O Smal O Medium @ Large

) [] Start Minimized
Uses Outlook
[] Disable Popup Messages

3] Opagque
" :
[] Disable Double Cick foriAdd ) | Buiton Visibility
[] Auto Expand foriAdd i M Open [F Add [ Route [F] Sync [“] Search
] Add to Startup Menu
[C] Direct Mode only S

e Settings Tab - Appearance and Other Settings

1. Transparent | Opaqu
opaque you would lik

e —slide the blue slider to determine how much transparency or
e the Toolbar to appear.

2. Size —the icons displayed on the iChannelDesk Toolbar can be customized to appear
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Small, Medium, or Large.

3. Button Visibility —to customize what icons appear on the iChannelDesk Toolbar, select
the checkbox next to each option.

= Additional Settings:
e Start Minimized
e Uses Outlook
e Disable Popup Messages
e Disable Double Click for Add
e Auto Expand for Add
e Direct Mode only

° Sync Tab iChannelDesk - Sync *

| po—
Setting) SYc | dstory Suppot About

o Users can define how often

to sync items in What do you want to sync?
iChannelDesk M Coobete Add these contacts to Outlook from this iChannel sync list: ~ [Oock |
Outlook Contact Folder: |Contacts <]
= Contacts
= aske O From iChannel To Outlook
= Calendar/Tasks e Procems 10| depsbackto 0| dasformed
- Emalls O Emsits [ Display Entites associated with the senders emai address or domain
Process 2 days back v Manage email sync ndes...
= Auto-Syncto run
‘When do you want Auto-Sync to run?
e On Startup | ] On Startup Doy Stot: 5] mtes
Frequency | On g;:" o (15 ot | C | 0|
Exit
Changes may requre 3 progam restat ok ]| Comcd | [ Rt | [ v ||

ChannelDesk - Histary %

e History Tab - To view the History

Settings Sync  History Suppot About

of activities performed in Fic e / Desorpin Detad Dae T

. . Version 4.16.400.57 - 2.21.2- Update applied 8/7/2019 11:43 AM
iChannelDesk, select the History

tab.

The History tab stores all activities the user
performed using iChannelDesk and any automatic

updates to the software.

—_—




iChannel Desk (ICD) iCHANNEL

) iChannelDesk — Main File Area

iChannelDesk main end-user window provides the user with the same functionality to perform several
tasks like using the iChannel Client File Area.

& Search for Sites

& View My Sites, My Contacts, My Recent Sites

& View and Search for Client File(s)

@ Filter by Tags, Workflows

& Drag-and-Drop Files and Emails directly into iChannelDesk
& Print and Email Links directly from iChannelDesk

) How to Search for a Site

A Select roct ste: [Demo ~ Enter search tem: | [ include Inactive:

q Name Site Hame. Type [} |
My Ertties | SRU Training SRU Trainirg Client TEMPLATE_CLIENT
S idge Thrift Shop dge Thrift Shop
“Smith Community Mentel Heslth SMITHZ0 Client SWITHZ0
JBC Warket 18C Market Client ibemarket
My Contacts
l=
Recent Te | | [ e |

Ertites
O word []Ecel [1POF  Otherestensions: = | | = [ | =[ | [ Exclude emais

Fiterby Tags <

= [ —-Completed— Title Type User | Year | Path
i Efgzﬁi’gﬁ?;@“’:ﬁ‘ﬁfﬂm 2015 BASIC USER TRAINING AGENDA_20150826_1251 pdf  bobby.underwood 2019 ADMINISTRATIVE  CORRESPOND. 2015-58-0001-Corresp,
] 2016-Tax Return-Hlon Profit_0412118 [5]  Howto Email 5 Client = File or Files from iChannel Secure Email mp4  bobby undervwood 2019 ADMINISTRATIVE ~ CORRESPOND_  2019-SB-0001-Corresp
[] Sample Moving Example_04115/19 Audit 07312018 pdf Imaghy ~ 2018 AUDIT WORKPAPERS  2019-SB-0001-\orkpay
(] Template_Karen _11/29113 2019 Advanced User Training pdf bobby.underwood 082612013 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
[ Testing Status _07/31/13 File From Client 3 pdf  Imagby 082672018 11 2019 ADMINISTRATIVE  CORRESPOND.. 2019-SB-0001-Corresp
&[] Tax Return How to Request a File or Files from a Client mpd  bobby underwood 08/26/2019 11 2019 ADMINISTRATIVE ~ CORRESPOND.. 2013-SB-0001-Corresp
Egﬂ‘:wma\mn Rename New File pdf  Imagby 0812212018 1. 2018 AUDIT SPECIAL REPO.. 2013-5B-0001-Special
Pl Imagby 082272013 11 2019 AUDIT VWORKPAPERS  2019-SB.0001 Workpa)
Drag and Drop bd bobby.undervicod 081212019 10. 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
@ clay 1040 docs &t clay@ifirsthankichannel.com 081312018 08.. 2019 ADMINISTRATVE  CHECK 2019-5B-0001-Check-c
Payroll June paf Imagby 0811/2013 167 2019 AUDIT WORKPAPERS  2019-SB-0001-\orkpsy
2019 Basic User Training Agenda-Merged pdf bobby.underviood 08(11/2019 16: 2019 CORRESPONDENCE CORRESPOND_ 2019-SB-0001-Corresp
@) FSG031319 s Imaghy 080052018 12 2019 AUDIT FINANCIAL STA.. 2018-5B-0001-Financic
B MedhedDsie xdsx  Imagby 080512019 11 2019 AUDIT FINANGIAL STA_ 2015-S8-0001-Financic
Testing Modifed Date pdf  Imagby 0805201 11 2019 ADMINISTRATIVE  FEES 2019-SB-0001-Fess-Te
{53@ Tax Return 02 152019 wsx Imagby 0810512019 10- 2018 TAX RETURNS 2018-SB-0001-Returns
@3  REQUEST ACLIENT DOCUMENT_20180802_1714 docx  bobby underwood 0810212019 17:.. 2019 TAX RETURNS 2019-5B-0001-Returns
[§]  Howto Upload 3 Document or Email to a Client File Area mp4 bobby.underviood 08022013 12 2019 ADMINISTRATIVE ~ CORRESPOND_  2019-SB-0001-Corresp
[ Exemple B_How to 2dd an Email to iChannel Drag-N-Drop msg  bobby.underood 08022019 12 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
[ HowtoAdd an Email toichannel msg  bobby.underwood 0BI02/2013 12 2019 ADMINISTRATIVE ~ CORRESPOND. 2019-SB-0001-Corresp
Howto Switch between RODT Sites mp4 bobby underwood 080272013 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp!
2019 Basic User Training Agenda pdf bobby.underviood 0713112019 15: 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
Howto Upload 3 Document to 3 Client File Area mp4  bobby.underwood 0712812018 17:. 2019 ADMINISTRATVE ~ CORRESPOND. 2019-SB-0001-Carresp.
Howto Add a Document 1o a Project mpé  bobby.underwood 0712312013 16: 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
Houto Create 3 Project froma Template mp4 bobby underwood 072312018 15. 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
change name pdf  Imagby 07242019 11 2019 ADMINISTRATVE ~ FEES 2015880001 Fees-ch
Vorkfiow and Document ManagementMerged pdf bobby underwood 0712372019 03:.. 2019 BOND JOBFILE 2019-5B-0001-Job File;
Invoice-05012019 pdf  Imagby 06271201 11 2019 ADMINISTRATIVE  FEES 2019-SB-0001-Fess-im
Document Maragement péf bobby.underood 0602712019 11 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp.
skt biaeasaran pdf  bobby.underwood 062712018 11: 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Corresp
Q1-Financial Stm-04 05 2013 paf Imaghy 0612412013 13 2019 AUDIT FINANCIAL STA” 2015-SB-0001-Financie
1 Qi-Workpaers-04 02 2019 odf  Imaaby 06242019 13 2019 AUDIT AUDIT WORKP.  2019-SB-0001-Q1-Wor ¥
< >
32 documents isted Ma documents shown: 100

File (s) wil be opened readorty

Sites or Contacts

In the Enter Search Term field, enter “at least” the letters for the Site you are searching.

e By default, the sites that you have permission to view, will display in the Site section.

10
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[T lnchide hactve | Search

) How to View My Sites, My Contacts, My Recent Sites

Steps for How to View Sites, My Contacts, My Recent Sites
Step Action

From the iChannelDesk Toolbar, click the folder icon.

B

. . . MYYE%\ES Shelby’s Bridge Thrift Shop Shelby's Bridge Thrift Shop
To view My Sites, click . g | S Commiy el Hesth s
Iy Entities
sg Bobby Underwood (iChannel Demo Site)
p—
. . C
To view My Contacts, click 2=, a
My Contacts
Recent Title
Entiies ClWod [ Eeal [IBOF  (obcadacdione: =
A MName
;‘l-—f;_n Mﬂ;’ﬁes Shelby's Bridge Thrift Shop " Dem
8C Smith Community Mental Health Demo
. . . Entities
To view Recent Sites, click g | T oene
My Conlacts | yoropiste Tax Demo
|| Template_Client Demo
fa || e e o
Recent Title |
A= O Word [(JEwel [JPDF  Otnerestensors: = | |+ | | =[ | ] Excluds ema

) How to View and Search for Client File(s)
Steps for How View and Search for Client File(s)

From the iChannelDesk Toolbar, click the folder icon.
A

Double-click a Site from the available list of sites. The Sites file(s) will display in the File Area.

11
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Name:

Shelby's Bridge Thrift Shop B
Smith Come unity Mental Health . Deme
SRU Trainit 3 Double-Click an Entity to Demo
‘“"’“”:: i ! | display the entity ! o
Template_ fort document(s). Demo

Client SMITH20 08/26/2019
Client TEMPLATE_CLIENT 08/26/2019
Client Ramses 08121/2019

Client TEMPLATE_CLIENT 08/14/2019

5B-0001

Tee [

O Werd [ Bxcel [ PDF

Otherexensions: *. [ |+ [ |+ [ | [ Exclude emais

Fiter by Tags >

Drag a column header I, £ to group by that column

|

Tn=ra 081052019 1= 2019 AUDIT

TiHlE Type | User odiied Year | Fath CEEgoy FileName
'Q‘ ‘2019 BASIC USER TRAINING AGENDA_20190826_1251 pdf .‘bnhby underwood 08262019 12 ‘2019 ‘ ADMINISTRATIVE ‘CORRESPOND. 2015-SB-0001-Correspondence-2019 BASIC USER TRAINING AGENDA_20150826_1251-8262019
||  HowtoEmail a Client a File or Files from iChannel Secure Email mp4  bobby.underwood 082612019 12 2019 ADMINISTRATIVE ~ CORRESPOND.. 2013-SB-0001-Carrespondence-Haw to Email a Client 2 File or Files from iChannel Secure Email-822019
B Audit07312019 pdf  Imagby 082672019 1= 2019 AUDIT VORKPAPERS  2019-SB-0001-Workpapers-fudit 07212015-8112019
[[ 2019 Advanced User Training pdf  bobby.underwood 0872672019 11- 2019 ADMINISTRATIVE ~ CORRESPOND_ 2019-SB-0001-Correspondence-2019 Advanced User Training-882019
[§  FileFrom Client3 pdf  Imagby 082672019 1. 2015 ADMINISTRATIVE ~ CORRESPOND.. 2015-SB-0001-Correspondence-File From Client 3-8112018
[ HowtoRequesta File or Files from  Client mpd  bobby.underwood 0872672019 1= 2019 ADMINISTRATIVE ~ CORRESPOND.. 2019-SB-0001-Correspondence-How to Request a File o Files from a Client-822019
[{)  RenameNew File pdf  Imaghy 087222019 11: 2019 AUDIT SPECIAL REPO . 2019-SB-0001-Special Reporis-Rename New File-8222019
B pdf  Imagby 0872212018 11 2019 AUDIT wol 2019-SB-0001 8112019
= DragandDrop ¢ bobby.underwood 081372019 10=. 2015 ADMINISTRATIVE ~ CORRESPOND.. 2015-SB-0001-Correspondence-Drag and Drop-8132019
& clay 1040 docs it clay@firstoankichannel.com 08/132019 08- 2019 ADMINISTRATIVE  CHECK 2018-SB-0001-Check-clay 1040 docs-132019

Payroll June pdf  Imaghy 0871172019 16: 2019 AUDIT wol 2019-SB-0001 Payroll June-8112019

2019 Basic User Training Agenda-Merged pdf  bobby.underwood 08/11/2019 16- 2019 CORRESPONDENCE CORRESPOND. 2013-SB-0001-Correspondence-2013 Basic User Training Agenda-Merged-882019

FS-Q2-031315 xlsx Imagby 08052019 12 2013 AUDIT FINANCIAL STA. 2013-SB-0001-Financial Statements-FS-Q2-03 13 18-7242018

FINANCIAL STA.

2019-SB-0001-Financial Statements-Modified Date-852019

To narrow your search for a file(s), use the file Filter features; select to display the results.

Tie |

| Fitter

O Word [1Ewcel (JPDF  Otereensons: * [ |+ [ | *[ | [ Exclude emails

"
List Al

e Toreturn all your file(s) for an Site, select

el | To search for file(s) based off a Filter: Column Headings:

e Select a column heading, click-and-drag the column header to the grey bar area.

Drag a column header here to group by that column

‘ |T|||e |Typ=‘UsH c? -‘Ym‘Panh |Categry ‘HleNam
2019 BASIC USER TRAINING AGENDA_20130826_1251 pdf  bobby.underwood 08/26/2019 12 2019 ADMINISTRATIVE CORRESPOND_. 2013-5B-0001-Carre
Hew to Email a Client a File or Files from iChannel Secure Email mpé4  bobby.underwood 08/26/2019 12 2019 ADMINISTRATIVE CORRESPOND_.  2013-5B-0001-Corrd
Audit 07312019 pdf  Imagby 08/26/2019 11 2019 AUDIT WORKPAPERS  2019-SB-0001-Worl
2018 Advanced User Training pdf  bobby underwood . . = D001-Corrd
Fie From Clicnt 3 nct Imagby - Select a column heading, click and  wor.con
How to Request a File or Files from a Client mp4  bobby underwood ] drag the heading to the grey area. PDI]LCms
Rename New File pdf  Imagby 0001-Sped]
\Workpapers pdf  Imaghy i pm1-w«t
Drag and Drop Bt bobby.underwosd You can click and drag as many  oow-cer
| clay 1040 docs tt  clay@firstbankichannel 1-Ched
a Payroll June pdf  Imagby ] COIumns as necessary' 0001-Worl
2018 Bsic Lser Trairing Agonda Merged pdf  bobbyundervood " OEFTEOT T8 0TS CORFESFONDENCE " CORRESFOND ™ 30785 000 -Corr)
FS-Q2-031318 xlsx  Imagby 08/05/2019 12... 2019 AUDIT FINANCIAL STA. 2019-SB-0001-Finar
35 Modified Date xlsx  Imagby 08/0572019 11... 2013 AUDIT FINANCIAL STA. 2019-5B-D001-Finar
Testing Modified Date. pdf  Imagby 08/0572019 11... 2013 ADMINISTRATIVE FEES 2015-5B-0001-Fees|
A0 Tex Reun-02 152019 slsxImachy 0057019 10 2018 TAX  RETURNS  2018-SR-000L-Rend

e Toadd additional Column headings to the filter, repeat the click-and-drag steps listed above.

£l Year : 2019 (3 items)
5] Category : AUDIT WORKPAPERS (1 item)

Path

Category : CORRESPONDENCE (17 items)
Category : FEES (3 items)

Category : FINANCIAL STATEMENTS (3 items)
Category : JOBFILE (1 item)

Category : RETURNS (1 item)

Category : SPECIAL REPORTS (1 item)
Category : WORKPAPERS (3items)

clay@firstbankichannel.com 08/132019

EAC R u s T
& Category : RETURNS (1 tem) |
| Tite | Type | User Modified 7| Path | FileName
3 Tax Return-02 152019 xlsx  Imagby 08/052019 10.. TAX 2018-SB-0001-Returns-Tax Return-02 15 2013-6242019

ADMINISTRATIVE 2019-SB-0001-Check-clay 1040 docs-8132013

e Toview a file, double-click a file in the File Area.

12
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e Toclear Filters: Column Headings, select.

8 To search for a file(s) associated by Tags and/or a Workflow, select all necessary Tags or Workflow
checkboxes in the Filter by Tags section.

Fitter by Tags <<

= Tags

[ []-—Project/Opportunity-—-

[]--Completed--

[ Shelby Bridge 2018 Task List _ 12/31119
""" []1040 Tax Return 2019 _ 10/31119
[]2018-Tax Return-Mon Profit _04/12/18
[ Sample Moving Example _04/15/19
[ Template_Karen _11/29/13
[] Testing Status _07/31/18
=[] Tax Return

) How to Add File(s)

iChannelDesk has built-in intelligence to make storing client file(s) a quick and easy process. Users have
the option to upload one file at a time, or by using the Control (Ctrl) key on your keyboard to select
multiple Files when uploading. When uploading file(s) into iChannelDesk, there are two options:

& Copy - this operation will make a copy of the source file from your local machine and
make a new copy within iChannel. To copy, the user must also hold down the “CTRL”
key when dragging

& Move - this operation will permanently move the file from your local machine into
iChannel.

Steps for How to Add File(s)
| Step Action |

il Locate the file(s) that you want to upload to a Clients File Area.

Click and Drag the file(s) over the Save icon on the iChannelDesk Toolbar.

& Copy - highlight a file(s) and hold down the “CTRL” key at the same time as you drag the file(s)
over the Save icon on the iChannelDesk ribbon.

©& Move - highlight a file(s) and drag the file(s) over the Save icon on the iChannelDesk ribbon.

13
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e

Mame -

@ 2019 August GUIDE iCl annelDg
@ 2019 iChannel Desk Ins tallatigg
i\ 2019 iChannel Desk Ins tallati

|
{;“Depmﬁnvrac loute m

o Date modified Type]

ob Aided, .  9/4/2019 12:20 PM Micr]
8/28/2019 8:39 PM Micr

8/28/2019 2:40 PM Ado

The Add New to iChannel window will display.

Add New to iChannel

= 9
Do i 39 armiom ||l e e
B SRU Training
E MyEnfiies | 0 s Bidge Thit Shop
My Contacts | 5k Community Mental Health
) Recent Entities |JBC Market
Categories
Tte Descrption
Subfolder | ~
Year Pemmanent FY

Pending Files (0/0)

Status

Uss Standard Fls Naring

Close

| Add&open || add ||

When uploading a file into iChannel using iChannelDesk, you can:

e Upload one file at a time

e Upload several file(s) at the same time

e Upload file(s) to different Sites, Categories, Tags, Workflows as needed

& Add New File(s) to iChannel using iChannelDesk

14
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Clear List

Add New to iChannel

e Select root ste: | Demo

Dragged Files (112) | Eersearch tem: |
‘

Hame
9 2019 iChannel D...|
2019 August GU..  9:4/201

2019 iChannel D... 828/2019 8:3955.. DOCX

| [ include Inactive

Search

i) My Entities
&4 My Contacts
i) Recent Entities

SRU Training
Type Shelby's Bridge Thift Sho
)19 8:40:0..; PDF

9 12294 DOCX

Smith Community Mental Health
JBC Market

Categories

Administrative Communication
dit Engagemert Letters
Eond Notices
Retums
Training Workpapers

Title Description |2019|Channel Desk Installation Guide
-

Subfolder | Maxh,
Year 2019 ~ Pemanent

Status ~

Use Standard File Naming Pubiish

[=- Tags (Right click on any tag to add a child tag)
&[] -—Project/Opportunity-—
| @ []-Completed-—-

[] 2012 Tax Return-Nen Profit_04/12113
[] Sample Moving Example 0411513
[] Template_Karen _11/23/19

[] Testing Status 0721113

1 [ Tav Betrn

Pending Files (0/0)

Add & Open

Close

i & wNR

Select the Categories (Primary | Secondary).

Update the following fields as necessary:

Subfolder

Click the box or boxes next to the file(s) name in the Dragged Files section.

Select either My Sites, My Contacts, Recent Sites to upload the file.

If the uploaded file title needs to be modified, update in the Title Description field.

Year — if the year is left blank, it will default to the current year.

Status

Permanent
Publish

6. (Optional) Assign Tags or Workflow, as necessary.
7. Click Add & Open, Add, or Close.

\B How to Add an Email

As with adding file(s) to iChannel using iChannelDesk, you can use the same process to add Emails
directly into iChannel. Emails are copied as an Outlook email file (.msg) in the File Area file list. To

perform this task, Outlook must be running so iChannelDesk can open/read the email(s).

Any

attachments will be saved with the message. The same Files features apply to emails as with other file

types.

15
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@& Toonly add the attachment in the email to iChannel using iChannelDesk, open the email with the
attachment. Click the attachment file(s) and drag and drop the attachment to the Save icon on
the iChannelDesk toolbar.

Steps for How to Add an Email

Locate the email(s) that you want to upload to a
Clients File Area.

Click and Drag the email(s) over the Save icon on .
Drag-and-Drop the

the iChannelDesk Toolbar. | Email over the Save
icon.

The Add New to iChannel window will display.

Clear List » Select oot ste {Demo ‘f]
Dragged Files (1/1) | Entersearchtem: | | [ Include Inactive Search
- S Mertal Heath
Name Modified Type EWCM | Browns Famiy Company inc
RE Question on.. | ¥4/2019 12475 MSG A My Contacts | 5pelp's Brdge Thitt Shop

Email Categuries

Year 2019 v [ Pemanent 2

[ Save Sync Rue Add & Open Add Cose

Pending Files (072) \

When uploading an email into iChannel using iChannelDesk, you can:
e Upload one email at a time
e Upload several email(s) at the same time

e Upload email(s) to different Sites, Categories, Tags, Workflows as needed

& Add Email(s) to iChannel using iChannelDesk

16
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Add New to iChannel

Clear List

»

Dragged Files (113)

2019 iChannel D.

| 2019 iChannel D.

2019 August GU..

Type
2812019 8:40:0... PDF
942019 12:29:4_ DOCX
828/2019 £395.. DOCX

Pending Files (0/0)

Select root stte: ‘Demﬂ V|
T [ P
{
B SAU Traiing
EM"C SO Sh<lo, s Bidoe Thit Shop
My Contacts | Sy Community Mental Health

1] Recent Entities | JBC Market

Categories

Administrative Communication
Engagement Letters

Eand Netices

Retums

Training Workpapers

Title Description ‘2019\[]15””&‘ Desk Instaliation Guide

Subfolder | ax\ >

Year 2019 ~ Permanent

Status ~ Use Standard File Naming Publish

5 Tags (Right click on any tag to 3dd 2 child tag)
E[]—Froject/Oppertunity—
[]-Completed--
[[]2012 Tax Return-Non Profit 0411219
[[] Sample Moving Example _04/15/13
[ Template_Karen 1128113

[ Testing Status _07/31/13
[ [ Tax Baturn

(

Add & Open Add

Close

vos W ope

= Subfolder

Select the Categories (Primary | Secondary).

Update the following fields as necessary:

iCHANNEL

Click the box or boxes next to the email(s) name in the Dragged Files section.

Select either My Sites, My Contacts, Recent Sites to upload the email.

. Ifthe uploaded email title needs to be modified, update in the Title Description field.

= Year —if the year is left blank, it will default to the current year.

= Status

"=  Permanent
= Publish

6. (Optional) Assign Tags or Workflow, as necessary.
7. Click Add & Open, Add, or Close.
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) How to Add a File(s) — Routing Queue

To add file(s) to your Routing Queue, drag and drop the file(s) to the Route icon on the iChannelDesk
Toolbar. The file(s) will appear in your routing “Inbox” in iChannel.

Steps for How to Add a File(s) — Routing Queue

Locate the file(s) that you want to upload to a Clients File
Area.

Click and Drag the file(s) over the Routing icon on the
iChannelDesk Toolbar.

{;“D Open H Sa ;-_c Route [ Q| a8

The Upload window will display.

"oy 94% complete

Copying 1 item from Downloads to bobby.underwood

94% complete X
e

) More details

To view file(s) in the Route que, click the Route icon on the iChannelDesk toolbar.
e The Route folder will display.

Network > demoweb0l.conarc.com » demodppqueue > bobby.underwood
Mame Date medified Type Size
N = $2019-5B-0001-Workpapers-Workpapers-8112019 (1)....  8/19/2019 1:27FM Adobe Acrobat Docum.., 119KB
= $2019-5B-0001-Workpapers-Workpapers-8112019.pdf 8/19/2015 10:54 AM Adobe Acrobat Docum... 119KB
i @ Sichannel desk installation.docx 8/9/201912:41 PM Microsoft Word Docum... 15KB
I @ Sichannel desk installation_0909201%124820.docx 8/28/2019 %:40 AM Microsoft Word Docum... 13 KB
-
fr—
. W~ | ey
IL \Q@ODW H Sil :'e -i: Route I. aSmc __q%
Ne—

) How to Save File(s) Directly to iChannelDesk — Monitor Folder

Create and Save new file(s) directly in iChannelDesk using the Monitor Folder. All file(s) that are created
and saved directly to iChannelDesk using the Monitor Folder will appear in the Pending Files section of
the File Area. The Monitor Folder feature is intended to make it easier for a user not having to save first
to their local drive or to a network folder.
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/Add New to iChaninel X

o » Select oot ste:

[ S | osnom [ ]O roueruae [ S|
Pending Files (1/1) My Entities | SRU Training

Shelby’s Bridge Thft Shop

48 My Contacts | Sy Communty Metal Heath
Mod () Recent Entties | JBC Market

1Y ow 3 File o the iChannelDesk Monitored Folder 0910

Categories

Title Description chw to Save a File to the iChannelDesk Monitored Folder

Subfolder v
Yexr 2019 [ Pemanent N
Status v| [ Use Standard Fie Naming

. R Add8Open || Add Close

By default, when iChannelDesk is installed, the install will create a new folder in Files called

“iChannelDesk”
~ 3 Quick access

Camtasia 9/5/201910:24 AM  File folder

B Deskiop -
iicbes NSies Tomooikoo T17/2019 931 AM File folder
¥ Downloads  # iChannelDesk 2/7/201911:43 AM  Filefolder
[5 Documents ' Senew Fotder— 7/16/2019 8:35 AM  File folder
&1 Pictures - Outlook Files 8/9/2019 1144 AM  File folder
3End User Guide ™ P Release Notes A 7/24/2019 235 PM  File folder
2019 iChannel Desk Screencast-0-Matic 2019410PM  File folder
S Snagit 2019 11:24 AM  File folder

2019 5RY @ ChatLog Delete a Template from iChanne... 8/2/201912:22 PM Rich Text Format 1KB
ChatLog Meet Now 2019_06_27 07_16.rtf 6/27/2019 7:16 AM Rich Text Format 1KB
> g Creative Cloud Files ChatlLog Publishing Process for Release ... T/2472018 219 PM Rich Text Format 1KB

@ Request a Client Decument.docx

£ SRUi-9-paper-version.pdf

> @ OneDrive - Conarc, Ir @7 Test Word Document.docx

2019 3:42 PM Microsoft Word D... 19KB
201910:12AM  Adobe Acrobat D... 124 KB
6/6/2019 2:47 PM Microsoft Word D... 12 KB

2 Dropbox

[ONONORONONONONONENORORONONY!

~ W ThisPC
> M 3D Objects

‘: |= Documents

S S
5 b Music

Create a new file(s). (i.e., Word, Excel, PDF, etc.)

Select File > Save As > {Browse} to the Files > iChannelDesk folder.
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To access iChannelDesk Pending Files:

|| PendingFiles..
e Right-click the iChannelDesk icon from the toolbar. [~ My Actvite:

Reset Window Location

Settings...

Restart iChannelDesk
Exit

e Access the Links icon from the Window System Tray. Right-click
the iChannelDesk icon, select
Restart iChannelDesk.

The Add New to iChannel window will display. The new file(s) will
appear in the Pending
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Files section.
Add New to iChanne X
Open » Select root ste: [Demo v]
: e ‘| Enter search tem: | | (7 inciude Inactive Search
Pending Files (111) ] My Entities ;F]*;Jb}ﬂmg S
&3 My Contacts it Sjmml.?: 3l pea
Name Mod | I Recent Etties | I5C Mateer
[ How to Save a File to the iChannelDesk Monitored Folder :09/0!
j C
Title Description |How to Save a File to the iChannelDesk Monitored Folder
Subfolder ~
Year 2019 V‘ [] Permanent &
Status vl Use Standard File Naming
. . Add&Open | Add Close
1. Click the box or boxes next to the file(s) name in the Pending Files section.
2. Select either My Sites, My Contacts, Recent Sites to upload the email.
3. Select the Categories (Primary | Secondary).
4. Ifthe uploaded email title needs to be modified, update in the Title Description field.
5. Update the following fields as necessary:

= Subfolder
= Year - if the year is left blank, it will default to the current year.
= Status
= Permanent
= Publish
(Optional) Assign Tags or Workflow, as necessary.

7. Click Add & Open, Add, or Close.
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%) How to use iChannelDesk Sync

iChannelDesk Sync allows users to manage their Contacts in Outlook and provide you with one
centralized database. The synchronization allows you to add contacts from Outlook to iChannel and vice
versa. Contacts are matched up so that only your business contacts are synced. Once the contacts are
in Outlook, they can also be synced to your chose mobile device.

By default, the syncing is always FROM iChannel DOWN to your Outlook. The exceptions to this rule are
those contacts which are defined as YOUR contacts in iChannel by the Responsbilel or Responsible2
fields on the Contact record. For those contacts, iChannel will do a BI-DIRECTIONAL sync based on which
record was updated last.

The iChannelDesk Calendar Sync has been updated. Now if you delete an entry in Outlook, it will be

deleted from iChannel during a bi-directional sync. Only items that have never been added to Outlook
will be created.

Steps for How to use iChannel Sync

First Time Setup of iChannel Sync

There are several steps that should be done to configure iChannel Sync. iChannelDesk provide to options to
setup sync:

& Manual iChannel Sync

& iChannel Prompt Wizard

Designate Personal Contacts — once a contact in Outlook is identified as Personal, iChannelDesk will
ignore these going forward.

i(.:‘@am Hs.ava-cﬁuu:mswc[ 52

iChannel Synchronizer

Open iChannelDesk and click the Sync icon. The
. . . . Bi-directionally synchronize iChannel Contacts for which you are responsible. All other
iChannel Synchronizer box will display. iChannei Contacts should be puled from iChanel into your Outlook ‘

Sync Outlook Contacts Perform Syne
Add these contacts to Outlock from this iChannel sync list:
[outiook -]

Click the Match Wizard button. The Contact Sync Outlook Contact Folder [Cortacs <]

—

Wizard window displays. Watch waard.. Aready metched..

Note: Window will lisappear during analysis
R ————

Last time contacts were synced: N/A

Set
Reset last sync date: |Wednesday, e 12,2019 [~ | EI

Sync Outlook Calendar Sync Emails

\
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In the From your Outlook, select the items that
you want to Search, Match, or Make Personal.

IdSite the personal names and select those by
checking the box.

Then click the Make Personal button.

e Once designated as personal, the name
will no longer appear in this box. You do
not have to complete this process all at

iCHANNEL

Contact Sync Wizard

From your Outlook
Sadart tha Bame that wes want tn Sanrh Mabch o Make Pogonal: Refresh

Last Name Frst Name Compary Name Emal

Appiessed dohevry ioppleseed5Ses@mal com

Search in iChannel Make Pemonal Addto iChannel
Froe i(Channel e—

Last Name Frst Name

Auto Maich, Bt

once, you may stop at any time and resume later.

Technical Note: In Outlook, “User Field 4” stores the sync status of the
contact. If personal, the world “PERSONAL” is store in this field. If matched

(L)
Parel

=

with an iChannel Contact, an iChannel ID is stored. If there is no value in this
field, we consider the contact as “Unmatched” and the name will display in

the From your Outlook list and “nag” you during the sync process to match it.

Keep the Contact Sync Wizard screen open and continue to the next step.

Match Outlook contacts to those in iChannel - now the list of names in your Contact Sync Wizard
should be considerably smaller. At this time, you will need to search to see if each remaining contact
can be matched with a contact in iChannel. We understand this may take a while, however it’s a one-
time process. Again, you may stop at any time and resume later.

Choose a name by clicking the
check box. You can only choose one
name at a time for this process.

From your Qusiook.

Last Name
B Aepieseed

Last Name

Perdom match

Ceontact Sync Wizard

Select the ibems that you want to Search. Match, or Make Personal

—_—
Search n Crannel

First Name omparny Name Emad
Jobherry mppleseed S544@mal com
>
Maice Personal Add to ICharnel
First Mame omparny Name Ernad

® (lick the Search in iChannel button. iChannel will search the entire contact database to try to
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locate a match. The From iChannel box will display any matching contacts based on the names,
email address, etc.

® The possible matches will display in the bottom From iChannel box. If iChannel thinks there is
an exact match, it will automatically be selected, if not you will need to select one from the
possible matching contacts.

e When the match is found, click the Perform Match button at the lower left. This will link your
Outlook contact with the iChannel contact. Continue matching each contact listed in the From
your Outlook area.

e [fthe contact cannot be matched to any existing contact in iChannel, continue to the next step
to add it to iChannel.

Add contacts from Outlook to iChannel - after you have determined the contact cannot be matched
to any existing contact in iChannel, you can add it immediately.

Contact Sync Wizard

From your Outlook

Sedect the tems that you wart to Search, Match. or Make Personal Refresh
Last Name Frst Name Compary Name Emal

[ fopleseed Jobrrry \opieseed 544 @mal com

~
v

Search in iChannel Maice Personal I Add to iChannel

From iChannsl
Last Name Fr=t Name Company Name Emad
Perform match Auto Match, Ext

e Select the contact name in the From your Outlook area.
e (lick the Add to iChannel button. The Add Contact To iChannel box will open.
e (1) Type an Site name in the Name field and click Search.

e (2)Choose the Site from the resulting list. If the Site does not exist, you cannot add the contact
now. The Site will need to be created in iChannel first.

e (3) Review the existing contacts and confirm the contact does not already exist.

e (4) Click the checkbox for that contact. Click the Add button. You will get a confirmation
message, click OK. You will return to the Contact Sync Wizard, which you can close at this time.
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Add Cortact To iChannel

STEP 1: Search for Entty

- ==
Ertty Type (M) v 2rends found

Gty [ EE

Nare Ertty Type Cay Ste F

Boan's Socks Testrg Aoharetts GA 0005

Boanstak Netwods, LLC Lead West Paie Beach fL B N/

Extng Cortacts - Ok on the Ertty name above 1o daplay of sssccated cortacts
Srit Name Last Name Phone Emai Outuuu\/

amancardeve® . Beans Socks
amanda deve@c . Bean's Socks
John Bean's Socks
ouou@myenals . Bean's Socks
smandardeve®  Conarc. inc-Man (Roct)
amanda deve@c  Comarc, Inc-Man (Rost)

Adde
Amanda
John
Loulow
Adde
Aeranda
lee (770) 8450502 dowey@corare  Corare, Inc-Man (Rot)

JEefyee

STEP 2: Oheck e box for aach contact 1o add 1o the selected ertty

Lagtname Fratname Responsble  Compary Wok Phore Mobde Phore Cey

n Adding Contacts from iChannel to your Outlook - within iChannel, you can specify the contacts that
you want sync’d with Outlook. This is done via the Personal List called “Outlook.” Please see the
iChannel User Guide for instructions on how to set this up.

Once your list has been saved, you are ready to add those contacts to Outlook.
e Open Outlook and iChannelDesk.

e C(lick the Sync icon on iChannelDesk. The iChannel Synchronizer box opens.

Check the box Sync Outlook Contacts. You may have multiple sync lists and they will appear in the
drop-down list to choose from.

25



iChannel Desk (ICD) iCHANNEL

iChannel Synchronizer

Bi-dractionally synchronize iChannel Contacts for which you are responsble. All other
iChannel Cortacts should be pulled from iChannel into your Outiook:.

[ Sync Outlook Contacts Perfom Sync
Add these contacts to Outlook from this iChannel sync list:
= 7]
Outlook Contact Folder Contacts v|

Note: Window will disappear during analysis

Last time contacts were synced:  4/7/72017
Resetlast sync date: | Saturday . Januay 7,2017 (3~ |

Set

ync Outlook Calendar Sync Emails

e C(lick the Perform Sync button.

e iChannel Desk will run and when complete, the Contact Sync Wizard will open if you have
unmatched contacts.

Contact Sync Wizard

From your Outiook

Select the items that you want to Search, Match, or Make Personal: Refresh |
Last Name First Name Company Name Email ~
1=l ichanne! ichannel@isgusa.com
] Aylor Gina
[ Black Kristina
[] Brooks Connie
[] Brown Jo
[C] Campbell Krissy S
<B i =
| Make Personal Add to iChannel
From iChannel
Last Name First Name Company Name Email ~
Black Kristina
[ Biack Euclid
(] BLACK CATHERINE
[ Black Lorie
[ Black Joe W
< >
Perform match Auto Match... Bat ‘
)

e You may continue to work on the unmatched contacts or skip this step by clicking the Proceed
with Sync button. The iChannel Contact Synchronizer will run and display a status bar at the
bottom of the box.

e When the sync occurs, the base contact information is synched such as name, company,
address, phone(s), and email.

e When the sync is complete, a confirmation box will display the contacts that were updated in
iChannel.

e (lick OK. The box will close; the Synchronizer will continue to display and can be closed, too.
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851 iChannel to Outlook Sync Results - [m] X

Pulled down from iChannel -> your Outlook

Last_Update
4/7/2017 amanda.davis_outlook

| Apple Test Entity

cammnm:o 7Talk ie{nsrtmrmdzor

Sent up from your Outlook -> iChannel

Calendar tems touched: 0 Task items touched 0 Emais saved: 0 Close

Viewing My Matched Contacts

From the iChannel Contact Synchronizer, click on the Already Matched button to look at the contacts
you are synchronizing between iChannel and Outlook. This grid can be easily re-arranged by clicking on
the column name and dragging it into the header.

Maiched Contacts

Drag a column header here io group by that column,

Aogleseed Johnny Bear's Socks

Daily use of iChannelDesk Sync

You can either manually (Step 4 above) OR automatically sync all the matched contacts. The settings
for automatic syncing are on the iChannelDesk Settings screen. You can choose to Auto-Sync on Startup

or Auto-sync on Exit of iChannelDesk.
.
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iCHANNEL

iChannelDesk - Sync

Settings SC  Hstory Suppot  About

What do you wart to sync?

£ Contacts

Add these contacts to Outlook from this IChanned sync kst - »C\M v
Outlook Contact Folder:  |Cortacts. v]
L O From Channel To Outiook
° en
Process 1 back €0
@ o days to days formard
0 E-maits (] Duplay Erttes 3ss00ated weh the serders emal a3dross or doman
Process 2 days back § Manage emal sync rues
"When do you wart Ao Sync to nan?
] On Startup Delayast Statup: 2 T mintes |
Ofrqmncy By 2 %] hombewen 7050 o] and [2570
] OnEm ——— EXNEPRES) v
Changes may require a program restant oK Cancel Revent

You can now manually sync during auto sync wait. No matter what you are syncing, new functionality
verifies that a manual Sync is not active when initiating the Auto-Sync process; if it is, the Auto-Sync is

abandoned. The Sync Button is disabled during the Auto-Sync process and enabled when it is finished.

\Q How to Perform a Quick Search

iChannelDesk can perform a quick Site (client) or contact search using the Quick Search feature on the
iChannelDesk toolbar.

- .
O o | seve (@ e §B 5 =B P
iChannel Search — O >

2

S’ Cwiarlence, NC 29901

| "% ] ACME Transportation LLC (ACMET-1)

P

| 7] ACME Building Supplies (ACMEB-1)

F arch Triangle Cir

USA

227 Sandy Springs Place
Suite D-415

Atlanta, GA 30328

USA
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iCHANNEL

1. Ifyou areloggedintoiChannel, click the Folder link will reload the browser window to

the File Area of the Site selected.

2. Click Email icon will reload the browser to the Site’s Email area.

Click Clipboard icon will copy the Name and Address to the clipboard.

) How to View My Activities

iChannelDesk provides a quick and easy feature for users to access and view their Activities (tasks).

Steps for How to View My Activities

e Right-click the iChannelDesk icon from the toolbar and select
My Activities.

e Access the Links icon from the Window System Tray. Right-click

To access My Activities: {a. —1__1=1 ——

| My Activities |
P Reset Window Location |
Settings...

Restart iChannelDesk
Exit

the iChannelDesk icon, select
My Activities.

The user will be redirected to iChannel | User Activity tab.

g 5y D2 e e [T - ©@ @ © [

Files  Contacts  Projects  Pipeline  Calendar  Routing  NewRouting  System

Detail: [sruEntity | ava ® 5 kkok ok

Save) (Docs) (Subscriber) [(Hore... ]

SRU Enti
1880 Stevens BIuff Lane

404-733-0300

0

Detail Contact 2 Discussion 2 Activity S Notification Project History
ontact Detail: Paula Underwood %

Last: Underwood Fist.  [Paula ] Work: [a04733 0300 e[ |
Salutation: ~ Nickname: Cell:
Title: | Email:  [Paula.underwood@email.com | Home:
Department: | Email 2: |
Location: < Email 3
Active: Yes v Communication Method:

Addresses & Phone Numbers [ — ¥

Detail Linked Discussion | activity ! | | [ Notification Project Sync List History
Activities (] 1| Add Activity ~
Filter: [All ~]  Timeframe: [Al ] Activity Count: show: [Flcompleted FlFuture [Mproject Activities

exclude Emails Begins with: [ subject: Budget: Actual: | | sign-off: [
Type Status Stop Subject Contacts Notes
Task  Waiting on Client 05/03/2018 10:07 AM 00/06/2019 11:07 AM(73) 1040 Tax Doc SRU Entity Test Project SRU

Paula Underwood

1 Total Records
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) iChannelDesk Support

If you are experiencing any issues with working with iChannelDesk, users can access Settings > Support
tab to create a support ticket that submit the ticket request to iChannel Support Team. The Support tab
also has links to various configuration files and a link to Export Trace Log to Desktop that that the

iChannel Administrator can use to trouble shooting your issues.

iChannelDesk - Support
Seftings Sync  History Support  About

Go to Support Suite
Config files

E & B d E d

App User Roaming

Trace files

From here, you can email your trace file (and config files) to iChannel Support

() 1 do not have a support ticket and do not need one created
() Create new support ticket () | have an existing ticket

e

Motes (optional):

View trace file Export trace file to Desktop
Re-register Redemption

Changes may require a program restart.




