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Overview

This guide provides an overview of the procedures available to users with Admin Manager
privileges. Images in this guide are from Windows 10 with Internet Explorer 11. Your screens
may differ with a different OS or browser.

TotaleAtlas, TotaleAtlas RTS, TeA and TeARTS are generic terms for IMM eSign. In this guide
text and screen shots may use any of these terms.
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Getting Started

The eSign Admin Manager Administrator will define document templates for use in the IMM
eSign system. As part of that process, field and party information regions will be defined.

PDF documents used for AIM definitions cannot be password protected and cannot
have any security that prevents data extraction.

Before being able to use a document in IMM eSign, the administrator first needs to define a
document using a document template. This involves loading your PDF document into the
eSign Admin Manager, and then giving the document a unique name, defining index fields
and designing additional information fields. When defining a document and document regions,
you will first select an item (Document Type, Party Information, Text Field, etc.) and then use
the mouse to highlight the region on the document, as indicated in the following procedures.

1.

2
3.
4

© N o o

10.
11.
12.
13.
14.
15.
16.

Planning and Indexing
Starting Admin Index Manager
Creating a Document Template
Defining FI Level Index Information

a. Add/Edit/Define index field, including custom index fields

i. Set Fl-wide default values
ii. Setcustom functions

Loading a Document
Defining a Document Type
Defining FI Level Index Field Regions
Modifying Document Level Indexing

a. Set document level custom functions

b. Set document level index field default values
Defining Text Fields
Defining Checkbox Fields
Defining Signature Fields
Defining Initial Fields
Defining Party Information
Closing a Document
Managing Attached Documents

Exporting and Importing Defined Documents

2/5/20



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

Planning and Indexing

Before defining documents, you should be familiar with indexing and archiving. You should
know which fields will be required for indexing, which text, checkbox and signature fields will
need to be added to the documents, and you should know what party information will need to
be added for Remote Signatures (Optional).

Index Fields

Index fields are used for your document indexing and archiving systems. Indexes are
necessary for your imaging system to successfully archive your document.

In IMM eSign RTS, there are 2 levels of indexing.
FI Level Indexing

Indexing information defined and applied at the FI (Financial Institution) level applies to all
documents processed through IMM eSign RTS. FI Level index fields can be edited or
modified before defining a document or while a document is being defined. Custom Index
Fields are created and modified at the FI Level.

Document Level Indexing

Some index field information for individual documents can selectively be modified separately.
Document Level Indexing changes takes precedence over Fl Level Indexing. Document Level
index fields can only be modified during the document definition process. Custom Index
Fields may be also modified at the Document Level.

Information Fields

Text, checkbox and signature fields are used to add additional information to completed
documents. Procedures for adding these fields are included later in this guide.

Party Information Fields

Party information fields are used to transfer information from documents to eSignature,
allowing documents to be viewed and signed via the web. Refer to Defining Party
Information on page 58 for more information.
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Starting Admin Index Manager

First Time Logon
1 Click Start > All Apps > IMM > Index Manager.

The first time eSign Admin Manager is started, the Preferences window appears and
the Host System FIID will be blank.

This window also appears from within eSign Admin Manager by clicking Edit >
Preferences. Refer to Edit Preferences on page 10.

Click Edit to unlock.
1 Verify the Web Service URL.
o This is TeSign.asmx, not Login.asmx.
Web Service URL addresses use the .asmx extension.

The URL prefix (HTTP/HTTPS) must match the prefix selected during
the server components installation.

eSign Admin Manager must be restarted if the Web Service URL is
changed.

2 Enter the Host System FI ID. This is the FI ID established when the FI was
created.

3 Enter the Host FIID Password. This is the FI Access Password as set by the
Host Administrator during FI creation or modified under Change FI Access
Password.

4  Click Save.

-
* Preferences

@b Service URL: |h‘ftp:,"f'YDurServerfTe}-‘u'-‘xSF‘fTeSign.asrm( |

(2ostSystem FIID: [ YourFIID (%)

@t FIID Password: |"""‘“"" |

Edit Close

Save Cancel
O

o D Indicates the FI ID has not been verified.

The Preferences window can be opened again as necessary.
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The Enter eSign Credentials window appears with the Host System FI ID populated
from the previous step.

e Host System FIID: Preset during installation.
¢ Domain: Preset during installation.

e User ID: ID of user logging into eSign Admin Manager based on the Windows
login.

o This user ID must be created by the FI Admin prior to this step.

1 RTS Password: This is the RTS Password which is assigned to the User ID in
eSign RTS User Maintenance.

2 Click OK to continue.

=

#~ Enter eSign Credentials

Host System FIID ;| YourFlD
Domain Y OURDOMAIN
User|D: YourlserD
(DRTS Password : |
® 0K Cancel

If any information on this screen is incorrect, you will be returned to the previous
screen.
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3 o This warning will appear if you are not authorized to define documents
through the eSign Admin Manager.

=

Warning

You do not have sufficient privileges to use Admin Index
Manager

The user running eSign Admin Manager must be a member of the
DocumentAdmins or Administrators group. Refer to the FI Administrator
Guide for more information.

4 The eSign Admin Manager screen appears.

Bl Edt Pty i Help

DD ool A b |

Current FIID

Hover the mouse to display
more information

Host ID: HostID
HostFEID: Y ourF D

FIC: 2

The current FI ID appears in the lower right corner of the window.
Hover the mouse pointer over the FI ID to display more information.
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Edit Preferences

When you are defining documents for multiple Financial Institutions, use Edit Preferences to

point AIM to a different FI or server.

1 From the eSign Admin Manager screen,
Click Edit > Preferences.
In the Preferences window,
Click Edit.

2 Change the following options as necessary:
1 Web Service URL

o Web Service URL addresses use the .asmx extension.

server components installation.

The URL prefix (HTTP/HTTPS) must be the prefix selected during the

Host System FIID

Host FIID Password

Zip Files Folder (Only appears if the TeSign Zip Add-On is enabled.)
Restart AIM.

a A wW0DN

-
* Preferences

@eb Service URL: |l'rl'tp:i:"“(ourSer'u'erfTeﬂASPfTeSign.asrnx |

(2)fostSystem FIID: | YourFIID |

(3)st FIID Password: | === |

@ Files

Zip Files Folder: | C:\Program Files (<88)\IMM\ Totale Sign'Admin\ZipFiles |

Browse ...

Edit Close

Save @ancel

o eSign Admin Manager must be restarted if the Web Service URL is
changed.
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Creating a Document Template

o This function is not supported in Thin-Client installations.

In order to process or define a document, the document template first needs to be converted
to PDF format.

A document template is a PDF document used to define Field and Party Information regions
and locations within the document. If the documents that you would like to use in eSign are in
any format other than PDF, you can convert your non-PDF document into a PDF document
by printing it using the eSign Admin Printer, which will convert the document to PDF format.

o Before creating your PDF document template, you may find it helpful to populate the
field regions in the template with sample information. This will allow you to more
easily select and define the regions later.

Open the document.

LnAppTMPLT_1apps_|D0002-a1_20170426.docx - Word RussK 7 — [m] X
) Copiest |1 : -
e |
Printer :
IMM Adrmin Virtual Printer 0 D
M Loan Application MM FCU
Ready)
Printer Properties I ot B
T
Settings

[l

’rD Print All Pages
The whale thing

Pages:

Pezmk EI Print One Sided N
Only print on ane side of th..

stz EE S .
123 123 123

Options

D Portrait Orientation -

Letter
611.92 ptx 7919 pt

WB LnAppTMPLT_1ap...

Custom Margins -

B -1089 TeA 2015.1 X...

WB LnAppTMPLT_lap... E

1 Page Per Sheet =

vﬁ MNormal.dotm

Page Setup
JE -1163 TeA 2016.1.1... -

1 Click File > Print.
2 Select the eSign Admin Printer.
3 Click Print.

The document will be converted to PDF format and placed in the
IMM\TotaleSign\Admin\IndexFiles folder.

Repeat as necessary to create additional PDF files.
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After the PDF document has been created proceed to Defining Fl Level Index Information
on page 13 or Loading a Document on page 17.
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Defining Fl Level Index Information

Add/Edit/Define Index Fields

A total of 20 index fields (including any predefined index fields) may be defined for
each Fl.

From the TotaleSign Admin Index Manager screen,
Click Fields > View/Change Index Types.

The View/Change Index Field Types screen appears.

TndexFieldType  Tille MaxLength Defaull for Search Active  Default for Search Completed Use For Imagin Sxternal Index  Imaging Index Name S
[14HSTOIND DA 1414 D ——| = 50| .
IMM_STOIND_TIMI IMM Time 50 [B] Time
IMM_STDIND_TRA IMM Transaction 100 TransactionlD
Full_Name Full Name 20 ]

Account_Number  Account Number 10 a

CSTM_CUSTOMEF Customer Numbe 15

CSTM_TID Tax Identification 12 O O

Add New Tndex Type

IndexFieldType: [CSTM_ |

Tile: | |

MaxLength: |0

] Default for Search Active [ ] Default for Search Completed [1 Use For Imaging
Extemal Index Name: |

Add Index Type

The fields and values on this screen are applied to all documents indexed for a Financial
Institution. This can be thought of as Fl-Level Indexing. Document Level Indexing is
performed in Modifying Document Level Indexing.

The section highlighted in red lists both Default (Predefined) and Custom Index Fields that
have been defined for your Financial Institution (FI).

The action button area (highlighted in green) contains:

o Delete Selected: Used to delete custom index fields only. Predefined Index Field Types
cannot be deleted.

e Close: Closes this screen. If custom index information has been completed, or if changes
are made to the field information in the upper part of the screen, the changes are saved.

The Add New Index Type part of this screen (highlighted in blue) allows defining Custom
Index Fields.
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The upper part of this screen lists Default (Predefined) and Custom Index Fields that have
been defined for your Financial Institution (FI).

IndexFielaType  Tille WiaxLength Defeull for Search Active Defaul for Search Compleied Use For Imagin External Index _ Imaging Index: Name Smart Index Lookuy Formatied  Custom Function] Custom Funclion? Custom Funclion3_Custom Functiond_Cusiom Funciion
[ ST Dt i Dot | == 50 Do = [woorvostene —

IMM_STDIND_TIMI IMM Time 0 0 MODIFYDATETIME

IMM_STDIND_TRA IMM Transaction 100 Transaction/D 0 0

Full_Name Full ) 0 0 0

Account_Number  Account Nu i 0 0 0

C€STM_CUSTOMEF Customer Numbe 15 0 0

CSTM_TID Tex ldenification 12 0 ] 0 0

The information from the Add New Index Type pane appears along with additional settings for
the index type.

o 1. Index Field Type, Title and Max Length for default fields cannot be changed.

2. Index Field Type for custom fields cannot be changed.

3. All other field information can be modified on this screen. Click in the text
box as necessary to change.

4. When editing field information in the upper part of the screen, you must click
out or tab out of the field before clicking Close.

Index Field Type: Enter the Index Field Name. All custom Index Field Types must start
with the prefix “CSTM_” (including the underscore). [Required] Cannot be changed on this
screen.

Title: Enter the Title of the Index Name. (This title is also used as the Index column title or
Index Search Field title in IMM eSign.) [Required]

Max Length: A numeric length of the field. [Required]

Default for Search Active: When this checkbox is checked, the index field is used, by
default, as a search parameter on the Search Active Sessions screen in the IMM eSign
interface. [Optional]

Default for Search Completed: When this checkbox is checked, the index field is used, by
default, as a search parameter on the Search Completed screen in the IMM eSign
interface. [Optional]

Use For Imaging: When this checkbox is checked, imaging will use the field in indexing.
Only fields checked for imaging will be available for Document Level Indexing. [Optional]

External Index: This is an FI Level only setting and is used to allow matching of the Index
Field Type with an Index Field Name supplied in an XML file used with specific
Host/Imaging system combinations. If blank, the Index Field Type name is used. [Optional]

Imaging Index Name: Changes the Field Name in the generated XML, which is used by
the imaging system. (Only displays for select imaging systems.)

Smart Index Lookup: The Smart Index Lookup column determines if that index field will be
used to populate other index information from the Smartindex database. The only valid
values for this are true or blank — false is not used. (Only displays for select imaging
systems.)

Formatted: The Formatted column informs an external index database that TotaleAtlas
data for that index field is formatted. (Checked — eSign RTS data is formatted. Not checked
— eSign RTS data is not formatted.)

Custom Function (1-5): Custom functions may be used to modify the actual data stored in
associated .XML files. You can replace characters, delete characters, change date formats,
etc. Refer to the Custom Function Guide for detailed information and examples.

14

Copyright © 2020 IMM Rev. 2/5/20



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

Add New Custom Index Field
The Add New Index Type part of this screen is used to define Custom Index Fields.

1

Index Field Type: Enter the Index Field Name. All custom Index Field Types must start
with the prefix “CSTM_" (including the underscore). [Required]

Title: Enter the Title of the Index Name. (This title is also used as the Index column title
or Index Search Field title in IMM eSign.) [Required]

Max Length: A numeric length of the field. [Required]

Default for Search Active: When this checkbox is checked, the index field is used, by
default, as a search parameter on the Search Active Sessions screen in the IMM eSign
interface. [Optional]

Default for Search Completed: When this checkbox is checked, the index field is used,
by default, as a search parameter on the Search Completed screen in the IMM eSign
interface. [Optional]

Use for Imaging: When this checkbox is checked, imaging will use the field in indexing.
Only fields checked for imaging will be available for Document Level Indexing. [Optional]

External Index Name: This is an FI Level only setting and is used to allow matching of
the Index Field Type with an Index Field Name supplied in an XML file used with specific
Host/Imaging system combinations. If blank, the Index Field Type name is used.
[Optional]

After entering the required field information,

8

Click Add Index Type to add the Custom Index Field to the document definition
database, which will then appear in the upper part of the screen.

0
(2
)

Add New Index Type

@ Extemal Index Name: |

IndexFieldType: [CSTM_ |

Title: | |

MaxLength: |0 =

@D Default for Search Ac‘tive@lj Defautt for Search Completed @D Use For Imaging

Add Index Type

2/5/20
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Delete Custom Index Field

o A custom field can only be deleted if it is not associated with any document.

1 Select a custom field.
2 Click Delete Selected.

E X Date
IMM_STOIND_TIMI IMM Time
IMM_STOIND_TRA IMM Transaction
Full_Name Full Name
nt_Number  Account Number
Customer Numbs

100
30
10
15

TransactionlD

Tax ldentification

Add New Index Type

12

=]
]
=]
|
[l

]
=]
]
vl
[

=]
a
|
A
5]

(] | o |

IndexFisldTyps: [CSTM_

Tte: |

MaxLength: [0 [

[] Default for Search Active

[ Defauit for Search Completed

[ Use For Imaging

Extemal Index Name:

Add Index Type

A confirmation window appears.
Click Yes to delete the field.

The screen updates showing the field has been deleted.

16
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Loading a Document

There are 2 methods of loading documents: Load Local Document and Load Document
from Defined Document List. Both methods are discussed in the following procedures.

PDF documents used for AIM definitions cannot be password protected and cannot
have any security that prevents data extraction.

Load Local Document

Documents can be loaded from any location. The default location is
C:\Program Files (x86)\IMM\TotaleSign\Admin\IndexFiles.

Click Start > Programs > IMM > TotaleSign > Admin > Index Manager.

o The first time eSign Admin Manager is started, the Preferences window appears.
Refer to Starting Admin Index Manager on page 7.

The FI ID appears in the lower right corner of the window. Refer to IMM eSign
Admin Index Manager Screen Layout on page 20 for more information. As
documents are defined, document copies are placed on the server in the
SourcePDFs folder for the Fl selected when defining the document.

1 From the eSign Admin Manager window,
Click File > Load Local Document.
Or
Click the Load Local Document icon .

The Select a PDF Document to Load window appears.

o If you are defining several documents, copy them to the default location of
C:\Program Files (x86)\IMM\TotaleSign\Admin\IndexFiles.

This will prevent having to navigate to a new location to open each
document.

Navigate to the PDF location.
Select a PDF.
Click Open.

2/5/20 17
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2 The document loads into eSign Admin Manager.

The currently opened document can be closed by clicking File > Close
File.

Sign Admin Manager - AppSumTMPLT_Tapps_[DO00T

Eile Edit Edraction Fields Party Tools View Help

g - IR e e a1 I 1 [P RR(S
~
D000 €1
Application Summary
Teller Number: 9999
Index Fields
Customer Name Member Number Application Number DOB
John Smith 11223344 55554 03-23-1952
Customer Number Loan Number SSN Loan Purpose
11223344 105 000-98-1234 Car Loan
Member Name Account Number Date Started Loan Amount
John Smith 123456-1 01/01/2018 23,999.00

Successfully loaded file.

Security Collateral

Application Type

O Joint
O Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
‘Work Email johns@workemail.com
Home Phone 999-555-1234
Signature
Signature Date
Initials

Page :1af 1

v
>

eSan

Proceed to IMM eSign Admin Index Manager Screen Layout on page 20.

Load Document from Defined Document List
1 From the eSign Admin Manager window,

Click File > List Defined Documents.
Or

Click the List Defined Documents icon &,

18 Copyright © 2020 IMM Rev. 2/5/20
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2

The Defined Documents List window appears.

Defined Documents List
Please selectthe Document Type(s) you would like to open or export. F||ter ROW
T T T T —— - — =
iort Na ) 3 o i | 3 | |Elec ault_ A .nr,mv—h--r#h
Contains: VICuntams: ?ICuntam;: VIFl\ter.‘.@ ?IF\Iter.‘.@ YIFH{E!T.‘.@ ?IF\Iter.‘.El j
» |APPSUM1APPC APPSUM1APPC Application Summary =] [l [w] -
APPSUM1APPD APPSUM1APPD Application Summary (]
APPSUM2APPD APPSUM2APPD Application Summary [ [ & 3]
| |APPSUM24PPS APPSUM24PPS Application Summary (3] O =
APPSUM4APPC APPSUM4APPC Application Summary [ [ O
APPSUMAAPPD APPSUM4APPD Application Summary O =
APPSUMGAPPD APPSUMGAPPD Application Summary [ [ [
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) O [ O O v
[ [ [ —
Delete Selected | [ Gpenselecied || Bportselscted || gose Non-AIM
|
Total: 15, Selected: 1 & Document

e Column definitions are listed under the Extraction Details window on page 24.
e The top row in each column allows filtering the selection.
o Filters are data-specific (text or Boolean).

0 The default text filter selection, or constraint, is “Contains” and the default value
is empty, which causes all rows to appear. The default data filter selection is
“Equals”, which filters based on the icon in the filter row.

o Click the filter icon to choose a type of constraint. Click the constraint (Contains,
Starts with, etc.) to enter text.

Select the document.
Click Open Selected.
The document loads into eSign Admin Manager.
All defined elements will appear in the left panel.

If this message appears,
Click OK.

TeSign Error

Error occured while processing the request,

oK

Have the IMM eSign Server Administrator perform Imported Documents
Permissions on page 85.

2/5/20
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IMM eSign Admin Index Manager Screen Layout

Menu Bar Icons

[T T

Defined Field List— |

]

Ss/8 D00 ¢ -

Application Summary

Doa | Date Sawriedt
e

oieen 1IN

Information Area

ety Numbor. 9999

Lisan Pt puome

Page Numbers

- Host ID: IMM
== Host FIID: eSign
P FIID: 2

Current FIID

Hover the mouse to display
more information

g

Load a local document. (File > Load Local Document)

List defined documents. (File > List Defined Documents)

Define a new document type. (File > New > New Document Type)

Define new indexes for the document. (File > New > Define New Index)

Add or edit text fields for the document. (Fields > Design Text Fields)

Define new Check Box fields in the document. (Fields > Design Checkbox
Fields)

Define new signature fields in the document. (Fields > Design Signhature Fields)
[Disabled in Dynamic Documents]

Define initial fields in the document. (Fields > Design Initial Fields)
[Disabled in Dynamic Documents]

Define party fields in the document. (Party > Add Party Information) (Shift-F5)
[Disabled in Dynamic Documents]

Go to Beginning/ Go to End of the document. (View > Go to > First/Last)

Go to Previous/Next page of the document. (View > Go to > Previous/Next)

Zoom Out/ Zoom In. (View > Zoom > Zoom In/Out)

Zoom to Actual Size. (View > Zoom > Actual Size)

Zoom to Full Height. (View > Zoom > Fit Height)

Zoom to Full Width. (View > Zoom > Fit Width)

View Indexes. (View > Indexes) [Document Level Indexing]

2

[E|= m |- Selecting the Document Type highlights all defined indexes and

=) LOANAPFLICATION
= DocumentIndeses~___|
Customer_Hame
L. CSTM_T&XID
&1 Field

Sﬁm\
TEAWEB_SIG_P1_T

- TEAWEE_SIG_P1_1_DATE
CHECKFIELD_1
. CHECKFIELD_1_TES_LABEL

fields across pages.

~ Selecting Document Indexes highlights all defined indexes in
orange across pages.

[~ Selecting a specific field highlights the index in green and displays
the page in which it is defined for a multi-page document.
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Defining a Document Type

The document’s unique name is used to locate and file the document.

Index fields are used in creating filenames for processed documents and document sets.
Additional fields are used to extract additional information from the document.

These procedures will discuss defining document information for new documents. Refer to
Exporting and Importing Defined Documents on page 79 for information on modifying
previously defined documents.

Static Documents, Dynamic Documents and Image-Based Documents
What's the difference?

Static Documents

Static documents will always be the same length or number of pages and the layout is fixed
and non-variable. All information in static documents will always be located in the same
regions. The Signature Field and Signature Date Field will always be in the same locations on
the same page.

Dynamic Documents

Dynamic documents can vary in the number of pages included. Mortgage documents can be

one page in some cases and nine or more in other cases. may sometimes be 1 page long or

9 pages or more in other cases. Typically, these documents require that an applicant read the
information and then sign the documents at the end, attesting that the applicant has read the

required information. In dynamic documents the Signature Field and Signature Date field can

always be anywhere in the document regardless of the number of pages included. Document
or template information should still be in a fixed location for eSign to extract the data.

Dynamic documents do not allow adding party information, initials fields or signature fields
when a document is defined.

Image-Based Documents

Image-based documents are a special type of PDF document that consists entirely of an
image. There is no text and there are no characters—no character data for extraction with
eSign. The areas to be defined (index and party information) must contain graphic
information, such as graphical representations of characters, and the OCR (Optical Character
Reader) capability of eSign will extract information from defined graphic areas.

o Changing document type (static, dynamic or image-based) after the document has
been defined is not supported. If you need to change the document type, refer to
Deleting a Document Definition on page 68.
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Defining the Document Type

1

Exraction  Fields Party Tools View Help

L BEO DO

| Successfuly loaded fie

N

T MRIETTEl

N

Application Summary

1D0001 €1

Teller Number: 9999

Index Fields

Customer Name Member Number Application Number DOB

John Smith 11223344 55554 03-23-1952
Customer Number Loan Number SSN Loan Purpose
11223344 105 000-98-1234 Car Loan
Member Name Account Number Date Started Loan Amount
John Smith 123436-1 01/01/2018 23.999.00

Security Collateral

Application Type

0O Joint
O Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email com
Work Email com
Home Phone 999.555-1234

Signature

Signature Date

Initials

Page : 1of 1

©Sign

Click the New Document Type icon (File > New > New Document Type) (Shift-F3).

22
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The mouse cursor changes.

Click and drag the mouse over the region of the document that contains text

information unigue to that document. In this case the title is Application Summary, but

we have used a unique form number for the document.

I Tetsictign Aderan bncles Manager - AppSurn TMPLT_Aapps 50007 -e4_201 TH122 gudt

Hle [t Edaction

B
s

Feeldi  Paety  Tooli Miew Help

pao@ »~ -

[ index Fietds

Application Summary

Teller Number 455

| Customer Hame non Date Started Loan Purpose
| John Seith 13231952 1222017 Cas Loas
| Cusstomar Number Loon Humber ssu Loan Amount
(11223304 108 200981234 1 35000

| Account Nummber

| 1234561

[ security Colatersl

| Party Flalds

| Firsi Hamae
| Last Naime

Full Hama
| Email
| Work Email

| Homa Phons
| Signature

| Skgnature Date

Pleaze crag with your Ml and bt S SATRCION CBON.

Note:

If the text you are highlighting is very close to other text on the page, use the

Zoom In function so you can more accurately highlight only the text you need.

region.

Right-click the mouse button or press the Escape key to reset the selected

Click the mouse again when you complete highlighting the region on the document.

2/5/20
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3

The Extraction Details window appears.

Extraction Details X

A new document type will be defined using the text shown below a= an identifier. Please provide

the necessary information and click Save to commit the changes.

Document Information

Short Mame : | EYEE=INNNENES

Full Mame : |APPSUM1APPF

Description : |Applicati0n Summary

Display Document While Processing
Archive Document [ Blectronic Vault Document

[ Perform OCR {Only for Image-Based Documents)

Selection Text

ID0O001-f1

Save Cancel

Any and all highlighted text will appear in the Selection Text field on the Extraction Details

window. Complete the form as necessary.

e Short Name: Used in creating the filename for saved sessions. The Short Name is

used for the Document Set Name on the Saved Session Details screen. (20

characters maximum)

Spaces are not allowed.

Short Name and Full Name can only have A-Z, 1-9 and Underscore ().

e Full Name: Used in creating the filename for archived documents. The Full Name
is used in indexing and defaults to the current filename, but can be modified at this

point. (100 characters maximum)

e Description: Used on the Saved Session Details screen for the Document

Description column. An easy to recognize description of the document. (150

characters maximum)

e Display Document While Processing: When checked and documents are

processed, the documents will appear during processing by default. When not

checked the document may still be optionally used while processing.

¢ Dynamic Document: When checked, the document will contain dynamic fields -

fields that may appear in different locations in a document.

has been defined is not supported.

fields cannot be used in Dynamic Documents.

o 1. Changing document type (dynamic vs. static) after the document

2. Party information, signature fields, signature date fields and initial

e Archive Document: When checked, the document will always be archived when a
session is complete. When not checked, the document may still be optionally archived.

24
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e Electronic Vault Document: Checked documents are sent to an Electronic Vault
for auditing and tracking of the original document. When Electronic Vault
documents are included in a session, all documents in the session will be sent to
Electronic Vault for auditing and tracking.

0 The Electronic Vault helps ensure electronic documents remain legally
admissible and enforceable. The Electronic Vault permanently binds electronic
signatures to a document, creating a tamper-proof audit trail.

e Perform OCR (Only for Image-Based Documents): When checked, the
document is processed as an image-based document. To function correctly, there
can be no text within the document. Index and party information areas are defined
in the same manner as static documents, but they must contain graphic
information, such as graphical representations of characters. A Dynamic
Document cannot be defined as an image-based document.

o A Dynamic Document cannot be defined as an image-based document.

The areas to be defined (index and party information) must contain graphic
information, such as graphical representations of characters—areas to be
defined cannot be empty.

During extraction, image-characters under the border of the defined area
will not be extracted; they may incorrectly display as other characters.

e Selection Text: Any and all highlighted text from the previous step will appear in
the Selection Text region.

Note: The Selection Text area displays the currently selected text. If your selection
region has picked up extra characters, click Cancel and redefine the region.

Click Save.

When Save is clicked,
1. An entry is made in the document definition table stored on the server.

2. A copy of the file is moved to the server SourcePDF folder for the FI selected
during the definition.

3. The title of the copied source file on the server is the same as the Full Name
in the Extraction Details screen.

2/5/20
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5

6

If you are defining a document that has an associated . XML file,

The Added screen appeatrs.

Click OK to continue.

o This screen only appears when the Document Type is initially defined.

Warning

Document Indexes hawve been changed as defined in the Index XML

The eSign Admin Manager screen refreshes.

The Short Name appears and the document name region is highlighted in the

document.

et
Party Information

Application Summary

Teller Number 555

Inclex ¥ el
Customer Naine Member Number Rowlication Number D08
[y iz 9554 FTEIETeT]
Customar Number Loan Number s Loan Purpose
12234 108 000-58-1234 Car Loan
MomberHame | Account Number Dote Started Loon Amount |
Toba Scnith 1234561 (0 e T 3 23 509,00
Socurity Collateral Application Type
0 Jant
£ Fived
Party Flaids Panty 1
First Nama John
Last Nome Smth
Full Name ok Smith
Home £ muil Jahnsghamaemail com
[ Work Emait pbevsgworkumnl o
Home Fhone 9996551234
Signatuc
Signature Date
oitials.
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Defining Fl Level Index Field Regions

Define Index Type

Indexes are necessary for your imaging system to successfully archive your document. First
highlight the region, then select the Index. In this example we will define the Customer Name
index field region.

All defined documents must have at least 1 index field (Customer_Name,
Customer_Number, etc.) before the document can be closed.

1 Click the Define New Index icon (File > New > Define New Index) (Shift-F4).

L N R

B Edt Egrction  Fields Pamy Teskh Visw  Hip
D Elr’ﬂfﬂrﬁﬂﬂ P =]
Donumers s I A
Tty
Party biarmation|
Application Summary
Teller Number. 559

Index Fislds

Customar Name Mambar Numbar Applicaiion Number DOB

Jobn South 11223338 3554 03231952

Customer Number Laan Numbor ssu Lasn Pumoss

11223344 105 000581234 CarLoan

Momber Hame Accoun Numbor Date Staned Loan Amount

Jeban Sanih [BELE S (1L S ] 2399000

Socurity Callateral Application Type

=
£ e

Party Flalds Party 1

First Name Jobn

Last Mame Smith

| Full Hama John Smith

Home Email e e

Work Frmail Jahas@workomail com

Home Phor P55 1734

| Signatura Date

Initials b

. :

by oacded B Page 1d1  oSn
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2 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the

information you are indexing.

Fle  Edt Egnction Fielde Pamy Took  Mew Hip
b | oo’ B & @@@@ » -
aen
b
Application Summary
Teller Number 555
Incex Fields l
............ e mber Mismbar Application Numbsr DO
Jobn Kol k !lJE;!SJI 53554 03-23-1952
Tusiomer Number Looan Number SSN Loan Pumposa
11223344 105 000-98-1234 Car Loan
Member Hame Accoun Humber Date Started Loan Amoum
Jokn St 1232361 1ok 13 9090 00
Socurity Collateral Application Type
O Jant
O Fed
Party Fialds Party 1
First Hame dobn
Last Mame Santh
Full Nama Jobn Smith
Home Email ahasg@itarmeermin. com
Work Fmail ahns@vorkamail com
Homa P hena 99-555-1234
Signature
Signatuse Date
Initials
Plaas drag weh your Page: 1o 1

3

a5gn

Click the mouse again when you complete highlighting the region on the document.

Note: Remember to allow extra room as necessary for future document processing.
In this template the entire Name region has been highlighted.
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3 The Extraction Details screen appears.

1 Index Type: Select the Index Type from the dropdown list.

o In a new document, Customer_Name will be selected first by default.

2 Define New: The Define New button is used to create a new index field. Refer
to Add/Edit/Define Index Fields on page 13 for more information.

3 Click Save.

Extraction Details

Please select the index type you are defining.

Index Information

@ Index Type: v| |@ Define New |

Selection Text :
John Smith

Save Cancel
=1

4 The eSign Admin Manager screen refreshes.

The Index Type appears and the defined region is highlighted in the document.

IEJ <5 Ak s - AppSansEMPLT Lo 00E1-r1 20160117 el

- o =
Bl Ddt Egncion sl Bamy Tosk Mew Hip
T ? at E I I - « | [
Er~ R Cl=0 Fal -1 I -
[ ear— L)
\ Application Summary
Teller Sumber: $555

[ index Fiolds

- Nama. Member Humbar Apication Numbr DoB

| Cm!ﬂl& Al IIZJ.UH ’3)}5 il DJ‘{ITIE’,:
Customer Humber Loan Humber ssh Loan Puspose
11233344 103 000581234 CarLoan
Mumusr Hame Acxount Number Duate: Started Loan Amount
rrm—y 1561 aroinen 209000
Socurity Collteral Application Type

0 Jomt
o Feed
Party Fisids Party 1
Firs! Name Jobn
Vst Mome St
Full Hama John Smith
Home Email sabrvsgbare il com
Work Email ahas@workemal com
Homs Phona GG 555 1234
Signature
Signature Date
nitals
L3 = +
Page 11 s3n

Repeat these steps as many times as necessary to define the index field type
regions within each document.
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Reorder Index Type List

When there are several index fields defined, you can change the order in which they

are listed.

o Reordering the list has no effect on the actual Index.

Select the Index field to be moved.

Right-click on the field and select Move Up/Down or Click Extraction > Ordering >
Move Up/Down to change the order.

L
Application Summary
Teller Number 0979
& Flslds
Customer Name Member Number poe
Jokn S LT s [T TT) 03211952
Customer Mumbar Loon Humbied SSN Liean Pumpase
11223344 o3 000-96-1234 Car Loan
Momber Hame Accowm Humber Date Stared Loan Amaunt
Tokn Sanith 123451 and10N 23999000
“Sacurhty Collateral ion Type
g Jomt
O Fed
Party Flaids Party 1
Firsl Name Jobn
Larst Mame Smith
Full Nama Jobn Seth
Hame Email s min com
Work Email Jahns@warknmail com
Homea Phons GFIESE-1234
Signature
Signatuse Date
Initialy.
Pags: 1l 1
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Delete Index Type

1

P

el Fary Took  ew

Select Delete from the popup menu.

Right-click on the Index Type in the list.

e fdic
i EEey R&Dd@| s o 8
= WPPSUM LWPFE
[Dacument inexes
Cuttomer_Name
[P
Mearbas_Mas oot
Cantimer_D0
m—u_ Application Summary
= Teller Number §555
- S
o Inclex Flelds.
B W lp Customar Name Momber Humbar Application Numbar DOB
CoTMl il | howe (own Joba Smith ATREAE 200 saan 03-23-1952
‘Esmjnm-mwr Customer Number Loan Humber s5H Loan Pusposae
Ty 11223344 103 000-58-1234 Car Loan
e Mombier Hame Aceount Humber Date Started Loan Amount
fr—— 123256.1 o010 3,090.00
Security Collateral Appiication Type
O Jomt
O Feed
Party Flaids__ Party 1
First Name John
Lot Mame Seiah,
Full Hama John Sty
Home Email com
Work Fmail jahns@rworkomail com
Homa Phons PHESE-1234
Signature
Signature Date
Initials

Page- 1df 1

This delete function deletes a defined region from the current document; it does not
delete the field from the database.

Click Yes in the Confirm Delete popup window.

2/5/20
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Change Index Type

1 There are 2 methods to change the index type: Recreate or Edit Extraction Details

1. Recreate the index

a. Delete the Index Type (Delete Index Type on page 31).
b. Redefine a new region (Define Index Type on page 27).

2. Edit Extraction Details

a. Select the Index Type to
be changed. Right-click
and select Edit or click
Extraction > Edit
Extraction.

b. The Extraction Details
screen appears.

c. Click the down arrow in
the Index Type selection box

d. Select a different Index Type
e. Click Save.

Please select the index type you are defining

Index Information

[ e

- |i Define New

Selection Text

03-23-1952

Click Define New.

o From this screen you can also create a new Index Type.

Refer to Add/Edit/Define Index Fields on page 13 for more information.
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Modifying Document Level Indexing

1

Click the View Indexes icon (View > View Indexes).

The Document Imaging Indexes screen appears.

Only fields which have been marked as “Use for Imaging” in the View/Change Index
Field Types screen are available on the Document Imaging Indexes screen.

Additionally, if your system uses .XML files with field definitions, those defined fields
will appear here.

Areas in red will vary according to the Imaging System selected by the Administrator.

=

Document Imaging Indexes - APPSUMI1APPD.pdf

Index Information
Index Type: | CSTM_DATESTARTED ~ Add Index DeleteSelected

IndexFieldType Default Value Current Vzlue Imaging Index Name Custom Function1

MODIFYDATETIMEFORMAT(MM/dd

MODIFYDATETIMEFORMAT(HH:mm

IMM_STDIND_TRANSID

Customer_Name

Customer_Mumber
CSTM_TID TD

<

Imaging Indexes
Default Values Use Following Default Cument Value

[Value ¥ Populated in PDF |

Field 2 | ‘ | |

Field 1:  [Value if Not Populated in PDF

Field 3: | ‘ | |

Edit Save Cancel Close

2/5/20
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3 ¢ To add an index field which has been marked as “Use for Imaging” in the current
document, but has not been defined using the Define New Index button,

0 Select the Index Type from the pull down menu and click Add Index.
¢ To remove an index field from the list,

o0 Select the field to be deleted and click Delete Selected.

-

Document Imaging Indexes - APPSUM1APPD. pdf

Index Information
Index Type: | CSTM_DATESTARTED ~ Add Index Delete Selected
IndexFieldType Default Value Current Value Imaging Index Name Custom Function1

= ODIFYDATETIMEFORMAT(MIGS

MODIFYDATETIMEFORMAT (HH:mm

IMM_STDIND_TRANSID

Customer_MName

Customer_Number

CSTM_TID TD

£

Imaging Indexes

Default Values Use Following Default Cument Value
Field 1: [ Value if Not Popuiated in PDF | |Valuz i Populated in PDF |
Field 2 : | ‘ | |
Field 3 : | ‘ | |
Edit Save Cance Close
4 Column names will vary according to the Imaging System selected by the

Administrator.

In the upper part, all items can be edited except the Index Field Type.

Index
H[VIYIE
b .
IMM_STOIND_TRANSID
Customer_Name

Customer_Number

CSTM_DATESTARTED

Default Value Current Value Imaging Index Name Smart Index LookUp Formatted Custom Function1 Custom Function2 Custom Function3 Custom Functiond Custom FunctionS

oooo
oooo

Information entered on this screen will take precedence over information entered at
the FI Level (View/Change Index Field Types screen).
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Administrator.

Field names will vary according to the Imaging System selected by the

To change values in the lower part of the screen,

Click Edit to unlock the lower section and display Imaging Indexes related

information.

e Use Following Default: Allows overwriting information from the XML with this

value.

Click Save to save any changes and lock the lower section.

Click Cancel to discard any changes and lock the lower section.

Click Close to close the Document Indexes screen.

=

Document Imaging Indexes - APPSUM1APPD.pdf

Indez Information
Index Type: | CSTM_DATESTARTED

~ Add Index

IndexFieldType Default Value

“IM_STDIND_TIME
IMM_STDIND_TRANSID
Customer_Name
Customer_MNumber
CSTM_TID

Current Value

Imaging Index Mame Custom Function

UL, | NCDIFYDATETWEFORNATONMG:

TID

MODIFYDATETIMEFORMAT(HH:mm

<

Imaging Indexes

Use Following Default

Current Value

[Value F Popuiated in PDF |

Default Values
Field 1+ [Value f Not Populated in FDF |
Fed2: | |
Fied 3: | |
=

Close |

2/5/20
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Defining Text Fields

1 Click the Design Text Fields icon (Fields > Design Text Fields).

IMMLISERD
CATM_DATRSTARTED
CSTM_LOANPURPGSE
CSTM_LOANAMOUNT
f
N —

i Successfilly inaed e

Application Summary

Teller Number §555

Inclex Flelds.
Cusiomar Name Member Humber Application Numbar DOB
Jabn Souit 11225344 pLEELS 03-23-1932
Customer Number Lonam Humber ssH Loan Pumpose
1132344 103 000.$8-1234 Car Loan
Momber Hame Account Humber Dati Started Loan Amount
Jot Senith 1231561 a1G1 68 09000
Securhy Collateral Apphcation Type

O Jomt

0 Fusd
Party Flsids Party 1
First Name John
Larst Mame: Smth
Full Nama John Seuth
Home Email com
Work Email johns@wacknmail com
Homa Phons PHESE-1234
Signature
Signature Date
Initials.

Fage - 1ol 1

eSon

2 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the Text

Field.

Click the mouse again when you complete highlighting the region on the document.

e it Comsction  Felde

Pamy Tedk  View  Hilp

=]

[MMUISERD)

CSTM_DATESTARTED
CSTM_LOANPUIRPGSE
CSTM_LOARAMOUNT

i
Pady Hcemation

Successfuly loaced the

ey LG aad@a s oo

Application Summary

Teller Number 9950

Inctex Filds:
Cusiomar Name Member Humber Application Numbar DOB
Jobn St 122534 53384 a123-1952
Customer Numbiar Loan Humbar ssN Loan Purmoss
1228341 108 000-78-1214 Cor Laan
Momber Hame Aceount Humber Date Started Lwan Amount
Sl Sty 1234561 (e 2309000
Tpe
0 Jamt
0 Fixed
Party Flaids Party 1
First Name John
Lorst Hame: Smah
Full Hama Jobn S
Home Email com
Work Email jornegwarkemail com
Home Phone PFI-55E-1234
Signature
Signatuse Date
nilials

Fage- 1df 1
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3

The Field Details window appears. I %
1 Fleld Name: The name Of the Please provide the field details.
field.
. o General Information
2 Tool Tip: A descriptive (1) Field Name: [TXT_COLLATERAL |
explanatlon Of the fleld' @ Tool Tip: |DescriptionofColIatelal |
3 Role/Type: The Role/Type of this (5)  Role/Type: [Party 1 v]
field when processed through TeA () Defaut Vaue: [No Colaterd |
RTS. Enables or disables the field 5 » [ Index Field Textbax
based on signer.
= Generic Locked: Locked if any Pete Lockins
Signer has Signed the Session_ % Keep unlocked for the selected party in remote signing
(In branch processing only) ! W ==
= Generic Unlocked: Always & Yort Information
unlocked regardless of Neme : [AralMT v
signature status. (In branch Size:
prOCESSing Only) Mignment: | LeftJustfied ~
= Party #: Field will be disabled
after selected party has signed  [©) Ok Cancel
all documents in the session.
4 Default Value: The valued displayed for this field when processing through TeA
RTS.
5 Index Field Textbox: When checked, allows associating the value of this field

with any unassigned index field. When checked, Role/Type will default to
Generic Locked.

Keep Unlocked for the selected party in remote signing: When checked, this
keeps the field unlocked in DE during party signing. (Only enabled when item 3
Party X is selected.)

Must Enter Value: During party signing, this field must be populated. (Only
enabled when item 3 Party X is selected and item 6 is checked.)

Font Information: The Font Information can be altered to change the Font
Name, Font Size and Alignment.

The fonts listed in this section are pulled from fonts installed on the
server.

Action Buttons: Click OK to save and continue. Click Cancel to prevent saving
changes.

2/5/20
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The eSign Admin Manager screen refreshes.

The Text Field appears and the defined region is highlighted in the document.

¢ Field Name Rules
o0 A field with Role/Type as Generic Locked or unlocked will display Field Name

only. [Ex. TXT_COLLATERAL]

o0 A field with Role/Type as Party will display Field Name with Party Number. [EX.

TXT_COLLATERAL (Party 1)]

Defined text field areas will not hide or cover up any underlying elements
when the PDF document is processed through IMM eSign RTS.

B <5y Ak Mager - ApSarn MPLT g SOO0- 12016011 Tl

Ble [t Egcion  Fiskds
ey

Bary Toskt  Miew  Edlp

s BEed &b AAEERE

<
 Surc censfuby bnaced fhe

FPage - 1ai 1

APPSUMLAPPE
Diocument Indewes
Cusomer_Hame
Customer_jimber
Cumomer 000 [miey]
frosrg s :
Mrber Mmter Application Summary
Lo Nsbat
- b1
Teller Number: 555
Repcaton_arbar Inclex Flelds. ]
st Customar Name: Member Humbar Application Numbsr 0oB |
CSTM_DATRSTARTED Jotn S 11228344 3334 g121-1992 |
CSTH_LOANPURROSE - S —————T ’
Sl Crustomer Number Lensms Humber ssH Loan Pumpose |
Tu_ 1 112234 103 000 $4-1234 Car Loan
VI.!.'I_WL[.’-‘I[M% M Harie Account Humber Date Stanted Lian Amunt
\ Jom St 1231561 a161 3684 5309000
ion Type
E O Jomt
0 Fusd
Party Flsids Party 1
Firal Name Johe)
Lot Marme: Soith
Full Nama John Samith
Home Email pbershormen i com
Work Email Johas@warkemail com
Homa Phone 5851230
Signature
Signatuse Date
Inilials

Repeat these steps as many times as necessary to design text fields within each

document.
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Defining Checkbox Fields
1 Click the Design Checkbox Fields icon (Fields > Design Checkbox Fields).

Application Summary
Teller Sumber: 6555
on_Mimbar Inciex Fields:
;ﬂsim Cusiomar Name Mamber Humber Application Numbar DOB
CATM_DATRSTARTRD obn Smuh 11225344 53354 g1-23-1942
g:‘r:jmf Customer Number Laan Humber ssH Loan Pumpose
Foky 12355 105 000-98-1234 Car Loan
PRI LERIATERE. Py omber Hame Aceount Humbsr Date Started Lean Amount
Totm S 12305 1 G101 ok 569010
Sacurity Collaeral Application Type
£ B
0 Fixed
Party Flaids__ Party 1
Firs| Name John
Larst Name: Smah,
Full Nama Jobn Smits
Home Email com
Work Email Johns@warkemail com
Homa Phons PHESE-1234
Signature
Signatuse Date
nitials b
< 5 s
Succensuy scedtie Page: Tl wSen

2 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the
Checkbox Field.

Click the mouse again when you complete highlighting the region on the document.

Saar TMPLT_Lageis_I0000T- 120180717 gl

i Dt Epection Pk Pamy Tosk  Wew  Malp
oo =T T A iy TR |
2o @Sy Lt BaER 2S00 8
= WPPSUM LWPFE
—
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First Name John
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Home Email com
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Signature
Signatuse Date
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Successuy acedtie Page: Tl wSgn
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3

The Field Details window appears,
which allows the administrator to define

=

Field Details

the checkbox field with an appropriate Please provide the field details.
fleld name. General Information
1 Field Name: The name of the (1) Field Name: [CHK_INDIVIDUAL |
field. ®_>Tool Tip: [Individual Loan Application Checkbax |
2 Tool Tip: A descriptive (5)  Fle/Type: [Pary | d
explanation of the field. () Defauit Value: |Unchecked v
59 [ ] Index Field Texthox
3 Role/Type: The Role/Type of this
field when processed through TeA Data Locking
RTS. Enab!es or dlsables the fleld 6 Keep unlocked for the selected party in remote signing
based on signer. 87 » [ Must Enter Value
= Generic Locked: Locked if any :
. . . 8 Fort Information
signer has signed the session. N
(In branch processing only) .
= Generic Unlocked: Always
unlocked regardless of () ——> Ok Cancel
signature status. (In branch
processing only)
= Party #: Field will be disabled after selected party has signed all documents
in the session.
4 Default Value: The valued displayed for this field when processing through TeA
RTS.
5 Index Field Textbox: Not used for this field.
Keep Unlocked for the selected party in remote signing: When checked, this
keeps the field unlocked in DE during party signing. (Only enabled when item 3
Party X is selected.)
7 Must Enter Value: During party signing, this field must be populated. (Only
enabled when item 3 Party X is selected.)
8 Font Information: The Font Information can be altered to change the Font Size,

which is used for the size of the tick mark placed in the checkbox during
processing.

o The fonts listed in this section are pulled from fonts installed on the server.

9

Action Buttons: Click OK to save and continue. Click Cancel to prevent saving
changes.
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4 The eSign Admin Manager screen
refreshes.

The Checkbox Field appears and the
defined region is highlighted in the
document.

e Field Name Rules

o A field with Role/Type as Generic
Locked or unlocked will display
Field Name only.

[Ex. TXT_COLLATERAL]

o A field with Role/Type as Party will
display Field Name with Party
Number. [Ex. TXT_COLLATERAL
(Party 1)]

Repeat these steps as many times as necessary to design checkbox fields within
each document.

Checkbox Field Caption

1 Select Add Caption to create a caption for a checkbox field.
Right-click the Checkbox field.
Select Add Caption from the dropdown menu.
Or
Right-click on the Checkbox Field in the Defined Field List and select Add Caption.

I3 <529 A Mamages - AppSum THEPLT. 1 apps IDXC01 -1 20180117
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Documerd indexes
Cumomer_Hama
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Cintomer_DOR s
[T pT—
Mesber_Hurber Application Summary
Loin_Hrrber .
s Tellir XNumber 9900
Apicaan._ [ Index Fisids
gy Customar Nama Momber Humber Humber non
CSTM_DATESTARTED lohn Semth 11225342 55554 3-23.1932
M P e Y YT T
kel i Customor Number Loan Number ssH Loan Purposa
Fets | nzziem 108 w0 p12H CurLom
7 o L . -
“ ' | Momber Name Account Humbes Date Started Loan Amount
Paty fcrvaton = it Sesaith 1234561 01012018 v
B Calene ) —
ecurity Collateral Application Type
T COUATERL (-3 gt
2 Jeed
=B b
degFiotds F I
| First Nome F
| Last Name Or ~ i
|FuliMame L | & |' A7a Lapucn |
| Home Email )
| Wark Email i cam
9055512
< »J s
| succentiy badetie Page: Gl wSpn
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2

The mouse cursor changes.

o If you are continuing from defining a Checkbox field, the mouse cursor will
not change. The mouse cursor will remain a pointing hand ().

Click and drag the mouse over the region of the document that will contain checkbox

caption.

Click the mouse again when you complete highlighting the region on the document.

E4 (4t Dencton  Filde Pay Toalt Wew Hlp
P any | It = L T T —
ol S &S Ad@A 0SS
A PSUMIAFE
-
Cusomer Nana
it _Mornbeer
Curstomer_BOH
Fariar_Hart
[y . Application Summary
Loan_Phmber
7 " Teller Number 5959
fppicaten, Number | imetax i tateas
g | Curstomer HamoN Member Humiber Application Humber 008
CSTM_DATESTARTED | Joka Sesits N\ 11333344 3355 [IEINTH
g::- | Curstormer Mumber N | Loon Humber SSH Loan Puspose
e N 000 91234 i Losn
éﬁmmﬁh | Membar Mame cur Number Oate Staned Lean Amount
Party inkomaaicrs | ohn Semin “’Bk‘ 01012018 1159900
Security Collateral
E II-]M
O Fined
Pty Flakds | Pariy 1
Fitnl Naime: dobn
Last Name. Smith
Full Name Jenn Sman
Home Email jahnsihomeermsail com
Wark Cmall johns Bwcek semad com
Home Phane 9995551234
Signature
Signature Diate:
Initials
<
Succensiby besedtis Fage:1cf 1

oS
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The Field Details window appears.

In the Tool Tip field, enter a descriptive explanation of the Caption.

TotaleSign.

The Field Name shows it is related to CHK_INDIVIDUAL. The TeS is for

The Font Information can be altered to change the Font Size to set the size of the

text used in the Checkbox Field Label.
Click OK.

3

Field Details

Please provide the field details.

General Information

Field Name: |CHK_INDIVIDUAL_TES_LABEL

Caption | Individual

Font Information

MName : AnalMT

Size:

Ok

Cancel

2/5/20

43



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

4 The TotaleSign Admin Index Manager screen refreshes.

The Checkbox Field Caption appears and the defined region is highlighted in the
document.

Ei+ [d% fgncvon Fisds Pwy Teolr Mew  lalp
T b= ¥ [ = =
ol e &S @AEAA S0 0 B
APPSUMIRFFE
rabents
Cutorer_Mana
Cuntorser_Mhrnber
Cumomee,_ 508
et Hars
B ek Application Summary
Lown Mo
1 ) Telter Number 5555
Fpphcaen, | tmetax i tateis
e — | Curstomer Hame Member Humiber Application Humber 008
CSTM_DATESTARTED i]nhl Sewith 11325344 313 03331852
:':::-'M i | Cirstommer Mumber Loan Humber ssh Luan Purpose
- et e 108 000981258 o Ladn
TSR L E | Mambsar Hama Aceount Numbas Date Stanted Lean Amount
CHI_INDADLIAL_TES, 23381 51012018 5890
Home Plone 955551234
Signatare
Signature Date
Inicials
< » s
Succentily beded e Fagei 1l aSen

Caption areas will not hide or mask any underlying elements when the PDF
document is processed through IMM eSign RTS.

Repeat these steps as many times as necessary to design checkbox caption fields
within each document.
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In this example, the word “Variable” did not fully show within the region.
Right-click the region,

Select Edit.

Change the font size to a smaller font. (We used 8.)

Click OK.

The smaller font size allows the full word to appear.

Bl Bdt  Etacion Felds Paty v Helg
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F+ Domument indexes
|~ Customer_Hame
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| oo novouAL (i Customer Number Loan Humber SSH Loan Amount
{~CH4_NDIVDUAL THIS 11123343 105 21950000
i El-*tvmwsj_ = Account Numbar
- Py biomation ! 1234561
| Securtey Collateral
o
TEDEL
Party Fialds Party 1
First Name: John
Larst Nasme St
Full Hame John S
Homa Emall iohrs@hamesmai com
Signatura
Signature Date
-
% S0 Suitots |
Successhul deiebed the field. Fage 1ol Fnshal
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Definin g Si gnature Fields (Not Applicable for Dynamic Documents)

Signature Fields (Not Applicable for Dynamic Documents)

1

BN 5y A e

MPLT_1appr 00001 -1 201301

Ee  [de Bgnction  Filde Baty  Tools Mew Hdp

BT =T P - I T I =]
APPSUN AFPE
1 Do e
Cumamer_flana
Camtomer_Parvber
Cuntomer_DOH
Mackar_Hare
Momboar_Husrber Application Summary
Loan Phnber )
1 Teller Number 9999
Spriemar ! Indlax § lelds
i Customor Name Werber Numbes pploation Humber boB
CSTH_DATESTARTED oba Seuith [T 550 e
ey Customer Number L ssn Loan Purpose
- e 105 ORI G Loan
%mummtﬁzﬂ Mamber Name Account Number Date Staried Loan Amouni
CHICVARUABLE tobn St 1334381 o1 2018 23.999.00
CHI VARIABLE TES
o Security Collateral Application Type
© BFadal O Jont
€ Waraie™ — O Fed
| Party Fislds Party 1
¥ st Name. Jahn
Lnat Name Sanith
¥ ull Hama John Smih
Home Email ohneBhomeemail com
Work Emall i
Heme Phene 995551234
Signature
Signature Date
Initials

Fage: 1ok 1

Click the Design Signature Field icon (Fields > Design Signature Field).

-
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2 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the
Signature Field.

Click the mouse again when you complete highlighting the region on the document.

n gy Acdrmen Manages - AgpSernTMPLT_ Lapyps 100007 -+ 20718011708
LT T R ——
W ey rall 5 7 & =
e @ SeY b Oadm s =
- APPSLIM LAPPE 7
Document ndexes
Cusomer Hame
Cuntomer_Namsber
Cosie D) [T
[P
Merber_Humber Application Summary
Ly _Muasdt <
J 5
i) Wt ) Talber Number: #369
Fephiatin_umber Index Fisids
I SERD T
g1y Custemar Name Membat Number Numbar frey
CSTM_DATESTARTED Jeba South jJ:.‘:‘i—H v dida bl 35334 0]-1!7]1’}2
e Customee Humber Loan Humbar | ssu Losn Purpass
fuics 11235344 103 0005121 CarLow
. Momber Name | Account Humbor | Date Started Lovish Ariviint
CHK VARIADLE ey 7 Toha Semath R [avonaoi o 0
CHICVARIABLE TES. L
TAT_COLLATERAL Part T TR T
st 3 Socurity Collateral Applicatian Type
E Fddsd ™ O Jont
K Wadabie O Fmed
Party Fialds l Pamy 1
First Hame | b
Lost Name St
Full Hame Jabn Senith
Home Ermail \ s EPhomeemal.com
Wk Email TN\ | Fhesgaoomail com
Home Phone
Signature
Signature Dot
nitials
« O s B
| S censfuly baded fe Page: Lol 1 a5gn

o If the Signature Field size is incorrect, the signature may be truncated or
distorted.

The Signature Field size should be at least 0.4 in (H) x 1.2 in (W) and can
be scaled up.

The Signature Field width should not be more than three times its height.

Signature Field size can be confirmed by processing the document and
reviewing the archived document.
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3 The Field Details window launches.
The Field Name cannot be changed.

1 Signer: Select a Party from the Signer dropdown to associate with the signature
in the field (more information in Defining Party Information on page 58).

Tool Tip: Enter a descriptive explanation of the signature field.

Required: When checked, the signature field must be signed during processing
of this document.

4 Click OK.

Please provide the field details.

General Information

Field Name: [TEAWEB_SIG_P1_1 |
@ Signer: |F‘art'_.' 1| v|
@Tuul Tip: |F‘.E|rt'_.I 1 Signature |

(3)——» [ Required

AralMT
10
LeftJustified

@ Ok Cancel
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4 The eSign Admin Manager screen refreshes.

The Signature Field appears and the defined region is highlighted in the document.

Elﬁ!mlmﬂ:MTmmwmlp

R RCT= T 1T T 1 1 I

Cusme: 08
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K Wamble~ O Fixad
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Signature Dater L
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< » 3
s cessiy boaced e Page o1 eSgn

Repeat these steps as many times as necessary to design signature fields within
each document.
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Signature Date Fields (Not Applicable for Dynamic Documents)

1 Select Design Signature Date to create unique signature dates for each signature
field.

Right-click the Signature field

Or
Right-click the Signature field name in the tree view.

Select Design Signature Date.

(Fields > Design Signature Date or right-click on the Signature Field in the Defined
Field List and select Design Signature Date.)
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crog vy RN he Account Humber | Date Started Loan Amount
CHK_VARIABLE 1234561 a1 2018 31699 00
g | B Deiee l
THT_COLLATER = R
TEAWER_SIG_P| ::"" Application Type
Party nfomabion E WdFadsd ™ O Jont
K NaEble OFmed
| Detign Signature Dwte
e Party 1
| FirstName N\ John
Lost Mame N Smith
| Full Hame N—————th
Horme Email Phamesmai com
| Work Email Or com
| Homa Phone TrrNG 1 T PFY
Signature
B D |
| Signature Dot \
| Initials \I _
: N o /
Detsgn Sograture Date |
| Succensfuly baded tie Page: 14 1 a5gn
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2 The mouse cursor changes to a pointing finger.

Click and drag the mouse over the region of the document that will contain the
Signature Date.

Click the mouse again when you complete highlighting the region on the document.
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Party Flalds Party 1
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3 The Field Details window will launch, which allows the administrator to associate the
signature date field with an appropriate signature field name.
The Signature Date field is automatically associated with a Signature field.
1 Inthe Tool Tip field, enter a descriptive explanation of the signature date field.
2 The Font Information can be altered to change the Font Type, Font Size and
Alignment.
3 Click OK.
In the Tool Tip field, enter a descriptive explanation of the signature date field.
The Font Information can be altered to change the Font Name, Font Size and
Alignment.
Click OK.
Field Details
Please provide the field details.
General Information
Field Name: | TEAWEB_SIG_P1_1_DATE |
@ Tool Tip: |F‘art§,r1 Signature Date |
Font Information
@ MName : |ﬁ.ria||"-'1T w
Size:
Alignment: | LeftJustified o
G) Ok Cancel
52 Copyright © 2020 IMM Rev. 2/5/20



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

4 The eSign Admin Manager screen refreshes.

The Signature Date field appears and the defined region is highlighted in the

D g Ao Minage - Appfam TMPLT. Lagps 10001t 20180117
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Date field areas will not hide or mask any underlying elements when the
PDF document is processed through IMM eSign RTS.

Repeat these steps as many times as necessary to design signature date fields
within each document.
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Defining Initial Fields (Not Applicable for Dynamic Documents)

[ ——— :
P [ Gancoon Flds Ewy Tools Mew Help

MPLT_1appn J00001 -1, 201201

In the document, scroll to the area that will contain the initials field.
Click the Design Initials Fields icon (Fields > Design Initials Fields).
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2 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the Initial
Field.

Click the mouse again when you complete highlighting the region on the document.
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If the Initial Field size is incorrect, the initials may be truncated or distorted.

The Initial Field size should be at least 0.263 in (H) x 0.167 in (W) and can
be scaled up.

The Initial Field width should not be more than three times its height.

Initial Field size can be confirmed by processing the document and
reviewing the archived document.
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The Field Details window launches, which is used by the administrator to define the

signature field with an appropriate field name.

The Field Name cannot be changed.

1 Signer: Select a Party from the Signer dropdown to associate with the initials in

the field (more information in Defining Party Information on page 58).

Tool Tip: Enter a descriptive explanation of the signature field.
Required: When checked, the initial field must be completed during processing

of this document.
4 Click OK.

General Information

Flease provide the field details.

Field Name: [TEAWEB_INI_P1_1

@ Signer: |
@Tﬂﬂ| Tip: |F‘art'_.' 1 Initials
(38— [~ Reaquired
PralMT
10
LeftJustified
@ Ok

Cancel
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4

The eSign Admin Manager screen refreshes.

The Initials Field appears and the defined region is highlighted in the document.

Repeat these steps as many times as necessary to design initials fields within each

document.
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Defining Party Information (Not Applicable for Dynamic Documents)

What's a Party?

No hats or noisemakers. For our purposes, a Party is a person. Documents may have one or
more parties included. Party fields are used throughout IMM eSign.

If you are processing a document that contains information for more than one person, then
the first person listed would be Party 1. The next person listed will be Party 2. Additional
people will be Party 3, 4, etc.

If you are processing an account application, the Member may be the only Party on the
document.

Party 1?

In the case of a loan application that will be submitted for a digitized signature online, the first
person listed (Primary Applicant) would be Party 1. Any co-applicants would be Party 2, 3,
etc. Some loan applications only have room for 1 or 2 applicants, so an additional loan
application may need to be submitted with only the remaining party information. Other
documents may be submitted that only contain information for a single party.

When using Remote Signatures and the document set is submitted for digitized signatures,
Party 1 has to sign the document first, before Party 2 receives the document set for signing.
Party 3 will only receive the document set after Party 1 and Party 2 have signed the
documents.

Party Name (Party 1, Party 2, etc.) definitions are used to associate other related fields
together. Signature Fields for Party 1, Address Fields for Party 1, etc. — all will be associated
by the Party 1 Name Field.

o Party fields will be used to populate the IMM eSign Remote Signature screen.
Regions used for Index Fields can also be used for Party information.

Only the following Party fields are required for processing documents with signature
blocks:

1) Customer Name - Customer Name is typically first and last name together.
The individual parts of Customer Name could also be used for Party - First
Name and Party - Last Name.

2) Email

3) Phone
Additional fields in examples are not required to be defined.
Party fields can overlap index fields.
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1

Click the Add Party Information icon (Party > Add Party Information) (Shift-F5).

[« X Aarages - AgpSeanTMPLT Lapp H0001 120180117
i Ggncdon  Fields Pary To Yew Help
oo | rEl
EECIET T
APPSUMLAFFE
ey
Customer_Mame.
Custnss_Fursbss
Cutome 000
Nanrb_Marre
Msrbar Mumber Application Summary
Loawrs_hlsts - .
i Telker Number: $999
Fophiation Number
;u;‘us&m Customisr Nams Mambar Numbsr Numbar L
CATM_DATRSTARTED Jobn Semith 11225544 35334 1251952
. T Customer Number Loan Numbar sSH Loan Purpose
11223384 103 00 55121 Car Los
Pl Member Mome Account Humbsr Date Started Loan Ameunt
CHK VARIADLE ey 7 Jobn Leun 1334560 AL0a01R o 00
CHK_VARLABLE TES L
TEAWEE_ INLP1_1
I'FMIEB:sE{P'T_\ Focurhy Collatwral Application Type
TEARIES_ 25 P11 € Wdndsd O Jont
TAT_COLLATERAL P K WaAsba O Fixed
sty lormation
Party Fislds Paty 1
First Name: John
Last Name Srvith
Full Hame John Smith
Home Email hes@honsemail.com
Work Fmail johas@wortomall com
Homa Phone 59555173
Signature T
Signature Dote s
Initials
Py

Pags: 1o 1

#5gn

The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the Party

Field.

Click the mouse again when you complete highlighting the region on the document.

o Party fields can overlap index fields.

Application Summary

Telber Number: #08

Index Fields
Customisr Namie Mambar Number Numbar [
Joba Smuth 1122554 33334 3-28-1952
Customer Numbor Loan Numbor SN lLoan Purposs
11223344 103 BOD 751234 Car Loan
Member Mome Account Number Date Started Loan Amount
Toba Semity 134560 a01a01E i o 00
Security Codlateral Application Type
E Fdnded O Jont
~ K WaAEBe O Fed

T N T

First Hame: AN

Laat Name —
Full Hame |
Home Email —rvrg e o
Work Email johns@wonomai com

Homa Phone S5955513

Signatur T

Signature Dot .

nitiats

<
Plasss cha weh your.

Pags: 1o 1
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3

The Party Details window appears, which allows the administrator to select the party
and select the information with an appropriate field name.

This information will be used to populate the fields in the Remote Signature screen.

Documents in Remote Signature are chained together based on the name of the
applicant.

Select a Party from the dropdown.
If this is the first party being defined,
Select Party 1.

For Applicant Information, either FULLNAME or LASTNAME and FIRSTNAME
must be defined. This example will use FULLNAME.

Select FULLNAME from the dropdown.
Click OK.

3

Party Details

Select the Party this extraction belongs to:

Party 'I| kg

Select the type of extraction :
FULLMAME "

Selection Text :
John Smith

Ql Cancel

The FULLNAME or LASTNAME and FIRSTNAME party information fields
cannot be deleted. The entire Party # section must be deleted to edit these
fields.
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4

The TotaleSign Admin Index Manager screen refreshes.

The Party Information appears and the defined region is highlighted in the document.

[ . = MPLT Ligrs S000071 -1 20180117,

(B Gdt Cpmoon Fidde Pay Tookk View Help

G S5e &8 0a@d 2 00 08

Application Summary

Talber Numbber: #9009

Index Fields
Customer Name

Mombar Number

Jabn Semith

11325844

58334

[IETE T

ey A Custemor Number

Loan Numbr SSN

Lasn Purpose

11223344

103

00231234

Ca Loas

Momber Name

Avcount Numbor

Date Started

ILosan Amount

Jobn Senith

1734561

ALO1201R

T35 00

CHH_VARLKHLE TES U

TEAWEB_INI_P1_1
TEAWER_51G_P11

Socurity Collateral

Application Tyne

O Jent

Page Td1 _ Sgn

There are two email fields available for party definitions — HomeEmail and
WorkEmail. The same procedure is used for both fields.

Let’s define the HomeEmail (Address) for Party 1.
Click the Add Party Information icon (Party > Add Party Information) (Shift-F5).

I <5 Actnin Marages - AgpSesn TMPLT 20 u
e Ggraction  Fielde  Pamy  Tooli  View  Help
e = e
L Q\E.{I aam| Al
APPSUM LAPFE -
ndenes
Cuttomer_Mame.
Cumtomer_Faxsber
Customer_D08
Nemrton_fiaron
MoriarHumber Application Summary
Lo Nkt . X
1 Talber Number: $999
Peghcatien_mber Index Fields
CHTM_DATRSTARTED Jaba Semith 11225844 5944 03281952
. T Customer Number Loan Numbar sSH Loan Purpose
228344 103 000581234 CarLos
Pl Member Home Account Humbsr Date Started Loan Ameunt
CHK_VARIABLE Py 7 Tobe Semits ) P ] Ye90.00
CHILVARIABLE TES. L
TEAWER_INIP1_1
st Socurity Collatoral Application Type
TEAWER S5 P11 | 0 Jont
THT_COLLATERAL 0 Fzed
rormation
‘u'“ Party Fislds Pamy 1
First Narme: Jabn
Lost Name Sty
Full Hame Sobngmi -
Home Email b ol com
Work Fmail o graoitomal com
Home Phone A1
Signature T
Signature Dot e
nitials Elﬂiﬂ'
Pt .

Page: 1of 1 a5gn
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6 The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the Party

Field.

Click the mouse again when you complete highlighting the region on the document.

Bl Gt Eawcion R Paty Tosh Wiew  Help
=] lcad G @AAA S
 PPSUL AP
Application Summary
Taller Numbsr: $950
Indlex Fields
7!67“5‘” 11225544 38334 3-23-1952
Customee Humber Loan Humbar 5K Losn Purpass
11223544 105 000 581234 CarLow
Mumbes Mome Account Humber Date Started Loan Amount
Toba Sean (eIt G Hiwe &0
Sacurity Collatsral Application Type
O Jort
0 Fzad
“Party Flalds \ [ Pary 1
First Hame: N\, [t
Last Name W
¥ ull Hame
o F e —
Work Email TR E DT o
Homa Phone S5955513
Signatur T
Signature Dot .
nitiats
P
c
Pissss chag weh your Page: 1ot 1
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The Party Details window appears.

Since we just defined FULLNAME for Party 1, Party 1 remains selected.

Select HOMEEMAIL for the Type of Extraction.

Click OK to close the Party Details window.

ﬂ Party Details

Select the Party this extraction belongs to:

Party 1] d
Select the type of extraction :

HOMEEMAIL "
Selection Texd :

Ok

johns@homeemail . com

Cancel
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8

9

The eSign Admin Manager screen refreshes.

The Party Information appears and the defined region (HOMEEMAIL) is highlighted

in the document.

e [dt Egmcion FisMs  Pamy Tool Vew Halp

Sel-TROl="F Tl 30 I I I (=]
= WF::J-I:?-PE -|"‘ —_

Application Summary

fessiven)

Telber Number: #08

index Fields
Customer Name Membar Humber Number DoH
Jobn Semith 11225544 55384 a-28-1952
Customr Number 1 oan Numbsr SSN lLosn Purposs
11223344 103 005123 CarLom
Member Mome Account Number Date Started Loan Amount
Jola Soath. 1234561 AR Hemo
Socurity Collateral Tome
. O Jort
O Frad
Pty bhcrmetion
) Party Flalds Party 1

First Hame Jahn

Smith
FUllNOme —— T o 1
Home Ermail vl coe - |
Work Email ~
Homa Phana Eo-1234
Signature i)
Signature Date b
Initials. E‘m

[E

Page: 1ai 1

This similar document has information for multiple parties.

Define the Name for Party 2.

Click the Add Party Information icon (Party > Add Party Information) (Shift-F5).

I <5y Ademen Munages - AppSarn TMPLT_dapys 200007 o8_20780117. o
Bl GE Ggmchon Tl Pay Tesl Vew Help
2GS
- APPSUNARPPE
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Aepbeston_fmees Indax ¥ lsids
e i Customor Nameo Meombos Number Application Numbes [
CSTH_LDANPURFOSE Joba Sath T s555 023155
b Customer Number Loan Number ssN Luan Purpase
R Tiasa 0 0009 1554 Cor Lo
:.n" m““j:‘ﬁ;;:: Momber Name Account Humbor Data $iarted Loan Amount
TEAWEELINLPI_I Joha Senth 1784581 A1A012018 359900
TEAWES_INI_Fa_1
TEAWER_SIG_P1_1
,Msig:p‘l Security Collateral Application Type
TEAWEB SIG_F2_1 0 Jort
TEAWER_SIG_P3_1 0 Fiuad
TEARES S5 F3 1
FME:-?;"{:.: Party Fislds Pamy 1 Party 2
TEAWER_SIG_P4_| First Name: Jabn =
"";_':;“"" Last Name Smith Senith
FULLNAME Full Name John Smith Jana Sman
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Waork Emall ot @wortomal com janas@workemal com
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Signature ]
Signature Date W
.. B P B
Page: 1ol 1

64

Copyright © 2020 IMM

Rev. 2/5/20



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

10

The mouse cursor changes.

Click and drag the mouse over the region of the document that will contain the next
Party Field.

Click the mouse again when you complete highlighting the region on the document.

[ B <5 Ackmon Marages - Ag 420180
e @dt Egmction TiMs  Pamy Tk View Help
i | R a0 - e
Application Summary
Teller Number: 9099
Indlex Fishis
Customer Namo Weormbos Number Apphcation Numbes DOB.
Joba Saith T 55530 0251951
Custiomer Number Lo Nurmber SSN Loan Purpase
IE’M-I___ 3 10 000931234 Aas boas
Member Neme Account Humbor Date Started Loan Auncunt
Joba Suth 1734380 10172018 73599.00
Security Collatesal Application Type
O Jont
O Fisd
e N
Party Flalds Paaty 1 N Party 2
First Name: Jabn N =
Last Namo Srith
Full Hams John Smith .
Home Email heshomoomail com jresifihomoenad com
Wiork Emall s @woromall com janas@workemad com
Home Phone 995551734 551235
Signature ]
S e — e
hiziiad B PY Bt .
< > >
Peass chug et your Page: il aSen
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11

The Party Details window launches.

Select a Party from the dropdown. Since this is the second party being defined,

Select Party 2.

As name is required information, only LASTNAME, FIRSTNAME or FULLNAME can
be selected at this time.

Select FULLNAME from the dropdown.

Click OK.

=

EE] Party Details

Select the Party this extraction belongs to:

Party 2|

Select the type of extraction :

FULLNAME

Selection Text :

Jane Smith

Ol

Cancel
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12 The eSign Admin Manager screen refreshes.

The Party Information appears and the defined region is highlighted in the document.

[ S iy - i K00 20190
B [t Egnction R Pamy Tosh Wiew  Help B -
2 e &SHDadats o B
— APPSUNAAPPE
: s
Cutamer_tame
Foymnly
[
Cusame,
wﬂ Application Summary
Lo Nk Teller Number. 3999
Repbeation_ thmber Inclax  feldds
= [rryeeT— Weormbes Number AppRouton Numbe [
CSTM_LOANPURPGSE Joba Saath 1223544 55554 03231952
by i Customer Nurber Lean Humbr ssn Loan Purpase
X Tiaaiat 0 w005 1830 CirLow
WE:JI:IL:;:: Momber Nama Account Number Data Started Loan Amount
TEANER_IN_PA_1 Jobn Senith 1284361 AU012018 2399900
TEAWES_INI_F2_1
i Security Collateral Application Type
TEAWER_Si5 P21 0 Jort
TEAWER_34G_P3_1_ 3 Fixed
TEAWER 553 K11
m‘:ﬁ;i‘—“ Party Flalds Pasty 1 Party 7
TEAER 15 Pd ) First Hame Jober Jare
& ""-;:.’:"“" Last Name S Smith
 Pay2 Full Hama John Smith L
FllLiang Home Emal e e——— [resr e -
Wark Emall |hrs@workemal com janeaworkemal com
Home Phone 939555174 9995551235
Signature L
Signature Date W
Initisla [TEren |
.
Page: 11 aSgn
1 Repeat these steps as many times as necessary to add all party-related field

definitions to the document.
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Deleting a Document Definition

Delete from Defined Document List
1 From the eSign Admin Manager window,

Click File > List Defined Documents.
Or

Click the List Defined Documents icon @

I B0 TotaleSgn ddmin Indes Mg

LBl Eob Estmction felds Paty  View  Help

Ul ol Ll il ud |- =3

Pl .

% | Load Local Decumert

l@ List Definec Documents...
LJ Bdanage Attachments
w‘ Impart Defend Documants..

e

2 The Defined Documents List window appears.

Please selectthe Document Type(s) you would like to open or export
D pti Disp A tro AIM D d =
Contains: VICom:ams: ?ICumams: VIFl\ter...@ VIF\Iter...@ VIF\Iter...IE VIF\Iter...IE
» |APPSUM1APPC APPSUM1APPC Application Summary =] = =] =] -
| |APPSUM1APPD APPSUM1APPD Application Summary 4 [ [+
| |APPSUM24PPD APPSUM2APPD Application Summary =
| |aPPSuM2aPPS APPSUMZAPPS Application Summary ] [ Ll
| |APPSUM4APRC APPSUM4APPC Application Summary O [
| |APPSUM4aPPD APPSUM4APPD Application Summary O
| |APPSUMGAPPD APPSUMBAPPD Application Summary = = = =
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) O O O <
4 [ [ | v
[ Delete Selected ” Open Selected } [ Export Selected } [ Close }
Total: 15, Selected: 1

¢ Column definitions are listed under the Extraction Details window on page 24.
e The top row in each column allows filtering the selection.
o Filters are data-specific (text or Boolean).

0 The default text filter selection, or constraint, is “Contains” and the default value
is empty, which causes all rows to appear. The default data filter selection is
“Equals”, which filters based on the icon in the filter row.

Click the filter icon to choose a type of constraint. Click the constraint (Contains,
Starts with, etc.) to enter text. Select one or more documents.

Click Delete Selected.
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3 The Confirm Delete text box appears.
Click Yes.
The documents are deleted.

r ]

Confirm Delete

o Are you sure you want to delete the selected documents?
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Delete by Deleting Extraction
1 From an open document,

Click Extraction > Delete Extraction.
Or

Right-click on the Document Type and select Delete.

I TirtabeSign Addn bnibes Marsger - AppSurn TMPLT_Tapyes ID0001-£7 20T 2l
File  Bot | estaction | Felds Pamy i Help

He & & D@@a s 0o

Edit Estraction

o

= EEEIY 5 Defete Eatraction

-Im %
i Crdering
- At Vi
Caisames_DOE

Lian_Wunber

CETH CATESTART ;
CSTM_TID | Index Flelds

Application Summary

il |

Teller Number. 3999

LT | AANDI R

2 The Confirm Delete text box appears.
Click Yes.

T

Confirm Delete

definition "APPSUMIAPPE" 7

Yes

0 Are you sure you want to delete the whole document type

3 The page refreshes with all index and field information deleted.

[ % 1 - APPSUMLAPPE pall
e [de  Egnction Figlds  Paty  Tools Wew Baip
*Salbid kel - 1 1 1 I

Application Summary

[ )

Teller Xumber 9999

[ Index Fieids

| Customer Name Member Humber Application Number | DOB_

Jokn Samith 1z 53550 0321192

| Customer Number Loan Nurber sSH Loan Purpose
11229344 105 000521230 Fu Loxa
Membes Nome Account Nueber Date Started Loan Asmount
R asie ovoo Jieao0n
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Closing a Document
Click File > Close File.
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Managing Attached Documents

An Attached Document is a PDF document not in the normal IMM eSign document system.
This could be a scanned driver’s license, passport, a written set of instructions, or any other
document in PDF format.

No documents are created or used when they are defined. This is more like a type or
category than an actual document. You can scan a passport and save it as a PDF document
with any name. When the document is added into the document set, the Full Name and
filename will be required information.

Refer to the User Guide for information on adding and using attached documents.

1 From the eSign Admin Manager screen,

Click File > Manage Attachments.

Bl Dot Gonsction  Fiekde  Pamy Tosht  Miew  Eelp
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The Manage Attachments screen appears.
Existing Attached Document definitions are listed in the top.
Clicking a column title alternates between sorting ascending or descending.

Click Close to close the Manage Attachments screen.

Manage Attachments

Attachments feature is used to add additional PDF documents to Saved Sessions.
Full Mame will be used on the Attachments screen when the user adds the

documents to Saved Sessions. .
Filter Row

The top row in each column allows filtering the selection. The default filter selection,
or constraint, for Text fields is “Contains” and the default value is empty, which allows
display of all rows. The default filter selection, or constraint, for checkbox fields is “No
filter” and the default value is empty, which will display all rows. Click the filter icon to
choose a type of constraint. Click the constraint (Contains, Starts with, etc.) to enter

O INJIME : FLIL NGITIE II : L ESCripaon : nr.w-_Il'n'q

\Contains: ] Contains: ] Contains: | Filte....[d |
» |DRIVERSLICE... DRIVERSLICENSE Driver's License [v]
PASSPORT PASSPORT Passport
PAYSTUB PAYSTUB Paystub [v]
PHOTOID PHOTOID Photo ID Document [¥]
UTILITYBILL UTILITYBILL Utility Bill

4 | Il | 4

| Delete |

Document Details

Short Name |

Full Name |

Description |

[&] Archive Dacuments

Add Cance| | | Close
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Add an Attach Document Definition
1  Click Add.

The Manage Attachments screen unlocks for editing.

Manage Attachments

Attachments feature is used to add additional PDF documents to Saved Sessions.
Full Mame will be used on the Attachments screen when the user adds the
documents to Saved Sessions.

| Short Mame |  Full Name |  Description -;mmnmﬂ
|Comz|ir15: ?IComzins: ﬂConEins: ?iFiIte...@ ?I

» |DRIVERSLICE... DRIVERSLICENSE Driver's License [w]
PASSPORT PASSPORT Passport
PAYSTUB PAYSTUB Paystub
PHOTOID PHOTOID Photo ID Document [v]
UTILITYBILL UTILITYBILL Utility Bill [¥]

<« Il |»

| Delete |

Document Details

Short Name || |

Full Name | |

Description | |

[#] Archive Documents

Save | | Cance| | | Close

74 Copyright © 2020 IMM Rev. 2/5/20



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

Enter information for
1 Short Name: Used in creating the filename for saved sessions. The Short

Name is used for the Document Set Name on the Saved Session Details
screen. (20 characters maximum)

Short Name and Full Name can only have A-Z, 1-9 and Underscore ().
Spaces are not allowed.

2 Full Name: Used in creating the filename for archived documents. For

attachments, the document name is more like a type or category than an actual
name. You can scan a driver’s license and save it as any file name. When the
document is added into the document set, the Short Name and the filename will
be required information. Used in creating the filename for archived documents.
The Full Name is used in indexing and defaults to the current filename, but can
be modified at this point. (100 characters maximum)

Description: An easy to recognize description of the document. (150 characters
maximum)

Archive Document: When checked, the document will always be archived as
soon as a session is complete. When not checked the document may still be

optionally archived.

Action Buttons:

= Click Save to save the changes and add the information to the list.

= Click Cancel to clear the Document Details section with no changes saved.
= Click Close after all definitions have been added.

=

Manage Attachments

Attachments feature is used to add additional PDF documents to Saved Sessions.
Full Name will be used on the Attachments screen when the user adds the

documents to Saved Sessions.
| |

_|___,.,.__,._,,. | =1 (BVErY | _...__,_,,,.,.,_'__,,_,,.,.__.,._'

| Contains: “r] Contains: | Contains: 7| Filte... [0 7]
» |DRIVERSLICE.. DRIVERSLICENSE Driver's License
PASSPORT PASSPORT Passport [¥]
PAYSTUB PAYSTUR Paystub [
PHOTOID PHOTOID Photo ID Document [
UTILITYBILL UTILITYBILL Utility Bill

| m |»

| Delete |

Document Details

Short Name |AUTOINSURANCEAGREEME |

Full Name |AUTO_INSURANCE_AGREEMENT |

Description |Aut0 Insurance Agreemert| |

[#] Archive Documents

({} Save | | Cance| | | Close

75



IMM eSign 2019.2 SP1
Admin Manager Administrator Guide

3 The Manage Attachments screen refreshes listing the attachment.

¢ Edit Indexes: Clicking this button displays the Document Imaging Indexes screen.

Refer to page 33 for more information. Only active when editing an existing

attachment.

Only indexes which have Use For DMS checked at the FI Level will
appear on the Document Imaging Indexes screen.

Repeat as necessary.

Click Close when done.

Manage Attachments

Attachments feature is used to add additional PDF documents to Saved Sessions.
Full Name will be used on the Altachments screen when the user adds the
documents to Saved Sessions.
: O INJIME : FLIL NGITIE : L ESCripaon : frl‘ﬂ('_'l'l'q
\ Contains: ] Contains: ] Contains: | Filte...[3 |
b |AUTOINSURA.. AUTO_INSURANCE_A... Auto Insurance Agree..
DRIVERSLICE... DRIVERSLICENSE Driver's License [v]
PASSPORT PASSPORT Passport [¥]
PAYSTUB PAYSTUB Paystub
PHOTOID PHOTOID Photo ID Document
UTILITYBILL UTILITYBILL Utility Bill [v]
4 | Il | 4
| Delete |
Document Details
Short Name | |
Full Mame | |
Description | |
[¥] &rchive Documents
| Edit Indexes |
Add | Cance| | | Close

Edit an Attach Document Definition
1 Double-click an attachment row.

The Document Details unlock for editing.
Make changes as necessary.

Edit Indexes as necessary.

Click Save to save the changes and add the information to the list.

Click Cancel to clear the Document Details section with no changes saved.

76

Copyright © 2020 IMM

Rev. 2/5/20



IMM eSign 2019.2 SP1

Admin Manager Administrator Guide

Delete an Attach Document Definition
1 Click a definition.

Click Delete.

2

Manage Attachments

Attachments feature is used to add additional PDF documents to Saved Sessions.
Full Mame will be used on the Attachments screen when the user adds the
documents to Saved Sessions.

1" ["Short Name | Full Name |  Description | Archive Dot
Contains: __ vlContains: | Contains: T Filte,.. [0
b AUTOINSURA... AUTO INSURANCE A... Auto Insurance Agree.. [v]
 |DRIVERSLICE.. DRIVERSLICENSE Driver's License
| |PASSPORT PASSPORT Passport [v]
" |pavysTUB PAYSTUB Paystub [¥]
- |pHOTOID PHOTOID Photo ID Document
: UTILITYBILL UTILITYBILL Utility Bill
4| i | »
| Delete |

Document Details

Short Name | |

Full Name | |

Description | |

Archive Documents

| Edit Indexes |

5

| Cance| | | Close

Click OK on the Warning popup.

The definition is removed from the list.

Warning

o Do you want to delete the docurnent selected?

8] 4 Cancel
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Remote Attachment Template

Remote Attachment Templates are groups of attachment definitions that can be associated
with discrete processes (Car Loan, Home Loan, etc.)

Remote Attachment management is performed using IMM eSign RTS Administrator functions.
Click File > Remote Attachment Template.
o This action will open IMM eSign RTS in a browser window.
eSign Admin Manager will remain open during this operation.

The Remote Attachment Template Maintenance page appears in your browser.

b -
Remote Attachment Template Maintenance IMM eSign
Search by Template Name:
Template Name Description Attachments Save Delete

Add Description

Car Loan Car Loan Attachment Template

Home Loan Home Loan Attachment Template

Refer to the Administrator Guide for an explanation of this page.
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Exporting and Importing Defined Documents

Exporting/Importing defined documents is a two-part process. Exporting/Importing the Defined
Document List and Exporting/Importing the Defined Documents are separate processes. Both
processes are explained. Exporting/Importing the documents are necessary if changes will be
made by the receiving Financial Institution.

! 1. Fonts used for text fields (Defining Text Fields, page 36) are dependent on
. fonts installed on the server.
A document exception during processing may occur if the document is defined
and imported on a server that does not have the same font available.

2. Attachments cannot be exported or imported.

Defined Document List on the AIM Administrator Machine

Defined Document List databases are stored on the server for each Financial Institution, making
it possible to use copies of a single or master Defined Document List database on multiple
Financial Institutions.

Export List
1 From the TotaleSign Admin Index Manager window.

Change Financial Institution as necessary to select the source FI (Starting Admin
Index Manager, page 7).

Click File > List Defined Documents.
Or

Click the List Defined Documents icon @
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The Defined Documents List window appears.

2

Please selectthe Document Type(s) you would like to open or export.

 AIM Cefined__ [

IShort Nanm Full Nan Des

| Contains: 7| Contains: 7| Contains:

| = | -
| Fitter.. | Filter.. w|Filter.. ?IF\Iter.‘.El ¥

Application Summary
Application Summary

¥ |APPSUMLAPPC
APPSUM1APPD
APPSUMZAPPD
APPSIUM2APPS
APPSUMAAPPC
APPSUM4APPD
APPSUMBAPPD

LNADDSTATC
Ll

APPSUMI1APPC
APPSUM1APPD
APPSUMZAPPD
APPSIUM2APPS
APPSUMAAPPC
APPSUM4APPD
APPSUMBAPPD
LNADENDUMSTATICC_1APP

Application Summary
Application Summary
Application Summary
Application Summary
Application Summary
Loan Addendum (Static)

&|E

@
5
=

o

@
71
0O
=
]
=]
=

=
0EEREE &=

EEEREEE

=
O
O
O
5]
]

=]
O

Delete Selected || Open Selected H Export Selected H

Close

Total: 15, Selected: 1

e Column definitions are listed under the Extraction Details window on page 24.

e The top row in each column allows filtering the selection.

o Filters are data-specific (text or Boolean).

0 The default text filter selection, or constraint, is “Contains” and the default value
is empty, which causes all rows to appear. The default data filter selection is
“Equals”, which filters based on the icon in the filter row.

Click the filter icon to choose a type of constraint. Click the constraint (Contains,

Starts with, etc.) to enter text.
Select the document(s) to be exported.
Click Export Selected.

The Save As window appears.
The default location is
Instal IPath®%\Admin\IndexFiles.

Navigate to a target folder.

Enter a File Name.

o The list will be exported in .Zip format.

The Successfully Exported X items message
appears.

Click OK.

The list is exported and you return to the
TotaleSign Admin Index Manager window.

This procedure only exports the
Document Definition List. The
associated files are not exported and
must be done separately.

Successfully Exported @ itemns,
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Import List

Documents included in Defined Document Lists created in prior versions of TeSign
Admin Index Manager can be imported into TeSign Admin Index Manager 2019.2
SP1.

From the eSign Admin Manager window.

Change Financial Institution as necessary (Starting Admin Index Manager,
page 7).

Click File > Import Defined Documents.

Py Teeks Miew Help

i Eoge il il |

ety erepiate

It Defined Dountents..

The Open window appears.

Navigate to the location where the Zip file is stored.
Select the Zip file.

Click Open.

The Import Defined Documents window appears.

Column definitions are listed under the Extraction Details window on page 24.
By default, all documents are selected.

Select any or all documents to be imported.

Click Import Selected.

Import Defined Documents
Selected Document Types will be imported. (By default all ofthe DocumentTypes have been selected.)
FullName o peserpten [ Dispiay | Archive |Eiectonic Vau | =
Contains: vlcamzins: vlcumzms: vlFi\ter..@ vIF\Iter..@ vIF\Iter..@ vIF\Iter..@

» |APPSUMLAPPC APPSUM1APPC Application Summary ] [ =] E
APPSUMLAPPD APPSUM1APPD Application Summary [ [
APPSUM2APPD APPSUM2APPD Application Summary [ [ [+] N
APPSUM24PPS APPSUM24PPS Application Summary al O [v]
APPSUMAAPPC APPSUM4APPC Application Summary O
APPSUM4APPD APPSUM4APPD Application Summary [ [ O [
APPSUMGAPPD APPSUMGAPPD Application Summary [
LNADDSTATC LMADENDUMSTATICC_1APP Loan Addendum (Static) [T [+ ] -

[l [ [ |»

T
[ import selectea ] [ | Close }
Total: 15, Selected: 15
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4

The Successfully Imported X items message
appears.

Click OK.

The list is imported and you return to the
TotaleSign Admin Index Manager window.

Successfully Imported 9 itemns.

o This procedure only imports document —
definitions. The associated PDF files
are not imported and must be done
separately.
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Defined Documents on the Server

Export Documents
1 On the server, navigate to C:\IMM\TeAASPFi les\FI1#\SourcePDFs.

e Each FI (FI#) stores its own documents in the SourcePDFs folder.
Select the PDF files to be exported.

Right-click and select Send To > Compressed (zipped) Folder.

B PRCMPITET
Y TRUSLDION

by

uuuuu

------------

2 Rename, copy and distribute the .zip file as necessary.

Import Documents
1 On the server, navigate to the folder containing the compressed folder (.zip file).

Right-click on the file and select Extract All.
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2

The Select a Destination and Extract Files popup appears.

Use the Browse button to select an extraction location on the server (Default

Location:

C:\IMM\TeAASPFi les\FI#\SourcePDFs,

Where Fl# is the FI Number associated with your Financial Institution).

Click Extract.

Select a Destination and Extract Files

Files will be extracted to this folder
| CAIMMNTEAASPFiles\FIZ\SourcePDFg| Browse...

Show extracted files when complete

Cancel

84
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Imported Documents Permissions

1

On the server,

Navigate to the SourcePDFs folder (Default Location:
C:\IMM\TeAASPFi les\FI1#\SourcePDFs,

Where Fl# is the FI Number associated with your Financial Institution).

Right-click on the folder name and

Select Properties from the menu.

-
B & B - | CUMMTEAASPFiles\FI2\SourcePDFs

File

»*

access

«

Pin to Quick Copy

Share Wiew

=

Home

& cut

%] Copy path

X

7 New item +
fj Easy access *

Paste Move Copy Delete Rename Mew
E] Paste shortcut to to - folder
Clipboard Crganize Mew
v » ThisPC » Local Disk(C) » IMM » TEAASPFiles » FI2 > SourcePDFs »
~
Fl2 ” Mame
AddOns = APPSUM1APPC.pdf
Archive =L APPSUM1APPD.pdf
ArchiveOther =L APPSUMZ2APPD.pdf
Error =1 APPSUM2APPS.pdf
FDFs L APPSUM4APPC.pdf
Hel L APPSUM4APPD.pdf
&
P =L APPSUMEAPPD.pdf
Images = iMMeAtlzsRedirect.pdf
SourcePDFs Collapse P.pdf
i SampleCompressedPdfFileszip
X @' Agent Ransack...
TeAWebArchive
Temp Open in new window
Images Pin to Quick access
Share with >
Logs
& Snaglt >
TeAWebArchive X X
Restore previous versions
T
Eme Include in library >
Uploads Pin to Start
Utilities
Send to >
TeAASPFileUploadSve
inetpub i
C
Logs DW
Paste
Perflogs
Program Files Delete
Program Files (x86) Ll
ProgramData New >
Recovery Properties

System Volume Information

v

Properties

Ope

Date modifie|

£ofs o WoWofooWwiow L

[ faown
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2 The SourcePDFs Properties window appears.

1 Select the Security tab.

2 Click Advanced.

=

B SourcePDFs Properties

General  Shari(( 1 ) Securty |

Previous Versions  Customize

Object name:  C:AMMNEAASPFiles\FI2\SourcePDFs

Group or user names:
CREATOR OWNER

ER SYSTEM

H2 NETWORK SERVICE
2 MR loar AMRRIRIS I AL I loarl
< >

To change pemissions, click Edi. Edtt_.

Permissions for CREATOR
OWNER Allow Deny

Full control e
Modify

Read & execute

List folder contents

Read

Wiite: b

For special pemissions or advanced settings, _
click Advanced. e Advanced

Cancel Apply
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3 The Advanced Security Settings for SourcePDFs window appears.

1 Check the checkbox for Replace all child object permissions with inheritable
permissions from this object.

2 Click OK.

=
l Advanced Security Settings for SourcePDFs

Name: CAMMN\TEAASPFiles\FI2\SourcePDFs
Owner: IMMUser (IMMVMRKS207164NMMUser) GCHEHQE
Permissions Auditing Effective Access

For additional information, double-click a permission entry. To modify 2 permission entry, select the entry and click Edit (if available).

Permission entries:

Type Principal Access Inherited from Applies to X
5% Allow  METWORK SERVICE Full control None This folder, subfolders and files
a Allow  Administrator Full control CAIMMVTEAASPFiles\...  This folder, subfolders and files
SR Allow  METWORK SERVICE Full control CAIMMVTEAASPFiles\...  This folder, subfolders and files
a Allow  IMMUser (IMMVMRKS20184l...  Full control CAIMM\TEAASPFiles), This folder, subfolders and files
SR Allow  SYSTEM Full control CA\ This folder, subfolders and files
SR Allow  Administrators (IMMVMRKS2...  Full control CA\ This folder, subfolders and files
S8 Allow  Users (IMMYMRKS201640Us...  Read & execute CA\ This folder, subfolders and files
a8 Llcare (RARAVAARKSINEANLL al I This £alrar and subfalel hd
Add Remove View

Disable inheritance

1 Replace all child object permission entries with inheritable permission entries from this objectl

(Yo ]| conca || ey

4 The Windows Security window appeatrs.
Click Yes.

-

Windows Security

This will replace explicitly defined permissions on all descendants of
! this object with inheritable permissions from SourcePDFs.
] B

Do you wish to continue?

es Mo

5 Click OK, OK.

Close all open windows.
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Pro Sig n Documents (Only available if the TeSign Zip Files Add-On is activated.)

If you switch from an FI that does not have .zip files to an Fl that uses .zip files, you
must restart TotaleSign Admin Index Manager.

All documents from the .zip files must be defined as described in this guide.

To prepare for extracting files:

1

4

Create a temporary folder (Ex. C:\Program Files\IMM\TotaleSign\Admin\Temp).

To assist in identifying new extracted PDF documents to be defined, you can create
a folder C:\Program Files\IMM\TotaleSign\Index Files\Base Documents and move all
currently-defined documents from C:\Program Files\IMM\TotaleSign\Index Files to
the new folder.

Copying the .zip folders into C:\Program Files\IMM\TotaleSign\Index Files will help in
the following steps.

After the TeSign Zip add-on is activated and the password has been entered, a new
menu choice appears in AIM: Tools.

e5ign Admin Manager

File  Edit  Extraction Fields Pa Tools | Miew  Help

S ra—ﬂWﬂJﬁJJ‘

Click Tools > Zip Files > ProSign.

B eSign Admin Manager

Taals | Wiew  Help

Zip Files » ProSign

Eile  Edit  Extraction  Fields  Parky

el = il
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The Select a Zip file to Extract From screen appears.
1 Browse to the .zip file location.
2 Click Open.

The embedded PDF documents will be extracted to the default document location
(Default: C:\Program Files\IMM\TotaleSign\Admin\IndexFiles).

Define all documents as described in this guide.
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Contact IMM Support

Feel free to contact us with any issues or concerns.

Phone: 800.836.4750 Option 3 (8:30am - 10:30pm ET)
Fax: 908.862.6446

Email: support@immonline.com

2 City Hall Plaza
Rahway, NJ 07065
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