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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. Planning and Indexing
2. Starting Admin Index Manager
3. Creating a Document Template
4. Defining Fl Level Index Information

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

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

5. Loading a Document
6. Defining a Document Type
7. Defining Fl Level Index Field Regions
8. Modifying Document Level Indexing

a. Set document level custom functions

b. Set document level index field default values
9. Defining Text Fields
10. Defining Checkbox Fields
11. Defining Signature Fields
12. Defining Initial Fields
13. Defining Party Information
14. Closing a Document
15. Managing Attached Documents
16. Exporting and Importing Defined Documents

4/18/19 5
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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 Fl (Financial Institution) level applies to all
documents processed through IMM eSign RTS. Fl 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 57 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 Fl 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: |http:f‘fYDurServerfTe}-‘u'-‘xS P/ TeSign asmx |

(2 ostSystem FIID: [ YourFIID (4]

@t FIID Pagsword: |'"‘"“"" |

Edit Close

Save Cancel
©

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.

¢ Host System FIID: Preset during installation.
e 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.

r

»+ Enter eSign Credentials

Host System FIID ;| YourFlD

Domain - ¥OURDOMAIN
User|D: |'YourUserD
(DRTS Password : |
® 0K Cancel

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

r

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.

The eSign Admin Manager screen appears.

I Totahesen A ks Manage

Ele EaE s s Daty Wi Help

e R o e e e i e A o

Current FIID

Hover the mouse to display
more information

Host ID: HostID
HostiEID: YourF D

FIC: 2

The current FI ID appears in the lower right corner of the window.

Hover the mouse pointer over the Fl 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.

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

Host System FIID

Host FIID Password

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

a A 0N

-
‘ Preferences

@eb Service URL: ||'rrtp::‘fYourSenrerfTeMS P/TeSign asmx |

(2 ostSystem FIID: | YourFIID |

(3)st FIID Password: |~ |

@ Files

Zip Files Folder: | C:\Program Files (<86/\IMM\ Totale Sign'\Admin\ZipFiles |

Browse ...

Edit Cloge

Save @ancel

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

10 Copyright © 2019 IMM Rev. 4/18/19
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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
O Copies: | 1 : =
Print @
Printer :
IMM Admin Virtual Printer _ Pp—
v Loan Application MM FCU
Ready oo
Printer Properties o s e S
Settings

’TD Print All Pages .
The whole thing
Pages: i
E Print One Sided
Only print on one side of th...
Feedback Collated

”=D’|=D 123 123 123 M

D Portrait Orientation -

Options

Letter
61192 ptx 7919 pt.

VB LnAppTMPLT_lap...

Custom Margins o

JE -1089 TeA 2015.1 X...

VB LnAppTMPLT_lap... E

1 Page Per Sheet -
i Normal.dotm

Page Setup
B -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.

4/18/19 11



IMM eSign 2018.1
Admin Manager Administrator Guide

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 FI.

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

The View/Change Index Field Types screen appears.

TndexficldType  Tille MaxLength Default for Search Actve  Default for Search Completed Use For Imsgin External Index  Imaging Index Name S
1M1 STOIND-DAT i e | 50| E
IMM_STOIND_TIMI MM Time 50 Time

IMM_STOIND_TRA IMM Transaction 100 TransactionlD
Full_Name Full Name il
Account_Number  Account Number 10
CSTM_CUSTOMEF Customer Numbe 15
CSTM_TID Tax ldentification 12

OEREHEOE
ORREAEEE
HEOOREE

< >

Tad New Tndex Type

IndexFieldType: [CSTM_ |
Ttle: | |
MaxLength: |0

] Default for Search Active [ ] Default for Search Completed [] 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:

¢ 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.

4/18/19 13
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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).

IndexFieldType  Title MaxLength Default for Search Active Default for Search Completed Use For Imagin External Index  Imaging Index Name Smart Index Lookuj Formatted Custom Function] Custem Function2 Custom Function3 Custom Functiond Custom FunctionS
e

IV STOIND_DAT Wi Dete | == ) % we — — " W | W __[MoORDAE |
IMM_STOIND_TIMI MM Time 50 ] Time ] ] MODIFYDATETIME
IMM_STDIND_TRA MM Transaction 100 TransactionlD O [}

Full_Name Full Name k] O O O

Account_Number  Account Number 0 O O O

CSTM_CUSTOMEF Customer Numbe 15 O m}

CSTM_TID Tax ldeniification 12 ] ] ] ]

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
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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 Fl 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.

©

()
)

Add New Index Type

@ Extemal Index Name: |

IndexFieldType: [CSTM_ |

Title: | |

MaxLength: |0 S

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

Add Index Type

4/18/19
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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.

IndexFicldType  Tille MaxLength Default for Search Active  Default for Search Completed Use For Imagin External Index  Imaging Index Name S

IUN_STOIND-DAT W Dme | ——50 — —H |~ @ |~ ®m | o |
IMM_STDIND_TIMI IMM Time 50 ] [=] =] Time
IMM_STDIND_TRA IMM Transaction 100 [¥G) [ [ TransactionlD
Full_Nsme Full Name 30 = = O
nt_Mumber  Account Number 10 =] = 0
CUSTOMEF Customer Numbe 15 ¥ [l [
Tax Identification 12 B O =]

DeleteSelectEd | Close

Add New Index Type

IndexFicldType: [CSTM_ |

Ttle: | |
Maxlength: [0 =

[] Defauit for Search Active [ ] Default for Search Completed [ Use For Imaging

Add Index Type

Extemal Index Name:

A confirmation window appears.
Click Yes to delete the field.
The screen updates showing the field has been deleted.

16 Copyright © 2019 IMM
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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.

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.

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.
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2 The document loads into eSign Admin Manager.

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

eSign Admin Manager - AppSumTMPLT_Tapps.

File Edit FEdraction  Fields Party Tools View Help
: [ XN, @ 9@ BN =
D2 [0 e G | B R B 220 10 01
~
1D0001-61
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

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 Jjehns@workemail.com

Home Phone 999-555-1234

Signature

Signature Date

Initials

-
< >

Successfully loaded file Page :1cf 1 eSign

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 © 2019 IMM Rev. 4/18/19
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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. Fllter ROW
T T T T —— T P— o
| 3 o f | 3 | |Elec ault_ A .nr,‘m—h--r#h
Contains: VICuntams: ?ICuntam;: VIFl\ter.‘.@ ?IF\Iter.‘.@ YIFH{ET.‘.@ ?IF\Iter.‘.@ 31
» |APPSUM1APPC APPSUM1APPC Application Summary =] [ [¥] -
APPSUM1APPD APPSUM1APPD Application Summary (] [
APPSUM2APPD APPSUM2APPD Application Summary [ [ [+
APPSUM24PPS APPSUM24PPS Application Summary 3] O =
APPSUM4APPC APPSUM4APPC Application Summary [ [ O
APPSUM4APPD APPSUM4APPD Application Summary O [
APPSUMGAPPD APPSUMGAPPD Application Summary
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) O [ O O ~
] [ [0 S
Delete Selected || OpenSelected || Bxportselected | [ close | Non-AlM
— |
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).

o 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 84.

4/18/19
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IMM eSign Admin Index Manager Screen Layout

Menu Bar Icons

B [ Egcten Tk fay e b

|-|x MTET TN I - s 2 ]

e | Page Numbers
Defined Field List— | el e
A — fiwo Current FIID
h _ I Hover the mouse to display
[ H—— more information
_I ty Flekdn. _Ml |
e = ; Host ID: IMM
L {rnm—— ! Host FIID: eSign
Information Area e oo FIID: 2

=/

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)

I

.I
|
e

o

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)

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

9/ Define initial fields in the document. (Fields > Design Initial Fields)

o [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)

=
|

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

7 /f /| 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]

o | [@/= = Selecting the Document Type highlights all defined indexes and
" Ctmmwe— | fields across pages.
e ™~ Selecting Document Indexes highlights all defined indexes in
m\ orange across pages.
s | Selecting a specific field highlights the index in green and displays
ST 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 78 for information on modifying
previously defined documents.

Static Documents vs. Dynamic Documents
What'’s the difference?

Basically, a static document is one that will always be the same length, and all information in
a static document will always be in the same place. The Signature Field and Signature Date
Field will always be in the same locations on the same page. The document will always have
the same number of pages.

A dynamic document can vary in the number of pages included. A mortgage document may
sometimes be 1 page long and 9 pages or more in other cases. Typically, these documents
require that an applicant read all of the information and then sign the document at the end,
attesting that the applicant has read the required information. In a dynamic document the
Signature Field and Signature Date field can always be at the end of the document regardless
of the number of pages included.

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

Changing document type (dynamic vs. static) 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 67.

Party Information and Signature Fields are disabled in dynamic documents.
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Document Type
1 Click the New Document Type icon (File > New > New Document Type) (Shift-F3).

[ esign Admin Manager - AppSumTMPLT _Tapy

File Edit Edraction Fields Pary Tools \View Help
@ B ® S e =
S R@E@ A2 0000
,,
100001 81
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
Security Collateral
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 com
Home Phone 999-555-1234
Signature
Signature Date
Initials
v
< >
| Successfully loaded file. Page : 1of 1 eSign
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2 The mouse cursor changes.
Click and drag the mouse over the region of the document that contains text
information unique to that document. In this case the title is Application Summary, but
we have used a unique form number for the document.
VIJ TotaleSegn Aderun Indes Manager - AppSurn TMPLT dapgrs 0001 -4 201 71122 pelt
(B I8 Bgncton Felds Py Tooh Yew Help
- 58 - Od 3 Ar
Application Summary
és-.cu;a,c'.,.;'.....u Application Type :
| Sigaature Date
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.
Right-click the mouse button or press the Escape key to reset the selected
region.
Click the mouse again when you complete highlighting the region on the document.
4/18/19 23
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3 The Extraction Details window appears.

Any and all highlighted text Will appear iN the | fe e o i S st e chaa 1 iortfer Please provide
Selection Text field on the Extraction Details Documert Hm"l |
. Short Name :  |APPSUM1APPE
window. Complete the form as necessary. . [ersawmre |
e Short Name: Used in creating the e s D oy b |
fllename for Saved seSSIOnS. The [ Archive Documer nt [ Bectronic Vauk Document
Short Name is used for the
Selection Text
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.

it
[~
y
3

¢ 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)

¢ Description: Used on the Saved Session Details screen for the Document
Description column. An easy to recognize description of the document. (150
characters maximum)

¢ 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.

e Dynamic Document: When checked, the document will contain dynamic fields -
fields that may appear in different locations in a document.

o 1. Changing document type (dynamic vs. static) after the document
has been defined is not supported.

2. Party information, signature fields, signature date fields and initial
fields cannot be used in Dynamic Documents.

¢ 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.

¢ 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.

o0 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.

¢ 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.
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4 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.

5 If you are defining a document that has an associated .XML file,
The Added screen appears.
Click OK to continue.

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

—

Warning

| Document Indexes have been changed as defined in the Index XML

6 The eSign Admin Manager screen refreshes.

5 5y Acdman Manage: - AppSem TMPLT_Lapgrs 100001 ¢ 20180117 pelt

Ble  §dt  Efraction Fields  Paty  Tosk  View Help

The Short Name appears and the document name region

document.

o @Esed &G ODadEa s ]
:
e g el .
Fuedde.
e
Application Summary
Teller Number 5355
Index Fields
Customaer Name Mamber Number Number DoB
Jobn South 11223344 33354 03-23-1952
Cusiomes Number Loan Humbes SSN Loan Purpose
11223344 wo 000951234 Car Loan
Momber Hame Account Humber Date Started Loan Amount
Jobn Samith 123456.1 010120 23,990 00
Socurity Collateral Application Typo
O Jomt
£ L. ..o
Ry Fins . ]
First Name Jobn
Last Namo Smih
[ e
Home Email johasgghomeemail com
Work Fmall johns@workemail com
Home Phoe e
Signature
sidnumw Date
e

is highlighted in the

4/18/19
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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).

BF 5y Acdmun Manage: - AppSem TMPLT_Lapgrs 10000161

1B 7 el

He it Efraction  Fields

R

Baty © Tosht  View  Help

SUML

[s]esv & @a@aam.

Index Fields

Application Summary

Teller Number 95999

Customar Name Mambar Number Numbier Doy
Joba Smith 11223334 33354 03-23-1932
Custames Humber Loan Number S Loan Purpase
122334 103 000.95.1234 Car Loan
Mumer Hame Accoun Numbes Date Started. Loan Amoum
Jobn Sanith 123456.1 0101700% 2300000
Security Collateral Application Type.
O Jont
=Li ]
Party Flolds Pary 1
First Name Jobn
Last Name Smith
Full Nama John Smith
| Home Email pobers@homesral com
Work Email johas@wocknmail coen
Home Phona 999-555-1234
s dedd
| Signatuse Date
Initials.

Page 10 1
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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.

He it Efraction Fields Paty  Toek  Miew  Help

s/ &G @d@n s

[index Pt /

Application Summary

Teller Number 95999

.............. Mamber Humbar ]
i ] !‘.‘.’?:’i".‘! Ehiia o1
Customer Rumber Loan Humber SSN Lian Purpase
11223344 105 000-98-1234 Car Loan
Momber Hame Accoun Number Duate Started Loan Amount
Jobu Sanith 123456.1 0101708 23,999.00
Securty Collateral Application Typs
O Joint
O Freed
Party Flalds Pary 1
First Name John
Last Name Smith
Full Nama Jobn Smith
Home Email ohnsghomeemnal com
Work Email johns@workemail com
Home Phens DFI-555-1234
Signature
Signature Dote
Initials

<
[Please drag with your mouse and select the exraction kocation.

Page 10 1

>

eSon

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.

4/18/19
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The Extraction Details screen appears.

3

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

(D) | ndex Type: TS

v| |@ Define New ‘

Selection Text :

John Smith

Save Cancel
C==]]

4

The eSign Admin Manager screen refreshes.

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

5 5y Acdman Manage: - AppSem TMPLT_Lapgrs 100001 ¢ 20180117 pelt
Ble it Efcton Fieldi Pany Tosh Miew  Help
R S 0 B T %
Pra EHEed &S Dad@a s =
D T |
Party information o=t
Application Summary
Teller Number: 559
Mambar Numbar Numbar DoB
11225344 53354 03231932
Cuistamer Number Loan Humbie SSN Loan Purpose
11223344 105 000-98-1234 Car Loan
Member Hame Account Number Date Started Loan Amoum
Jobn Suith 123456-1 01017014 2399900
Socurity Collateral Application Type
O Joint
O Fied
Party Flolds Pary 1
First Name Jobn
Last Name Smith
Full Nama John Smith
Home Email pohes@homeeral. com
Work Email johas@workomail com
Home Phone 595551234
Signature
Signature Dote
Initials
) L
Page 1df 1

»

eSon

Repeat these steps as many times as necessary to define the index field type

regions within each document.

28
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Reorder Index Type List

1 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.

MPLT Taggrs 100001

Efit  Esraction Fikde  Party  Tosh  Miew  Help

o DR &&Da@ADNSS 00 03

% ~
0000121
Application Summary
Teller Number 6599
" ex Fields
b B ey Customar Name Mamber Himbsr DoB
M B Meve Dewen b Smith (e rEee ey 5854 03781952
-E-DITD-VN-II Number Loan Numbes SSN Loan Purpose
11223344 105 000981234 Car Loan
Momber Hame Accoun Humber Duate Started Loan Amount
Jobn Samith 123436.1 0101200 23,999 00
Security Collateral Application Typ
O Jont
O Feeed
Party Flalds Party 1
First Name Jobn
Last Name Smith
Full Nama John Smith
Horme Email ohershormserml. com
Work Email johns@workemail com
Home Phens DFI-555-1234
Signature
Signatuse Date
Initials. i
s
Page 10 1 eSgn
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Delete Index Type

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

Right-click on the Index Type in the list.

Select Delete from the popup menu.

Bt Qdit Bgraction Fields Pay  Tesk  Yiew Help
o ey &S@aaaa st o o 2
~
0000121
- 1 Application Summary
=) Teller Number: §955
B Deiete -
Index Fields.
il o Customar Name Mambar Numbar DoB
C5TM bl Meve lown Jobn Smith (e rEee oo ETLT 03-23-1952
gx" Customes Number Loan Humber SSN Lian Purpase
ety 11223344 105 000-98-1234 Car Loan
B Momber Name Account Number Date Started Loan Amount
ok Smith 123456.1 01/01200% 23,999 00
Security Collateral Application Ty
O Joint
O Freed
Party Flalds Party 1
First Name John
Last Name Smith
Full Nama Jobn Smith
Home Email ohnshomeermail com
Work Email johns@workemail com
Home Phens DFI-555-1234
Signature
Signature Dote
Initials ._
< »
Page 1o 1 eSon

Click Yes in the Confirm Delete popup window.

30
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Change Index Type

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

1

1. Recreate the index

a.
b.
2. Edit Extraction Details
a.

d.

e.

Delete the Index Type (Delete Index Type on page 30).

Redefine a new region (Define Index Type on page 26).

Select the Index Type to Plesse select theindex ype you are .

be changed. Right-click '”"f:”:"“j‘“"ﬁ = [—
and select Edit or click l ]
Extraction > Edit et et

Extraction.

The Extraction Details

screen appears. ==

Click the down arrow in
the Index Type selection box.

Select a different Index Type.
Click Save.

o From this screen you can also create a new Index Type.
Click Define New.
Refer to Add/Edit/Define Index Fields on page 13 for more information.

4/18/19
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Modifying Document Level Indexing

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

2 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 - APPSUM1APPD. 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 T

< >

Imaging Indexes

Default Values Use Following Default Cument Value
Field 1:  [Value if Not Populated in PDF | [Value  Populated in PDF |
Field 2 : | |
Field 3 : | ‘ ‘ |
Edit Save Cance! Close
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e 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,

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

Document Imaging Indexes - APPSUM1APPD.pdf

Index Information

Index Type: | CSTM_DATESTARTED ~ Add Index DeleteSelected
IndexFieldType Default Value Current Value Imaging Index Name Custom Function
LGN | | [VODFYDAIETMEFORWA (WG
IMM_STDIND_TIME MODIFYDATETIMEFORMAT (HH:mm

IMM_STDIND_TRANSID

Customer_MName

Customer_Number

CSTM_TID TID

< >

Imaging Indexes

Default Values Use Following Default Current Value
Field 1:  [value ff Not Populated in PDF | [Valuz  Populated in FDF |
Field 2 : | ‘ ‘ |
Field 3 | ‘ ‘ |
Edit Save Cance! Close

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.

Tndex
H[VIYIE
b .
IMM_STDIND_TRANSID
Customer_Name

Customer_Humber

CSTM_DATESTARTED

Default Value Current Value Imaging Index Name Smart Index LookUp Formatted Custom Function1 Custom Function2 Custom Function3 Custom Functiond Custom Function5

ooog
ooog

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

4/18/19
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5

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

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

Index Information
Index Type: | CSTM_DATESTARTED ~ Add Index

IndexFieldType Default Value Current Value Imaging Index Name Custom Functionl

= = UCDINDATETIMEFORMAT(MM

MODIFYDATETIMEFORMAT (HH:mm

IMM_STDIND_TRANSID
Customer_Name

Customer_MNumber
CSTM_TID TID

<

Imaging Indexes

Default Values Use Following Default Current Value
Field 1:  [Value if Not Populated in PDF | [Value  Populated in PDF |
Field 2 | ‘ ‘ |
Field 3 : | ‘ ‘ |
| Edit Close |

34
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Defining Text Fields

1

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

[ P
Customer |
Cumtomer_DOR
Memter_tumber Application Summary
Lot »
; Teller Number. 5555
Hophestion_Nurter Inchex Fields
mm Customar Name Mambar Humbsr [
CSTM_DATESTARTED o Smit 11228544 35534 03181952
:m- Customes Number Loan Numbes SSN Lian Purpase
ety 11223344 105 000-5:1234 Car Loan
B Momber Name Account Numbue Date Started Loan Amount
Jobn Smith 1234561 (LTI Y 23,999 00
Security Collateral Application Typo
O Joint
O Fixed
Party Flalds Party 1
First Name Jobn
Last Name: Smith
Full Nama John Smith
Home Email ohnsghomeemnal com
Work Email johns@workemail com
Homa Phene I99-555-1234
Signature
Signature Dote
Initials
Successfully loaded fle. Page - 1di 1

eSon

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 ot Efrsction  Fislde Py Teok Miew  Help
T = = ST TR R |
ol @ &S aad@a s o 8
APPSUMIAFFE
Customer_Name
Cunlomer_Nusber
Member_Mame
Cuntiar_ D08
Memter_tumber Application Summary
Lot
; Teller Number. 5555
Hophestion_Nurter Inchex Fields
mm Customar Name Mambar Humbsr [
CSTM_DATESTARTED o Smit 11228544 35534 03331952
:m— Customes Number Loan Numbes SSN Lian Purpase
ety 11223344 105 000-5:1234 Car Loan
B Momber Name Account Numbue Date Started Loan Amount
ok Sanith 1234561 0101 200 23,990 00
. Type:
O Joint
O Fixed
Party Flalds Party 1
First Name Jobn
Last Name: Smith
Full Nama John Smith
Home Email ohas@homeermal. com
Work Email johns@workemail com
Homa Phene I99-555-1234
Signature
Signature Dote
Initials
Successiully oaded e Page - 1d 1
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3

The Field Details window appears.

1 Field Name: The name of the
field.

2 Tool Tip: A descriptive
explanation of the field.

3 Role/Type: The Role/Type of this
field when processed through TeA
RTS. Enables or disables the field
based on signer.

= Generic Locked: Locked if any
signer has signed the session.
(In branch processing only)

= Generic Unlocked: Always
unlocked regardless of
signature status. (In branch
processing only)

= Party #: Field will be disabled
after selected party has signed
all documents in the session.

Field Details *

Please provide the field details.

General Information

(1) Field Name: [TXT_COLLATERAL |

@ Tool Tip: |Descrip1i0n of Collateral |
@ Role/Type: |PEII‘h-r 1 w |
@ Default Value: |N0 Collateral |

(5)————» [ Index Field Textbox

Data Locking

[3 Keep unlocked for the selected party in remote signing
7 [ Must Enter Value

/8\ ont Information
Name : | ArialMT -

Size:

Alignment: | LeftJustified ~

(9) Ok

Cancel

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.

6 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 and item 6 is checked.)

8 Font Information: The Font Information can be altered to change the Font

Name, Font Size and Alignment.

server.

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

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 Text 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)]

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

rnf'-..,...\.i......r,hmun AppSarmTMPLT gy 100001 -1_20180117 gl
Bl ft Eenction Fids Pany Tosh View Help
ol EEey &G Q@@a@ s =
Documers oemei 1
Customer_Name
Cuntomer_Nusder
Cotome 208 (o]
Moo _Morrm
Member_Phmber Application Summary
oo ] Teller Number: 9599
A | Index Fields
BN Customaer Name Mamber Number Number DoB
C5TM_DATESTARTED Jobn Smith 11223344 3533 03131951
Lo ot Customer Number |LoanHumber | ssM Loan Purpase
11223344 105 000751234 Car Loan
I T”-“""‘"T':P"*;"' ;ﬂ Momber Hame Account Humber Date Started Loan Amount
\ Jobn Saith 1334561 0L 201 2399000
O Jomt
Bl
I
Party Flalds Pany 1
| First Hame ok
Last Name: Smith
Full Nama John Smith
| Home Email pobrs@bameeral com
Work Email johasg@workemail com
Home Phona UH-585-1234
e it
Signature Date
Initials
< >
| Successiuly losded the Page 1d1 _ eSon

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

document.

4/18/19

37



IMM eSign 2018.1
Admin Manager Administrator Guide

Defining Checkbox Fields

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

LE a =—=
Ele  Edit  Efraction  Fislde
I 2 '—.';h | aj i
APPSUMIAFFE
I Document ndeney

Customer_Name

Cuntomes_Noter

Cuntomer_ 08

Marbes_Plarrs

Memter_tumber Application Summary

Loars_Noastoer

; Teller Number. 5555
_Humber Inchex Fields

I:;I»E&Rﬂ Customer Name Mambar Numbar Do

CSTM_DATESTARTED S S 11233344 33338 03731951

gm- Customes Number Loan Numbes 55N Loan Pumpose

ety 11223344 105 000-55-1234 Car Loan
Ay Mumber Name Account Numbur Date Started Loan Amount
ok Sanith 1234561 [T 2390900
Sacurity Collateral Application Typo
£ O Joint
O Fixed

Party Flalds Party 1
First Name Jobn
Last Name: Smith
Full Nama John Smith
Home Email ohnsghomeemnal com
Work Email johns@workemail com
Homa Phene I99-555-1234
Signature
Signature Dote
Initials

Page 10 1

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.

e ot Efrsction  Fislde  Pamy Tk Miew  Help
o =1 [l T =3
ol Eised &G aa@a s s =]
APPSUMIAFFE
i Document indewes
Customer_Name.
Custimer_Hmbos
Cuntomer DO
Mt _Narme
Memter_tumber Application Summary
Lo Mot \
5 Teller Number: 9999
_Hunter Index Fields
I:;I»E&Rﬂ Customer Name Mambar Numbar Do
CSTU_DATESTARTED tean St N\ [ 35534 03241051
{5kt Customes Number | Loan Humber SSN Loan Purpose
ey 1122334 105 000781234 Car Loan
ARt [ — ceount Numbue Date Started Loan Amount
Jobn Sanith 13061 10101 35,999 00
Socurity Collateral Type
K 0 O Jomt
O Feed
Party Flolds Pany 1
First Name Jobn
Last Name: Smith
Full Nama John Smith
Home Email yobersi@homeermil.com
Work Email johas@workemail com
Homa Phene I99-555-1234
Signature
Signature Date
Initials
< >
Successhy beded the. Page 11

38

Copyright © 2019 IMM

Rev. 4/18/19



IMM eSign 2018.1
Admin Manager Administrator Guide

which allows the administrator to define

the checkbox field with an appropriate Please provide the field details.
field name. General Information
1 Field Name: The name of the (1) Field Name: [CHK_INDIVIDUAL |
field. @_pTool Tip: |Individua| Loan Application Checkbax |
. .y - |P 1 v
2 Tool Tip: A descriptive (5)  Foerype: [Pory |
explanation of the field. () Defaut Vaue: |Unhecked <]
@—> [ Index Field Textbax
3 Role/Type: Error! Reference
source not found. Data Locking
= Generic Locked: Error! Keep unlocked for the selected party in remate signing
Reference source not found. 7 L
= Generic Unlocked: Error! 8 Yot Information
Reference source not found. Mame : | AdobeFiStd
= Party #: Error! Reference ==
source not found.
@—> Ok Cancel
4 Default Value: The valued e
displayed for this field when

processing through TeA RTS.
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]

o0 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 5egn Admars Masager - AppSur TMPLT_Tapps I00001-#1_ 20180117 pet
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o B Delete
I
| Last Name: O r — 5
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| Home Email |
| johnagiworkemad com
II-ESE-1234
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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.

BB «5ign Adrren Marsacger - AppSum THIPLT_Tapps 100001 -#1_20180117.pell
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i | Index F leids
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C5TH_DATESTARTED | Jobm Sesits o 11333344 33354 03131942
g::— Curstonmer Number N | Loan Number ssH Loan Purpose
= P 11223384 Nos 0. G6-17548 G Losn
gmw& Member Name cunt Number Uate Staned Loan Amount
Paty ifcmasen “Jobn Senm 1N OIRI2018 1399900
Security Collateral
0 Joint
 c— © Fined
Party Flelds Party 1
First Name John
Last Name Senith
Full Name John Smen
Home Email johnshomeemail com
Work Cmall johns@workemal com
Home Phone 999.555-1234
Signature
Signature Diate
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< 3 >
Succesfiy loaded fis Fagt:1ef1  asen
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3

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.

=

Field Details

General Information

Please provide the field details.

Field Name: |C HE_INDIVIDUAL_TES_LABEL

Caption | Individual

Font Information

Mame : | AdalMT

Size:

Ok

Cancel
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4

The TotaleSign Admin Index Manager screen refreshes.

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

document.

28011 pell

e [#  Eanaction  Filds  Paty  Tools View Help

P DEad &G aa@@d s

APPSUMIAPPE
rxdeaes
Customer_Name
Castorner_Murrber
Cunemer 008
Merbar_Hame
Mesber_Hurber Application Summary
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Appleaon,| | Index F lelds
IMMUSERID
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CSTM_DATESTARTED i Jobn Sesith 11233344 35 03331952
gl Foo 3 ST ASS
S;W_ Customer Number Loan Number SSN Loan Furpose
~ Fuide 11223344 105 000.98-1234 Cat Loan
TAELATCRALI Member Name Account Number Date Staned Loan Amount
| CHE_INDPADLAL_TES, John Semth 123438-1 010172018 2399900
Security Collateral
| GIedAY o Jont
I Fooed
Party Flalds Party 1
First Name John
Last Name Smith
Full Name John Smeh
Home Email johns@homesmail com
Waork Fmall johns@workemal com
Home Phone FI9-555-1234
Signature
Signature Mate
Initials

« »

Succestily isaded fis.

Page : 11

>
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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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5 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.

File  Eot  Btmction Gelds Pamy Wi Help
2 Sy L& Q@@Q 2 0 0 0 E
= AFBSUNTARRC = > = e T
FF Dooument indeves i i
~Customer_Home |} |
1~ Customer_Murber 1
- Acoourt_tumber
|- Cuteames DR e~ =
| Laan_ Nt Application Summary
| IMMUSERD
| e Telbes Number. $999
{-CSTILTID Incax Finlds
i E:%'gﬁ:ﬂ:? Customer Name DoB Date Started Loan Purpase
o P | Jukes Srerilhy [ecE 060101 Cin Laan
|1 couaTesas S -
o NOMDUAL Customer Number Loan Number SSH Loan Amount
CH_NDMDUAL THI 11321344 105 00-58-1234 21,850.00
Snes prema s
- Pty bomation 1334561
[ Security Collateral Application Type W_@ﬂaﬁ 1
O Jaint 5
i) 0 Fixsd [o— 1
— - 1
Party Fialds Party 1 Pai "ys ¥
First Name John
Last Nasine St
Full Name John Smin
Home Email jphnsg@homesmai com
Signatura
Signature Date
e
< > i
Successhuly delsted the feld. Fage: 1 i

SurnTMPLT_Tapgs IDI0T-7 207
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Defining Signature Fields (Not Applicable for Dynamic Documents)

Signature Fields (Not Applicable for Dynamic Documents)

1

] e Mg

MPLT_appn 100001 €1 20150117,

B+ [st  Earaction  Fillde  Paty  Tools Miew Help

=

Iradeaes.
Custamer_Name
Cuntormer_Hurrber
Customer_DOB
Masiar_ Hame
Mot Harber Application Summary
Loan_Mmber .
X Teller Number: 9999
spccmae | Indax F elds
it Customer Name Member Humbes Application Number DOB
CSTH_DATESTARTED Jobn Semith [T 3554 03251937
3“, Curstomer Number Loan Number s5H Loan Purpose
- 11223344 108 000581234 Car Loan.
mm‘t‘:ﬁ Mamber Name Date Started Loan Amaunt
CHK_VARIARLE (Party 1} John Semth 1234381 010172018 23.999.00
CHI VARIABLE TES
S L MRS Seuurhy Colioteral Application Type
© BEdul " 0 Jont
€ Waihie— 0O Fixed

| Party Fiolds Pary 1

First Name John

Last Name: Srith

Full Name John Smith

Home Email johnshomeenail com

Work Emall johrs Gworkemai com

Home Phone F9-555-1234

Signature

Signature Date

nitials

Page : 1df 1

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

w

8500
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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.

Ble it Garaction  Fields

Batty Taclt Miew Help

< »
| Succesduly bnsded fie

.oy )| 2 / =T PZ]
D G=ze & Dadaal . =
Document indewes 1
Customer_Name.
Cuntomer_ Nt
Cuntomer_DOA ]
Meribor_Marre
Member_tumber Application Summary
Loars_hoster :
i ¥
- ) Telker Number: 9999
Fophcaion Namber Indiex Fields
INMUSERD
a5y Cusiomar Name Membar Numbaer Humbar Do
CSTM_DATESTARTED Jobn Semith 11223344 l 333n 03-23-1952
_;_:l:-“’"""““mt Customor Number Loan Humbor | s Loan Purpase
Fuicy 11223384 105 000 55-1234 Car Loaa
e Mumbier Name | Account Humber | Date Started Loan Amount
CHK_VARIADLE Py 1 Jobn Saith | 1234360 | auia0i 999 00
CHK_VARIABLE TES L
?qm*o""f““""'?“ Security Collateral Application Type
Kk F&aded OJont
K& WEEERT O Fixed
Party Fiolds [ Pasty 1
First Name | Jabn
Last Name Smith
Full Nama John Smith
Horme Email \ phrsg@homesrmail.com
Work Email TN | mhns@eonkemail com
Heome Phone T
Signature l |
Signature Date
Initials

>
Page 1o 1 eSgn

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 57).

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

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

Click OK.

Please provide the field details.

General Information

Field Name: [TEAWEB_5IG_P1_1 |
(D) Signer: |F'arh' 1| v|
@Tuul Tip: |F‘art'_.' 1 Signature |

(3)>——»[+] Required

O 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.

[+ P8 MPLT Lagy 280117, o
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K& WEEERT O Fixed
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First Jobn
Last Name' Smith
FullNams N\ Jahn Smith
Home Email N ohrsghomeemail com
Work Email N johns@workemail com
Home Phons TSRS T 1
¥
Signature Date L 1
Initials _
< » 3
Successiully boaded e, Page 1df 1 aSon

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.)

Eie
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e
S R Deee | ——r]
| Signature Date \
I Iniials. i 4

Design Signature Dase
\ 0 ] Page 1o 1 !
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2

Ele  Edit  Gfrsction  Fiskde

B e5agn Ademan Manages - AppSamn TMPLT_Tapprs 500001 -¢1_20180117,

Bty Taslhi  View Help

Pol Dsed &S aada s o

The mouse cursor changes to a pointing finger.
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Customer_Name
Cutirntr_Nusber
oo £08
Woarbow_larrn
Member_tumber Application Summary
Lowrs_bhsts - .
i Telber Number: 9999

Fophcation_Mumber Inchiex Fields
ISHS:IEE-RTJ Customar Name Membar Number HNumbaer Dos
CSTM_DATESTARTED | Jobn Semin 11258344 A3554 03-33.1953
gm_wwunmsn Customer Number Loan Number SSH Loan Purpase

11223344 105 000 531234 Car Loss
ﬁ:z—ﬁ“ﬂmfﬂ Mumber Name Account Number Date Started Loan Amount
CHK_VARIABLE Pacy 1 Jobn Semith 123456.1 O1012018 11 5 00
CHK_VARIABLE TES L
TT_COLLATERAL P
r”ﬁ“‘m‘,,‘, Socurity Collateral Application Type

Fary infemation E Wmded " O Jont
K& WEEERT O Fixed

Party Flolds Pty 1

First Name Jabn

Last Name: Smith

Full Nama Jahn Smith

Home Email phrs@homeerail.com

Work Email johns@workemail com

Homa Phone 95551234

Signature 3

Signature Date I I ] I

Iniials |

Page 1o 1

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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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.

r

Field Details

Please provide the field details.

General Information

Field Name: | TEAWEB_SIG_P1_1_DATE |

b Tool Tip: |F‘art§,r1 Signature Date |

Font Information
() MName: |ﬁ.ria||'v1T w
Size:
Alignment: | Leftustified o
G) Ok Cancel

4/18/19
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4 The eSign Admin Manager screen refreshes.

The Signature Date field appears and the defined region is highlighted in the
document.
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Security Collatoral Apglication Type
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Ngarty Flelds Pamy 1

Fird\Hame Jobn

Last Nalhg_ Smith

Full Nama N\ Jahn Smith

Home Email N\ s @homesrml com

>
Page 1o 1 eSgn

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)
1 In the document, scroll to the area that will contain the initials field.

Click the Design Initials Fields icon (Fields > Design Initials Fields).

Masiar_ Hame
Mot Harber Application Summary
Loan_Humber .
T Teller Number: 9999
Applcaton | Indax Flelds
g Custonser Name Member Humbes Application Number DOB
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© BEdul " 0 Jont
IC Warsble™ " O Fixed
Party Flelds Party 1
First Name John
Last Name: Saith
Full Nama John Smith
Home Email johnshomeenail com
Work Emall johns@workemail com
Hosrvee Phone 99-555-1234
Signature
Signature Date
Initials.
v
« »
Succestfly laded fle. Page 166 1 8500

4/18/19 53



IMM eSign 2018.1

Admin Manager Administrator Guide

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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a5y Cusiomar Name Membar Number Humbar Do
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TEANESLSG. P13 Socurity Collateral Application Type
TEAWES_$_P1_1 04 T = T

Pasy Homation K& WEEEE " O Fixed
Party Fialds Party 1
First Name John
LastMame  \ Smith
Full Nama John Smith
Horme Email pohrs@homesmal.com
Work Email \ johrs@eorkemail com
Homae Phone
Signature
Signature Date
Initials.
< e s
| Successhully lnaded e Page - 1of 1 eSgn

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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3

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 57).

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.

Please provide the field details.

General Information

Field Name: [TEAWEB_INI_P1_1 |
@ Signer: | V|
@Tﬂul Tip: |F‘art'_.' 1 Initials |

(3> ——»[4 Required

ame | AnalMT
10

Aignment: | 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.
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Full Namg Jaba Smith
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Work Email johns@workemail com
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Signature ]

Signature Date

Initials

vl

Page 1o 1
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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)

[« s TMPLT Lagars 500001 [
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Party Fislds Pasty 1
First Name John
Last Name: Smith
Full Nama Jahn Smith
Home Email phrs@homeerail.com
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Signature T
Signature Date Lo
Iniials ETWII’
LR
« »
Page 1ot 1

eSon

2 The mouse cursor changes.

(Shift-F5).

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.

Baty  Tashi  View Help

faad &G BA@AAIAL 0

Application Summary

Telber Number: 9999

Indiex Fields
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Signature 2]
Signatuse Dote o
= i

[Please drag with your mouse and select the exraction location.

Page 1o 1
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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.

r

Party Details

Select the Party this extraction belongs to:

Party 'I| b

Select the type of extraction :
FULLMAME "

Selection Text :
John Smith

Ok 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.

[ .
Ele  Edit  Gfraction  Fiskde

Bty Tashi  View Help

X

Application Summary

Telber Number: 9999

Index Fields
Customar Name

Membar Number

Jabn Semith

11233544

53384

03131952

Customer Number

Loan Number

SSH

Loan Purpase

TEAWEB_IN|_P1_1
TEAWER_SIG_F1_1
TEAWES 15 P11 D
TAT_COLLATERAL Part
Pasty Inbormation

1122334

105

000-98-1234

Cu Loas

Member Mame

Account Number

Date Started

Loan Amount

Jobn Senith

1238561

1012018

13800

Socurity Collateral

Page 10 1

Bsed &S aa@as s oo s

eSon

5 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).

BB cgn Achman Manag 20180 o
B¢ Edit Ggnaction  Fidds  Pay Tool View Help
= = Frn
) ESeet aa@ .-
=i APPSUMLAPFE
ndenes
Customer_Name
Cutirntr_Nusber
oo £08
Woarbow_larrn
Member_tumber Application Summary
Loars_hoster : .
i Telber Number: 9999
Fophcation_Mumber Inchiex Fields
I:::‘I&m Customar Name Membar Number HNumbaer Dos
C5TM | Jobn Seth 11225384 33354 03231952
Ezm Customer Number Loan Number SSH Laan Purpase
11223344 105 000-58-1234 Car Loss
ﬁ:tﬁ“ﬂgﬁ:‘“?ﬂ Mumber Name Account Number Date Started Loan Amount
CHK_VARIABLE Pacy 1 Jobn Smith 123456.1 Q012018 13 5 00
CHK_VARIABLE TES L
TEAWER_INI_P1_1
TEMNERLSKPT1 Security Collateral Application Type
TEAWER_91G_P1_1,| O Jent
THT_COLLATERAL 7 O Fixed
Information
FLNANE Party Fislds Pasty 1
First Name John
Last Name: Smith
Home Email hrs@homesranl.com
Work Email johns@workemail com
Homa Phone GIY-5E5-1234
Signature T
Signature Date Lo
Iniials ETWII’
LR

Page 10 1
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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.

Ele 6t Ganction Fisldr Pay  Tooh View  Hilp
losd & @A@AE S
Application Summary
Telber Namber: 9999
Indiex Fields
Customar Name Membar Humber Humber Doy
| Joha S 11235348 33534 01131932
Customes Number Loan Humber SSH Laan Purposs
11223344 105 000 951234 Cas Loass
Member Mame Account Nismiber Date Started Loan Amount
Joba Sauith 123456.1 QL1208 11 5 00
Security Collateral Application Type
O Jont
O Fixed
arey Fiid_ N
First Name N | sobn
Last Name: W
Full Nama
Home £ g
Work Email L T
Home Phons 5551234
Signature iJ
Signatuse Dote o
Initisls
(TR -
< >
[Please drag wih your mouse and select the exraction kocation Page 1cf 1 S0
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7

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.

EE] Party Details

Select the Party this extraction belongs ta:

Party 1|

Select the type of extraction :

HOMEEMAIL

Selection Text :

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.

i B ciagn Admun Manag
Ele  Edit  Gfraction  Fiskde

Bty Tashi  View Help

AgriSuarn TMPLT. Tapyrs K007 -1 20180117, gl

HAD

=i APPSUMLAPFE
@ ndenes
Customer_Name
Cutirntr_Nusber
Customer_08
Woarbow_larrn
Member_Pumber Application Summary
Lowrs_bhsts i .
i Telber Number: 9999
Aopbiation_| Inchiex Fields
ml&m Customar Name Mambar Number Numbes Dos
C5TM| Jobn Seth 11225384 33354 03231952
g}:- Customer Number Loan Number SSH Laan Purpase
11223344 105 000-58-1234 Car Loss
CHI_INDIVIDUAL Pary]
CHK IHOMDUALTES, Member Name Account Number Date Started Loan Amount
CHE_VARIADLE Pasy 1 Joban Sanith 1234361 Q1012018 13800
CHK_VARIABLE TES L
TEAWER_INI_P1_1
TEMNERLSKPT1 Security Collateral Application Type
TEAWES_ $5.#1.1.0 O Jomt
TAT_COLLATERAL (Part O Fixed
Pasty Irdormalion
T Party Fiolds Pamy 1
First Name Jabn
Smith
Full Name  — rsm 1
Home Email e |
Work Email =
Homa Phone E5-1234
Signature T
Signature Date Lo
Iniials Em
LR

Page 1o 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).

B Sy Adin ot AgpemTMPLT apy 000014 20180117 pell I
Ele  dit Gfmction Fisds  Pay  Took  View Halp
ol DisedS&R@A@ASS 00
= APPSUMNAAPPE
|- Customer_ame
P —
Memmber_Mame
Customer_DCH
Werrkrr Tharber Application Summary
Loan_humber
Teller Number; 9999
egheamn_tomber Index Fislds
ﬂl&-m Customer Name Member Numnber Application Number D08
CSTH_LOANPURPOSE Joba Sanith 113 38554 03231952
g‘:‘: Customer Number Loan Number SSN Loan Purpose
Tl T L 000531234 Caz Loss
;E‘w::j:t;;:; Member Name Account Number Uate Started Loan Amount
TEAWER_INLPI_1 Joha Smuth 123436-1 01012018 1399900
TEAWES_INi_P4_1
TEAWEE_S/G_P1_1
ruﬂsafssg:m] Security Collateral Application Type
TEAWEB_SIG_P2_1 0 ot
TEAWER_SIG_P3_1, O Fixed
TEAWER_$G_#3_1
TEAWEE_S/G_PI_I. T
TENEE S0P Party Flolds Paty 1 Party
TEAWER_5iG_Pd_1 First Name Jobn Jame:
"”;_":;““‘ Last Name: Smath Senith,
FULLNANE Full Nama John Smith Jane Smen
HOMEEUAL Home Email e —— farnes g homueai com
Work Emall johns@workemail com janas@workemad com
Home Phote 95551734 551235
Signatuse ]
Signature Date W
i P B
«
Succesfuly baded e Page 1k |

"
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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.

Baty  Tashi  View Help

bl s &&@@@@ A2
Application Summary
Teller Number: 9999
Index Fislds
Customer Name Member Numnber Application Number D08
dukn Sanuthy 1132538 55550 03:23-1952
Customer Number Loan Humber SSN Loan Purpase
123 L 000531234 Caz Loss
Mambar Nome Account Numbser Uate Started Loan Amount
Joba Seuth 123438-1 01012018 13.599.00
Security Collateral Application Type
O Jont
O Fixed
Party Flalds Paty 1 N Party 2
First Name Jobn N Jane
Last Name Smith
Full Nama John Smith b et
Home Email o ghomesmail com T @ homueman com
Wiork Emall johas@workemail com janas@workemad com
Home Phote 95551734 551235
pre— T T
Signature Date _— W
W i G
«
s Page: 1 |

8590
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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.

r

EE] Party Details

Select the Party this extraction belongs ta:

PEI'I.'}" a o
Select the type of extraction :

FULLMAME o
Selection Texd :

Jane Smith

Ok

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.

13 Repeat these steps as many times as necessary to add all party-related field

B e & A P =
R e —
e i = Fuwy iy ]
Pol s &&@a@a st oo B
- APPSUNARPFE
= Indears
Cutomer_Hame
P —
Memper_Pame
Customer_DCH
Werrkrr Tharber Application Summary
Loan_Homber
Teller Number: 9999
fe——— Indax Fields
e Curstomur Name Membur Number Application Numbes 008
CSW_meUnPOSE Jobn Sanith 11223384 55554 03.23.1952
Z'g: LERARL A Customer Number Loan Humber S5 Loan Purpase
Tk 11223342 105 000.98-1234 Caz Loan.
;uw::j:t:;': Meamber Name Account Number [ate Started Loan Amcunt
TEAWEE_INLPI_1 Jobn Smuth 125436-1 QL2018 2359900
TEAWES_INi_P4_1
TEAWER_SG_P1_1
TEAWES SE_P1L Security Collateral Application Type
TEAWEB_SiG_F2_1 0 Jont
TEAWRBLS_Pa_f 0 Fised
TEAWES_SKG_*3 1
Usilod S—— —
Upikesgiminh Party Flalds Paty 1 Party 2
TEAWEB_SG_Pd_1 First Name Jobn Jane
"’;_"‘::;“"‘ Last Name: Smath Senith,
Paty 2 Full Nama Jahn Smith s
FULLNANE Home Email e —— [ —————
Work Email johrswarkemal com janes @workemad com
Home Phone 05551234 95551235
Signatuse X
Signature Date W
Initials [

"

definitions to the document.
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Deleting a Document Definition

Delete from Defined Document List

1

2

From the eSign Admin Manager window,
Click File > List Defined Documents.
Or

Click the List Defined Documents icon @

I B TotabeSign Addmin Inides Mansge

e Bot Esfacion  Selds Pamy  Wiew Help

Cip b iall Lol il ol |

Rlew L

i | Lead Locel Documnert

crve File

rﬁ List Cafinac Docurmens...

u [lansge fttachmants,
"1 It Defennd Docameants...

o

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: VICumzms: ?ICumams: VIFl\ter...@ ?IF\Iter...@ ?IF\Iter...El ?IF\Iter...El
» |APPSUMLAPPC APPSUM1APPC Application Summary [l [w] =
| |APPSUM1APPD APPSUM1APPD Application Summary 4 [ [+
| |APPSUM24PPD APPSUM2APPD Application Summary [
| |APPSUM2APPS APPSUMZAPPS Application Summary 3l 3l
| |APPSUMaAPPC APPSUM4APPC Application Summary = = ] =
| |ApPSUM4aPRD APPSUM4APPD Application Summary O [
| |APPSUMBAPPD APPSUMBAPPD Application Summary [ [ [+
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) O O O <
4 [ i | »
[ Delete Selected ][ Open Selected } [ Export Selected } [ 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).

o 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

0 Are you sure you want to delete the selected documents?

es
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Delete by Deleting Extraction

1

2

3

From an open document,

Click Extraction > Delete Extraction.

Or

Right-click on the Document Type and select Delete.

B0 TirtaleSagn Addimin s Massgis - AgpSuen TMPLT_Tapgs_ID0001-¢7_A1B004 500

Eie Edt Rebmetions| fild:  Daty Wi Hilp
Ty W AT 1 1 [
O BEET) 5% Detete Cotraction E = D~
[ Grderir
I Ordering I@
Application Summary
| CoTi ATESTARTS : : Teller Number: 9999
{-CSTM_TID Index Flelds | |
LGS A 1 1 1
The Confirm Delete text box appears.
Click Yes.
r M

Confirm Delete

Are you sure you want to delete the whole document type
definition "APPSUMITAPPE" 7

The page refreshes with all index and field information deleted.

1 - APPSUMIAPPE plf
ction  Fields  Baty Tools Yiew Help

e

B

B fd  Egn
Y
L

Application Summary

Teller Number 9999

Momber Humbor | Apptication Number | DOB_
 Fu0 S Bl e b donl]
Customer Number Loan Number SSH Loan Purpose
11223344 0s 000551234 Car Lean
Member Name Account Number Date Started Loan Amaunt
Jobn Samih L4561 Q1012018 23199900
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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.

B #fagn fudmin Manage

B it Bgncion Fieds Paty Took Wew Hep

3| Load Lol Document
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2 The Manage Attachments screen appears.
Existing Attached Document definitions are listed in the top.
Clicking a column title alternates between sorting ascending or descending.

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
text.

Click Close to close the Manage Attachments screen.

Manage Attachments

Attachments feature is used to add additional PDF di nis to Saved Sessions.
Full Name will be used on the Altachments screen when the user adds the
documents to Saved Sessions. i
Filter Row
Not IName : FLL NI II : L ESCripuon : fll'.Y(L‘l'l'q
| Contains: | Contains: ] Contains: | Filte.... [3] |
» |DRIVERSLICE... DRIVERSLICENSE Driver's License
PASSPORT PASSPORT Passport [l
PAYSTUB PAYSTUB Paystub [
PHOTOID PHOTOID Photo ID Document
UTILITYBILL UTILITYBILL Utility Bill
4| T | »

| Delete |

Document Details

Short Name | |

Full Name | |

Description | |
[#] &rehive Documents

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 di nts to Saved Sessions.
Full Mame will be used on the Attachments screen when the user adds the
documents to Saved Sessions.

| Short Name _ﬂllﬂmﬁ__imi_.;ﬁimimﬂ

|Comz|ir15: ﬂConEins: ?|Con13in5: ?iFiIte...IE ?I
» |DRIVERSLICE... DRIVERSLICENSE Driver's License [v]
PASSPORT PASSPORT Passport
PAYSTUB PAYSTUB Paystub
PHOTOID PHOTOID Photo ID Document =
UTILITYBILL UTILITYBILL Utility Bill [
<« Il [»
| Delete |

Document Details

Short Name || |

Full Name | |

Description | |

[#] Archive Documents

Edit Indexes

Add save || cancel | | Qlose
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Enter information for

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.

5 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.

@ A

Manage Attachments X

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.
] |

|_Short Name_ | =T HTEr | _..._,_,,,.,.,_'__......,._...._'
| Contains: v Contains: “r] Contains: | Filte...[d] 7

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

4| | v

| Delete |

Document Details

Short Name |AUTOINSURANCF_AGREEME |

Full Mame |AUTO_INSURANC E_AGREEMENT |

Description |A|.rlo Insurance Agreement| |

[#] Archive Documents

G} Save | | Cancel | | Close
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The Manage Attachments screen refreshes listing the attachment.

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

Refer to page 32 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 di

nis to Saved Sessions.

Full Name will be used on the Altachments screen when the user adds the

documents to Saved Sessions.

| SNort MName : =By = : L escripaon : -rl':"'_'l'l'q
|Contains: “r| Contains: 7| Contains: ) Filte.... [0 i

b |AUTOINSURA... AUTO_INSURANCE_A... Auto Insurance Agree..
DRIVERSLICE... DRIVERSLICENSE Driver's License [l
PASSPORT PASSPORT Passport [
PAYSTUR PAYSTUR Paystub
PHOTOID PHOTOID Photo ID Document
UTILITYBILL UTILITYBILL Utility Bill [l

4| i

| Delete |

Document Details

Short Name |

Full Mame |

Description |

[#] &rehive Documents

| Edit Indexes |

Add | canca | |

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 i

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

nformation to the list.
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Delete an Attach Document Definition
1 Click a definition.

Click Delete.

2

Manage Attachments

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

|~ Short Name | Full Name | Description | Archive Do
Contains: vl Contains: 7 Contains: | Filte,.. [0
b AUTOINSURA.. AUTO INSURANCE A... Auto Insurance Agree.. [v]
" |DRIVERSLICE.. DRIVERSLICENSE Driver's License
| |PASSPORT PASSPORT Passport =
" |pavysTUB PAYSTUB Paystub [
- |pHOTOID PHOTOID Photo ID Document
: UTILITYBILL UTILITYBILL Utility Bill =
4| i | »
| Delete |

Document Details

Short Name | |
Full Name | |
Description | |
Apchive Documents
| Edit Indexes |
Add | cancel | | close

Click OK on the Warning popup.

The definition is removed from the list.

r

Warning

o Do you want to delete the docurnent selected?

QK 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.

.
Remote Attachment Template Maintenance IMM eSign
Search by Template Name:
Template Name Description Attachments Save Delete
| Add Description
CarLoan 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 35) 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 @

B LGt Cgncion Tgds Pany Took  View Melp

3| Losd Local Bocument

lﬂ e
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2

The Defined Documents List window appears.

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

Short Nam ;n...” ;.A : 5p : ‘; actron -ﬁﬁ.....-.mm_P
| Contains: 7| Contains: 7| Contains: VIFl\ter.‘.@ ?IF\Iter.‘.@ ?IF\Iter.‘.@ ?IF\Iter.‘.@ v

» |APPSUMLAPPC APPSUM1APPC Application Summary =] [ [¥]
APPSUM1APPD APPSUM1APPD Application Summary (] [
APPSUM2APPD APPSUM2APPD Application Summary [ [ [+
APPSUM24PPS APPSUM24PPS Application Summary 3] O =
APPSUM4APPC APPSUM4APPC Application Summary [ [ O
APPSUM4APPD APPSUM4APPD Application Summary O [
APPSUMGAPPD APPSUMGAPPD Application Summary
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) [ O [ O O |

4 I b

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).

o0 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.

o This procedure only exports the

Document Definition List. The

Successfully Exported @ itemns,

associated files are not exported and
must be done separately.
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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 2018.1.

1 From the eSign Admin Manager window.

Change Financial Institution as necessary (Starting Admin Index Manager,
page 7).
Click File > Import Defined Documents.

£t Egraction  Felds
tew | Er el |

| Lead Letsl Decument

3y List Defined Documents

| _‘| Banage Atachments
N

t Ternplate

2 The Open window appears.
Navigate to the location where the Zip file is stored.
Select the Zip file.
Click Open.

3 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.

Selected Document Types will be imported. (By default all of the DocumentTypes have been selected)
ort Na a Descriptio Displa A tro 3 ») d [ed
Contains: VIComzms: ?ICumzms: VIFl\ter.‘.@ VIF\Iter.‘.@ VIF\Iter.‘.IE VIF\Iter.‘.IE
b |APPSUM1APPC APPSUM1APPC Application Summary ] [ [ .
APPSUM1APPD APPSUM1APPD Application Summary [~ 1] [+] [+
APPSIM2APPD APPSIM2APPD Application Summary [ | I}
APPSUM2APPS APPSUMZAPPS Application Summary [~ 1] [+] =]
APPSUM3APPC APPSUM4APPC Application Summary O [
APPSUM4APPD APPSUM4APPD Application Summary O
APPSUMBAPPD APPSUMBAPPD Application Summary [=] [=] [+ [+
LNADDSTATC LNADENDUMSTATICC_1APP Loan Addendum (Static) 0 O [ -
4 [ [ | v
T
[ import setectea ] [ | Close }
Total: 15, Selected: 15
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4 The Successfully Imported X items message

Click OK.

The list is imported and you return to the Successfully Imported 9 items,
TotaleSign Admin Index Manager window.

o This procedure only imports document
definitions. The associated PDF files
are not imported and must be done
separately.

oK
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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.

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.

82
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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 FI# is the FI Number associated with your Financial Institution).
Click Extract.
Select a Destination and Extract Files
Files will be extracted to this folder:
|C:\IMM\TEAASPFiIes\FIZ\SourcePDFs’ Browse...
Show extracted files when complete
Cancel
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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 FI# is the FI Number associated with your Financial Institution).

Right-click on the folder name and

Select Properties from the menu.

\MMATEAASPFiles\FI2\SourcePDFs

Home Share View

D oy Cut

%] Copy path

System Volume Information

X =}

BT New item ~
ﬂ Easy access =

Fin to Quick Copy Paste = Move Copy Delete Rename MNew
E] Paste shortcut to - folder
Clipboard Crganize New
v » ThisPC » Local Disk(C) » IMM » TEAASPFiles » FI2 » SourcePDFs »
~
Fl2 ” Mame
AddOns = APPSUMIAPPC.pdf
Archive =L APPSUMIAPPD.pdf
ArchiveOther =L APPSUMZ2APPD.pdf
Error =L APPSUMZAPPS.pdf
FDFs "L APPSUMA4APPC.pdf
Hel =L APPSUM4APPD.pdf
&
P =L APPSUMEAPPD.pdf
Images = iMMeAtlasRedirect.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 e
Copy
Logs
Paste
Perflogs
Program Files Dl
Program Files (x86) Yo
ProgramData New >
Recovery Properties

Properties

Ope|

Date modifie|
7/2016 11
016 10:
0169

/2016 1:534

LB oW oW ofoowowow

oo

oo
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2

The SourcePDFs Properties window appears.

1 Select the Security tab.

2 Click Advanced.

=

B SourcePDFs Properties

General  Sharif 1 ) Securty |

Object name:  C:AMMNEAASPFiles\FI2%\SourcePDFs

GI‘OLID Qr User names:

HR SYSTEM
H2 NETWORK SERVICE

B IMMI lear AMMURMBKSINEAT MM loar
<

Previous Versions  Customize

CREATOR OWMNER

To change pemissions, click Edit.

Permissions for CREATOR
OWNER

Edit...

Allow Deny

Full control

Modify

Read & execute
List folder contents
Read

Wiite:

W

click Advanced.

For special pemissions or advanced settings, e

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

1

2 Click OK.

-
l Advanced Security Settings for SourcePDFs

Name: CAIMMNTEAASPFiles\FI2\SourcePDFs
Qwner: IMMUser (IMMVMRKS20184NMMUser) Gchange
Permissions Auditing Effective Access

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

Permission entries:

Type Principal Access Inherited from Applies to 2
S8 Allew  METWORK SERVICE Full control None This folder, subfolders and files
a Allow  Administrator Full control CAIMMNTEAASPFiles\...  This folder, subfolders and files
S8 Allow  NETWORK SERVICE Full control CAIMMNTEAASPFiles\...  This folder, subfolders and files
a Allow  IMMUser (IMMVMRKS20164l...  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
SR Allow  Users (MMYMRES201641Us...  Read & execute CA\ This folder, subfolders and files
ap a Liccer (IRARAVNARKSINEARLL al P Thic falder and cubiald b
Add Remove View

Disable inheritance

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

4 The Windows Security window appears.

Click Yes.

Windows Security

This will replace explicitly defined permissions on all descendants of
e this object with inhertable permissions from Sourcel 5,
I his obj ith inheritable permissions f 5 PDF

Do you wish to continue?

s Mo

5  Click OK, OK.

Close all open windows.

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

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 Toaols | Wiew Help

=] |?|_ A1 Epe) (il i |

Click Tools > Zip Files > ProSign.

=

B eSign Admin Manager

Toals | Wiew  Help

ZipFiles » |G ProSign

Eile  Edit  Egtraction  Fields  Party

G| = N
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5

8

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

‘-;IM

y LOompany

2 City Hall Plaza
Rahway, NJ 07065
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