IMM eSign plus

2018.1

Administrator Guide

Workflow Edition

&é@jﬁf




IMM eSign plus 2018.1
Administrator Guide

Contents

INErOAUCEION ... 7
Groups and PrivIEgES........cooo i 7
(€] {0101 o1 SRR 7
Getting Started ... ———————— 8
BrOWSEr SUPPOI ...ttt e e et e e e e et e e e e e a e e e eeaaeeeaeens 8
10T 1o N 8
Change PasSWOIG........ccooiiiiiiiiie et e e e e e e e e e e e e e e e e e b e e e e aaes 9
Assign Administrator User Privileges ..........coooiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeee 9
Financial Institution Settings ...........uuiiiiiii e 11
Modify Financial INStitution SetiNgS.........coooiiiiii e 11
o Lo I 1= PSRN 11
Modify Index and Dictionary Settings (AdminiStrator) ... 12

F e 11V2= 1 (Y e (o B o SRR 12
Upload DOCUMENTS (XIVIL)......eiiiiiiiiiee ittt e e ettt e ettt e sttt e e sttt e e e st e e e e st e e s esbeeeeannbeeeeeanseeeeannseeeeanees 12
Define Attached DOcUMENTS (XIVIL) ......eviiieiiiiiie ettt et et e st e e e et e e e e nntee e e ennneeeeenees 12
Add DOCUMENT SEIS (XIVIL) .ottt e e e e e e e e e e e e st e e e e eaaeesennsnsaneaaeeaeannns 12
Set Up Workflow (Administrator or Document Administrator)...........ccooccviieiieeiic e 12
Set Up DOCUMENT MOVET SEIVICE ...ttt e e e e e e e e e e e e e e e nanraeeaaae s 12
AIM AAMINISTrAtION ...t e e e e s s st e e e e e e e e s e neneeeeeaeeeeannrnaneeeaeeeeaanns 12
IMM eSign plus Administrator Training Tasks ........ccccccciiiiiiiiiriececccce e 13
IMM €SigN PIUS OVEIVIEW ......uiiiiiiiiiiiiiiiiiiiiiiiiittibibieeeeeb e eesseseasseesssseneanannnnnnnnes 14
Adding and Setting Properties on IMM eSign plus Documents (XML)....................... 14
Attachments and Scanner Specifications............cccooviiiiiiiiii e, 14
Adding IMM eSign plus Document Sets (XML) .......ccoooiiiiiiiiiiiiiiee e, 14
Adding Criteria to DOCUMENTS .........ooiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeee e 14
Index Field Type and Dictionary Maintenance ..............ccooueiiiiiiiiiii e, 15
Workflow Building Tips and Recommendations ... 15
WOrKfIOW LICENSE USAQE.... .o ittt e e e e e eeeeens 15
WOrKflOW PEermiSSIONS.......cciiiiiiii e e e e e e e 15
User Maintenance, Workflow Permissions and Active Directory Integration.............. 15
Workflow Building MENU.........ooooiiiiiiiiii e 16
Creating @ NEW WOTKIIOW ...........iiiiiiiee e et e e e st e e e e nee e e e nnreeeeenees 16
Advanced WOrkfIOW FEATUIES .........coiuiiiiiiiiiie ettt e e e e s st eesnnneeeas 16
IMPOrting @ WOIKFIOW .......cciiiiiiiceee e e e e e e e eeeees 16
WOrKFIOW BUIIAEI SCIEEN ...t e e e e e e e e e e e e e s e s nnereeeee e e e s nnnneees 16
Import the Master WOrKFIOW ... e e e e e e e e e e e e 16
Publish the Master WOrKFIOW ... et e e e e e e e e e e e e e 17
Copy the Master WOIKFIOW ... et e e e e e e e e e e e eeaeens 17
Conditional ROULING......cooiiieee e 17
Notifications and Time-Based AlertS ..o, 17
Processing MENU ......oouuiiiii e e e e e e e e e e e e aaaas 17
REPOMING MENU ....ouiiiiiiiiiiii e nannanes 17
Additional IMM eSign plus Settings MenU.............coiiiiiiiiiiiicee e, 18
T g o] g e= T a1 S IR ] <SPPI 18
IMM eSign plus ACCOUNT CreatioN:.........oiiiiiiie et e e e e st e e e et e e s anneeeesnneeeas 18

F e a1 1] (= 1o TN U Lo = SRR 18
L= 0T [ SRS 18
07 17 PSPPSR 18

2 Copyright® 2018 IMM Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

IT AdMINIStrative TasKS......ooo o eeeeeeeees 18
SEIVEr REQUIFEIMENTS ..ottt e e e e e e e e e e e et eeeaeeeeeeabbseeeeaeeeeannsbeneeeaaeas 18
Workstation Installation / Configuration: ..............eooiiiiiii i 18
Virus Scan ExXclusions on the IMM SEIVEF: .........cc.iiiiiiiiiii ittt 18
Back-up of SQL dat@bases: .......coueiiiiiiiie e 19
F e ()Y BT (=T o] YA TSRS 19
EXCNANGE SEIVET: ...ttt ettt e e et e e e st e e e e bt e e e nbe e e e annbe e e e enneee 19
ECM IMpPort REQUITEMENTS: ... e et e e et e e e bt e e e e eneeas 19

IMM eSign plus MENUS...........euumeeeeeeeeiiieeeeieeeeeeee s s s s s sn s s s s s s s nnnnnnnns 20

PrOCESSING ..ttt 20

Create NeW SESSION (XIML).......uiiiiiiiiie ittt ettt e ettt e e e saee e e s snte e e e e sbeeeeessteeeeannseeeeeanseeeesanes 21
ADOUL Page — NEW SESSION ...t ee ettt e e e e e e e e e e e e e e s saab b e e e e e e e e eeansareeeeaeeeanns 21
Create NEW SESSION ......oiiiiii ittt 22

Search Active SesSIoNS (XIML/RTS) ... .uuuiiiiiiie ettt e e e e e e e e e e e e e e e nanraeaeaeens 25
ADOUL Page — Sarch ACHIVE .........ooi it 26
Search Active Sessions ONthe PC ... e e e e 27
=) [T (SIS (o o SR 28

Delete Sessions 0N the PC ... et e e e e e e e e e e e e e aannes 28
L] [ Yo QRS T= 11 o o - SR 29
Unlock SeSSions 0N the PC..... .. et e e e e e e e e e e e e e e enns 29
TranSTEr OWNEISNIP........uuiiiiiiie ettt e e e e et e e e e e e e e et aeeeeeeeeeeaensbeeeaeaeaeaaans 30

Search Completed SesSIoNS (XIMLARTS)......ccuiiiiiiiiie ettt e et e e e e e e snrae e e e e 30
About Page — Search COmMPIELEA .........coooiiiiiiiiiie et 31

07T T R (oIS o T o] (V) SRR 31
Default Cases Page with No Workflow Specified ............ccccuiiiiiiie i 32
Cases Page with A Workflow Specified (Administrator Only)..........ccccoeeeciiiiiiiee e 33
SR o 10 (= 7= 1T SR 35
0] oot Mo o1 (= To I =T 3SR 37

Loan Coupons (Only when the Loan Coupons Add-On is activated) ...........cooocciiiiiieiiiiicccieeeeeeee 37

Starter Checks (Only when the Loan Coupons Add-On is activated).........cccccooeiiiiiiiiiinieee. 37

L@ 153 (o] o o TN I o € S 37

T 0T 1] T PSP 38

S TC 7S] (o] TS = (11U 39
Detailed AUt REPOIT ... ..ottt ettt ettt e e e s bt e e e s bt e e e sanbeeeesnbeeeeeans 40
About Page — Session Status REPOIt ...........oii i 41

Expiring Sessions (Not available for WOorkflow)) ... 41

T 1 OSSPSR 42

e o g 10T = | SEERR 44

(oo 1 T =1 0 = T PR SS O PRRPRR 47

TranSactioNS (XIML/RTS).....eiiii ettt ettt e e e et e e e e e e e sse e e e s ansaeeeesnsteeeeansseeeeanneenean 49
b doTo] 1 11 oo I PRI 51

I = 1o 11 o T PP PUPRR 52

AA-ONS ...ttt h e h e n bt h e e b et b et e e b et et e b et e e e nnee e 55

StAtUS API NOLIfICAIONS.......eeiiiiie it 57
About Page — Status API Notifications RepOrt...........c.oiiiiiiiii e 57
Status API NOLIfICAtIONS......cii i e e e s e e e e e e e s e e e e e e e e e anns 58

Remote Signature > STAtUS ......coooei e 59
Remote Signature > Status (NON-WOIKFIOW)........uuiiiiiiiiie e 59
Remote Signature > Status (WOrKFOW)..........ueiiiiiiii e 60

Remote Signatures > Download BatChes ... 62

Remote Signatures > Failed DOWNIOAAS...........ccoiiuiiiiiiiiiiie e e e e ennae e e e 63

AdMINISIration ........ e 64
Documents — (XML) - Documents Mainte@nanCe .............cooiiiiiiiiiiiiii e 64

Document Maintenance Page - NO DOCUMENTS..........oocuiiiiiiiiii i 64
Document Maintenance Page — With DOCUMENES ...........ooiiiiiiiiiiiiii e 65

Rev. 12/24/18 3



IMM eSign plus 2018.1
Administrator Guide

Document Maintenance Page - SEHiNGS ........cooo i 65
Uploading XML DOCUMENTS ......coiuuiiiiiiiiiie ettt ettt e et et e e e st e e s sbbe e e e sbbeeeesanneeeeans 67
16T o] [01=To I Lo Yo7 B g 0 =Y o1 £ 0O 67
Attach Documents (Not available for eAtlas installations) ..o 70
Deleting DOCUMENTS ...ttt e e e e e st e et e e e e e e s b r e e e e e e e e e asnnbeeeeeaaens 72
Search (fOr DOCUMENTS) ......cciiiiiiiie ittt ettt e et e e et e e st e e e e st e e e e nbeeesentaeeeannseeaeaanseeeeannnes 73
o [T (Do Te1u g g =T o] £ SRR SRPRR 73
Edit (Documents) (Alternate Method) ........ccoi oo 74
Recurring FOrmMs GUIAEIINES .......coooieieiieiie et e e e e e e e e e aeeaaee s 76
Documents — (RTS) — Documents MaintE€NaNCE ..........ccocuiiiiiiiee e 80
About Page — Documents Maintenance (RTS)......ccoiiiiiiiiiiiie e 80
Documents Maintenance (RTS)......coii ittt e et e e e b e e e snneeeeens 80
=) 1T I N = Ted o 1= o | SR 83
Document Sets MaintenanCe (XIML) .......coiiiiiiiiiiiie e 85
Add DOCUMENT SELS ...ttt e et ee e e e e e e e s e e e e e e e e e e nnneeeaaaeeeanns 85
Edit DOCUMENT SEIS ...ttt e e e sttt e e e sttt e e e sbte e e e esteeeesasteeessnreeeaeans 88

1V ot [y YA Lo Yot 1 1= o 7= R SRRN 89
Delete DOCUMENT SELS ....oiiiiiiiie i s e e e sttt e e e sttt e e e sbt e e e e abteeeesaseeeeesnteeaaeans 91
WOIKFIOW BUIIAET ...ttt ettt rere e nnee e 92
WOIKFIOW PEIMISSIONS ...ttt ettt et et se e s e e abe e e nnreennee e 92
WOrkflow PermiSSIiONS PAQE ..........uuiiiiiiiiii ittt e e e e et ee e e e e e e s e e e e e eeeaanns 93
Groups — WOTKFIOWS ...ttt e e s rae e e e s rbeeeeens 93
Groups — WOrKfIOWS LiStING ......eeeiiiiiiiieeee e 93
GrOUPS — INDOXES ...ttt e ettt e e s bt e e e sttt e e s ebbe e e e ebbe e e e eaneeeeeanbeeeeens 94
Groups — INDOXES LISHING ....eeiiiiiiiieiiii e 94

USEIS — WOIKFIOWS ...ttt et e e e e e et e e e e e e e e e e nnneeeeaeeeaannns 95
Users — WOrKfIOWS LISTING ........eeeiiiiiiiieiieie e 95

USEIS — INDOXES ....eeeeeieeei ettt ettt et e e e e e ettt e e e e e e e s e abe bt e eeeaeeeaannnneeeaeeeaaanns 96
Users — INDOXES LiStING .....ooieiiieeiie et e e e e e e e 96

USEIS — ACHVE DIFECIONY ...ttt e e e e et e e e e e e e e neeaeeea e e e e annns 98
Users — Active DireCtory LiStiNG .......coooueiiiiiiiie ettt a e 98

[a] oo )@ 1Y/ E= T F= To T=T 0 0 T=Y o | PRSP 100
WOTKFIOW LICENSE USAQE. ... eeiiiiiiiiiie ittt ettt e e ettt e e e enbbe e e e ennbee e e enneas 101
Criteria MaintenancCe (XIML) ......ooo ittt e e e sttt e e e sbe e e e sbbeeeeanbeeeeeans 102
Criteria Reference Materiall .............oooo i a e e e e e e e e e snenneees 102
o (o [ 41 =1 - TSP 103
o1 7 (= 4 = S 104
Apply Criteria to DOCUMENTS ...ttt e e e e e e e e e e e e e e e e e e e e ennnnnneaaeens 105
D= 1=y LI O 41 (T o = SR 105

T To 1= g 1= (o L PSP PURRRP 106
[aTe (=Yg =1 (o K 1 =Y 4 L RSP 106

Add NeW INAEX FIId .......eeiiiiiiie e e nn e e e 109
o 1 o T= Q1= Lo S SR 111
Edit Field INfOrmMation ..o 111
LYo o L= ol 1 o 1= Q=Y o USSR 112
=Y 11 (N o L= Q=Y o S 113
Reindex Documents (WOrKFIOW).......coouiiiii e 114
To ReINAEX DOCUMENTS ...ttt e e e e e e e e e e e e e s e e e e e e e e e e e anneeeeeeas 117
About Page — ReiNdeX DOCUMENTS .......cooiiiiiiiiiiiiii et 118
T o] = T4 = S 119
Dictionary Maintenance Additional INnformation.............ccccce i 120

L LT PP 121
A USET ...ttt ettt bt b e h e e b ettt enre e 122
o 1 U L= T PO TPV PP OPRPOTPP 123
RESEE PASSWOIG ......coiiiiiiiiiei ettt bbb s et e e b e nnr e naneas 125
97211 (TN 6 FT= T SO 127

4 Copyright® 2018 IMM Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

GENETAl SEHINGS .. .ottt et e sttt e e s b b e e e abb e e e e sabe e e e e areeeeeaas 128
General SEttiNGS PAge .......oooiiiiiiii e 128
Edit FI SettiNgs LISt ..ottt 128

OPEN/SAVE XML VIBW ...ttt ettt e e e e e e et e e e e e e e e e e annseeeeeeeaeeeeannnennneeeens 130
o o L@ o T I | o PO UPP RSP 132
Add-Ons Tab (NON-WOIKFIOW) ........eeiiiiiiiee et e e e e e e eneee 132
Add-0ONS Tab (WOIKFIOW).......eeiieeiiiie ettt e et e e et e e e eneeeeennees 134
ATCRIVE TAD Lttt b et et er e 136
Archive Tab (NON-WOIKIOW) .......cciiiiiiiie et e e e e e e e e e e e e nnnres 136
Archive Tab (WOIKFIOW) ......ueeeiiie et e e e e e e e e e e e e e e e e e e anreees 137
(07 1Yo [l @ T A 1= 1o SR 138
D I o TSRS 139
TrACKING TaD ettt ettt e e bt e e e e b bt e e e s bt e e e e s abee e e e anaeeeeaa 140
TeSign Zip Tab (Only available if the TeSign Zip Files Add-On is activated.)......c....ccoooiieee. 141

IMAGING SYSTEIMS ...ttt e et e e e st e e e s b e e e e s aabe e e s enbe e e e e nnee 141

Lo o = LU0 L= IST= ] o R 142
D= £ 10 (=T =1 o J SR 142
ST (o =1 (0 (=T = Lo I 7= o RSP SRR 144

Remote Tab Settings LiSt..........uuiiiiiiiiiii e 144
Sample Signature Pad DiSPlays..........ceeieiiiiiiiiiiiie e 145
(070 11T o | T PSP POV PP TPPTRPPP 145
ST (o Y [T Vo = T ST T 145
COoNFIrM SIGNALUIES ....ooiiiiiii ettt et e s e e e e anne e e enneeeas 145

Remote Tab (Only available if the Remote Signatures Add-On is activated.)..........cccocceernnnnn. 146
Remote SigNatures SCIrEeN ........cooiiiiii e 146

Remote Tab Settings LiSt..........uiiiiiii e 146
RS T=T T L= o e o = ] 148
Customizing View/Sign NOtifiCatioNS...........eiiiiiiiiie e 149

Remote Attachment TEMPIALE ........oeveieiiee bbb araraaaenaaanseanrnrnnes 150
Template Attachment DetalilS ..........oooiiiiiiiiiiii bbb rs e rarareaeaaaaasenre 151
e (o =Y 0] o] =1 (USSP 151
Add ATACRMENT.......oo ettt en e e 152
o [ =T 0 4] 1= | L= PSSR 153
o1 N 1 =T 10 0= o S 153

Change TREIME ... .ottt ettt e e ettt e e e sttt e e e s bbe e e e aabbeeeesaneeeeeabeeeaeaas 154

STAtUS APL SEHINGS ..ceiieiiii ettt e e ab e e e e et e e e e sbeee e 155
About Page — Status APl SEttiNgS ........coi i 155
Status API NOIfICAtIONS.......o e e e e e e e e e e e e e e e e enas 156
Status API SEtliNgS LiSt.......eeiiiiiiiii et e e et e e st e e e araeee e e 156

S To= T g a1 a1 1] o PRSPPI 158
Scanner Service INStallation............oociiiii e 159

EMail SEHNGS ..o 160

1= Lo TN/ =T o U SRR 161

DI E= o o1 (o~ PSSP 161
Diagnostics (NON-WOIKFIOW)........couuiiiiiiii e 162
DiagnoSstiCs (WOIKFIOW) ....oieieiiiee ettt sttt e e st e e e snne e e e e ansneeesnneeeas 163

[ To o108 4o 1=T g r= o] [ SRR 164

Y oo 11 | PP PUPRPRP 164

ST =T TP 165

USEr ACCOUNE SEHINGS ....ceiiiiiiii et e s b e nb e e e e e 165
oL QLS oT o = g TS 166
TSt g = LT o] o TR U 167

10T To U | O SRPPPPRPSPP 167
LT =T e T e o 168
IMM eSign Icon (NON-WOTKFIOW) ......ccooiiiiiieeee e 169

Rev. 12/24/18 S



IMM eSign plus 2018.1
Administrator Guide

IMM €Sign ICON (WOIKFIOW) ......uuiiiiiiiiiiiiiiiiiiiii e 170
eSign Scanner Client ICON ... 171
CommON ROULINES ......ooieee et rrrc s rr s s e s s ses s e s s em s s s e smn s s s e nmn s s e s e nmnsannns 172

UsSING the LOOKUP AP .....oeuiiieei et e e e e e e e e e eanaas 172

SEArCN HINS ..oee e 172

Add Additional Search Fields .............uiiiiiiiiiiece e 173

(O] =T To F= T gl o] 01U o 0SSR 174

FrOM/TO DAL ...ttt bbbttt et et e et ab et s bsaebatasababssasnsnsnsssssssssnsnnssssnsnsnsnsnnnnnnns 174
Date RANGE SEIECHON ......cciiiiii et e et e e e st ee e e e s tee e e e snnteeeennteeeeenees 174

Date Formats SUPPOMEA.........cooiiiiiiieiic e e 175

Contact IMIM............. s e s e e e e e s s e e e e e e s nnns s e s e e e e e nnmnnnssnnns 176

6 Copyright® 2018 IMM Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

Introduction

This guide provides an overview of the IMM eSign plus (IMM eSign with Workflow) procedures
available to users with administrator privileges.

Images in this guide are from Windows® 10 with Internet Explorer® 11. Your screens may differ
with a different OS or browser.

o Some functions and procedures described in this guide may not be available for your
installation.

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. Workflow is a generic
term for IMM eSign plus.

Groups and Privileges

The following groups and users are automatically created when IMM eSign plus (Ready to Sign
(RTS) is installed:

Groups

e Users: Created in IMM eSign plus by the Financial Institution Administrator (FIAdmin). Able
to create and process all authorized workflow sessions via the Cases page. The FlUser is a
member of the Users group.

¢ DocumentAdmins: Same privileges as the Users group plus able to manipulate workflows
(Workflow Builder). The DocAdmin is a member of the Document Admins Group.

¢ Administrators: All rights of the Users and DocumentAdmins groups plus able to assign
workflow permissions/rights to other users and perform administrative functions for the FlI.

o If your Financial Institution has upgraded to using IMM eSign plus, DocAdmin users,
previously in a non-IMM eSign plus version, will be given limited Workflow Builder
permissions. They may require additional permissions to access other required
settings. Refer to the User/Document Administrator Guide for more information.

Rev. 12/24/18 7
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Getting Started

After IMM eSign plus has been installed on the server and client workstations, several settings
should be performed before beginning to process documents.

Step Function of

Browser Support

Refer to the Browser Setup Guide for
browser settings.

All workstations used to process documents
will need these settings.

Login

Administrator

Assign Administrator User Privileges

Administrator

Modify Financial Institution Settings

Administrator

Modify Index and Dictionary Settings

Administrator

Upload Documents (XML)

Administrator

Define Attached Documents (XML)

Administrator

Add Document Sets (XML)

Administrator

Set Up Document Mover Service

Administrator

Browser Support

Refer to the Browser Setup Guide for Internet Explorer and Firefox settings.

Login

When you process document transactions from your host, you are taken directly to the
Session Details window. You will be automatically connected through your logon information.
If you need to manually log in, follow this procedure.

1 @ Windows Fast User Switching is not supported.

From Microsoft Internet Explorer,

Browse to http://YourServer/teaasp/Login.aspx.

8 Copyright® 2018 IMM

Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

2 The Login Screen appears.

All items are required.

1

2
3
4

Financial Institution (FI) ID: Enter your Financial Institution ID.
User ID: Enter your User ID (FI Administrator: FIAdmin).
Password: Enter your password.

Click Login.

* Financial Institution (FI) ID: @

* User ID: @
* Password: @

3 The Documents Maintenance page appears.

You have successfully logged into TotaleAtlas.

After 3 unsuccessful login attempts, your account will be locked out. [Not applicable
to Workflow Installations.]

Contact the Host Administrator to have your account unlocked. [Not applicable to
Workflow Installations.]

4 On some installations, Password Expiration controls may be set (IMMAdmin setting),
resulting in password related messages.

Change Password
Follow the procedures listed at Reset Password on page 125 and change the password for the

FI Admin.

Assign Administrator User Privileges

This procedure will add a user who will be used to perform administrative functions.
Administrative functions should only be performed as a user that is logged on from your host
and has been assigned Administrators privileges. Refer to Groups and Privileges for more

information.

1 @ Windows Fast User Switching is not supported.

From Microsoft Internet Explorer, browse to http://YourServer/teaasp/Login.aspx.

Rev. 12/24/18
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2 The Login Screen appears.

* Financial Institution (F1) ID:
* User ID:

* Password:

Complete the following login information.

¢ Host Financial Institution (FI) ID: Enter your Financial Institution ID.

¢ User ID: FIAdmin
e Password: Enter the FIAdmin password.
Click Login.

The Documents Maintenance page appears.
Click Administration > Users.

The Users Maintenance screen appears.

@ Users Maintenance

Search By User ID/Name
+ Add New W Delete Selected

1

UserID Domain Name Default Sender Email Active Access Level
DocAdmin Default Document Administrator ./ DocumentAdmins
FlAdmin Default FI Administrator ./ Administrators
FlUser Default FI User o/ Users

Displaying Users: 1 through 3. Total Users available: 3

IMM eSign

Last Login
12/31/1899 7:00:00 PM
11/12/2018 9:38:20 AM

12/31/1899 7:00:00 PM

Click Add New.

10

Copyright® 2018 IMM

Rev. 12/24/18




IMM eSign plus 2018.1
Administrator Guide

5 The Users Maintenance screen refreshes.

|ﬂ Users Maintenance IMM eSign
@—} User ID RussWAdmin
: )—> Domain IMMLAE
: )—» Name: Russ W Admin
@—} Active J
@—} Group: Administrators H
@ Default Sender Emai russwadmin@YourFl.com
@—> Password:  eesessses
Confim Password:  essssssss

1 User ID: Enter a user ID for the new user. (Letters, numbers, dashes or underscores
only)

2 Domain: Enter the expected domain of the user (50 characters maximum). If left
blank, the default domain will be used and will not be visible to the user.

Name: Enter the user name (50 characters maximum).

Active: Check to make the user active. When checked, the user can log onto the
eSign system. When not checked, the user cannot logon.

Group: Administrators
Password: Enter a password for the user.

Confirm Password: Reenter the password for the user.

The user password must be at least 8 characters long and must contain one
lower-case letter, one upper-case letter and one digit.

Click Save.

6 Log out and close IMM eSign plus.

From this point on, all administrator changes should only be performed when logged in
from your host system as the user you assigned with Administrators privileges.

Financial Institution Settings

Modify Financial Institution Settings
Follow the procedures listed at General Settings on page 128.

Add Users

Depending on your configuration, it may be necessary to add users before they can process
documents or define documents. Refer to Add User on page 122 for more information.

Rev. 12/24/18 11
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Modify Index and Dictionary Settings (Administrator)

It may be necessary to modify your index and dictionary settings. Follow the procedures in the
Imaging Index Service Administrator Guide for detailed information on these settings.

Activate Add-Ons

Follow the procedures listed at Add-Ons Tab on page 132 to upload Bar Code Cover Pages,
Loan Coupon Files and LaserChex Files.

Upload Documents (XML)
Follow the procedures listed at Uploading XML Documents on page 67.

Define Attached Documents (XML)
Follow the procedures listed at Attach Documents on page 70.

Add Document Sets (XML)
Follow the procedures listed at Add Document Sets on page 85.

Set Up Workflow (Administrator or Document Administrator)

Refer to the TeA Workflow Building Quick Start guide for more information. In this guide the
IMM eSign plus Administrator Training Tasks also contains information about setting up a
workflow for your Financial Institution.

Set Up Document Mover Service

Follow the Administrator procedures listed in the Document Mover Install/Upgrade/Administrator
Guide.

AIM Administration

Refer to the AIM Administrator Guide for a detailed guide to mapping and defining PDF
documents for use with TeA RTS.

12 Copyright® 2018 IMM Rev. 12/24/18
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IMM eSign plus Administrator Training Tasks
IMM eSign plus Overview

Adding and Setting Properties on IMM eSign plus Documents (XML)
Attachments and Scanner Specifications

Adding IMM eSign plus Document Sets (XML)

Adding Criteria to Documents

Index Field Type and Dictionary Maintenance

Workflow Building Tips and Recommendations

Workflow License Usage

Workflow Permissions

User Maintenance, Workflow Permissions and Active Directory Integration
Workflow Building Menu

Importing a Workflow

Conditional Routing

Notifications and Time-Based Alerts

Processing Menu

Reporting Menu

Additional IMM eSign plus Settings Menu

Important Links

IT Administrative Tasks
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IMM eSign plus Overview

This section will be used as a simplified outline for the IMM eSign plus Administration Training
sessions. Please use this section as a refresher for tasks that will be delegated to the
Administrative staff.

Adding and Setting Properties on IMM eSign plus Documents (XML)

Log in as an IMM eSign plus Administrator (or Document Administrator) to add XML documents
for electronic processing. From the IMM eSign plus toolbar click Administration > Documents.

¢ Upload the document PDFs (select the respective data dictionary)
o Set the document properties (criteria, recurring, display, archive, etc.)

¢ Add a placeholder for the supporting documents that can be attached to the IMM eSign plus
document case.

Attachments and Scanner Specifications

When an IMM eSign plus case is active, external PDFs can be attached to the case for
archiving.

e 10 PDFs per case

e Maximum PDF size limit is 5SMB.

e Supported Scanners: ScanShell 3000D, ScanShell 3100D, Canon P-215

FYI: The first time the Attach Documents feature is executed on the workstation, the application
will prompt to copy and register the Dynamic Web Twain Control. The logged-on user must
have rights to perform this action.

Adding IMM eSign plus Document Sets (XML)

After XML documents have been uploaded in IMM eSign plus, the documents can be grouped
into sets.

Click Administration > Document Sets.

¢ Add the Document Set (Document Set names may not exceed 20 characters and can only
use letters, numbers or underscores. Intuitive document set logic will require the DOCSET
TYPE that can be retrieved from the data file)

o Add documents to the created Document Set
o Click Add Selected Documents

0 Set the document properties that will pertain to this document set occurrence (required,
recurring, display, archive, etc.)

Adding Criteria to Documents

Criteria are conditional statements that will disable documents if the condition is FALSE and
enable the documents if the condition is TRUE. Criteria are triggered based on the host data
file’s target field and value.

Click Administration > Criteria Maintenance.

e Create the criteria
o Provide a criteria name
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o0 Enter the criteria condition
Now you can associate defined criteria with one or more of the uploaded document(s).

Index Field Type and Dictionary Maintenance

Defining Indexing fields and assigning the fields to the appropriate dictionary. IMM does not
advise removing or adding indexes after IMM eSign plus is LIVE.

e Overview of indexing
e Creating New Index Fields
¢ Assigning Fields to Dictionaries

Workflow Building Tips and Recommendations

Before getting started with building a Workflow, here are a few tips and recommendations to
guide you along the way.

¢ Create the group inboxes prior to modifying the Steps and Responses for the intended
workflow. If applicable assign email accounts to group inboxes. IMM recommends assigning
the Imaging or IT department to the Imaging inbox.

¢ Add the Steps prior to adding responses.
o For viewing and organization purposes, sort the Steps in chronological order
o Assign the workflow to applicable Document Set(s).
¢ IMM recommends a Document Set is associated to a single Workflow.
o Test the workflow with all responses and scenarios.
(Example: Routing, signature capturing, alerts and archiving into optical)

o After testing is completed, publish the workflow and assign group & user permissions to the
workflow.

Workflow License Usage

IMM eSign plus will allow a subscribed number of users to access the application at a time. The
Workflow License Usage screen will list the users that currently have active sessions. IMM
suggests that users log out of the application when sessions are not being processed or
researched. There is a scheduled task, daily at 3am, which will end all active sessions.
Additionally, IMM eSign plus Administrators have the ability to manually end a user’s session.

Click Administration > Workflow License Usage.

Workflow Permissions

All Workflows will require the users to have access for creating and routing cases. Each user or
group can have routing permissions allowed for a specific Workflow. Workflow permissions are
defined by the Active Directory. Managers will have access to their and their employee cases.
Administrators will have access to all workflow cases.

User Maintenance, Workflow Permissions and Active Directory
Integration
¢ IMM eSign permission levels
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IMM eSign plus permission levels

Extracting the user names, email address, manager and groups from Active Directory
Workflow Permissions

Inbox Management

Workflow Building Menu

Creating a new workflow
o Editing an existing workflow
e Publishing a workflow and Version Management
o Published vs. In Development Versions
o Deleting a workflow
e Copying a workflow
¢ Importing / Exporting workflows (see Importing a Workflow)
¢ Linking Workflows to Document Sets
e Step Name / Step Instructions
¢ Overview of Step Types
o Workflow required Steps 0

0 (Start/ Archive / Archive Failures / Done)

*If applicable

¢ Linking Step Names to Step Responses

Advanced Workflow Features
¢ Conditional Routing

e Task Emails

e FYI Alerts

e Time Based Alerts

Importing a Workflow

IMM will provide the institution with a Master Workflow consisting of the required Steps with
commonly used Responses. Below are instructions on importing and creating a copy of the
Master Workflow. The institution will modify the copied workflow to reflect the additional steps
and responses as needed.

Log into IMM eSign plus with Workflow Administrator permissions.
Click Administration > Workflow Builder.

Workflow Builder screen

Import the Master workflow

e Select Import Workflow from the Actions dropdown.

¢ Browse to the Workflow.xml and click Import.
e Select Yes to add the shared inboxes.

16 Copyright® 2018 IMM Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

¢ Click OK on the Imported Successfully message prompt.
¢ Refresh the webpage.

Publish the Master workflow
Click the In Development radio button.

Select the Master Workflow radio button.

Select Publish Workflow from the Actions dropdown.
Enter Comments and Save.

Copy the Master workflow

¢ Click the Published Version radio button.

o Select the Master Workflow radio button.

o Select Copy Workflow from the Actions dropdown.

¢ Edit the Workflow Name and Description then Save (indicate a name that will be published for
production use).

Now customize the Workflow specific to your internal processes. Additional configuration
(Conditional Routing, Notifications and Time based alerts) can be added to the defined steps
and responses.

Conditional Routing

Conditional Routing allows the session to be routed in accordance to data obtained from the
data file or the form, depending on the previous step responses, signature status or the router’s
user role. This is a rule-based feature for a more innovative way to route the session to the
appropriate department or individual based on specific criteria.

Notifications and Time-Based Alerts

Workflow has the ability to send notifications as steps are processed and/or if the session has
not been routed to the next step for a defined time duration. Notifications are emailed to
individuals or group email inboxes.

In addition, if a session has not been retrieved for a defined time the session can automatically
route to an escalation process.

Processing Menu
e Create New Session
e Cases

Reporting Menu

e Session Status

o Audit

o Error Details

e Login Failures

¢ Add-Ons Report

¢ Status API Notification
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e Remote Signature Status

Additional IMM eSign plus Settings Menu
¢ IMM eSign plus Administrative Settings Overview:
o Configure the Add-Ons settings

0 Checking In/Checking Out process (used to upload custom files requested or provided by
IMM)

o0 Tracking events (IMM recommends these settings remain as the default selections.
(Archive and Delete only)

Important Links

IMM eSign plus Account Creation:
http://<server>/TeAASP/HostDispatch.aspx?HostID=<??>&HSFIID=<?7>

Administration Guide:
http://<server>/TeAASP/help/TotaleAtlas_FIAdmin_Documentation.pdf

User Guide:
http://<server>/TeAASP/help/TotaleAtlas_FlUser Documentation.pdf

Cases:
http://<server>/TeAASP/HostDispatch.aspx?HostID=<??>&HSFIID=<??7>&NavKey=MyTasks

IT Administrative Tasks

Server Requirements
o See the IMM eSign plus System Requirement Sheet

Workstation Installation / Configuration:
o Windows XP is not a supported OS
o Microsoft .NET 4.0 or 4.5
¢ Installation of Adobe Reader (refer to the compatibility chart)
e Configuring the signature device
¢ Install the IMM eSign Client components
¢ Repair IMM eSign Client component for each user
¢ Internet Explorer Security Settings (IE8 not supported)
o Trusted site / Local intranet
0 ActiveX controls
0 Log on using username and password

Virus Scan Exclusions on the IMM server:
o <install drive>\inetpub\wwwroot\TeASP
o <install drive>\inetpub\wwwroot\TeAASPFiles\
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o C:\windows\temp
e C:\Windows\ServiceProfiles\NetworkService\

Back-up of SQL databases:
o TEAASP
o TEAWorkflow

Active Directory:

¢ Requires a domain account with permissions to read the active directory for Workflow
permissions.

e User accounts — read Username, email address, manager, and groups / sub groups.
o Active Directory groups.

Exchange Server:
e Task Noaotifications and FYI emails.

ECM Import Requirements:
¢ Directory Sweep — Identify sweep location

o DIP import (Index file) — Identify index file parameters and requirements as defined by your
ECM system.

o If importing into multiple document storage types, a Parameters.txt file will need to be
defined per document.
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IMM eSign plus Menus

After the FIAdmin (Financial Institution Administrator) logs in, the Documents Maintenance
page appears. Use the menu bar on the upper right-hand side of this screen to perform
administrative duties for your Financial Institution. The User ID appears in the upper right
corner.

The menu bar is common on all screens in IMM eSign plus:

‘ Processing  Reporting  Administration  Help  RussW. Admin  Logout
= MM
[
|#*] Documents Maintenance (XML) IMM eSign
‘- Processin Reportin Administration  Hel Russ W. Admin  Logout
— IMM g P g P v g
[} - f P i e
|¥] Documents Maintenance (RTS) IMM eSign
eSign plus:
‘ Processin Reportin Administration Heip  RussW. Admin Lagout
= (MM g 2 2
£=l Cases IMM eSign

The following sections describe the menu options available along with brief descriptions of
their functionality.

Processing
Reporting
Administration
Help

User Name

Logout

Processing
The following sub-menu choices are available:

Create New Session (XML)

Search Active Sessions (XML/RTS)

Search Completed Sessions (XML\RTS)

Cases (eSign plus)

Loan Coupons (Only when the Loan Coupons Add-On is activated)

Starter Checks (Only when the Loan Coupons Add-On is activated)

Custom Links: Only available if a Custom Label/URL (page 129) has been set up.
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Create New Session (XML)
About Page — New Session
Click Processing > Create New Session.

The Help button provides a quick listing of icons and functions available and related to the
New Session page.

Click the Page Help button.

B Mew Sessi IMM eSign

*About Page | New Session
At Docasments.
P This is the main landing page for creating new sessions (XML integrations only). This page allows
Laosilivoc o users 10 add documents to create a new session.If indexing information is available at the start of
the new session, then attachments, scanned documents and photos can be also added to the
session at this time.
lcons
(e Preview Preview document.
+ Select Add single document to active session.
Document
S Do Not Document will not be displayed during "Process” action. Click to toggle
Display setting.
E] Display Document will be displayed during "Process” action. Click to 1oggle
setting.”
Display Document will be displayed during "Process” action. Setting cannot be
changed.
Single Indicates document is a single document - not associated with a group
Document of documents.
Document Indicates document is a member of a group of documents.
is part of
set.
Mumber of Indicates the number of documents in a group.
Documents
Archive ON Indicates document will be archived.
Controls
Add document set to active session.
J Indicates document has been selected.
Indicates document is not actively selected.
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Create New Session
Please refer to the User Guide for a detailed explanation of processing sessions.

1 This page is used to create a session manually when a document set is not specified
in the XML data file.

Click Processing > Create New Session.

In addition to all User functions, the FI Administrator can also:

1 Applicant Name: The full name of the primary applicant in the data file.
Depending on the configuration this link can be clicked to view the XML data
sent from the host. The data will be stored in a password-protected .zip file. This
is controlled by the Administrator.

2 Help Button: The Help button provides a quick listing of icons and functions
available and related to the Search Active Sessions page.

3 Platform: To continue, select a platform, previously referred to as a dictionary.
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2 The page refreshes.

Note: This screen shot layout has been modified for use in this guide. In normal
operation, only the Document Sets Library OR the Documents Library will be
displayed, not both.

8] New Session - John Smith @ IMM eSign
(e ) Oply displays
when Sets are
% \\\\\ s¢lected in Step 2.
}
: Only displays
+
+ when Documents
is[selected in
+
N Siep 2.
4
Screen shot layout modified forthis.guide. i

1 Platform: Selected in previous step and can be changed before adding
documents or a set.

Selected Sets or Documents.

Search: Search for specific sets or documents. Refer to Search Hints on page
172 for more information.

4 Indexes: The index information associated with the XML data that was passed
from the core/host system is displayed here.

Select a Document Set or individual documents to continue.
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3 The page refreshes.

Note: This screen shot layout has been modified for use in this guide. In normal
operation, only the Document Sets Library OR the Documents Library will be

displayed, not both.

Screen shot layout modified fo'_i'f '.'g'Uide.

After a Document Set or at least 1 document has been selected,
1 Click Process to continue.

Refer to the User Guide for a detailed explanation of processing sessions.
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Search Active Sessions (XML/RTS)

o This feature is not available in Workflow installations.

This feature allows the user to retrieve active sessions that have previously been saved.

e Sessions created in 2018.1 can be processed in TeA on the PC or an iPad version of TeA
on the iPad.

o 1. DocQ is a generic term for Active Sessions.

2. The index/search fields used in this guide are sample fields only. Your search
fields may differ.

3. The index/search fields that display depend on the index fields that have been
defined in

a. eSign Admin Manager (Refer to View/Edit Index Types or Define
Custom Index Types in the eSign Admin Manager Administrator
Guide.) or

b. Index Fields (page 106).
Your search fields may differ.

4. Active Sessions are stored for the time period specified in the Retain Active
Sessions (Days) setting on page 132. This setting also controls the length of
time a document will be retained after being edited.

Rev. 12/24/18
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About Page — Search Active
Click Processing > Search Active.

The Help button provides a quick listing of icons and functions available and related to the
Search Active Sessions page.

Click the Page Help button.

s Wamtm

Ot oo

L

[ © tacnced sescn |
EOS——
e B

Nare Mbcenrs P

Patars TesondTeian

Mot 81870 M
toen §

About Page | Search Active

This page allows users 1o search for active sessions across multiple platforms. Sessions can be
deleted or transferred if the user has been given these rights. Users can utilize a combination of filters
(platform, user name, indexes, etc_) to locate sessions. Once a session is located, documents, indexes,
signature information and notes can be viewed. When applicable, users can edit indexes. This page
also provides access to the Session Details page

Icons

</ Pin

2K Unpin

I®)) Preview

<2  Transfer

“E Delete

|Q| Lock

S

Redirect

— Reorder
Controls

Pin search panel to the screen.
Unpin search panel from the screen
Preview document.

Transfer a selected session to another user. If function is not available,
please contact your IMM eSign system administrator for further
information.

Delete session or document. If function is not visible, please contact your
IMM eSign system administrator for further information.

Session has been locked by another user. Session can be unlocked by
your IMM eSign system administrator.

Open Session Details for selected session.

Change order of document(s) within session. Click and drag to move to
desired order.

Toggle between "Delete” and "Transfer" functions for session displayed

26
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Search Active Sessions on the PC
Click Processing > Search Active.

This feature allows the user to retrieve active sessions that have previously been saved.

Please refer to the User Guide for a detailed explanation of the Search Active Sessions
function.

In addition to all User functions, the FI Administrator can also:

1
2

Search for all active sessions by leaving all input boxes blank,

Always select the Owner. (The display of Owner selection for users is controlled by the
Search Active Sessions Filter setting on page 133.)

Delete saved sessions, as explained in Delete Sessions on page 28.

Unlock locked sessions as explained in Unlock Sessions on page 29.
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Delete Sessions
Delete Sessions on the PC

1 o 1. The FI Administrator can delete single, multiple or all sessions. The

delete function is always available to the FI Administrator. The
Allow users to delete sessions setting (page 133) is used to allow
users to delete sessions.

Locked sessions cannot be deleted.

After clicking Delete, there might be a slight delay depending on the
number of documents in the database. Please wait for the page to
refresh before proceeding.

@ Search Active Sessions @ ThIS button iS Used IMM eSign
& to delete all selected
Search ¢ .
Sessions. \ @
Total Sessions :20f 2
Selected : 0 0
[ i

Name: John Smith User:  Johnofficer i {7
Platform: Tesign-{Tesign] Full Name:  John Smith
Days Left: 90 Account Number:  123456-1
Modified: 6/18/1811:07 AM Customer Number: 11223344

Docs: 5 Tax Identification Number:  000-98-1234

S Ve @y

= e ® i

S © ]

= == This icon is used to This icon is used to 1]

_ =| delete the entire delete individual i

~ """ session. documents within a .
session.

Necimant Gat

To delete sessions:

1
2a
2b

3a

3b

Click the Delete selection button (garbage can).
Click Select All to select all unlocked sessions.

Select multiple sessions by clicking selection check boxes. Expanded sessions
can be selected. Locked sessions cannot be selected.

Entire sessions can be deleted by clicking the trash can icon on the left of the
session list.

Individual documents within the session can be deleted by clicking the trash can
icon on the right of the session list.

After selecting multiple sessions (2b), click the Delete button again to delete all
selected sessions.

28
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2 The Delete Session popup appears.
Click Delete.

Unlock Sessions
Unlock Sessions on the PC

Delete Session

Sessions selected: 1

You are about to DELETE selected sessions.

Do you want to proceed?

@ Search Active Sessions ¢

Total Sessions: 20f 2

Search <>

Selected - 0
Platform
Select All
All Platforms v
Date Range

03/20/2018 - 06/18/2018

Full Name

Full Name
Name: Abhishek Patel

Account Number Platform: TeSign{TeSign]

Q  Advanced Search

Display Signed Sessions Only

— Days Left: 90
Account Number «— s N
Modified: 6/18/18 11:00 AM
Dacs: 5
Customer Number
Customer Numbe
Users
All Users

User: Russwadmin
Full Name: Abhishek Patel
Account Number:  223456-5
Customer Number: 21223344
Tax Identification Number: 000-98-4234

IMM eSign

T\L Sort By
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The Unlocked Selected Sessions popup appears.
Click Unlock to unlock the session.

Unlock Session

Sessions selected: 1

You are about to unlock selected sessions
Do you want to proceed?

Locked by : Johnofficer

Locked on : 6/18/2018 12:03:50 PM
SessionlD : 201806181203021469006_ccqjSidosbhrm15zal0yalrk

"E! Unlock I X Cancel

Transfer Ownership
Please refer to the User Guide for a detailed explanation of the Transfer function.

Search Completed Sessions (XML\RTS)

o This feature is not available in Workflow installations.

This feature allows you to access saved, archived sessions.

Click Processing > Search Completed.

The index/search fields that display depend on the index fields that have been
defined in

1. TotaleSign Admin Index Manager (Refer to View/Edit Index Types or Define

Custom Index Types in the TotaleSign Admin Index Manager Administrator
Guide.) or

2. Index Fields (page 106).

Your search fields may differ.

Please refer to the User Guide for a detailed explanation of searching archived documents.

As an Administrator, you can search all completed sessions by leaving All Input Boxes blank.
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About Page — Search Completed
Click Processing > Search Completed.

This feature provides a quick listing of icons and functions available and related to the Search

Completed Sessions page.
Click the Page Help button.

lcons

</ Pin
S Unpin

(®)) Preview

Indexing
Status

Number of
Indexing
Attempts

Signature
Method

About Page | Search Completed Sessions

This page provides access to completed session documents across multiple platforms. FI
Administrators can reindex documents from this page. FI Administrators and Document
e s Administrators can generate indexing reports as well.

Pin search panel to the screen.
Unpin search panel from the screen.
Preview document.

Indicates the document has been indexed.

Count of how many times indexing was attempted (1-3).

Indicates session was signed remotely

Cases (eSign plus)

Please refer to the IMM eSign plus User Guide for a detailed explanation on processing
Cases, including information about routing, processing, previewing, attaching and removing

documents and the Remote Signature Status.

In addition to all User functions, the Administrator can also unlock locked cases.

Click Processing > Cases.

Rev. 12/24/18
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Default Cases Page with No Workflow Specified

N D .
Cases ‘W IMM eSign
Records found : 4| Loaded : 4 Tl Sort B
Search ﬁ g
Selected : 0
Date Range
Title Field: ABHISHEK PATEL Inbox: John L. Officer
10/23/2017 -10/23/2018 Workflow: Car Loan Document Set: Carloan -
/
From: John L. Officer Step: Process D
Full Name

Full Name

@

Account Number

Account Number

Title Field: JOHN SMITH Inbox: Jane L. Officer
Workllow. Car Loan Document Set: CarLoan
. i
Active Title Field: ABHISHEK PATEL Inbox: Russ W. Administrator
Workllow: Car Loan Document Set: CarLoan
From: Russ W. Administrator Step: Start

Cli)

o Cases which have been tagged as important will display an exclamation mark (!).

Cases which are currently opened by another user will display a Lock icon.
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Cases Page with A Workflow Specified (Administrator Only)
When the Cases page is filtered by Workflow, unlocked sessions may be Re-Routed by the

Administrator.

1 Select a Workflow.
2 Select additional paramters as necessary.
3 Click Search.

Cases @

Search

Date Range

11/29/2017-11/29/2018

Full Name

Full Name

Account Number

Platform

All Platforms

Workflow

CarLoan x

Inbox

All Inboxes

Document Sets

All Document Sets

Received From

All Users

Users

All Users

Q' Advanced Search
e Corceted

o1

Records found : 5| Loaded : §
Selected - 0

)
2

Title Field: JOHN SMITH
Workflow: Car Loan
From: John L. Officer

Title Field: ABHISHEK PATEL
Workflow: Car Loan
From: John L. Officer

Title Field: JOHN SMITH
Workflow: Car Loan
From: Jane L Officer

Title Field: ABHISHEK PATEL
Workflow: Car Loan
From: Russ W. Administrator

Inbox: John L. Officer
Document Set: CarLoan
Step: Process

Inbox: John L. Officer
Document Set: CarLoan
Step: Process

Inbox: Jane L Officer
Document Set: CarLoan
Step: Start

Inbox: Russ W. Administrator
Document Set: CarLoan
Step: Start

IMM eSign

N O

Wz
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The Cases page refreshes.

Cases

<> Records found : 5| Loaded : 5
Search
Selected - 0
Filters : Workflow
Date Range
11/29/2017 - 11/29/2018 Select All
Full Name Title Field: JOHN SMITH
Full Name Workflow: Car Loan
From: John L. Officer
Account Number Received: 11/29/2018 02:37 PM
Account Number
its
Platform
__ AutoinsuranceAgreementNJ
All Platforms v == Auto Insurance Agreement N.J
Warkflow ExpressApplication
~ ExpressApplication
CarLoan | x pressapp
Session Audit
Inboie
All Inboxes Document Set : CarLoan
CarlLoans

Document Sets

Title Field: ABHISHEK PATEL
Workflow: Car Loan

From: John L. Officer

All Document Sets

Received From

All Users Al
<
Users
All Users

Title Field: I0HN SMITH

Inbox: John L. Officer
Document Set: CarLoan
Step: Process

Platform: Lending Documents {LEND]

Inbox: John L. Officer
Document Set: CarLoan
Step: Process

Inhox- Jane | Officer

@

IMM eSign

[
ZJo

=

=
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Re-Route Cases
To re-route unlocked cases,

1 Check to select. Multiple cases may be rerouted at the same time.

2 Click the Re-Route button.

-OR -

3 Click the Re-Route icon to route only the selected case.

Cases @

11/29/2017 -11/29/2018

Platform

All Platforms v

Workflow

Carloan x

Inbox

All Inboxes

Document Sets

All Document Sets

Received From

All Users al
L
Users
All Users

<> Records found : 5| Loaded : 5
Search

Selected - 0

Filters : Workflow
Date Range

Select All

Full Name GZ
Full Name

Account Number

Title Field: JOHN SMITH
Workflow: Car Loan

From: John L. Officer

Received: 11/29/2018 02:37 PM

Documents

AutolnsuranceAgreementhJ
Auto Insurance Agreement NJ

ExpressApplication
ExpressApplication

Session Audit

Document Set : CarLoan
Car Loans

Title Field: ABHISHEK PATEL
Workflow: Car Loan
From: John L. Officer

Title: Field: I0HN SMITH

Inbox: John L. Officer

Document Set: CarLaan

Step: Process

Platform: Lending Documents {LEND]

@

©@

@

©@

Inbox: John L. Officer
Document Set: CarLoan

Step: Process

Inhax- Jane | Officer

IMM eSign

¢ Exzm

' Q

¥
g
S

HI00% v

Rev. 12/24/18

35



IMM eSign plus 2018.1
Administrator Guide

The Re-Route popup appears.

After clicking the Re-Route Button

After clicking the Re-Route Icon

D Re-Route [ Re-Route
You are about to Re-route 1 sessions Title Field JOHN SMITH
Workflow Name: Car Loan
Workflow Name: Car Loan
Current Step: Process
Next Step:
G) Sign Documents v Current Inbox: John L. Officer
Next Step:
Next Inbox Janel Officer . G) p: Sign Documents -
(immlab)\janeofficer)
Next Inbox: Jane L. officer -
‘Comments: (immlab\j ffi
CZ) Re-Route Demonstration (From John to Jane, From Process to Sign (immiab\janeofficer)
Documents)
) Comments:
Re-Route Demonstration (From John 1o Jane, From Process to Sign
Documents)
G) X

. workflow.

Cases can only be re-routed to a different Step or Inbox within the current

Incorrectly re-routing a case may have undesired results.

1 Select the Step, Inbox or both and add comments as required.

2 Add a comment (Required).
3 Click Re-Route.

The Cases page refreshes.

The Re-Route Comment is in the comments section for the case.

Title Field: JOHN SMITH
Workflow: Car Loan

Fram: Russ W._ Administrator
Received: 11/29/2018 03.05 PM

R
520

Re-Route Demonstration (From John to Jane, From Process to Sign Documents)
Russ W. Administra -5

Inbox: Jane L Officer
Document Set: CarLoan .

) 0
Step: Sign Documents Y

Platform: Lending Documents-{LEND]

36
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Unlock Locked Tasks

The Administrator has the ability to unlock tasks currently opened by other users.

Cases W
Search <
Date Range
10/23/2017 -10/23/2018
Full Name
Full Name
Account Number
Account Number
A vancet earcl
Q  Advanced Search

IMM eSign
Records found : 4 | Loaded : 4 TL Sort By
Selected - 0
Title Field: ABHISHEK PATEL Inbox: John L. Officer
Workflow: Car Loan Document Set: CarLoan .
')
From: John L. Officer Step: Process E/
W 0}
Title Field: JOHN SMITH Inbox: Jane L Officer
Workflow: Car Loan Document Set: CarLoan .
')
From: Jane L Officer Step: Start Y
Title Field: ABHISHEK PATEL Inbox: Russ W. Administrator
Workflow: Car Loan Document Set: CarLoan P
It
From: Russ W. Administrator Step: Start D

On the Cases menu, locked sessions display a Lock icon.

Hover over the Lock icon to see who locked the session and when.

Click on the case to view more information about the case.

Administrators can click the Lock icon to unlock the case.

Loan Coupons (Only when the Loan Coupons Add-On is activated)
Refer to the User/Document Administrator for details on processing Loan Coupons.

Starter Checks (Only when the Loan Coupons Add-On is activated)
Refer to the User/Document Administrator for details on processing Starter Checks.

Custom Links

Click Processing > Custom Links >.

‘-IMM

|2] search Active Sessions |

Processing

Reporting

Administration Help

Creale New Sesson
Search Active

Search Completed

Google

¥ahoo

Russ W. Admin Logout

IMM eSign

This feature allows the all users to easily navigate to frequently used websites outside of IMM

eSign plus. Refer to Custom Label/URL on page 129.

Rev. 12/24/18
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Reporting
The following sub-menu choices are available:
Session Status
Expiring Sessions (Not available for Workflow))
Audit
Error Details
Login Failures
Transactions (XML/RTS)
Tracking
Status API Notifications
Remote Signature > Status
Remote Signatures > Download Batches

Remote Signatures > Failed Downloads
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Session Status
This report displays the status for all active sessions.

Click Reporting > Session Status.
) . ] Session Status Report
1 Title Bar: Click the title bar area to
expand/minimize the Parameters Input pane.
P E P @ Search y\“@
2 Pin/Unpin: Click the pin to display * or &
collapse * the search parameters section of Date Range
the page when the results are displayed. 03/22/2018 - 06/20/2018
Enter search parameters. Fultame
Action Buttons:
Account Number
= Search: Search session status based on
the selected parameters. ;
= Clear: Close existing report and clear Al Users
search parameters. N
All Status
®

When the Session Status Report populates,

m Session Status Report \V/ IMM eSign
>
@ Search X
Total Sessions - 3 @ i Export
e “ Sort By
Name: John Smith Created: 6/19/18 7:07 AM Archived o>
User. Russwadmin Updated: 6/19/18 7:09 AM 10f 1 signed )
Platform: TeSign{TeSign]
Name: John Smith Created: 6/18/1811:07 AM In Pracess
User: Johnofficer Updated: 6/18/1811:07 AM 00f 4 signed
Platform: TeSign{TeSign]
Name: Abhishek Patel Created: 6/18/1811:00 AM In Pracess
User. Russwadmin Updated: 6/18/1811:00 AM 0of 4 signed
Platform: TeSign{TeSign]

Search parameters panel: Click this area to expand the parameters panel.
Export: Export Session Status Report to a .csv file.

Sort by: Select Date Modified or Name, Ascending or Descending.

A WODN -

Preview Icons: Click <O to preview the Detailed Audit Report for a session.
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Detailed Audit Report

Click Close to return to the Session Status Report.

Detasled Audit Feport

Bed BEQ D | w8 00

Ba9 @ signin

Documents for John Smith

Session Detailed Event History

E added 148

Jun 1%, 2048 - 1107 UTC - 18 Address: 1.111.111.183

Fusswadmin Crested Sessian
Jun 13, 2018 - 1107 UTC - I Address: 1111101162

[]) Pusswradmin initisted signing Provess
Jun 18, 2018 - 1107 UTC - 9 Address: 1111110182

3] John Smith
FROTROR
Jun 13, 2018« 1108 UTC - P Address: 1111111182

a Johe Smith Started Document Signing
Jun 13, 2018 - 11208 UTC - 1@ Address: 1111111162

he St v Finkahad

Jun 19, 2018 - 11:08 UTC - 10 Address: 1.111.131.182

[5] session was Archived Succasshully
Jun 19, 2018 11:09 UTC

and accepted

Integrated Media Management eSign
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About Page — Session Status Report

This feature provides a quick listing of icons and functions available and related to the

Session Status Report.
Click the Page Help button.

m Session Status Report @ IMM eSign
Search
Total Sessions - 3
Mame: John Smith Created: 6/19/18 7.07 AM Archived ©>
User: Russwadmin Updated: 6/19/18 7:09 AM 1 of 1 signed
Platform: TeSign{TeSign]
Name: John Smith Created: 6/18/1811:07 AM In Process >
User: Johnofficer
Platform: TeSign{TeSign] .
Name. Abhishek Patel About Page | Session Status Repart
User. Russwadmin
Plattorm: TeSignTesigr] This page provides the statuses of all active sessions. Results can be exported in CSV format.
lcons
ﬁ Pin Pin search panel to the screen.
g‘ﬁ Unpin Unpin search panel from the screen.
<©>  Detailed
Audit
Expiring Sessions (Not available for Workflow))
This report displays sessions which have not expired.
Click Reporting > Expiring Sessions.
m Expiring Sessions Report IMM eSign

@ Days till expiration: 90
@_> Owner: =

G Erm I

1 Days till expiration: Include sessions with less than this number of days left before
expiration. The default setting is the maximum of Retain Active Sessions (Days) on

page 132.

2 Owner: Leave this blank to search documents for all owners or filter the search to only

include documents from the selected owner.

3 Action Buttons:

= Print: Run the report — opens the Expiring Sessions Report in a PDF popup.

= Export: Export Expiring Sessions Report to a .csv file.

Rev. 12/24/18
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If there are more than 1,000 sessions in the report range, a message will display.

Total 2016 sessions found. Reports with more than 1,000 sessions may take several minutes to generate. Would you like to
continue ?

Change number of days

Click Continue to generate the report.

Click Change number of days or Cancel to return to the Saved Sessions Expiration Report
screen.

Audit
This report, based on database tables, provides limited tracking of IMM eSign plus activities.

Click Reporting > Audit Report.

m Audit Report IMM eSign
@ Fi Integrated Media Management ES\ From: 6/20/2018 v
@ User. @ To 6/20/2018 B
@ Table: ALL
oo~ W

Enter search criteria.
1 FI: Only your financial institution will be available.

2 User: Select a User. Blank will list activities for all users. Individual users can be
specifically selected. The IMMAdmin and HostAdmin cannot be selected. [Default: Blank]

Table: Select a database table. [Default: All]

From/To Date: Select a From/To Date for the report. (Refer to Calendar Popup on
page 174.)

5 Action Buttons:
= Run: Generate the report based on the selected parameters.

= Reset: Close existing report and clear search parameters.
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The Audit Report screen refreshes with the report listed on the bottom of the screen.

m Audit Report IMM eSign

Fi Integrated Media Management eS\ From: 6/20/2018 =19

User To 6/20/2018 =1

Table: ALL =
O EE |

O QRO fo ®

Table Column ID Action  Was ame Date Changed By Located At
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 19 2018 10:42AM Jun 20 2018 6:10AM 6/20/2018 6:10:56 AM Russ W. Admin  IMMVMRKC2018!
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 6:10AM Jun 202018 6:11AM 6/20/2018 6:11:03 AM Russ W Admin  1111.111.182
Users Lastlogin  RussWAdmin 2 UPDATE  Jun2020186:11AM Jun 20 2018 6:33AM 6/20/2018 6:33.00 AM Russ W. Admin  IMMVMRKC2018!
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 6:33AM Jun 20 2018 6:33AM 6/20/2018 6:33:08 AM Russ W Admin  1111.111.182
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 6:33AM Jun 20 2018 8:36AM 6/20/2018 8:36:40 AM Russ W Admin  IMMVMRKC20181
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 8:36AM Jun 20 2018 8:36AM 6/20/2018 8:36:45 AM Russ W.Admin  1.111.1711.182
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 8:36AM Jun 202018 11:00AM 6/20/201811:00:35 AM Russ W_Admin  IMMVMRKC2018!
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 11:00AM Jun 202018 11:00AM 6/20/201811:00:43 AM Russ W.Admin  1.117.171.182
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 11:00AM Jun 202018 1:07PM 6/20/20181:07:27 PM Russ W_Admin  IMMVMRKC2018!
Users Lastlogin  RussWAdmin 2 UPDATE  Jun 20 2018 1:.07PM Jun 20 2018 1:07PM 6/20/2018 1:07:33 PM Russ W.Admin  1.111.111.182

Total records available: 10

Reports are limited to 500 rows of information.

Clicking on color column titles sorts the list. Clicking a title alternates between ascending and
descending.

1 Table: Table storing this row of information.

Column: Column containing this data within the table listed.
Key: Used to identify the row changed within the table listed.
FI ID: Financial Institution ID which has had data modified.
Action: Type of action taken (Insert, Update or Delete).
Was: Previous value for the row which was modified.
Became: New value for the row which was modified.

Date: Date the data was modified.

© 0 N OO O B~ W N

Changed By: Server Name and Logon Name of the user that modified the data.

-
o

Located At: Machine Name or IP Address of the machine used to make the change in
data.

—
-_—

Action Buttons:

= Run: Generate the report based on the selected parameters.
= Reset: Close existing report and clear search parameters.

= Print: Display the report in a PDF popup.

¢ From the Adobe Menu bar, click the printer icon to print. Close the window when
finished.
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Error Details

1 This report provides a limited listing of errors.

Click Reporting > Error Details.

1

Title Bar: Click the title bar area to
expand/minimize the Parameters Input
pane.

Pin/Unpin: Click the pin to display <
or collapse ** the search parameters

section of the page when the results
are displayed.

Error Code: Enter a specific error
code to search for.

Or search by a combination of User
and Date Range.

= Users: Select a User. If left blank,
reports for all users will be included.

= Date Range: Select a From/To

m Error Details Report

@‘ Search
@ Error Code
OR
@ Users
All Users v
Date Range
05/21/2018 - 06/20/2018
©

Date for the report. Click the Date Range text box. (Refer to Date Range

Selection on page 174).
Action Buttons:

= Search: Search session status based on the selected parameters.

= Clear: Close existing report and clear search parameters.

44
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2 After clicking Search,
The Error Details Report refreshes.

m Error Details Report IMM eSign
@‘ Search @ | oL
@ T sortBy
Error Code
S ErtorCode: 00661eaa-c074-4ebc-adb1-1438cB102¢60 06/19/2018 9:13:08
Page / Method - WebApiD ance / hment @
User Name - Russ W. Admin
oR
Users Erfor Code:  103a020d-774c4188-0fc7-321000245¢€22 06/19/2018 9:13:30 am -
Al Users - Page / Method: WebApiDocur intenance / hment ®
UserName:  Russ W. Admin
Date Range

Error Code 5 d1d-4e05-bbcd- 06/14/2018 8:28:22 am
Page / Method : pi /L i ioniDUNiquelD (O]
User Name :  Jane L. Officer

Error Code - 40c7ed94-7e26-40e3-a7de-93d376016749 06/19/2018 9:12:37 am

Page / Method :  WebApiD: ance / ment @

05/21/2018 - 06/20/2018

1 Title Bar: Click the title bar area to expand/minimize the Parameters Input pane.

2 Print: Display the report in a PDF popup. If an Error Code is entered, that code
is listed; if no parameters are listed, the report will contain a listing of all current
error codes for your FI.

= From the Adobe Menu bar, click the printer icon to print. Close the window
when finished.

3 Sort by: Click to select the sort order.

4 Info icon: Click (i) for Error Details.

3 Error Contents

Error Code:  65ce2ecd-7d1d-4e05-bbed-4bbb2a3o6des

Error Time :  06/14/2018 8:28:22 am
Page / Method :  WebApi dsession / Unlock: ionByOrigSessioniDUniquelD
FI|User Name: Integrated Media Management eSign | 2] | Jane L. Officer

Error
System.Op anceledException: The operation was canceled. at System.Threading CancellationToken. ThrowOperationCanceledException() at
System.Web. Hutp. Filters. ActionFilteraAttribute <CallOnActionExecutedAsync=d__5 MoveNext() — End of stack trace from previous location where exception was
thrown — at System.Runtime.ExceptionServices.ExceptionDispatchinfo. Throw() at System.Runtime.CompilerServices. TaskAwaiter. ThrowForNonSuccess(Task
task) at System.Runtime.CompilerServices. TaskAwaiter. HandleNonSuccessAndDebuggerNotification(Task task) at
System.Web. Hitp. Filters. ActionFilterAttribute <ExecuteActionFilterAsyncCore=d__0.MoveNext() — End of stack trace from previous location where exception
was thrown - at System.Runtime. ExceptionServices. ExceptionDispatchinfo. Throw() at System.Runtime CompilerServices. TaskAwaiter ThrowForNonSuccess
(Task task) at System.Runtime.CompilerServices. TaskAwaiter. Handleh cessAndDebugg ation(Task task) at
System.Web. Http.Controllers ActionFilterResult <ExecuteAsyncd__2 MoveNext() — End of stack trace from previous location where exception was thrown — at
System.Runtime. ExceptionServices. ExceptionDispatchinfo. Throw() at System.Runtime.CompilerServices. TaskAwaiter. ThrowForNonSuccess(Task task) at
System.Runtime.CompilerServices. TaskAwaiter. HandleNonSuccessAndDebuggerNotification(Task task) at
System.Web.Http.Controllers.ExceptionFilterResult.<ExecuteAsync>d__0.MoveNext()

Base Error :
No data available

Click Close to return to the Error Details Report.
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4

After clicking Print,

The Error History Report appears with detailed information about the error code(s).

Error Details Report

B ABEQA OO i K O OO - R

E ? @ Sign In

"

Error Details Report

D Error Inner Error Host FI User Page Method Date

russwadmi WebApiDocume AddNewAttach
09661eaa-c074-4ebc-a4b1-1438c8102c69 IMM 2 n ntMaintenance ment 6/19/2018 9:13:08 AM

IMM.TEAASP Models.Common.Exceptions_ValidationException: Please provide a document short name. The name can only have A-Z, 1-9 and
underscores.
at IMM.TEAASP DocumentMaintenance. DocumentMaintenanceOperations ValidateDocument{Document document)
at IMM.TEAASP DocumentMaintenance. DocumentMaintenanceOperations.AddAttachment({Document Attachment)
at IMM.TEAASP Views.Controllers WebApiDocumentMaintenanceController. AddNewAttachment(JObject jsonData)
at lambda_method(Closure , Object , Object]] )
4 at System Web_Http Controllers.ReflectedHttpActionDescriptor ActionExecutor <>c__DisplayClass10.<GetExecutor=b__9(Object instance, Object]] 4
methodParameters)
at System.Web.Http. Controllers. ReflectedHttpActionDescriptor. ExecuteAsync(HttpControllerContext controllerContext, IDictionary’2 arguments,
CancellationToken cancellationToken)
— End of stack trace from previous location where exception was thrown —
at System Runtime.ExceptionServices ExceptionDispatchinfo. Throw()
at System Runtime. CompilerServices. TaskAwaiter HandleNonSuccessAndDebuggerNotification(Task task)
at System Web_Http Controllers.ApiControllerActioninvoker <InvokeActionAsyncCore>d__ 0. MoveNext()
— End of stack trace from previous location where exception was thrown —
at System.Runtime.ExceptionServices.ExceptionDispatchinfo. Throw()
at System Runtime.CompilerServices TaskAwaiter HandleNonSuccessAndDebuggerNotification(Task task)
at System. Web_Hittp Filters ActionFilterAttnbute <CallOnActionExecutedAsync>d__5 MoveNext()
— End of stack trace from previous location where exception was thrown —
at System Runtime.ExceptionServices ExceptionDispatchinfo. Throw()
at System.Web.Http.Filters ActionFilterAttribute. <CallOnActionExecutedAsync>d__5 MoveNext()
— End of stack trace from previous location where exception was thrown —
at System.Runtime.ExceptionServices.ExceptionDispatchinfo. Throw()
at System.Runtime.CompilerServices. TaskAwaiter.HandleNonSuccessAndDebuggerNotification(Task task)
at System Web Hittp Filters ActionFilterAtinbute <ExecuteActionFilterAsyncCore>d__0 MoveNext()
— End of stack trace from previous location where exception was thrown — v

Close

Click the Print icon to print the report.

Click Close to return to the Error Details Report.
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Login Failures
o This report may not populate for your installation.

1 This report provides a limited listing of errors incurred during login.

Click Reporting > Login Failures.

1 Title Bar: Click the title bar area to
expand/minimize the Parameters @‘ somch \s@
Input pane.

2 Pin/Unpin: Click the pin to display < | &) " =
or collapse ** the search parameters

m Login Failures Report

section of the page when the results (o) Doteranss
are dlSplayed 05/21/2018 - 06/20/2018
3 Users: Select a User. If left blank, @‘ ‘

reports for all users will be included.

4 Date Range: Select a From/To Date for the report. Click the Date Range text
box. (Refer to Date Range Selection on page 174).

4 Action Buttons:
= Search: Search login failures based on the selected parameters.

= Clear: Close existing report and clear search parameters.
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After clicking Search,

The Login Failure Report refreshes.

m Login Failures Report IMM eSign

@ Search <> ToralRecorcs 9 @
G|

All Users v

Authentication Failed 06/18/2018 10:33:41 am i
User ID: RussWADMIN @
Date Range

05/21/2018 - 06/20/2018

Authentication Failed 06/18/2018 10:33:51 am
User 1D: RussWADMIN
Authentication Failed 06/18/2018 10:33:58 am

User ID: RussWADMIN @

Invalid access password 06/18/2018 11:04:03 am
User 1D: johnofficer

Authentication Failed 06/18/2018 11:09:36 am
User ID: RussWAdmin

1 Title Bar: Click the title bar area to expand/minimize the Parameters Input pane.

2 Print: Display the report in a PDF popup. If an Error Code is entered, that code
is listed; if no parameters are listed, the report will contain a listing of all current
error codes for your FI.

= From the Adobe Menu bar, click the printer icon to print. Close the window
when finished.

3 Sort by: Click to select the sort order.

4 Info icon: Click " for Login Failure Details.

Error Contents

Invalid access password 06/18/2018 11:04:03 am
Fl| User Name : Integrated Media Management eSign [ 2] | John L. Officer

Error :
System.Exception: 8007 at IMM.TEAASP.TeSignWebSvc. TeSign.AuthenticateCredentials(String sRequest)

Request :
izaptPM+s0pqyVOoxRmWGEL5PnuwdETZImXPEURVIC5TeY4eou9ujZCOYImIIBMrQggWL1 NWolvV4CEUD2YE3x4eS83MWGEPILBf8ywW JhvXduBEB2hvbBglLg440Vv
fIZFnQnIMvSSOEowL+0J 2bpubpxprkXgmam2TIKWrJKRDghvHk89+APK2xxqa2G2aB04GmcS3pRwXplYIRGomYvel +eWgyChHpiJgS70QkvTgjWssTEagIKHEoBOfi
ZadF7F40DNrYyldfyzBeapmXz0Z43ysABbe5jcjxr9EpJ1e0mx6edaCB58bv4nw J603Is2XotYGe+jylSQfUqeW+BNFw==

Click Close to return to the Error Contents Report.
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Transactions (XML/RTS)

o This report is not available for Workflow installations.

1 To allow for transaction-based billing, this report provides data specifying the number
of transactions processed in your system with a high-level summary and supporting
details. By default, the date range of the Transaction Based Report is the previous
month.

The availability of this report is controlled by Host Administrator settings.

Click Reporting > Transactions.
o m Transaction Based Report
Enter search criteria.

1 Title Bar: Click the title bar to ()| searen < @
collapse or expand the search
parameter section. Date Range

05/01/2018 - 05/31/2018

2 Pin: Click the pin to display < or ®
collapse * the search parameters ®
section of the page, when the
results display.

3 Date Range: Select a From/To Date for the report. Click the Date Range text
box. (Refer to Date Range Selection on page 174). [Default: Previous Month]

4  Action Buttons:

= Search: Search error details based on the selected parameters.
= Clear: Close existing report and clear search parameters.
If no criteria are entered, all tracked transactions are returned.
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2 After clicking Search with no parameters,
The Transaction Based Report repopulates.
1 Click the title bar to display/hide the search parameters panel and display the

Print button.

Click the export button to export to a .csv file.
Click the print button to display the report in a PDF popup. All transactions will

be expanded in the printed report.

* From the Adobe Menu bar, click the printer icon to print. Close the window

when finished.

4 Click a transaction to view expanded transaction details.

m Transaction Based Report

o
@ Search I X

Date Range

05/01/2018 - 06/20/2018

Total Transactions - 3

e .1 O

Type

Title:  Abhishek Patel
Platform: TeSign-{TeSign]

In Person

Status:  Archived
Created: 06/18/2018 - [ Russwadmin|

Transaction ID - 20180618_1059116028300_wrdf2bxqzbluOyuix14wtihy

Signer Status Method # Docs
Abhishek Patel signed InPerson 3
Title:  John Smith Staws:  InProcess
Platform :  TeSign-{TeSign| Created : 06/18/2018 - | Johnofficer]
Type: InPerson
Title:  John Smith Status:  Archived
Platform: TeSign-{TeSign] Created: 06/19/2018 - [ Russwadmin |
Type: InPerson

o
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Exporting
After clicking the Export button, a popup appears.

Do you want to save TransactionReport.csv (1.07 KB) from i ks2018i.immlab.com? Save |¥

Cancel

Save
Save as

Save and open

Click Save to save the comma-delimited export with default options.
Click Save as to change the name or location of the .csv file.

Click Save and open to save the comma-delimited export with default options and open in a
separate application. (Not available if no associated application is available.)

¥ format Puirte Feamuing - Table - ! T e e Ot e Satate
e Fo Mgememt A men s o Batng
H*® & A @ ~A A . e
A [ c o E ¥ s H ] : L " N
¥ NumarOlagnern. Infercntignad InPersenltigned Rertelnigead fring
228 TAD FABTI_UMIILIBI_paokhoducpbrehessTwarl In Prooe it 1 ] 1 [ [
207014 16 2018773 _OHISISHIEMY_pcléihaduepbrvhascimil in Procens 1 0 1 [ [
3 8:37 J018TE0_(420081909358_paeidihalucpbrvhesciuinl in Preceis + F 1 1 ] [
MITEA3SES_packeIhoducpbrehescwnl  In Process Perso ] ] 3 [] [
39913_pacléIhoducpbrehescd 3 1 2 [ [
08027 2 » E! E 0 ° [
18530, F ) s et
2018070 _DAIINI0MIE_pae b ] 1 [} [
FA/2018 1447 M1SIT03_1A1528881773._Sthay m 2 ] 2 [ [
. 7/13/2018 7:38 20150713_0TSMMANSLES_thivremacnDsclghots 1 0 1 [ [
12 | Inbegrated Mecu Management eSygn  7/11/2018 %:18 20180713 _DRNISTITIE0N, mkakplsecdifrosopwiiienn i Procens aanealticer sohn Smith Fl ] z ) [
13 | Inbigrated M Mansgesent etagn | T/1T018 800 20180717 DSCIITISM_mkaksSsacditroscpwlitnen  InProceis  lnedl Mices dehn Smite ] 2 0 [}
t

After opening, the information can be manipulated using standard worksheet methods.
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Tracking
This report only lists legacy events - events related to sessions created in previous

- versions.
This report may not display for your installation.
Current version events are listed in the Session Status (page 39).

Events Tracked

Events related to sessions created in previous versions are optionally recorded in the
Tracking database. Only checked events will be tracked. Refer to Tracking Tab on page 140

for setting tracked events.

Print Preview Save Session Work Queue Transfers'
Process document(s) Retrieve Session Send for Secure Delivery?
Archive document(s) Delete Session Submit for Secure Digital Signatures?

- Only appears if Enable Work Queue Transfers (page 133) is checked.
2 - Only appears if the Remote Signatures add-on is activated.
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Click Reporting > Tracking Report.

o As an Administrator, you can search all events and all users by leaving all input boxes blank.

The index/search fields used in this guide are sample fields only. Your search fields may
differ.

The index/search fields that display depend on the index fields that have been defined in
TotaleSign Admin Index Manager. Refer to View/Edit Index Types or Define Custom Index
Types in the TotaleSign Admin Index Manager Administrator Guide.

Tracked events displayed will show events for all dictionaries.

m Document Event Tracking Report IMM eSign
@ Document Event Tracking:
@ Select Dictionary- 3 ]Start Date: End Date
TesSign Documents (TeSign) = 3/23/2018 By 6/20/2018 v
@ Full Name ‘Account Number Customer Number | n d eX F ie | d S
Textboxes

@ Additional Search Fields
Tax Identification Number = -+ Add Search Field
Events
User
© ol
= \. Lookup Archive document(s)
Delete session
|

No sessions found matching search criteria.

1

Panel Title Bar/v/a: Clicking in the title bar will collapse and expand the parameter section.

Enter search parameters.

2
3
4

Select Dictionary: Preset to TeSign Documents (TESIGN).
Start/End Date: Click the Calendar button to open the Calendar Popup (page 174).

Enter any additional search criteria in the index field textboxes. Refer to Search Hints on page
172.

Additional Search Fields: Select additional index search fields as necessary.

User: Leave this blank to search documents for all users or filter the search to only include
documents from the selected user. Refer to the Using the Lookup Area explanation on page 172
for more information.

Events: Search All (default) events, or search a single event from the drop-down list.
Action Buttons:

= Search: Performs a search based on the selected parameters.
= Cancel: Clears all parameters.
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The screen refreshes with the report listed on the bottom of the screen.

m Document Event Tracking Repart
Document Event Tracking:

Select Dictionary-

Tesign Documents (TeSign)

Start Date:

3/23/2018 jizhd

Customer Name Customer Number

Additional Search Fields
Account Number =

User:

~+ Add Search Field

Events:

Displaying sessions 1 through 10 from recordset 1 - 69. Total records available: 69

IMM eSign

End Date:

6/20/2018 By

Date Started Taxpayer ID Number

e
= \. Lookup Archive document(s)

Delete session

12345

Customer Name Customer Number Date Started Taxpayer ID Number

John Smith 11223344 06-01-2015 000-98-1234

John Smith 11223344 03232013 000-98-1234

John Smith 11223344 06-01-2015 000-98-1234

lohn Soith 11223340 03232013 000981234

® & ©

Document Name Display  Action Taken Date Created Created By

False Delete session 6/6/2018 3:00:05 AM Immadmin

False Delete session 6/6/2018 3:00:05 AM Immadmin

False Delete session 6/6/2018 3:00:05 AM Immadmin

Eal Delay BI620183:00.05 AM. immacmin

Index Fields Region

These fixed field names and results will
always display.

Reports are limited to 500 rows of information.

The default view is all events are listed for all dictionaries.

This list can be sorted by clicking on Column Titles. Subsequent clicks alternate between
ascending and descending order. The default sort order is oldest transaction last (Last

Modified Date/Time Descending).

1 Index Fields Region: These names vary by installation.

Document Name: Name of the document.

Display: True or False. True indicates the document displayed during processing. False
indicates the document did not display during processing.

4  Action Taken: Refer to Events Tracked on page 52 for a list of tracked events.

5 Date Created: Date the document was created.

6 Created by: Server and Login name of user that created the document.

Two new action buttons, Preview and Preview All, have been added.

Click Preview or Preview All to view a printable PDF version of this report.

records.

Preview All will display if the event tracking list exceeds the normal number of

The Document Event Tracking PDF opens in a separate window.

Click the Print icon to print the report.
Close the window when done.
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Add-Ons

These reports are only available if the Starter Checks or Loan Coupons add-on is
activated.

This report lists any activities (Starter Checks/Loan Coupons created) in the current reporting
period.

Click Reporting > Add-Ons.
The Add-Ons Report screen appears.
1 Select the Add-On Type (Starter Checks or Loan Coupons).

m Add-Ons Report IMM eSign

O

p— |
Search By: H

Value

The Add-Ons Report screen refreshes.
1 Select the Search By criteria.

2 Enter a search string into the Value text box. (Wildcards are acceptable - minimum
value is the asterisk (*) and one additional character.)

Select a user for Created By.

Click Run.
m Add-Ons Report IMM eSign
AddOnType:  Loan Coupons H
O P
o= |
= =
O—
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The Add-Ons Report screen refreshes listing all activity for that specific search criterion.

Starter Checks Add-On Results

1

Loan Number  Applicant/CoApplicant

143 Abhishek Patel

143 Abhishek Patel

Total records available: 2

Add-On Type: Loan Coupens
Search By Member Name H
Value at
Created By. ALL
Address AmountiDue  LastiPymnt Amt  Period  Run Time

645 His Street, Linden, NJ 07036 200.00 200.00 Monthly  9/6/2018 3:25:49 PM

645 His Street, Linden, NJ 07036 200.00 200.00 Monthly  9/6/2018 3:18:52 PM

‘Sorted by: Run Time (DESC)

m Add-Ons Report IMM eSign
Add-On Type: Starter Checks
Search By: Member Name H
Value: g
Created By: ALL =
1
Member # Member/Joint Member Address Run Time Starting # Checks Printed Created By
11223344 John Smith, Jane Smith 415 Home Sreet 9412017 11:23:50 AM 12 Jane Officer
11223344 John Smith, Jane Smith 415 Home Sreet 9/14/2018 1:46:57 PM 13 24 Jane Officer
Total records available: 2 ‘Sorted by: Run Time (DESC)
Loan Coupons Add-On Results
m Add-Ons Report IMM eSign

Starting#  Coupons|Printed  Created By
5 2 Russwadmin
1 1 Johnofficer

Clicking on color column titles sorts the list. Clicking the title alternates between ascending

and descending.
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Status API Notifications

About Page — Status API Notifications Report
Click Administration > Status API Settings.

The Help button provides a quick listing of icons and functions available and related to the
New Session page.

Click the Page Help button.

*About Page | Status API Notifications Report

This report will include all the session status notification records for all participating Partners, show

Fersm the status of each notification and allow to resend the ones that have failed.
e oo
Fprerer Icons
o
N - - ;? Pin Pin search panel to the screen.
[ © seach | [ < G |

%& Unpin Unpin search panel from the screen
1 Resend This Icon to the right of the record, will allow to resend individual failed

notifications.

Pending Icon will indicate that the notification is Pending

\/ Delivered Icon will indicate that the notification is Delivered

Controls

Checkbox will be displayed for Failed Notifications in order to select
multiple and resend using Resend Failed button.
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Status API Notifications

o This item may not be functional for your installation.

This report lists Session Status changes automatically when there is a change in Session
status and creates a record in the associated database table. You have the option of

e Searching by Host Session ID, or

e Searching by more detailed information, including Partner, Date Range and Notification

Status (all 3 are required).

Click Reporting > Status API Notification.

1
2

Minimize/Maximize parameters panel.

Session ID: This is the Session ID as shown in
the Detailed Audit Report on page 40.

Platform: Select a platform from the drop-down
menu, previously referred to as a dictionary.

Date Range: Select a From/To Date for the
report. Click the Date Range text box. (Refer to
Date Range Selection on page 174).

Notification Status: Select the status using the
slider.

Action Buttons:
= Search: Generate the report.

= Clear: Close existing report and clear search
parameters.

m Status API Notifications Report &
N
@ Search
@ Session ID
_0R-
Platform
All Platforms v
@ Date Range
05/20/2018 - 06/20/2018
@ Notification Status
“ Failed Delivered Pending |
© B |

The Status API Notifications Report updates with the results of the search.

| Status API Notifications Repaort 4 IMM eSign
Total Hotfications - 18 3 Hesend Failed
Search
Selected 10
L
Session 1D Select Al T-L Sort By
Sessien 10 201806290904264419032 dphdlbpdivivdabwipxspr 06/20/1801:12 PM o,
Fiatform : TeSign Archived
on Session 10 200 R06I90 OB2U/18 01 02 PM I
i
Flatform . TeSign Archived
Platform
Session I+ 20180681 446421 TT4R58_dphdlbpdivtviabwinxesps DRPAARDEDAAM
All Platforms - Phatfosrn - TeSign Fapied
Session |0 : 201906281 236007623053_dphd 1 bpaivZviabwinaspr 06/29100500AM
Dite Ranipe: Piatform : TeSign Crpred
S/ POE - O6/292018 Session 0. 2018042 20774898_dp OWZUIBOLOOAM
Flattorm - TeSign Expred
Nottication Status Session |- 201802771 4160555 _eilkinjesx 140 OR/Z6NBOBISPM
“ = S T— Pratfem - TeSign Seml Fex Irnaging
Session 1D : 201802271 332585564674 _c!1 kinjzex2r03aowmliwardd 06/25/18 08:25 PM
Piarieam : TeSign SemtFerimaging
Q e
“ Search Session (. 201806281 245520572710 dp URZB/IBOGZSPM
[
Flattorm . TeSign Archived ——

Click any session to view additional information.

58

Copyright® 2018 IMM

Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

Additional information is available after expanding sessions.

. o Total Motifications 18 [ Resand Failad
Search ]
Selected : 0
session 10 Select All
Sassion 10+ 201A0675) 35032_clphalby e ORUIBOVIZPM
#attoam - Tesign aend
“(H- Session ID - 201806281 24552057 2710_dphd 1 bpdiv2vaabwipoaspr D6/28/18 D6:Z5 PM .
Flarform . TeSign Archived B8
Plattorm
DI/ 1B U025 PM Archived Failed
All Platforms b System AggregateCxception: One of more emors occurred —- System Newlnp. ||:wﬂeﬂlpmmewen An airee cocurred
wihile sending the request. —» Sysem. Ner WebException: The remate d reot e resch m
Dite Range System. Net. E , TranspomContenta context) &1
System. Net Hup Hrpd ar} — End of Inner exception $1ack race — at
05/29/2010 - 06/29/2018 System funtime Exceptionservices. ExceptionDispaichints, Throwi) at
5y Ry C TaskAwaiter H; (Task Lask) al
Hatification Status hiO <CrealeHTTPRequestsd_S {) ~ End of mmer exception
“ Falled = Pending stack trace — at 'i\c stem Thie ||l|||pT|5&.'5T!a1c 1 BetResuliCare{Boalemn waitCompletionNatification) m
Operation Pushbessage(Siing fsonMessage, Setting:
||.||[||n‘§|~l|r||;\ |n|a:lumum, Siring processingHostld, List' ] sessionStatusPushiDyst) —s (Innes Exception 20}
System Nt HIp HIPHEqUESERCeplion: An ermr oeouried E g e sequess]. s Sy ception: The
Session 1D 201806251401 444890 348_rscuhmithjkgfkv ibmafaja 06/25/18 00:25 PM
Fiatform - TeSign Sent For Imaging
Do/25/ 18 08 25 PM Sent For Imaging Delivered
0I5B 0003 FM Aschived Delivered
.qmm.mggreqmbcmmn O of Mare eIros oCCurmed. —- System NetHnp mwﬂeﬂmut::em on: An emror oocurred
Fattern TeSign fapred

Remote Signature > Status
Remote Signature > Status (Non-Workflow)

o This report is only available if the Remote Signature Add-On is activated.

This report displays the status of all outstanding Remote Signature sessions. Remote
Signature sessions that have been completed and cleared by the FI will not display.

Click Reporting > Remote Signature > Status.

@ Remote Signature Status Repart IMM eSign
@ Search Parameters: n
Select Platform: Exclude Aborted/Expired Sessions: Sessions that i inthe past # of days:
@ All Platform = @ @ 2
@ Member Name Loan Number Index Fields
| Textboxes
@ User: @ ‘Additional Search Fields:

EC |

DISD@ records: l‘gh@m recordset 1 - 10. Total r@s available: 10 B @

DocumentSet Name Date Submitted Member Name Loan Number Created By

AdhocDocs \S g ACCEPTED 6/20/2018 9:17:33 AM Cinderella SA Princess Sr 000-98-1234 JAdministrator

Index Fields Listing Region

Panel Title Bar/v/A: Click the title bar to collapse and expand the parameter section.
Select Platform: Select a platform, previously referred to as a dictionary.

Exclude Aborted/Expired Sessions: When selected aborted and expired sessions will
not be included in the results.
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4

11

12
13
14

Include Downloaded Sessions that were submitted in the past # of Days: Limit the
listing to include downloaded sets for up to 14 days. This setting is based on the Date
Submitted field and only applies to downloaded documents.

Index Fields Input Region: Enter any additional search criteria in the index field
textboxes.

User: Select a User. Blank will list activities for all users. Individual users can be
specifically selected. [Default: Blank]

Additional Search Fields: Select additional index search fields as necessary. Refer to
Add Additional Search Fields on page 173.

Action Buttons:

= Search: Search download batches based on the selected parameters.

= Clear: Close existing report and clear search parameters.

Document Set Name: Document Set Name.

Signer Info Icon ("L): Displays the Signature
Status Popup.

Status: Current status of the document set
based on the signature status.

Signature Status Popup

johns@homeemail.com | Waiting for Signature

| janes@homeemail.com | Pending Other Signers‘

= Waiting for signature
» Pending other signers
= Remotely Signed

= Completed
= Expired
Date Submitted: Date the document set was submitted for remote signature.

Index Fields Listing Region: These names vary by installation.

Created By: User ID of the person that created the document or document set.

Remote Signature > Status (Workflow)

o This report is only available if the Remote Signature Add-On is activated.

This report displays the status of all outstanding Remote Signature sessions. Remote
Signature sessions that have been completed and cleared by the FI will not display.

Click Reporting > Remote Signature > Status.

@ Remote Signature Status Report

©
©)
®
®

IMM eSign

Search Filters

Include Downloaded Document Sets that have been submitted in past # of Days -
2

Full Name - Account Number :

w7 —
V' Document Sets I@ V' Created By

No records Available

Ol <1
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Panel Title Bar: Click the title bar to collapse and expand the parameter section.

2 Include Downloaded Sessions that were submitted in the past # of Days: Limit the
listing to include downloaded sets for up to 14 days. This setting is based on the Date
Submitted field and only applies to downloaded documents.

Select Platform: Select a platform, previously referred to as a dictionary.
Index Fields: Input filter criteria.
Document Sets: Click to choose applicable documents or sets.

Created By: Click to filter the results by creator name.

o o0 A WN

Action Buttons:
» Search: Search download batches based on the selected parameters.

= Clear: Close existing report and clear search parameters.
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Remote Signatures > Download Batches

o This menu is only available if the Remote Signatures Add-On is activated.

This report lists all batches of files downloaded from the document delivery system. These are
documents that have been completed and signed by all parties.

Click Reporting > Remote Signatures > Download Batches.

m Download Batches Report IMM eSign
@ Search Parameters:
@ StariDate:  §/20/2018 ESv| EndDate  6/29/2018 v

©)
Displ@lecovds: 1 through 6!®ecomsel 1 - 6. Total records available: 6 @ @

Date Downloaded Description Success Form File Name

= Batch - XPTestSet (for Cinderella SA Princess Sr) - downloaded on 06/29/2018
Application_with_CC_AXX127-AFD731 20180629_0911540994136_1.pdf
06/29/2018 09-11:51 XPTestSet (for Cinderella SA Princess Sr) True
ViewAttachment 20180629_0911541054187_2 pdf
[ Batch - Document Set (for Dr.Hanibal NLJAD) - downloaded on 06/29/2018
AAuto-Loan-Application-RS-AFD731 20180629_0200205873179_1.pdf
06/29/2018 02-00:17 Document Set (for Dr Hanibal NIJAD) True AAuto-Loan-Application-RS-AFD731 20180629_0200205903119_2 pdf
Aduto-Loan-Application-RS-4FD731 20180629_0200205933126_3.pdf

Batch - Document Set (for Jonathan L WILLIAMS) - downloaded on 06/29/2018

Panel Title Bar/v/A: Click the title bar to collapse and expand the parameter section.
Start/End Date: Click the text box to open the Calendar Popup (page 174).

Action Buttons:

= Search: Search download batches based on the selected parameters.

= Clear: Close existing report and clear search parameters.

= Print: Display the report in a PDF popup. (Only appears when results are available.)

¢ From the Adobe Menu bar, click the printer icon to print. Close the window when
finished.

Date Downloaded: The date this document set was downloaded from the document
delivery system. The document set, at that point, will be completed with all required
signatures included.

Description: Document set name listed with primary applicant name showing.
(Secondary and Co-Applicant names will not display.)

Success: True or False. True indicates the document set was processed and
downloaded to the server. False indicates there was a problem trying to download the
set. Refer to Remote Signatures > Failed Downloads on page 63 for more information.

Form: Document names included in this document set.

File Name: Name of the PDF which contains all documents in the set.
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Remote Signatures > Failed Downloads
o IMM recommends this report be run on a regular basis.

Please Contact IMM if your report shows failures.

This menu is only available if the Remote Signatures Add-On is activated.

This report lists any batches that failed to download from the document delivery system or
downloaded incorrectly.

Click Reporting > Remote Signatures > Failed Downloads.

m Failed Downloads Report IMM eSign

Search Parameters:

©
©
©

Start Date: 7/5/2018 =k End Date: 7/5/2018 =k |

Disp@ records: 1 through 1 !l@comsell -1 Total vecvailahle:] @

Date Submitied Date Downloaded Description Form Status Description

07/05/201814:21:16 07/05/2018 14:41:14 Document Set (for David Hoofnagle) Guaranty-Agreement-RS-AFD731 Failed

Panel Title Bar/v/A: Click the title bar to collapse and expand the parameter section.
Start/End Date: Click the text box to open the Calendar Popup (page 174).
Action Buttons:
= Search: Search download batches based on the selected parameters.
= Clear: Close existing report and clear search parameters.
» Print: Display the report in a PDF popup. (Only appears when results are available.)
¢ From the Adobe Menu bar, click the printer icon to print. Close the window when finished.
Date Submitted: The date this document set was submitted for signatures.

Date Downloaded: The date this document set was downloaded from the document
delivery system. The document set, at that point, will be completed with all required
signatures included.

6 Description: Document set name listed with primary applicant name showing. (Secondary
and Co-Applicant names will not display.)

7 Form: Document names included in this document set.

8 Status Description: This column displays results of Remote Signatures querying the
document delivery system.

» Success: Remote Signatures was able to successfully query the document delivery
system about the document set listed under the Description column.

= Failed: Remote Signatures was not able to successfully query the document delivery
system about the document set listed under the Description column.
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Administration
The following sub-menu choices are available:

Documents — (XML) (This menu item may not display for your installation.)
Documents — (RTS) (This menu item may not display for your installation.)
Document Sets

Criteria

Index Fields

Reindex Documents

Dictionaries

Users

General Settings

Imaging Systems

eSignature

Remote Attachment Template

Change Theme (This menu item may not display for your installation.)
Status API Settings

Scanner

Documents — (XML) - Documents Maintenance

The Document Maintenance page allows the Administrator to change descriptions, criteria and
other settings for individual documents.

The Administrator can use this page to upload, edit and delete documents. The Document
Maintenance page can also be used to link documents to a specific host dictionary, set the
default display flags, assign criteria to a document and set the recurrence type.

Click Administration > Documents.

Document Maintenance Page - No Documents

Documents Maintenance (XML) IMM eSign

1 upload Documents || [ Delete Selected | [ Define Attachment | L Export

No documents available.
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Document Maintenance Page — With Documents

Documents Maintenance (XML) IMM eSign

() [mmor von ] |
@ l Upload Documents W Delete Selected @ Define Attachment |

D0, Q2 200,00 & 0 00

Document Name ictionary Critéiia Recurfing Type o 0 g Vo AppinApp e Amiachment Vendor

Section
Attachment -

Edit Autolnsurance Scanned Auto LEND None  Neone J Vi None
Insurance
Auto Insurance NJ
Edit AutolnsuranceAgreementN. pdf LEND NonRecurrin None
g Al s greement NJ State 9 v v v
Auto Insurance NY
Edit AutolnsuranceAgreementNY.paf LEND NonRecurrin None
g Pl pgreement NY State 9 v v
Auto Insurance OR
Edit AutolnsuranceAgreementOR paf LEND NonRecurrin None
g Al pgreement OR State 9 v v
Auto Loan
Edit AutoLoanApplication pdf LEND N NonR N
i utoLoanApplication p ioteason one  NonRecurring W Wi Vi one
Credit Card
Edit CreditCardAppIICatoNAXCO00PAr e ion axcooo ™MER None  None Wi v None
Edit Creditinsurance pdf Credit Insurance LEND None  NenRecurring Vi v None
Attachment -
Edit DriversLicense Scanned Driver's LEND None  None o Vi None
License
Edit ExpressApplication pdf Express Application  LEND None  NomRecurring Vi Wi J None
Attachment - GAP
Edit GAPInsuranceAgreement Insurance LEND None None \/ \/ CUNA

Agreement

Displaying documents: 1 through 10. Total documents available: 16

Document Maintenance Page - Settings
1 Search by: A search filter is available to assist in locating your documents. Refer to
Search (for Documents) on page 73 for more information.
2 Document Maintenance Action Buttons:

= Upload Documents: Upload documents. Existing documents with the same name will
be overwritten. Refer to Uploading XML Documents on page 67 for more information.

= Delete Selected: Delete selected documents. Refer to Deleting Documents on page
72 for more information.

= Define Attachment: Define an attachment category. Refer to Attach Documents on
page 70 for more information.

= Export: Export a comma delimited file listing document information from this page.

3 Page Control: Lists the number of pages for documents. Each page lists 10 documents.
Click the number to jump to that page.

Document Selection: Select individual or all documents for deletion.

Document Name: The name of the document. The name cannot be changed on this page.
Refer to Edit (Documents) (Alternate Method) on page 74 for more information.

Description: Document Description (150 characters maximum)

Dictionary: Select a Dictionary type. If the document has already been assigned to a
Document Set, this field cannot be edited. First, remove the document from all document
sets. Second, return to this page and edit the Dictionary. Last, add the document back to
all document sets. The dictionary cannot be changed on this page. Refer to Edit
(Documents) (Alternate Method) on page 74 for more information.

8 Criteria: Select any required criteria. Refer to Criteria on page 102 for more information.
(Locked for Imported Documents)
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9

10

11

12

13

13

15

Recurring Type: None, Recurring or NonRecurring. Refer to Recurring Forms
Guidelines on page 76 for more information. (Locked for Attached Documents)

Documents that use app prefixes O1_, O2_, etc. set at the dictionary level must
have Recurring Type set to None.

Display Document While Processing: When this is checked and documents are
processed, they will display. Unchecking this checkbox only prevents the document from
displaying; the document will still be processed. (Locked for Attached Documents)

eVault Document: Checked documents are sent to eVault for auditing and tracking of the
original document. When eVault documents are included in a session, all documents in the
session will be sent to eVault for auditing and tracking. (Not available for eAtlas
installations)

Show Other App in App Section: This setting only affects documents when they are
Recurring Documents. Other App is a Co-Applicant (not a Spouse). When this setting is
checked, Other Applicant information (not the primary) is displayed in the Primary Applicant
section. (Locked for Attached Documents)

Show Other App in App Show Other App in App

Original Document Section Disabled Section Enabled

Co-Applicant
Joe Neighbor
456 Next Door Lane
Nexttown, NJ

Primary Applicant Co-Applicant
John Doe Joe Neighbor
123 Any Street 456 Next Door Lane
Hometown, NJ Nexttown, NJ

Archive Document: When checked, the document will automatically be archived when
processed by itself or as part of a document session. When not checked, the document will
not automatically be archived. This setting can be overridden during the document
selection process only if the document is preselected to not be archived (only if this
checkbox is cleared). Refer to the User Guide for more information. (Not available for
eAtlas installations)

Attachment: Documents that have this box checked are additional documents that may be
included with document sets. Refer to Attach Documents on page 70 for more
information. (Not available for eAtlas installations)

Vendor: Select the supported third party from the dropdown so that the signature fields in
third-party documents are automatically recognized.
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Uploading XML Documents
Use only original PDF documents. Documents from the server’'s F\SourcePDFs

folder should not be re-uploaded.

From the Document Maintenance page,

Documents Maintenance (XML) IMM eSign
Semcnr | one - |
No documents available
Click Upload Documents.

Continue with the Upload Documents on page 67.
Upload Documents

1 The Upload Documents page is displayed.

1 Upload Documents IMM eSign
@ Dictionary LEND = |

0
@ Q select Files

Dictionary: Select a Dictionary from the drop-down.
Drop Files Here: Drag and drop existing PDF documents, or

Select Files: Navigate to and select the directory with your documents. Select
one or more documents to upload. Click Open.
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67



IMM eSign plus 2018.1
Administrator Guide

2 The Upload Documents page refreshes.

1 Upload Documents IMM eSign

Dictionary LEND H

Documents

or

Q_ select Files

Selected documents
AutolnsuranceAgreementN pdf LEND iy
)

AutolnsuranceAgreementNY pdf LEND

AutolnsuranceAgreementoR. pef LEND

i
1

AutoLoanApplication pdf LEND

Creditinsurance.pdf LEND

Ty
i

ExpressApplication pdf LEND

LoanApplication pdf LEND

i}
]

LoanDenialReasonsSummary.pdf LEND

LoanFinalSummary.pdf LEND

i
1

RegForTitleSearch.pdl LEND

ONDdDNDODODODEODDmn

TermsAndConditions. pdf LEND

Ty

Click Upload.

3 The Open window is displayed.
Navigate to and select the directory with your documents.

Select one or more documents to upload.

o Press Ctrl-A to select all files.

o PDF Document Names

Depending on your document storage and indexing specifications, PDF
document names may be used as part of a document name or document set
name. For this reason, a document name cannot use the following
characters: Space, Underscore (_) or Caret (*).

Examples:
“Your Document Name.pdf” Invalid name Uses spaces
“Your-Document-Name.pdf” Valid name Dashes are allowed
“YourDocumentName.pdf” Valid name Uses no special characters
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4 The Upload Documents window refreshes.

1 Upload Documents IMM eSigh
Dictionary LEND H
Documents
or
Selected documents
AutolnsuranceAgreementNJ. pdf LEND
AutolnsuranceAgreementNY pdf LEND
AutolnsuranceAgreementOR pdf LEND
AutoLoanApplication. pdf LEND
Creditinsurance.pdf LEND
ExpressApplication.pdf LEND
LoanApplication.pdf LEND I
LoanDenial ReasonsSummary.pdf LEND A W W W
LoanFinalSummary pdf LEND A % W W
®100% ~

5 Successfully uploaded documents will display a checkmark.
Failed uploads will display a red X.

1 Upload Documents IMM eSign
Dictionary LEND H
Documents
or
Selected documents
AutolnsuranceAgreementNJ. pdf LEND
AutolnsuranceAgreementNY paf LEND
AutolnsuranceAgreementOR. pdf LEND
AutoLoanApplication pdf LEND
Creditinsurance.pdf LEND
ExpressApplication pdf LEND
LoanApplication pdf LEND x
LoanDenial ReasonsSummary.pdf LEND
LoanFinalSummary. pdf LEND

Click the document row for more information.
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6 Failed upload explanation

LoanApplication pdf LEND x

Document entry already present for the FI under a different dictionary. DictName = TeSign HostSystemid = IMM

7 Repeat steps 1-5 for any additional dictionaries.

8 The Document Upload process is complete.

When documents are successfully uploaded they will be moved to an
Uploaded folder under the folder they were in.

9 After documents have been uploaded, edit document field information as necessary.

As necessary, add documents to Document Sets (Document Sets, page 85).

Attach Documents (Not available for eAtlas installations)

An Attached Document is a PDF document external from the normal IMM eSign document
system. This could be a driver’s license, passport, a written set of instructions, or any other
document in PDF format.

Predefined PDF documents from selected vendors may also be added as attachments.

Refer to the User Guide for information on adding and using Attached Documents when
processing document sets.

Before they can be used with document sets, attached document categories must be set up.

1 On the Document Maintenance page,
Click Define Attachment.

@ Documents Maintenance (XML) IMM eSign

I Upload Documents W Delete Selected ﬁ Define Attachment I i Export

12

Display Document = nic G Archive
Document Name Description Dictionary Criteria Recurring Type w'::' " ault AppinApp [N Atachment Vendor
TOCESSM pocument Section

Atiachment -
Edit Autelnsurance Scanned Auto LEND Nene  Nene Vi /) None
Insurance
Auto Insurance N

Edit AutolnsuranceAgreementNJ pdf LEND NonRecurrin None
g P pgreement NJ State 9 v v v
201 u
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2

A new row is displayed.

Edit

Update Cancel DriversLicenselLending Driver's License Lending

Document Name Description Dictionary Criteria Recurring Type Vault Appin

:
Pre

® ® s

LEND H None H None E 7 7 None H

Autolnsurance Attachment - Scanned Auto Insurance  LEND None None v Vi None

o Anachment Vendor

The following information can be modified for an attached document:

1

Document Name: For attached
documents, the document name is
more like a type or category than an
actual name. You can scan a

User’s Attach Documents Popup

Add Documents

passport and save it as any name. Library Attach ccan Photo
When the document is added into the -

document set, the Document Name Attachment Type

and the filename will be required | -

information.

utolnsurance

The Document Name field
used for defining imported
documents should not include
a .PDF extension.

iversLicense

DriversLicenselending

GAPInsuranceAgreement

GAPInsuranceG10240

Description: A description of the
document. “Attachment” will
automatically be prefixed to the description when Update is clicked.

Dictionary: Select a dictionary from the dropdown.

Archive Document: When checked, the document will automatically be archived
when processed as part of a document set. When not checked, the document
will not automatically be archived. This setting can be overridden when
processing the document set. [Default: Checked]

Attachment: The Attachment checkbox is automatically checked.

Vendor: Where applicable, the name of the Vendor supplying this type of
attachment. Current vendors are:

= Allied IQQ
= SWBC
= CUNA

Click Update to save the information.

The Attach Document is added to the document list.
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Deleting Documents

Do not delete a document during business hours.

@ Deleting a document will remove that document from all document sets.

From the Document Maintenance page,

Documents Maintenance (XML)

SearchBy:  None

Up/y Documents m Delete Selected

E Define Attachment

IMM eSign

) Electronic Show Other )
. . I Display Document Archive
Document Name Description Dictionary Criteria Recuming Type o " vault Appin App ey Attachment Vendor
Document Section
Attachment -
Edit Autolnsurance Scanned Auto LEND None None \/ \/ None
Insurance
Auto Insurance NJ
Edit AutoinsuranceAgreementN._pdf LEND NonRecurrin None
g Al A greement NJ State 9 v v v
Auto Insurance NY
Edit AutoinsuranceAgreementNY pdf LEND NonRecurrin None
g PAL p greement NY State 9 V v
Auto Insurance OR
Edit AutoinsuranceAgreementOR pdf LEND NonRecurrin None
g P pgreement OR State o J v

1 Check the box to the left of the document to be deleted.
2 Check the box at the top of the column to select all documents.
3 Click Delete Selected.

Click OK to the message popup.
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Search (for Documents)

A search filter is available to assist in locating your documents.

Documents Maintenance (XML)

| SearchBy:  None

|

12

l Upload Documents W Delete Selected @ Define Attachment

Show Other
- - - . Display Document Archive
Document N; Descrij Dict Criteria R Ty In Attachment Vendor
lame iption ictionary eria Recurring Type e - AW, App e ment
Section
Attachment -
Edit Autolnsurance Scanned Auto LEND None  None v Wi None
Insurance
Auto Insurance NJ
Edit Autol A TN pdf LEND NonR N
i wrolnsuranchgreementhiupat 2 B e NonRecurring Wi J / one
Auto Insurance NY
Edit Autol A tNY.pdf LEND NonR N
i wronsurancengreementiy pat 0 T TEE cge NonRecurring J J one
Auto Insurance OR
Edit Autol A MOR pdf LEND NonR N
i utolnsuranceAgreementOR pi —— — lonRecurring v J one

IMM eSign

¢ Select the Search By drop-down field.
o None: After completing a search, select None and click Search to view all documents.
0 Document Name: This will search for all documents matching the search parameter.
o Dictionary: This will search for all documents in the selected dictionary.

¢ Enter the document or dictionary name. (When searching for a document, the asterisk “*”
can be used as a wild card character.)

o Enter the search parameter (document or dictionary name).

Click Search.

The Document Maintenance page refreshes listing the results of the search.

Edit (Documents)

From the Document Maintenance page,

SearchBy:  None

12

Documents Maintenance (XML)

l Upload Documents m Delete Selected @ Define Attachment i Export

Show Other
_ - _ Display Document Archive
Document Name Description Dictionary Criteria Recuming Type while <ing Awimw o= Attachment Vendor
Section
Attachment -
Edit Autolnsurance Scanned Auto LEND None  None v Vi None
Insurance
Aute Insurance NJ
AutolnsuranceAgreementNIpdl oy LEND e MonRecurring N4 Vi v None
Aute Insurance NY
Edit AutolnsuranceAgreementNY.odl ooy LEND tate  MonRecurring Vi v None
Aute Insurance OR
Edit AutolnsuranceAgreementORPA ooy on LEND e NonRecurring o v None

IMM eSign

Click Edit to the left of the document name.

The Document Maintenance page refreshes with the document fields unlocked.

Edit the document field information as necessary.

Click Update.
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Edit (Documents) (Alternate Method)
Another method of editing document field information is to click on the document

name.

Documents Maintenance (XML)

SearchBy:  None =
I Upload Documents m Delete Selected B Define Attachment l Export

Document Name Description
Attachment -
Autolnsurance Scanned Auto

Insurance

Ado Insurance
AutolnsuranceAgreementN...pdf
Agfeement NJ

Auto Insurance
AutolnsuranceAgreementNY_pdf
Agreement NY

Auto Insurance
AutolnsuranceAgreementoR pdf
Agreement OR

Dictionary Criteria Recurring Type

LEND None  None
NJ
LEND cate  NonRecurting J
LEND M NonRecuring
State
LEND O NonRecuring

State

Display Document
While Processing

Electronic
Vault
Document

Show Other
App In App

Archive
Document

S| & &

IMM eSign

Attachment Vendor

/ Noe
None
None

None
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The Edit Document page is displayed.
Click Edit.

The Edit Document page refreshes with
the document fields unlocked.

Edit the document field information, as
necessary.

All field definitions from page 65 are the
same.

Additionally:

1 Document Name: The name can be
changed on this page. Note: When
you change the name a document,
the associated document sets and

<
aEmEn

'~ Document Setg

the criteria are automatically updated. These changes must be made on your

imaging system for successful document import.

2 Parties Allowed to View: Select any party that will be allowed to view the
document during processing. Multiple parties may be allowed and will be controlled
by the user during the processing and signing processes.

3 Unlock Selected Fields: (For Data Locking) When documents are processed by
the Process button, fields are locked (no changes can be made to the field
information). You may need to modify information as the document is processed.
For example, a phone number change or a driver’s license number may need to be
changed. These fields must be unlocked on this page to give your users the ability

to modify the contents of the field.
Notes:

* All HOST (XML populated) fields will be locked by default. Use this settings to

unlock those fields.

* All HOST fields which are blank (have no value) in the XML source will remain

open prior to signing.

* All GENERIC (non-XML) fields will remain open prior to signing.

* If all signers sign the session successfully, all fields will be locked EXCEPT fields
prefixed with “IMM_UNL_". These fields will not be listed in the above screen as it

will always remain unlocked.
4  Action Buttons:

= Edit: Unlocks all editable fields for making changes.

= Save: Click to save changed settings.

= Cancel: Click if you do not want to save any changes.

5 Document Sets: The lower part of this page lists the Document Sets that use this

document.
After completing changes,
Click Save.
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Recurring Forms Guidelines
There are three possible recurring behaviors for lending documents: Recurring, Non-recurring,

an

d None.

Recurring: This option takes relationships into account to ensure personal information is not
distributed to other applicants. For example, the Primary Applicant and Spouse are on one
document because personal information can be shared between spouses, and then a
separate document is generated for each Co-applicant/Other applicant.

Non-recurring: The non-recurring behavior ignores relationships between applicants. When
this option is selected, Spouses and Co-applicants/Other applicants are treated the same.

None: “None” is ideal for applicant-specific documents, such as an adverse action document.
For example, a loan guarantee is for a Guarantor applicant only.

There are two components involved in determining the behavior of documents:

Document Mapping: The fields used in a PDF template.

Data Source: An XML file that is passed from the Host System to IMM eSign. For example,
the Data Source can have data for the following applicants:

o0 Primary Applicant: The field label for this group is A_orP_.

0 Spouse: The field label for this group is C_.

o0 Co-applicant/Other Applicant: The field label for this group is O_ (01, O2, etc.)
o Guarantor: The field label for this group is G_ (G1_, G2_, etc.)

The recurring behavior allows the applicant information to display automatically for each
applicant if the following elements are correct:

The applicant’s role or association with the loan/account (Refer to the “Required Fields’ Prefix
with Data Source” column in the following table.)

The required fields’ prefixes (Refer to the “Required Fields’ Prefix with Data Source” column
in the following table.)

The field mapping of the document (Refer to the “Document Mapping” column in the following
table.)
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Refer to the following table for details.

Behavior

Document

Required Fields’ Prefix

Result

Recurring

(Lending
Dictionary -
Optional)

Mapping
1st applicant:

A _orP_

2" applicant:

C

with Data Source
Primary Applicant:
A orP_

Spouse: C

Co-applicant/ Other

Applicant: O1_, O2_, etc.

Generates one document
copy for Primary AND
Spouse

AND

Generates a separate
document for each
Co-applicant/Other

Non-recurring

15t applicant:

Primary Applicant:

Generates one document

(Lending A_orP_ A_orP_ copy for Primary AND
Dicti Spouse OR
ictionary - .
Optional) ] Spouse: C Co-applicant/Other
2" applicant: P Pl
C- AND
Co-applicant/ Other
Applicant: 01 , 02_, etc. Generates a separate
document for each
additional Co-applicant/
Other
None 1st applicant: Primary Applicant: Generates a document for
: A_orP A_orP Primary AND/OR
(Lending and — - — - .
Membership Co-applicant/Other
Dictionaries - | 2" applicant: Co-applicant/ Other
Mandatory) 0o1_ Applicant: O1_, 02_, etc.

If documents are mapped incorrectly for the second applicant, then “recurring” or
“non-recurring” options will not work as described in the previous table.

¢ If documents are mapped for the second applicant with prefix O1_, the recurring
option MUST be set to “None.” The option of automatically generating a separate
document for each non-spouse WILL NOT be available for those documents.

¢ If your document should be mapped for two borrowers, the correct prefix for the
second applicant is always C_. IMM eSign automatically populates the C_ fields in
case the XML data has O1_ as the field’s prefix for the second applicant.

¢ Creation of a separate document for each Co-applicant/Other Applicant is

supported only for the applicant with prefix O1_, O2_, O3 _, etc. The document that
contains other field prefixes, such as GA1_ for guarantor, should be explicitly
mapped for each guarantor (GA1_, GA2_, etc.).

If the document should be generated for other applicant prefixes besides C_ and
01_(02_, O3_, etc.), then IMM eSign document MUST be mapped accordingly.
For example, if an IMM eSign document needs to display two guarantors, then the
prefix for the first guarantor should be GA1_ and the second guarantor should

be GA2_.
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Refer to the following tables of examples where the Data Source for Primary Applicant is A_,
Spouse is C_, First Co-applicant/Other Applicant is O1_, Second Co-applicant/Other
Applicant is O2_, and Guarantor is G1_. The guidelines provided below apply to lending

application forms only.

Document Mapping | Behavior

| Result

Other Applicant
(O1.)

Primary (A_) Recurring and Document 1 — Primary and Spouse (A_and C_)
Spouse (C_) Non-recurring

Primary (A_) Recurring Document 1 — Primary Applicant (A_)
Co-applicant/ Document 2 — Co-applicant/Other Applicant

(C1)

Non-recurring

Document 1 — Primary and Co-applicant/Other
Applicant (A_and O1_)

Primary (A_)

Two Co-applicant/
Other Applicants

Recurring

Document 1 — Primary Applicant (A_)

Document 2 — First Co-applicant/Other Applicant
(01_)

Other Applicant
(O1.)

(O1_and 02_) Document 3 — Second Co-applicant/Other
Applicant (O2_)
Non-recurring Document 1 — Primary and Co-applicant/Other
Applicant (A_and O1 )
Document 2 — Second Co-applicant/Other
Applicant (O2_)
Primary (A_) Recurring and Document 1 — Primary and Spouse (A_and C_)
Non-recurring . :
Spouse (C) Document 2 — Co-applicant/Other Applicant
Co-applicant/ (©1.)

Primary (A_)
Spouse (C )

Two Co-applicant/
Other Applicants

Recurring and
Non-recurring

Document 1 — Primary and Spouse (A_and C_)

Document 2 — First Co-applicant/Other Applicant
(01))

Document 3 — Second Co-applicant/Other

Other Applicant
(O1.)

Guarantor (G1_)

(O1_and 02)) Applicant (O2_)

Primary (A_) Recurring and Document 1 — Primary and Spouse (A_and C_)
Non-recurring . . ,

Spouse (C) Document 2 — First Co-applicant/Other Applicant

Co-applicant/ (©1.)

Document 3 — Guarantor (G1_)
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When “None” is selected, all of the applicants are grouped together except the applicant that

is particular to the “applicant-specific” document.

Document Mapping | Behavior Result

Other Applicant
(O1.)

Guarantor (G1_)

Primary (A_) None Document 1 — Primary and Spouse (A_and C_)
Spouse (C )

Primary (A_) None Document 1 — Primary, Spouse (A_and C_), and
Spouse (C) Co-applicant/Other Applicant (O1_)

Co-applicant/

Other Applicant

(O1.)

Primary (A_) None Document 1 — Primary, Spouse, and Co-
Spouse (C) applicant/Other Applicant (A_, C_, and O1_)
Co-applicant/ Document 2 — Guarantor (G1_)

In this case, the Guarantor (G1 ) is the applicant
that is particular to the “applicant-specific”
document.
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Documents — (RTS) — Documents Maintenance
Click Administration > Documents (RTS).

About Page — Documents Maintenance (RTS)

The Help button provides a quick listing of icons and functions available and related to the
Documents Maintenance Page (RTS).

Click the Page Help button.

~
[%) Documents Maintenance (RTS\ U

Total Documents : 12

S

Search
Selected :0

Document Type
Select All

AllTypes

Document Name

ment Name

DRIVERSLICENSE
Atachment -Scanned Divers License

lcons

<7 Pin

2K Unpin
Attachment

T“‘LT‘ Delete
Copy
Imaging
Index

~ Expand

~ Collapse

— N TR

IMM eSign

A )
About Page | Document Maintenance Page (RTS)

This page allows RTS documents to be viewed and modified. Administrators can modify document-
level index fields and imaging indexes. New attachments can also be defined on this page.

Pin search panel to the screen.
Unpin search panel from the screen.
Indicates item is an attachment.

Delete session or document. If function is not visible, please contact your
IMM eSign system administrator for further information

Apply indexes from existing indexes in use.

Expand display section.

Collapse display section

Documents Maintenance (RTS)

o This page may not display for your installation.

This page is used to add attachments and delete documents in conjunction with Admin

Manager.

The administrator can rename parameters, delete sessions and add/define attachments.

Click Administration > Documents.
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Default View

@ Documents Maintenance (RTS) ® M eSi
0 0! ) 0
SearCh Search g:} Total Documents : 12 ReSUHS
Pane Selected : 0 Pane
q o ;?Cl.;:?;:::;mw @ APPSUMIAPPF @
e ESNAETSE 1
@Ij - Search - Clear | A@%i‘;ﬁm —— AUTOINSURANCE i
e Wy

1 Title Bar: Click the title bar area to expand/minimize the search pane.

2 Pin/Unpin: Click the pin to display * or collapse “* the search parameters section of the
page when the results are displayed.

3 Document Type: Search for All Types, Document or Attachment.

-Or-

Document Name: Search by document name. Refer to Search Hints (page 172).
Search Pane Action Buttons:

» Search: Search documents based on the selected parameters.

= Clear: Close existing results and clear search parameters.

6 Define Attachment: Click this button to define a document attachment. Refer to Define
Attachment on page 83 for more information.

7 Delete (Selected Documents): Use Select All (8) or Select Individual (9) to select
documents. Click Delete (7) to delete the selected documents. Click OK to the Delete
Document confirmation popup to complete deleting.

8 Select All: Click to select all documents and attachments. Click again to unselect all.

9 Sort By: Click to select sort method.

10 Select (Individual Documents): Click to select one or more documents and attachments.

11 Document Information: Click to expand the document information.

12 Delete (Current Session): Displays for attachment definitions.

13 Attachment Icon: Displays for attachment definitions.
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Expanded Documents — Details Tab

Each document or attachment has 3 sub-tabs.

23
Search ~

Document Type

All Types -

Document Name

@ Documents Maintenance (RTS) @®

Vendor

None

-

IMM eSign
Total Documents : 12 @ Define Attachment W Delete
Selected - 0
Select All 1 sort By
APPSUM1APPF APPSUM1APPF Tl
Application Summary
Full Name hort Name
3
APPSUMTAPPF APPSUM1APPF Expand 3d
e Document
Application Summary
Archive Display Document While Processing
Q-
DRIVERSLICENSE DRIVERSLICENSE W
Attachment - Scanned Driver's License L
Full Name Short Name
DRIVERSLICENSE DRIVERSLICENSE Expand Dd
-
Attachment
Attachment - Scanned Driver's License
Archive

Sub-Tabs: Details, Index Fields, Imaging Indexes. Examples following.

2 Full Name: The Full Name is used in indexing and defaults to the current filename but can
be modified at this point. (100 characters maximum).

3 Short Name: Used in creating the filename for archive documents. (20 characters

maximum]

4 Description: Used for the Document Description column. An easy to recognize description
of the document. (150 characters maximum)

5 Archive: Click to toggle between Yes and No. When Yes, the document can be archived.
When No, the document will not be archived.

6 Display Document While Processing: When checked and documents are processed, the
documents will display during processing by default. When not checked the document may
still be optionally displayed while processing. (This setting does not display for

attachments.)

7 Results Pane Action Buttons:

= Save: Click this button to save changes to a document.

» Cancel: Click to cancel changes to a document.
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APPSUMIAPPE APPSUMIAPPF T APPSUMIAPPE APPSUMIAPPF i
Application Summary o Appication Summary o
Index Fields Imaging Indexes
IMM_STDIND_DATE Default Val o ProfitStars SYNERGY
L Y efault Value T Available Indexes File Room Use Following Default
Imaging Index w
IMM_STOIND_TIME Default Value i (0 (Document Pa) DocumentPan ] x
Imaging Index o
®  (ocument Name) DocumentName  [¥]  Cabinet Use Following Defauit
IMM_STDIND_TRANSID Defauit Value i “
Imaging Index il (9 (Document Set_N.. Document Set Name [¥]
=
CSTM_CUSTOMERNUMBER Defauit Value T [P ——— L L Use Following Default
Imaging Index iy .
csTMTID Defauit Value i (0 {IMM_STDIND_DA_ MM Date %
Imaging Index o Institution Use Following Default
(9 (MM_STDIND_TI.. IMM Time [%
A (0 (MM_STDIND_TR...IMM Transaction ID  [¥]
Authority Use Following Default
() {Full_Name) Full Name [%
(9 (CSTM_CUSTOME..Customer Number [
Vocabulary Use Following Default
0 {cSTM_TID} Taxldentiication...  |¥]
Available Functions Document 't Name Use Following Default
© Preview save | X clear

Define Attachment
After clicking Define Attachment on the Document Maintenance page,

The Define Attachment Popup Appears.

Define Attachment

ull Name Short Name

@ ©

Description

rchive

‘endor

O,

)

None w

Complete all information.

1 Full Name: The Full Name is used in indexing and defaults to the current filename but can
be modified at this point. (100 characters maximum).

2 Short Name: Used in creating the filename for archive documents. (20 characters
maximum]

3 Description: Used for the Document Description column. An easy to recognize description
of the document. (150 characters maximum)

4 Archive: Click to toggle between Yes and No. When Yes, the document can be archived.
When No, the document will not be archived.
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5 Vendor: Where applicable, the name of the Vendor supplying this type of attachment.
Current vendors are:

= Allied 1QQ
= SWBC
= CUNA
6 Action Buttons:
» Save: Click this button to save changes to an attachment.
= Cancel: Click to cancel changes to the current attachment.

» Close: Close the popup without saving any changes.
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Document Sets Maintenance (XML)

Click Administration > Document Sets.

Document Sets Maintenance

m Delete Selected

T

Edit

Edit

Edit

Edit

Displaying Document Sets: 1 through 4. Total Document Sets available: 4

Document Set

Carl.oan

Description
Car Loans
Car Loans

Mortgages

New Members

IMM eSign

+ Add Document Set

Dictionary
LEND
LEND

LEND

The Document Sets Maintenance feature allows the Administrator to group related XML

documents in a logical set.

With this option, you can add and remove documents that are required for a given set, such
as a checking account, an IRA, etc. You may also modify the behavior of the documents in

the set — whether they will display, how many copies need to be printed, whether the
document is required and the recurrence type.

Add Document Sets

1 From the Documents Sets Maintenance page,
Click Add Document Set.

Document Sets Maintenance

1 Delete Selected

1

Edit

Edit

Edit

Edit

Document Set

CarLoan

Displaying Document Sets: 1 through 4. Total Document Sets available: 4

Description
Car Loans
Car Loans
Mortgages

New Members

IMM eSign

~ Add Document Set

Dictianary
LEND
LEND
LEND

MBR

This button may be disabled and require extra settings to enable.
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85



IMM eSign plus 2018.1
Administrator Guide

2

The Add New Document Sets page is displayed.

B Add New Document Sets IMM eSign

Document Set
Description

Edit X Cancel

The following information is necessary to create a new Document Set.

¢ Document Set: The reference title may contain letters, numbers and the
underscore (_) character but may not contain a space in the title.

¢ Description: Enter a description for the document set.
¢ Dictionary: Choose a dictionary as a source for the documents.
Click Save.

The new document set information is saved.

The Add New Document Sets page refreshes with additional information.

E Add New Document Sets IMM eSign

Document Set CCReq

Description Credit Card Request

Dictionary MER H
Edt

Documents Add Documents

1 Delete Selected

No Documents available.

Click Add Documents.
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4 The Edit Document Sets page refreshes showing available documents from the
selected dictionary.

E Add New Document Sets IMM eSign
Document Set CCReq
Description Credit Card Request

Dictionary MBR H

Documents Add Documents

+ Add Selected Documents L

1

< — : . Display Document  Recuming  Show Other App  Archive
ment L Requited e Processing Type In App Section Document

CreditCardApplicationAXC000.pdl Credit Card Application AXC000 False False None True True
eSignAccountChangeCard paf Account Change Card eSign False True None True True
MembAppARdACCICard2015-3. pf Membership Application and Account Card 2015-3 False False Nane True True

Displaying Documents: 1 through 3. Total Documents available: 3

A basic search tool is available to assist the Administrator to locate documents. Enter
the document name (only the asterisk “*” may be used as a wild card character). Click
Search.

1 Check the checkbox next to the documents to be included in the document set.

2 Check the checkbox next to the Document Name column head to select all
documents.

Click Add Selected Documents.

5 The documents are added to the set.

@ Edit Document Sets IMM eSign

DocumentSet  CCReq

Description Credit Card Request

Dictionary MBR
£

Documents Add Documents

M Delete Selected

1

Display Document  Show Other App  Archive
While Processing In App Section  Document

Edit CreditC: 000.pdf  Credit Card Application AXC000 1 None Vi <

Edit eSignAccountChangeCard. pdf Account Change Card eSign 1 None Wi v Y

Edit Document Name Document Description Required & Print Copies Recurring Type Sort Order

Displaying Bocuments: 1 through 2 Total Documents available: 2

Use B and B3 to move the documents up or down in the display order.

At this point, document settings within the document set can be edited. Refer to
Modify Document Sets on page 89 for more information.
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Edit Document Sets

1 From the Document Sets Maintenance page,

1LTI] Delete Selected

1

CarLoan

Edit CCReq
Edit cul
Edit Mortl
Edit NM1

@ Document Sets Maintenance

XPReferrer|P:

Document Set

Description
Car Loans

Credit Card Request
Car Loans
Morigages

New Members

+ Add Document Set

Dictionary
LEND
MBR
LEND

LEND

Displaying Document Sets: 1 through 5. Total Document Sets available: 5

IMM eSign

Click Edit to the left of the document set name.

The Document Sets Maintenance page refreshes with the document set fields

unlocked.
@ Document Sets Maintenance IMM eSign
XPReferrerlP:
1
Document Set Description Dictionary

Update Cancel CarLoan Car Loans LEND
Edit CCReq Credit Card Request MBR
Edit cu Car Loans LEND
Edit Mort1 Mortgages LEND
Edit NMI New Members MBR

Displaying Document Sets: 1 through 5. Total Document Sets available: 5

Edit the document set field information, as necessary.
¢ Description: Modify the description for the document set.

¢ Dictionary: Change the dictionary as a source for the documents.

Click Update.
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Modify Document Sets

1

From the Document Sets Maintenance page,

@ Document Sets Maintenance IMM eSign
m Delete Selected + Add Document Set L Export
XPReferrer|P:
1
Document Set Description Dictionary
Edit Carloan Car Loans LEND
Edit Credit Card Request MBR
Edit cu Car Loans LEND
Edit Mortl Morigages LEND
Edit NM1 New Members MER
Displaying Document Sets: 1 through 5. Total Document Sets available: 5
@ Edit Document Sets IMM eSign
DocumentSet  CCReq
Description Credit Card Request
Dictionary MBR H
() X
Documents Add Documents
ElTJ] Delete Selected
1
Display Show Other
. .. #Print Recuming  Document App Archive
Edit Document Name Document Description Required Tyve ) [y Sort Order
Processing Section
@ Edit CreditCardApplicationAXC000 pdf  Credit Card Application AXC000 1 None Vi J
Edit eSignAccountChangeCardpdf  Account Change Card eSign 1 None i Vi i
Membership Application and Account
Edit MembAppANdACetCard2015-3 par - 1 None i 7
Displaying Documents: 1 through 3. Total Documents available: 3

The upper portion of this page can be used to edit the Document Set Description and
Name.

1 Click the Edit button to unlock the Document Set Information Fields and make
changes.

The lower portion of this page is used to add, delete and edit document information
for the selected document set only.

2 Click the Edit link to the left of the document name to unlock individual
documents within the set.
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3

The Edit Document Sets page refreshes with the document information unlocked.

Edit

Update Cance!

Edit

Edit

Documents

@ Edit Document Sets

Document Set

Description

Dictionary

CreditCardApplicationAXC000 pdf

eSignAccountChangeCard paf

MembAppANdACCICard2015-3 pdf

Add Documents

IMM eSign
CCReq
Credit Card Reguest
MBR H
Display Show
Document # Print _ Archive
Descripti Required Copies Recurring Type While ;Ip:w Sort Order
Processing
Credit Card
Application AXC000 ! b0 = M v
Account Change
Lo oS
Membership
Application and

20153

Displaying Bocuments: 1 through 3. Total Documents available: 3

The following document information can be edited.

¢ Required: Select if the document is required for this set.

o # Print Copies: Number of copies to print.

Use Bl and B4 to move the documents up or down in the display order.

Click Update to exit the edit mode and save changes.

Click Cancel to exit the edit mode without saving changes.

Display Document While Processing cannot be edited on this page. This is a
document-only setting. Refer to Display Document While Processing on

page 66 for more information.
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Delete Document Sets
From the Document Sets Maintenance page,

Document Sets Maintenance IMM eSign
il Delete Selected
Xi 1P:
T
Document Set Description Dictionary
Edit CarlLoan Car Loans LEND
Edit CCReq Credit Card Request MBR
Edit cL Car Loans LEND
Edit Mortl Mortgages LEND
Edit NM1 New Members MBR
Displaying Document Sets: 1 through 5. Total Document Sets available: 5

1 Check the box to the left of the document set to be deleted.
2 Check the box at the top of the column to select all.
3 Click Delete Selected.

Click OK to the message popup.
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Workflow Builder

Workflow Builder is used to create, modify and publish workflows. A workflow is a process, or
a programmed set of instructions, used to guide documents and document sets through
various approval, review and completion steps at your Financial Institution.

Click Administration > Workflow Builder.

The Workflow Builder page is displayed and the In Development radio button is selected.

[%] Workflow Builder IMM eSign

Actions. = Published Version @' In Development

‘Workflow Name: Version

Car Loan 104

All current workflows in development are listed.
Select the radio button for a workflow and choose an action from the dropdown menu.

e Actions: The following actions are available.
o0 Create Workflow: Used to design a new workflow.

o Edit Workflow: Allows editing existing workflows. Double-clicking on a workflow row will
open the workflow in edit mode. Editing a published workflow will create a copy of the
workflow, increment the version number and open the workflow in development.

o Publish Workflow: Moves the workflow into the Published Version screen. The
published version will be incremented.

o Copy Workflow: Creates a copy of an existing workflow.
0 Delete Workflow: Removes a workflow.

o In Development workflows can be deleted.

Published workflows cannot be deleted if there are in-work tasks associated with the
workflow.

o Import Workflow: Imports a workflow from a different Financial Institution from an XML
file.

o Export Workflow: Exports a workflow to an XML file.

o0 Version Management: Allows a workflow to be republished or replaced with a previous
version.

¢ Published Version: Displays a list of published workflows.
¢ In Development: Displays a list of In-Development workflows.

Workflow Permissions
Each user may have specific permissions allowed for workflow.

Click Administration > Workflow Permissions.

The Workflow Permissions page is displayed.
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Workflow Permissions Page
There are several configurations available on this page, based on the tabs selected.

Groups — Workflows

@ Workflow Permissions IMM eSign

Groups Users Inbox Management

B[ o~ = - |EE

emuum@ Group Name @
(8)
Workflows Inboxes

Workflow
Car Loan

Groups — Workflows Listing
The following settings are available:

1
2
3

© 0 N O

N
o

Groups tab: Select the group permissions area.
Users tab: Select a user permission area.

Inbox Management tab: Add, edit and disable shared inboxes. Refer to Inbox
Management on page 100.

Select: Depending on the tab selected above, select a group from the drop-down menu.
Workflow-Level Permissions: The group may have permissions in more than one area.

= Builder: Check this box to give the group access to the Workflow Builder page.

= Security: Check this box to give the group access to the Workflow Permissions and
Workflow License Usage pages.

= Admin: Check this box to give the group access to all workflows, inboxes and workflow
pages.

Group ID: This is the group as set in your network active directory.

Group Name: This is the group name as set in your network active directory.
Workflow Tab: This area is used to set access for individual workflows.
Inboxes Tab: This area is used to set access to shared and personal inboxes.

Workflow Permissions: This area lists all available workflows. Check these boxes to allow
groups the right to create and route cases using the selected workflow. Checking All will
allow the group to create and route cases using any existing and future workflow. If this box
is not checked the group will not have items related to that workflow in the Cases window.
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Groups — Inboxes

@ Workflow Permissions IMM eSign
O ® ©)
Groups Users Inbox Management
Group ID @ Group Name@
(9)
\Z/
Workflows Inboxes
Shared Inboxes

BranchManagers Card Services
LendingDocs Operations

Remote Inbox Sample Shared Inbox

Personal Inboxes

Chris Doc Admin (IMMLAB) Default Document Administrator
Default FI Administrator Default Fl User

Jane L. Officer (IMMLAB) Joe L. Officer (IMMLAB)

John L_ Officer (IMMLAB) Russ W. Admin (immiab)

Stephen B. Manager (IMMLAB)

Groups — Inboxes Listing
The following settings are available:

1 Groups tab: Select the group permissions area.
2 Users tab: Select a user permission area.

3 Inbox Management tab: Add, edit and disable shared inboxes. Refer to Inbox
Management on page 100.

4  Select: Depending on the tab selected above, select a group from the drop-down menu.
Workflow-Level Permissions: The group may have permissions in more than one area.

» Builder: Check this box to give the group access to the Workflow Builder page.

= Security: Check this box to give the group access to the Workflow Permissions and
Workflow License Usage pages.

» Admin: Check this box to give the group access to all workflows, inboxes and workflow
pages.

6 Group ID: This is the group as set in your network active directory.

7 Group Name: This is the group name as set in your network active directory.

8 Workflow Tab: This area is used to set access for individual workflows.

9 Inboxes Tab: This area is used to set access to shared and personal inboxes.

10 Shared/Personal Inboxes: Check these boxes to allow groups the rights to access

personal and shared inboxes. Click the title bar to collapse and expand the region.
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Users — Workflows

@ Workflow Permissions IMM eSign
O, © ®
Groups Users Inbox Management
s (2) )
New = | Builder Security Admin Deactivate User ‘ [IE Delete
User \D@ User Name @ N Emall @
(9 @ @ -
o/
Workflows Inboxes Active Directory
‘Workflow
Q|
Car Loan

Users — Workflows Listing
The following settings are available:

1
2
3

Groups tab: Select the group permissions area.
Users tab: Select a user permission area.

Inbox Management tab: Add, edit and disable shared inboxes. Refer to Inbox
Management on page 100.

Select: Depending on the tab selected above, select a group from the drop-down menu.
Workflow-Level Permissions: The user may have permissions in more than one area.

= Builder: Check this box to give the user access to the Workflow Builder page.

= Security: Check this box to give the user access to the Workflow Permissions and
Workflow License Usage pages.

= Admin: Check this box to give the user access to all workflows, inboxes and workflow
pages

= Deactivate User: When checked, a user will not be able to log into the application. (Only
appears in the Users — Workflow page.)

User ID: This is the user ID as set in your network active directory.

User Name: This is the user name as set in your network active directory.
Manager: This is the user's manager’s name as set in your network active directory.
Email: This is the user’s email address as set in your network active directory.
Workflow Tab: This area is used to set access for individual workflows.

Inboxes Tab: This area is used to set access to shared and personal inboxes.

Active Directory Tab: This area is used to view Active Directory information for the user
who is selected in item 4 Select (above).

Workflow Permissions: This area lists all available workflows. Check these boxes to allow
users the right to route documents in the workflow. Checking All will allow the user to route
documents using any existing and future workflow. If this box is not checked the user will
not have items related to that workflow in the Cases window.

Rev. 12/24/18 95



IMM eSign plus 2018.1
Administrator Guide

Users — Inboxes

@ Workflow Permissions IMM eSign

) ©. ®
Groups Users Inbox Management

e (3 ©)

New H | Bullder Security Admin Deacllvateuser‘ Ml Delete
D @®

/
Workflows Inboxes Active Directory
Shared Inboxes

BranchManagers Card Services
LendingDocs Operations

Remote INbox Sample Shared Inbox

Personal Inboxes

Chris Doc Admin (IMMLAB) Default Document Administrator
Default FI Administrator Default Fl User

Jane L. Officer (IMMLAB) Joe L Officer IMMLAB)

John L_ Officer (IMMLAB) Russ W. Admin (immiab)

Stephen B. Manager (IMMLAB)

Users — Inboxes Listing

The following settings are available:
1 Groups tab: Select the group permissions area.
2 Users tab: Select a user permission area.

3 Inbox Management tab: Add, edit and disable shared inboxes. Refer to Inbox
Management on page 100.

4 Select: Depending on the tab selected above, select a group from the drop-down menu.
Workflow-Level Permissions: The user may have permissions in more than one area.

= Builder: Check this box to give the user access to the Workflow Builder page.

= Security: Check this box to give the user access to the Workflow Permissions and
Workflow License Usage pages.

= Admin: Check this box to give the user access to all workflows, inboxes and workflow
pages

= Deactivate User: When checked, a user will not be able to log into the application. (Only
appears in the Users — Workflow page.)

User ID: This is the user ID as set in your network active directory.
User Name: This is the user name as set in your network active directory.
Manager: This is the user's manager’'s name as set in your network active directory.

© o0 N O

Email: This is the user’s email address as set in your network active directory.
10 Workflow Tab: This area is used to set access for individual workflows.

11 Inboxes Tab: This area is used to set access to shared and personal inboxes.
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12 Active Directory Tab: This area is used to view Active Directory information for the user
who is selected in item 4 Select (above).

13 Shared/Personal Inboxes: Check these boxes to allow users the rights to access
personal and shared inboxes. Click the title bar to collapse and expand the region.

Rev. 12/24/18 97



IMM eSign plus 2018.1
Administrator Guide

Users — Active Directory
Select a user to see the following information:

Workflow Permissions IMM eSign

O] ® ®

Groups Users Inbox Management

@

Jane L. Officer (IMMLAE) = l ./ Builder ./ Security ./ Admin Deactivate User E\Save 1l Delete

Manager

User ID @ User Name @ 9 Email @

|aneoff|ca Jane L. Officer m Stephen B. Manager (IMMLAB) lynneg@immaonline com
O, &

Workflows Inbaxes Active Directory

@ Active Directory Information [ ~]

User Jjaneofficer

Personal Inbox Jane L. Officer

Domain IMMLAB

User Full Name Jane L. Officer

User Manager Name Stephen B. Manager

User Role Manager, Administrator, Designer

Authenticated True

Groups IMML IMMFCUdocs, TeAGroup

Group Permissions [ ~]

Group Workflows
IMMLendingDocs Car Loan

IMMFCUDocs

Group Inboxes
IMMLendingDocs

IMMFCUDocs

User Permissions [ ~]

Workflows All Workflows

Inboxes All Inboxes

Inherited Permissions -

Groups
Workflows

Inboxes

Users — Active Directory Listing
The following settings are available:

1 Groups tab: Select the group permissions area.
2 Users tab: Select a user permission area.

3 Inbox Management tab: Add, edit and disable shared inboxes. Refer to Inbox
Management on page 100.
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Select: Depending on the tab selected above, select a group from the drop-down menu.
Workflow-Level Permissions: The user may have permissions in more than one area.

= Builder: Check this box to give the user access to the Workflow Builder page.

= Security: Check this box to give the user access to the Workflow Permissions and
Workflow License Usage pages.

= Admin: Check this box to give the user access to all workflows, inboxes and workflow
pages

= Deactivate User: When checked, a user will not be able to log into the application. (Only
appears in the Users — Workflow page.)

6 User ID: This is the user ID as set in your network active directory.

7 User Name: This is the user name as set in your network active directory.

8 Manager: This is the user's manager’s name as set in your network active directory.
9 Email: This is the user’'s email address as set in your network active directory.

10 Workflow Tab: This area is used to set access for individual workflows.

11 Inboxes Tab: This area is used to set access to shared and personal inboxes.

12 Active Directory Tab: This area is used to view Active Directory information for the user
who is selected in item 4 Select (above).

13 Active Directory Information: This is a reference of information listed in your network
Active Directory settings for the selected user. The Inherited Permissions pane lists Group,
Workflow and Inbox permissions.
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Inbox Management

This section is used to add, edit and disable shared inboxes, which are shared by multiple
users. To enable this feature, shared inboxes must be set up. Email addresses are optional

and can be used to receive notifications.

Workflow Permissions IMM eSign

Groups Users Inbox Management

- Add New Inbox Edit Innnx

Inbox Name Email ID Disabled
BranchManagers branchmanager@YourFl.com False
Card Services False
IMMLendingDocs lending@YourFl.com False
LendingDocs Lending@YourFl.com False
Operations False
Remote Inbox False

@ Sample Shared Inbox Sharedinbox@YourFl.com False

Inboxes being used in workflows cannot be disabled.
To modify inbox information,

1 Check a checkbox for an inbox to be edited.

2 Click Edit.
The Modify Inbox popup is displayed.

Modify Inbox

Inbox Mame: Sample Shared Inbox
Email 1d: Sharedinbox@YourFl.com

Disable Inbox:

Modify information as necessary.
Click Save.
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Workflow License Usage

When workflow is activated, each Financial Institution is assigned a number of licenses.
These licenses allow users to log into the workflow area. If all licenses are currently applied to
active users, when additional users process document sets into workflows, a popup warning
is displayed.

The administrator can log users out to prevent popups from displaying for additional users.
Click Administration > Workflow License Usage.

E Workflow License Usage IMM eSign
License Count: 15 Used License Count: 4
Session ID License Key User Name Device Login Time Logout \
51C8F2D6-8193-46C8-86EB-B68013B65CO7 248A3391-3159-4F08-BODS-F2C804C90F57 John L Officer WindowDesktop Oct 23 2018 10:34AM \
A81BADI9-1988B-41E6-BBI2-BI05992E80F6 2BBA4BF2-84A3-46C6-96F2-80AADDTO4CIA Russ W. Administrator WindowDesktop Oct 24 2018 8:37AM
8D16D626-91A2-4981-BF1E-91C1C5BF4B55 3C08CFF2-5E4C-413B-9A45-E07EF48E00CT Jane L. Officer WindowDesktop Oct 23 2018 10:18AM
2D25D339-3D29-43A6-881C-981 5644F6889 4BC047A3-CCEB-4AEF-8F28-0358E294755C Joe L. Officer WindowDesktop Oct 23 2018 10:38AM

This screen lists all users currently logged into TeA Workflow.
To log a user out:

1 Check the checkbox on the user row.

2 Click the Logout link.
Click OK to the message popup.
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Criteria Maintenance (XML)

@ Please Contact IMM for assistance with creating or working with criteria.

Criteria are conditional statements that will disable documents if the condition is FALSE and
enable the documents if the condition is TRUE. Criteria is triggered based on the host data
file’s target field and value.

Administrators may use this option to add, edit and delete criteria.

For example, Power of Attorney (POA) forms vary from state to state. By defining criteria for
each state that an FI does business in and associating those criteria to the different POA
forms an administrator can assure that only the correct form will be processed.

Click Administration > Criteria.

@ Criteria Maintenance

~+ Add Criteria 1l Delete Selected

1

Criteria Name

Edit Home Loan

Edit NJ State

None

Edit NY State

Edit OR State

Condition
J7#[4/*[LNPURP_DESC="Home Loan(]

/1*[P_PRI_ADDR_STATE="NJ]

/1*[P_PRI_ADDR_STATE='NY]

J/1[P_PRI_ADDR_STATE="0R'

Displaying criteria: 1 through 5. Total criteria available: 5

Description
Only used for Home Loans
New Jersey State

Default Criteria

New York State

Oregon State

IMM eSign

Criteria Reference Material

Criteria conditions in IMM eSign plus can be any valid XPath expression. IMM eSign plus
evaluates this XPath expression for the transformed/orig xml file created (XML sent by the host
is processed with our XSL which then creates the transformed/orig file) and counts the nodes
that satisfy the XPath condition. If the node count is greater than 1, then the document that has
the criteria attached is available for processing. If the node count is 0, then the document is not
available for processing.

Some of the commonly used operators/functions are listed below with examples:

Operator/ Criteria Condition Converted XPath Expression' Description

Function

= APP1_ADDR_CITY=’New York’ //*[APP1_ADDR_CITY="New York’] Criteria to match the
applicant 1 city to ‘new
York

I= APP1_ADDR_CITY!=’New York’ //*[APP1_ADDR_CITY!="New York’] Criteria to match the
applicant 1 city not equal
to ‘new York’

< APP1_DOB_YEAR<’1970’ //*[APP1_DOB_YEAR<’1970° ] Criteria to match applicant
DOB less than 1970

<= APP1_DOB_YEAR<=’1970’ //*[APP1_DOB_YEAR<="1970"] Criteria to match applicant
DOB less than or equal to
1970

> APP1_DOB_YEAR>’1970’ //*[APP1_DOB_YEAR>’1970° ] Criteria to match applicant
DOB greater than 1970

>= APP1_DOB_YEAR>="1970’ //*[APP1_DOB_YEAR>="1970"] Criteria to match applicant
DOB greater than or equal to
1970
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Condition 1

APP1_ADDR_ZIP='07202' or
APP1_ADDR_ZIP='07206') and
(SNR1_FULL_NAME_FML!='" and
SNR2_FULL_NAME_FML!='"' and
SNR3 FULL NAME FML!='")

APP1_ADDR_ZIP='07202" or
APP1_ADDR_ZIP='07206") and
(SNR1_FULL_NAME_FML!="" and
SNR2_FULL_NAME_FML!=""' and
SNR3_FULL_NAME_FML!="")

or APP1_ADDR_ZIP="12121’ or //*[APP1_ADDR_ZIP=°12121" or Criteria to match applicant
APP1_ADDR_ZIP="21212’ APP1_ADDR_ZIP="21212’] 1 zip to 12121 or 21212

and APP1_ADDR_ZIP="12121" and //*[APP1_ADDR_ZIP="12121’ and Criteria to match zip to
APP1_DOB_YEAR<=’1970’ APP1_DOB_YEAR<=’1970°] 12121 and DOB year less than

or equal to 1970.

substring substring(APP1_DOB_YEAR,1,3)= //*[substring(APP1_DOB_YEAR,1,3)= | Criteria to match applicant
‘197" '197"'] DOB from 1970 to 1980.

Mixed (APP1_ADDR_ZIP='07201' or //*[ (APP1_ADDR_ZIP='07201' or Criteria to match applicant

1 living in Elizabeth, N3J
and the document requires
three signers

Mixed
Condition 2

(APP1_ADDR_ST='NY' or
APP1_ADDR_ST='NJ') and
APP1_DOB_YYYY<'1956'

//*[ (APP1_ADDR_ST='NY' or
APP1_ADDR_ST='NJ') and
APP1_DOB_YYYY<'1956" ]

Criteria to match applicant
1 living in either NY or NIJ
and being at least 50 years
old

1 ¢//*[ ¢ will be added at the beginning and ]’ at the end automatically to make it a valid
XPath expression.

Notes:

Connectors are case-sensitive. Use "or" and "and", not "OR" and "AND"

In complex expressions, enclose similar expressions in parentheses to control the order in
which they are handled. For example, in Mixed Condition 1, the Zip Codes will be evaluated
first, then the signers' names, then the combination of the two.

Please refer to http://www.w3schools.com/xpath/xpath_syntax.asp for other operators
supported in XPath string.

Please refer to http://www.w3schools.com/xpath/xpath_functions.asp for using various other
functions in the XPath string.

Add Criteria
1 From the Criteria Maintenance page,

Click Add Criteria.

@ Criteria Maintenance

~+ Add Griteria M Delete Selected

1

Criteria Name

Edit Home Loan

Edit NJ State

None

Edit NY State

Edit OR State

Condition
#*[/1*LNPURP_DESC="Home Loan’]

/*[P_PRI_ADDR_STATE="NJ]

7/*[P_PRI_ADDR_STATE="NY]

/*[P_PRI_ADDR_STATE="0F'

Displaying criteria: 1 through 5. Total criteria available: 5

Description

Only used for Home Loans
New Jersey State

Default Criteria

New York State

Oregon State

IMM eSign
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2 A new line opens.

1

Edit

Edit

Edit

Edit

@ Criteria Maintenance

-+ Add Criteria

Criteria Name:

cel TestDOB

Home Loan

NJ State

None

Y State

OR State

Displaying criteria: 1 through 6. Total criteria available: 6

Condition

J/[APP1_DOB_YEAR<'1970]

J/#14/LNPURP_DESC="Home Loan]

J/*IP_PRIADDR_STATE='NJ]

J/*[P_PRI_ADDR_STATE='NY’

J/P_PRI_ADDR_STATE='0R]

Description

Date of Birth Prior to 1970

Only used for Home Loans
New Jersey State

Default Criteria

New York State

Oregon State

IMM eSign

The following fields are now active.

o Criteria Name: The name of the criteria.
o Condition: The criteria condition can be any valid XPath expression.

o Description: The description of the criteria.

After completing all fields,

Click Update to save the changes.

The Criteria Maintenance page refreshes, displaying the new criteria.

Edit Criteria

From the Criteria Maintenance page,

Click Edit to the left of the criteria you want to edit.

The Criteria Name, Condition and Description fields are now available to edit.

Enter any necessary changes.

Click Update.
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Apply Criteria to Documents
After criteria have been defined they must be attached to a document in order to be effective.

From the Documents — (XML) Document Maintenance page,
Click Edit next to the document to be edited.

The Document Maintenance page refreshes with the document fields unlocked for editing.

Documents Maintenance (XML) IMM eSign
Search By None H O\ Search
l Upload Documents W Delete Selected @ Define Attachment i Export
12
5 Show
DDy pectomic Oter
Document Name: Description Dictionary Criteria Recurring Type wnile Vault Appin
Document
Processing o
Edit Autolnsurance Attachment - Scanned Auto Insurance LEND None
N.J State
Update Cancel  AutolnsuranceAgreementN.J.pdf Auto Insurance Agreement NJ LEND = None NonRecurring Vi
NY State
OR State .
Edit AutolnsuranceAgreementNY pdf Auto Insurance Agreement NY LEND Test DOB NonRecurring
Edit AutolnsuranceAgreementOR.pdf Auto Insurance Agreement OR LEND None NonRecurring J

¢ Criteria: Select from the dropdown menu.
The Document Maintenance page refreshes showing your selection.

Click Update to save the changes.

Delete Criteria

When a criterion is associated with a document and that criterion is deleted, the
Criteria field in the Document Maintenance page resets to None.

From the Criteria Maintenance page,

Criteria Maintenance IMM eSign

+ Add Criteria W Delete Selected
1 4—(@
iteria Name Condition Description

Edit Home Loan /1*[//*[LNPURP_DESC="Home Loan’] Only used for Home Loans
Edit NJ State /1*[P_PRI_ADDR_STATE="NJ] New Jersey State
None Default Criteria
Edit NY State /1*[P_PRI_ADDR_STATE="NY] New York State
Edit OR State //*[P_PRI_ADDR_STATE='0R] Oregon State

Displaying criteria: 1 through 5. Total criteria available: 5

1 Check the box to the left of the criteria to be deleted.

2 Check the box at the top of the column to select all.

! Clicking Delete Selected will delete the criteria with no warning confirmation.

3 Click Delete Selected.
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Index Fields

Use this page to define the fields that are used to name and search for your archived PDF
documents. Indexes may be applied in any order on the Imaging Systems page. Indexes
may be associated with multiple dictionaries. Each FI can have a maximum of 20 indexes.

The fields and values displayed on this screen are applied to all documents indexed for a
Financial Institution.

Change settings only when there are no users on the system (before or after office
hours).

IMM recommends you have the IMM installer setup this screen.

IMM strongly recommends that any Index Field changes are made prior to
TotaleAtlas operation.

Click Administration > Index Fields.

The Index Fields Maintenance page appears.

[ seecto |
O s oy
L =
System|Default
i G ——
Index Field m R e | X coes
et i s i -
i K PR [ ave § 25 carced |
@ = ——— P ——
- S | st Compuees [ =
|ndex DefaUIt mcien il T Ao Mt raches W] Tl T Mt | vt
Index Field g | Wl B swarcmomn L Er
) e e s T Mt 15
L wwrcees [ [ save | X cance |
Custom
Index Fleld . Shema [ Eme—— Umimger 2
o et I

Index Fields Items
1 Index information:

= Index Fields count
» Index Fields Selected count
2 Action Buttons:
= (Add) New Index Type
= Delete (Selected)
3/4 Default Index Fields: Can be edited and deleted.

5 Custom Index Fields: Can be edited and deleted. (Legacy installations may use the
“CSTM_” prefix for custom index fields.)

Click an index field row to expand.
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Index Row Expanded

Total Records : 7 —+ New Index Type | 1 Delete
Selected : 0 °
E > i @ Index Field Type: IMM_STDIND_DATE @ Index Field Title: IMM Date @ Maxlength: 50 iy @
@Search Active Search Completed
e Dictionary Code:  TeSign Documents
@ Index Field Name: IMM_STDIND_DATE @ Default Value: @ Use for Imaging-
@ Display Index: - External Index Title: @ Imaging Index Title: Date
Sman Index Lookup: @ Formatted:
Functions:  MODIFYDATETIMEFORMAT(MM/dd/yy)

Dictionary Code:  Lending Documents

Index Field Name: IMM_STDIND_DATE Default Value:

Use for Imaging:

Display Index - External Index Title: Imaging Index Title: Date
Smart Index Lookup: Formatted:

Functions:  MODIFYDATETIMEFORMAT(MM/dd/yy)

Dictionary Code:  Membership Documents

Index Field Name:  |MM_STDIND_DATE Default Value: Usefor Imaging:  [ed
Display Index - External Index Title: Imaging Index Title:  Date
Smart Index Lookup: Off e Formatied: Off I
Functions: MODIFYDATETIMEFORMAT (MM/dd/yy)
=
| Save f X cancel |

1 Delete button: Used with ©O) Selection Check Box to delete selected index rows.

Selection Check Box: Select an index row for deletion with ® Delete button.

Index Field Type: Base name of the index field. The Index Field Type cannot be changed.
(Legacy installations may use the “CSTM_” prefix for custom index fields.) [Required]

4 Index Field Title: This title is used as the Index column title or Index Search Field title in
IMM eSign plus.) [Required]

Max Length: A numeric length of the field. [Required]
Delete icon: Delete the current index rows.

Search Active: When this On, the index field will appear as a default search parameter on
the Search Active Sessions page in the IMM eSign plus interface. [Optional]]

8 Search Completed: When this On, the index field will appear as a default search
parameter on the search parameter on the Search Completed page in the IMM eSign plus
interface. [Optional]

9 Dictionary Code: The name of the dictionary using this index row item. The index item
may be used in multiple dictionaries.

10 Index Field Name: The index field name used with the selected dictionary. The Index Field
Name cannot be changed when associated with the Synergy eSign Suite Dictionary.
[Required]
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11 Default Value: The value displayed for this field when processing.

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

13 Display Index: When this is On, the index will display on the Documents tab in expanded
documents for Search Active results, Search Completed results and eSignature
Management expanded documents listings. [Optional]

14 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]

15 Imaging Index Title: A field name in a generated XML, used by the imaging system.
[Optional]

16 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). [Optional]

17 Formatted: This informs an external index database that eAtlas data for that index field is
formatted. (Checked — eSign data is formatted. Not checked — eSign data is not
formatted.). [Optional]

18 Functions: 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.
[Optional]

After entering the required field information,
19 Action Buttons:
= Save: Click this button to save changes.

= Cancel: Click to cancel changes to an index.
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Add New Index Field
Click the New Index Type button.

Index Fields Maintenance

Total Records : 7
Selected -0

IMM eSign

+ New Index Type m Delete

Index Field Type: IMM_STDIND_DATE Index Field Title: IMM Date Max Length: 50 'm'
Search Active Search Completed
The page refreshes with all field items unlocked.
@—}lnnex Field Type: @ Index Field Title: @ Max Length:
: J——P> Search Active = @ Search Completed
e > Diction ary Code:  Lending Documents
0 HP> Index Field Name e Default Value: e Use for Imaging: -
@ +— Display Index - @ External Index Title: @ Imaging Index Title: D|Ct|0nary 1
@ Smart Index Lookup: @ Formatted:
@ Functions.
Dictionary Code:  Membership Documents
Index Field Name Default Value Use for Imaging: -
Display Index - External Index Title Imaging Index Title: D|Ct|onary 2
Smart Index Lookup: Formatted
Functions:
Dictionary Code:  TeSign Documents
Index Field Name Default Value: Use for Imaging: [
Display index: [l External Index Title: Imaging Index Title Diction ary 3
Smart Index Lookup Formatted:
Functions:
S

For each applicable Dictionary Code, complete the following, as necessary.

1 Index Field Type: Enter the Index Field Name. Base name of the index field. The Index
Field Type cannot be changed. (Legacy installations may use the “CSTM_” prefix for

custom index fields.) [Required].

2 Title: Enter the Title of the Index Name. This title is used as the Index column title or Index

Search Field title in IMM eSign plus.) [Required]
3 Max Length: A numeric length of the field. [Required]

Search Active: When this On, the index field will appear as a default search parameter on
the Search Active Sessions page in the IMM eSign plus interface. [Optional]]

5 Search Completed: When this On, the index field will appear as a default search
parameter on the search parameter on the Search Completed page in the IMM eSign plus

interface. [Optional]
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10

11

12

13

14

15

16

Dictionary Code: The name of the dictionary using this index row item. The index item
may be used in multiple dictionaries.

Index Field Name: The index field name used with the selected dictionary. The Index Field
Name cannot be changed when associated with the Synergy eSign Suite Dictionary.
[Required]

Default Value: The value displayed for this field when processing.

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

Display Index: When this is On, the index will display on the Documents tab in expanded
documents for Search Active results, Search Completed results and eSignature
Management expanded documents listings. [Optional]

External Index Title: A field name in a generated XML, used by the imaging system.
[Optional]
Imaging Index Title: A field name in a generated XML, used by the imaging system.
[Optional]

Smartindex 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). [Optional]

Formatted: This informs an external index database that eAtlas data for that index field is
formatted. (Checked — eSign data is formatted. Not checked — eSign data is not
formatted.). [Optional]

Function: 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.
[Optional]

Action Buttons:
= Save: Click this button to save changes.

= Cancel: Click to cancel changes to an index.

110

Copyright® 2018 IMM Rev. 12/24/18



IMM eSign plus 2018.1
Administrator Guide

Edit Index Field
Edit Field Information

From the Index Fields Maintenance page,

Click an Index row.

Index Fields Maintenance

Total Records : 7
Selected : 0

Click

Index Field Type: IMM_STDIND_DATE

Search Active

Index Field Type: IMM_STDIND_TIME

Search Active

Index Field Type:

Search Active

Index Field Type: Full_Name

Search Active

IMM_STDIND_TRANSID

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

IMM Date

IMM Time

IMM Transaction 1D

Full Name

IMM eSign

+ New Index Type m Delete

MaxLength: 50 '\Eﬂ
Max Length: 50 '\Eﬂ
MaxLength: 100 '\Eﬂ
MaxLength: 30 '\Eﬂ

> cancel

Index Row 1

Index Row 2

Index Row 3

Index Row 4

The Index row expands listing and shows all settings for all associated dictionaries.

Search Aciive

Dictionary Code:  TeSign Documents

Index Field Name: Full_Name

Display ncer: [

Smart Index Leokup:

\ Functions

Dictionary Code:  Lending Documents

Index Field Name: P_DINAME

Display Index -

Functions:

Dictionary Code:  Membership Documents
Index Field Name:  P_DINAME

Display ncer: [

Functions:

Search Completed

Default Value:
Extemal Index Title:

Formatted

Default Value:

External Index Title:

Default Value:

Extemal Index Title:

e e Type- TS TOTTRrsTr e e T o o T e T T
Search Active Search Completed save | X cancel
Index Field Type: Full_Name Index Field Title: Full Name Max Length: 30 '|l—L|T

Use for Imaging

Imaging Index Title:

Use for Imaging: -

Imaging Index Title

Use for Imaging

Imaging Index Title:

Index Field Type: Account_Mumber

= Search Active

Index Field Title:

Search Completed

Account Number

Max Length: 10 'ILV

Make changes as necessary.
Click Save.
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Reorder Index Field

Change settings only when there are no users on the system (before or after office

hours).

IMM recommends you have the IMM installer setup this screen.

IMM strongly recommends that any Index Field changes are made prior to

TotaleAtlas operation.

System default fields cannot be reordered.

Index Fields Maintenance

Total Records - 7
Selected - 0

Select All

Index Field Type: IMM_STDIND_DATE
Search Active
No
Reordering Index Field Type: IMM_STDIND_TIME
Search Active
Index Field Type: IMM_STDIND_TRANSID
Search Active
Index Field Type: Full_Name
Search Active
Index Field Type: Account_Number
S e
Reorder
Buttons Index Field Type: ~ CSTM_CUSTOMERNUMEER
] eeee  mw
Index Field Type: CSTM_TID
Search Active

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

Index Field Title:

Search Completed

IMM Date

=
E4
El
El
®

IMM Transaction 1D

<
=
i
3
H

Account Number

Customer Number

Tax Identification Number

Max Length:

Max Length

Max Length:

Max Length

Max Length

Max Lenqgth

Max Length:

IMM eSign
50 'I].Iﬂ
50 'ﬂ,—LlT
100 @T
30 @T
10 m
15 'ﬂ,;LIT
12 'ﬂ,IlT
®100% -

Click the reorder button and drag the index field to a new location.
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Delete Index Field

Index Fields Maintenance IMM eSign

1 Delete

Total Records - 7 + New Index Type

selected: 0

Select All

Tndex Field Type: IMM_STDIND_DATE Index Field Title: IMM Date Maxlength: 50 '\EIT
Search Acive Search Complees
Index Field Type: IMM_STDIND_TIME Index Field Title: IMM Time Max Length: 50 @,T
Index Field Type: IMM_STDIND_TRANSID Index Field Title: IMM Transaction 1D Max Length 100 '\EIT
Index Field Type: Full_Name Index Field Title: Full Name Max Length EY @T

Search Active Search Completed

Dictionary Code:  TeSign Documents

Index Field Name:  Fyll_Name Default Value Use for Imaging

Display index [T Extemal Index Title Imaging Index Title:
Smart Index Lookup Formatted: -
Functions:

Dictionary Code: ~ Lending Documents

Index Field Name:  P_DINAME Default Value: Use for Imaging: =

1 Check the checkbox to the left of the custom field to be deleted.
2 Click Delete Selected.

A warning window appears.

Click OK.

The field is deleted.
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Reindex Documents (Workflow)
o This feature is only available in Workflow installations.

1. DocQ is a generic term for Active Sessions.

2. The index/search fields used in this guide are sample fields only. Your search
fields may differ.

3. The index/search fields that display depend on the index fields that have been
defined in

a. eSign Admin Manager (Refer to View/Edit Index Types or Define
Custom Index Types in the eSign Admin Manager Administrator
Guide.) or

b. Index Fields (page 106).
Your search fields may differ.
4. Active Sessions are stored for the time period specified in the Retain Active

Sessions (Days) setting on page 132. This setting also controls the length of
time a document will be retained after being edited.

This feature allows the FI Administrator to view Indexed and Non-Indexed documents and
apply re-indexing to documents as necessary.

Click Administration > Reindex Documents.

@ Reindex Documents ‘¥ IMM eSign
N
o™ e
@ Platform
Al Platforms -
@ Date Range
11/19/2017 - 11/14/2018
@ Full Name
Account Number
Customer Number
@ Users
All Users
@ Q Advanced Search
| Indexed Nt Indexed “
©)

Select search parameters. As the Workflow Administrator, clicking Search with no parameters
will list all sessions.

1 Title Bar: Click the title bar area to expand/minimize the Parameters Input pane.

2 Pin/Unpin: Click the pin to display ** or collapse “* the search parameters section of the
page when the results are displayed.

3 Platform: Select a platform from the drop-down menu, previously referred to as a
dictionary.
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Date Range: Select a From/To Date for the report. Click the Date Range text box. (Refer to
Date Range Selection on page 174).

Index Fields: Enter any additional search criteria in the index field textboxes. Refer to
Search Hints on page 172.

Users: Click the field to search for documents belonging to one or more specific users.
Choose from the dropdown list. Leave the field blank to search for documents owned by all
users. Click outside the field to close the dropdown menu.

Advanced Search: Click to display additional search index fields.

Indexing: Select Indexed to display documents that have been indexed, select Not
Indexed to display documents that have not been indexed, or select All to display all
documents.

Action Buttons:
= Click Search to continue.

» Click Clear to reset the search parameters.

The Reindex Documents page refreshes with the search results.

©

@ Reindex Documents

N
Search X
Platform
All Platforms -
Date Range

11/25/2017 -11/20/2018

Full Name
Account Number
Customer Number

Users

All Users

O Advanced Search

Total Records - 16 of 16
Selected - 0

Select All o

O .| L oo [O)

IMM eSign

Name: Abhishek Patel
Document Name: TeA-Audit
Platform: Tesign{TeSign]

Date Completed: 11/20/18 11:36 AM

=

Mame: Abhishek Patel

Document Name: TERMSANDCONDITIONSF

Platform: Tesign{TesSign]

Date Completed: 11/20/18 11:36 AM
Name: Abhishek Patel

Document Name: PROMNOTE_STATFB
Platform: TeSign{Tesign]

Date Completed: 11/20/18 11:36 AM

Mame: Abhishek Patel

Document Name: LNADENDUMSTATICF_1APP

Platform: Tesign{Tesign]

Date Completed: 11/20/18 11:36 AM
Name: ABHISHEK PATEL

Document Name: Creditinsurance
Platform: Lending Documents{LEND]
Date Completed: 11/14/18 1:30 PM
Name: ABHISHEK PATEL

Document Name: ExpressApplication
Platform: Lending Documents{LEND]
Date Completed: 11/14/18 1:30 PM

Mame: ABHISHEK PATEL

Document Name: LoanDenialReasonsSummary

Piatform: Lending Documents{LEND]
Date Completed: 11/14/18 1:30 FM

Name: ABHISHEK PATEL

Document Name: AutolnsuranceAgreementN.J

Platform: Lending Documents{LEND]
Date Completed: 11/14/18 1:30 PM

Full Name: Abhishek Patel

Account Number: 223456-5

Customer Number: 21223344

Tax Identification Number: 000-98-4234

]

Full Name: Abhishek Patel

Account Number: 223456-5

Customer Number: 21223344

Tax |dentification Number: 000-98-4234

Full Name: Abhishek Patel

Account Number: 1223456-5

Customer Number: 21223344

Tax Identification Number. 000-98-4234

Full Name: Abhishek Patel

Account Number: 223456-5

Customer Number: 21223344

Tax |dentification Number: 000-98-4234

Full Name: ABHISHEK PATEL
Account Number:

Customer Number:

‘Tax Identification Number:

Full Name: ABHISHEK PATEL
Account Number:

Customer Number:

Tax |dentification Number:

Full Name: ABHISHEK PATEL
Account Number:

Customer Number.

Tax |dentification Number:

Full Name: ABHISHEK PATEL
Account Number:

Customer Number:

‘Tax Identification Number:

)

o

0

0

#I00% -

A W N =

Search Parameter: Previously explained

Reindex: Click to reindex documents selected with 4 Select All or 7 Selection Checkboxes.

Export: Click to export the displayed list to a .csv file.

Select All: Click to select all listed documents.
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5 Sort by: Select Date Completed or Name, Ascending or Descending.

6 Default record display: Click to expand and display additional document information.

Default Document Listing

Document Name: TeA-Audit
Platform: Lending Documents{LEND]
Date Completed: 11/26/18 1:24 PM
Completed by: Johnofficer
Document Set: CarLoan

Mame: JOHN SMITH Full Mame: JOHN SMITH )
Document Name: TeA-Audit Account Number: 11223344 N
Platform: Lending Documents{LEND] Customer Number:
Date Completed: 11/26/18 1:24 PM Tax Identification Number:

Expanded Document Listing
Mame: JOHN SMITH Full Name: JOHN SMITH O

Account Number: 11223344

Customer Number:

Tax Identification Number:

Session ID: 201811261306339317711_t2z3oxnulbt...

Selection Check box: Select multiple sessions by clicking selection checkboxes.

Expanded documents can be selected.

Document Indexed Icon: Only displays for indexed documents.

Remotely Signed: Only displays documents that have been signed remotely.

Preview: Click to view the document in a PDF popup window.
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To Reindex Documents
1 From the Reindex Documents page,

@ Reindex Documents @

Search \'{)

Total Records - 16 of 16

IMM eSign

©] o | L oo

Selected - 0
All Platforms. A4
Name: Abhishek Patel Full Name: Abhishek Patel I}
Date Range Document Name: TeA-Audit Account Number. 2234565 =
11/25/2017 -11/20/2018 Platform: TeSign{Tesign] Customer Number: 21223344
Date Completed: 11/20/18 11:36 AM Tax Identification Number: 000-98-4234
Full Name Name: Abhishek Patel Full Name: Abhishek Patel @
_ N Document Name: TERMSANDCONDITIONSF ‘Account Number: 223456-5 N
FullName Platform: TeSign{TeSign] Customer Number. 21223344
Date Completed: 11/20/18 11:36 AM Tax Identification Number: 000-98-4234
‘Account Number
Name: Abhishek Patel Full Name: Abhishek Patel o
Account Number Docuren; e PROMNOTE STATER Accours Nuber 12230565
1 Click Select All.
Or
Select individual Documents.
Click Reindex.
2 The Reindex Document confirmation popup displays.
Reindex Document
Documents selected : 1
You are about to REINDEX selected archived documents.
Do you want to proceed?
" Reindex | >X cancel
Click Reindex to proceed.
@ Reindex Documents & IMM eSign

Successfully indexed 1 archived document(s)

Search

Platform
Al Platforms v
Date Range

12/01/2017 -11/26/2018

Total Records - 22 of 22
Selected: 0

Select All

Name: JOHN SMITH
Document Name: TeA-Audit
Platform: Lending Documents{LEND]

Full Name: JOHN SMITH
Account Number: 11223344
Customer Number.

@

Rev. 12/24/18

117



IMM eSign plus 2018.1
Administrator Guide

About Page — Reindex Documents
Click Administration > Reindex Documents.

The Help button provides a quick listing of icons and functions available and related to the
Reindex Documents page.

Click the Page Help button.

N
About Page | Search Completed Sessions

This page provides access to completed session documents across multiple platforms. FI
Administrators can reindex documents from this page. FI Administrators and Document
Administrators can generate indexing reports as well.

lcons
e 3(? Pin Pin search panel to the screen.

;‘\‘Q Unpin Unpin search panel from the screen

©>  Preview Preview document.
Indexing Indicates the document has been indexed.
Status
Number of Count of how many times indexing was attempted (1-3).
Indexing
Attempts
Signature Indicates session was signed remately.
Method
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Dictionaries
This option allows the Administrator to modify some dictionary settings.

Click Administration > Dictionaries.

E Dictionary Maintenance IMM eSign

Er Eem |
;

©O)

@ DictCode  Description App Prefix  CoApp Prefix Other App Prefix Default Recurrence Default Attachment Type I

@ LEND Lending Documents P_ c_ o NonRecurring @ Select Default Attachment Type =

MBR Membership Documents A N None Select Default Attachment Type =

TeSign TeSign Documents None Select Default Attachment Type H

Displaying records: 1 through 3. Total records available: 3

1 Action Buttons:
= Save: Click this button to save changes to the Default Attachment Type.
= Cancel: Click to cancel changes to the Default Attachment Type.

2 Column Names: App Prefix, CoApp Prefix,Other App Prefix and Default Recurrence are
not used for your installation.

3 Dictionary Name: Click to access additional information for the selected dictionary, such
as dictionary-level indexes. Refer to Dictionary Maintenance Additional Information
on page 120.

4 Select Default Attachment Type: Select an attachment type to be displayed as the
default attachment type on the Add Documents page when processing sessions.
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Dictionary Maintenance Additional Information
After clicking on the dictionary name, the Dictionary Maintenance page refreshes.

Dictionary Maintenance

FIID: 1 Dict ID:
Dict Code:  LEND Description
AppPrefix P CoApp Prefix

Defauit Recurrence:  NonRecurring =

Imaging Indexes

Delete Files:

Include Blank Indexes:

Available Indexes

() (Document_Path}

(x)  {Document_Name}

(0 (Document_Set_Name}

() (Archive_Document_ID}

() (IMM_STDIND_DATE}

() (MM_STDIND_TIME}

(*)  (IMM_STDIND_TRANSL..

() (Full_Name}

(x)  (CSTM_CUSTOMERNU..

(x)  {CSTM_TID}

Available Functions

Document Path

Document Name

Document Set Name

Archive Document ID

IMM Date

IMM Time

IMM Transaction ID

Full Name

Customer Number

ERIEA N E I EERNEFR PR AN EANER |

Tax Identification Num...

2

Lending Documents

IMM eSign

c_ Other App Prefix: o]

ProfitStars SYNERGY
File Room

Cabinet

Type

Institution

Authority

Vocabulary

Document Name

Refer to the Imaging Index Service Administrator Guide for detailed information on these

settings.
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Users

This option allows the Administrator to add, edit and delete users. You may also use this
option to reactivate a user or reset the user's password if the user gets locked out of the

system.

Click Administration > Users.

|ﬂ Users Maintenance

©

Search By User ID/Name:

|

1

D)

ORENO
User ID Domain
ChrisDocAdmin IMMLAB
DocAdmin
FlAdmin

Fluser

JaneOfficer IMMLAB
JoeOfficer IMMLAB
JohnOfficer IMMLAB

RussWAdmin IMMLAB

@ ~+ Add New 1l Delete Selected @

®

Name

Chris Doc Admin

Default Document Administrator
Default F1 Administrator

Default FI User

Jane L. Officer

Joe L Officer

John L. Officer

Russ W. Admin

Displaying Users: 1 through 8. Total Users available: 8

©O)

Default Sender Email

chrisdoecadmin@YourFl com

janeofficer@YourFl.com
joeofficer@YourFl.com
johnofficer@YourFl.com

russwadmin@YourFl.com

® O

Active Access Level

J
J
4
v
4
o
v
o

DocumentAdmins

DocumentAdmins:

Administrators

Users

Users

Users

Users

Administrators

IMM eSign

Last Login
12/31/1899 7:00:00 Phd
6/17/2018 125531 PM
6/21/2018 12:53:54 PM
6/17/2018 12:55:55 PM
12/31/1899 7:00:00 Phd
12/31/1899 7:00:00 PM
6/21/2018 20219 PM

6/25/2018 6:09:41 AM

Note:

This date/time
indicates a
user has never
logged on.

Clicking on color column titles sorts the list. Clicking the title alternates between ascending
and descending.

Users may be automatically created and activated in eAtlas when documents are
processed from eAtlas Client. This setting is controlled by the Host Administrator.

1 Search by User Name: Filter the search to only include specified users.

» Enter all or part of a User ID or User Name.
= Click Search.
Add New: Click to add a new user. Refer to Add User on page 122.

Delete Selected: Click to delete users selected with 11 Delete Selection Checkbox. Refer
to Delete User on page 127.

4 User ID: ID created when a user initially processes documents in eSign or when an Fl
Admin adds a user.

5 Domain: Domain name detected when the user processes documents in eSign or entered
when an FI Admin adds a user.

6 Name: Logon name of the user added when a user initially processed documents in eSign
or when an FI Admin adds a user.

7 Default Sender Email: This will be the default email address for the user as used on the
eSignature Management page when sending documents for remote signature.

8 Active: A check indicates the user is active and can process documents. This checkbox
will be clear for inactive users. Refer to Edit User on page 123 for more information.

9 Access Level: The Group the user belongs to. Refer to Group on page 122 for more
information.
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10 Last Login: Displays the time and date when users last logged into the system.

11 Delete Selection Checkbox: Click to select a user for deletion using 3 Delete Selected.

Add User
On the Users Maintenance page,

Click Add New.

The Users Maintenance page refreshes.

|ﬂ Users Maintenance

Domain: YoDomain

——P userio User123

Name: User 123

0 -
e Group: Users H

IMM eSign

Complete the following fields.

1 User ID: Enter a user ID for the new user. (Letters, numbers, dashes or underscores only)

2 Domain: Enter the expected domain of the user (50 characters maximum). If left blank, the

default domain will be used and will not be visible to the user.

Name: Enter the user name (50 characters maximum).

Active: Check to make the user active. When checked, the user can log onto the eSign

system. When not checked, the user cannot logon.

5 Group: Administrators, DocumentAdmins or Users. Users added through this screen who
will be processing documents through eSign should be assigned to the Users group. Refer

to Groups and Privileges (page 7) for more information.

6 Default Sender Email: This will be the default email address for the user as used on the
eSignature Management page when sending documents for remote signature.

7 Password: Enter the password for the user. Users added automatically (dependent on

Host Administrator settings) will be assigned a password.

8 Confirm Password: Reenter the password for the user.

lower-case letter, one upper-case letter and one digit.

o The user password must be at least 8 characters long and must contain one

9 Action Buttons: Click Save. Click Back to return to the Users listing.
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Edit User

From the Users Maintenance screen,

|ﬂ Users Maintenance

Search By User ID/Name:

+ Add New ' Delete Selected

1

User123 YeDomain User 123

Displaying Users: 1 through 8. Total Users available: 9

User ID Domain Name Default Sender Email
ChrisDocAdmin IMMLAB Chris Doc Admin chrisdocadmin@YourFl.com
DocAdmin Default Document Administrator

FlAdmin Default FI Administrator

Fluser Default FI User

JaneOfficer IMMLAB Jane L Dfficer janeofficer@YourFl.com
JoeDfficer IMMLAB Joe L. Officer joeofficer@YourFl.com
JohnOfficer IMMLAB John L. Officer johnofficer@YourFl.com
RussWAdmin IMMLAB Russ W. Admin russwadmin@YourFl.com

user1 23@VourFl.com

K&&K&K&&Kg

Access Level

DocumentAdmins

DocumentAdmins

Administrators

Users

Users

Users

Users

Administrators

Users

IMM eSign

Last Login
12/31/1899 7:00:00 PM
6/17/2018 12:55:31 PM
6/21/2018 125354 PM
6/17/2018 12:55:55 PM
12/31/1899 7:00:00 PM
12/31/1899 7:00:00 PM
6/21/2018 20219 PM
6/25/2018 6:09:41 AM

12/31/1899 7:00:00 PM

Click the User ID.

The Users Maintenance screen refreshes.

E Users Maintenance

User ID
Domain
Name.
Active:
Group

Default Sender Emai

@ Partner Alias
—+ Add New 1 Delete Selected

No records available

User123
‘YoDomain

User 123

v

Users

user123@YourFl.com

Save ‘iz’:J Reset Password

IMM eSign

1 Partner Aliases: Allows syncing an existing user created for TotaleAtlas with a user
alias in host systems that do not specifically conform to Windows credentials. Partner
aliases can be established for individual application users. These tie a partner ID with a
particular alias name, which would match the UserlD for that particular user in the
partner document system. During TeSignLite transactions, the alias can be passed as
the UserlD, and the server will automatically map this to the linked TotaleAtlas user.
OnBoard Deposits, MeridianLink, SilverLake, L360 and CIF2020 are the external partner
systems currently supported for this.

To edit additional user information,
2 Click Edit.
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The Users Maintenance screen refreshes with fields unlocked.

|ﬂ Users Maintenance IMM eSign

User ID: Useri23

Domain YoDomain

[

Name: User 123

T

ctive:
v

@ Default Sender Ema user123@YourFl.com

I

o The User ID and Domain cannot be changed.

1 Name: Enter a new name (50 characters maximum).

2 Active: Enable to make the user active. When checked, the user can log onto the
TotaleAtlas system. When not checked, the user cannot logon.

3 Group: Change as necessary. Refer to Groups and Privileges (page 7) for more
information.

4 Default Sender Email: This will be the default email address for the user as used on the
eSignature Management page when sending documents for remote signature.

5 Action Buttons: Click Save. Click Back to return to the Users listing.
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Reset Password

If this is your first time to log in as the FI Administrator, IMM recommends that you change

your password. Follow this procedure to change any password.

From the Users Maintenance screen,

Users Maintenance

Search By User ID/Name:

~+ Add New T Delete Selected

1
User ID
ChrisDocAdmin
DocAdmin
FlAdmin
FlUser
JaneOfficer
JoeDfficer
JohnOfficer

RussWAdmin

User123

Domain

IMMLAB

IMMLAB

IMMLAB

IMMLAB

IMMLAB

‘YoDomain

Name

Chris Doc Admin

Default Sender Email

chrisdocadmin@YourFl.com

Default Document Administrator

Default FI Administrator

Default FI User

Jane L Officer

Joe L. Officer

John L. Officer

Russ W. Admin

User 123

Displaying Users: 1 through 8. Total Users available: 9

janeofficer@YourFl.com
joeofficer@YourFL.com
johnofficer@YourFl.com
russwadmin@YourFl.com

user123@YourFl.com

&&&&&&&&&g

Access Level

DocumentAdmins

DocumentAdmins

Administrators

Users

Users

Users

Users

Administrators

Users

IMM eSign

Last Login
12/31/1899 7.00.00 PM
6/17/2018 1255:31 PM
6/21/2018 12:53:54 PM
6/17/2018 125555 PM
12/31/1899 7:00:00 PM
12/31/1899 7:00.00 PM
6/21/2018 20219 PM
6/25/2018 6:09:41 AM

12/31/1899 7:00:00 PM

Click the User ID.

The Edit User screen refreshes.

Users Maintenance

Partner Alias

User ID-
Domain:
Name:
Active:

Group:

Default Sender Email:

No records available.

User123
‘YoDomain

User 123

v

users - |

user123@YourFl.com

- Reset Password

IMM eSign

Click Reset Password.
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The Password and Confirm Password fields display and are active.

|ﬂ Users Maintenance IMM eSign

User ID: Useri23
Domain YoDomain

Name: User 123

Active N

Default Sender Ema user123@YourFl.com

®_> Password |

Confirm Password:
® |

o The user password must be at least 8 characters long and must contain one lower-
case letter, one upper-case letter and one digit.

Users will be allowed to change their password after signing on.

1 Password: Enter the password for the user. Users added automatically (dependent on
Host Administrator settings) will be assigned a password.

Confirm Password: Reenter the password for the user.

Action Buttons: Click Save. Click Back to return to the Users listing.
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Delete User

From the Users Maintenance screen,

Users Maintenance

User ID Domain
ChrisDocAdmin IMMLAB
DocAdmin

FlAdmin

Fluser

JaneOfficer IMMLAB
JoeOfficer IMMLAB
JohnOfficer IMMLAB
RussWAdmin IMMLAB
User123 YoDomain

1l Delete Selected

Name

Chris Doc Admin

Default Document Administrator

Default FI Administrator

Default FI User

Jane L. Officer

Joe L. Officer

John L. Officer

Russ W Admin

User123

Displaying Users: 1 through 9. Total Users available: 9

Default Sender Email

chrisdocadmin@YourFl.com

janeofficer@YourFl.com
joeofficer@YourFl.com
johnofficer@YourFl.com
russwadmin@YourFl.com

user123@YourFl.com

Active Access Level

S S S S SN ES

DocumentAdmins

DocumentAdming

Administrators

Users

Users

Users

Users

Administrators

Users

IMM eSign

Last Login
12/31/1899 7:00:00 PM
6/17/2018 125531 PM
6/21/2018 125354 PM
6/17/2018 12:55:55 PM
12/31/1899 7.00.00 PM
12/31/1899 7:00:00 PM
6/21/2018 20219 PM
6/25/2018 6:00:41 AM

12/31/1899 7:00:00 PM

o FIAdmin, FIUser and DocAdmin are TeA User IDs and cannot be deleted.

1 Check the checkbox to the left of the user to be deleted.

-Or-

2 Check the checkbox at the top of the column to select all non-default users.

3 Click Delete Selected.

A Microsoft Internet Explorer warning window appears.

Click OK.

The user is deleted.
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General Settings

Click Administration > General Settings.

Click Edit.

General Settings Page

The General Settings page appears with all fields unlocked.

|ﬂ General Settings IMM eSign
@—} HOmeURL:  hup://www immonline com
@_> Custom Label 1 IMM Custom URL 1 hitp:/fwww.immonline com
Custom Label 2: Google Custom URL 2: http://www.google.com
Custom Label 3: Yahoo Custom URL 3: http://www.yahoo com
@—} Custom Loga: Upload @ Key: 7uJ¥ZI5EN03c31vg
@ Allow XML view for users: —_/
@ XML View Password:
required in order to download XML file

@ Allow Document Preview: N
Remove Option Defaulr
@ Retain Audit Trall (Days): 90
Designer Confirmation _/

Screen:
@ Session Audit Report (UTC-05.00) Eastern Time (US & c=

Time Zone:

@ Password Unlock Periad: 30
@ Unknown Document Undefined

Label:
Add-Ons Archive Check In/Out XP Tracking TeSign Zip Settings Tabs
@ Eai Action Buttons

This page allows the Administrator to set various system settings - such as the image that is
to be displayed in the header and how documents are to be archived and indexed.

Fields in the upper section of the page are common and will display with any lower screen tab

selected.

The lower section of the page displays additional Settings Tabs @2 which are explained on the

following pages.

Not all settings tabs may be available for your installation. Tab contents will vary
according to the add-ons and options used during your installation.

15 Action Buttons: These actions apply to the upper and lower parts of the page.

= Edit: Unlocks all visible fields for making changes.

= Save: Click to save changed settings.

= Cancel: Click if you do not want to save any settings changes.

Edit Fl Settings List

In the upper section, the following fields are available for editing:
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Home URL: The URL for a site when the logo is clicked.

2 Custom Label/URL: Used to populate custom links to display under Processing >
Custom Links. |IE must be restarted after changing these links.

3 Custom Logo: Click Browse and choose a graphic file to upload a new logo (GIF or PNG).
Click the Upload New Image link or press the Enter key to complete upload.

4 Documents Key: This is the public key used to decrypt encrypted documents when using
TeSignLite. Setting the global key here and then specifying the session- and document-
level keys during TeSignLite transactions is required for CSi processing.

5 Allow XML view for users: (XML installations Py

only) When this is checked, users (non- o MM

administrators) will be able to click on the .

3| New Sess John Smith

primary applicant name and download or view Sl New se glonm

a .zip file containing the contents of the XML Seected Documents: 5

data file when one has been passed from the

hOSt System. Add Documents Selected Docu
6 XML View Password: (XML installations only) s s oo | Cortom/Cario

When Allow XML view for users is checked,
users will be required to enter this password to download or view the contents of the XML
data file passed from the host.

7 Allow Document Preview: When this checkbox is checked, Preview links will display on
document processing screens. When this checkbox is not checked, Preview links will not
display on document processing screens.

8 Remove Option Default: (XML installations only) When this box is checked, on the
Document Selection screen, documents that are added through Select Document Set will
have their Remove checkbox checked. This setting is for documents that are part of a
document set only and is not used for documents added manually to the document set by
using the Add Available Documents link. (Default: Not checked).

9 Retain Audit Trail (Days): The number of days that rows will be kept in the audit trail
tables.

10 Designer Confirmation Screen: When this
checkbox is checked, the Session Confirmation
screen appears when a user selects Continue §
from the Document Designer. When this —
checkbox is not checked, the Session
Confirmation screen will not display.

11 Session Audit Report Time Zone: Time zone used for Session Audit Report.

12 Password Unlock Period: (RTS only. Not used by all installations.) The number of
minutes the user will have to wait before their password is automatically unlocked. [Time
range: 10-3600 minutes. Default: 30 minutes]

13 Unknown Document Label: Title of documents that shows for undefined documents.
14 Settings Tabs: Explained on the following pages.
15 Action Buttons: These actions apply to the upper and lower parts of the page.

» Edit: Unlocks all visible fields for making changes.
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= Save: Click to save changed settings.
= Cancel: Click if you do not want to save any settings changes.

Open/Save XML View
Click the User Name.

‘—IMM

%] Mew Session| John Smith @ IMM eSign

Selecied Documents: & @ Preview —* Process

Processing Reporting Administration Help Russ W. Admin Logout

A popup appears on the bottom of the screen.

[ -
D New Session - . S L
2] New Session - John Smith 1 IMM eSign
Selected Documents: & 0 Praview — Process
Add Documents Selected Documents
S S Phom. | CarLoan / Car Loans
Unselect Al M elete
Sers
7 AutulnsuranceAgresmeniig & i
Swarch At Irvsurance Agreement M
7 Creditinsmance @ & il
Credlil s 2
Expessapplication ; i
Indexes o @ il
Eupress Application
Full Hame Jaba Smah 3 | e Dl R Suumemas s e
Account Number 11223344 v i @ \\v“' il
Loan Denial Reasans Summany =
7 LyaFamal Summimary o i
Loan Final Summary
Documents Library
D rtt igXmizip (25,6 KB) from i i 0 Sve || Cemcel | x
oy wart to open or (256 KD) pen " snc e

Clicking the Open/Save options creates a password-protected .zip file using the password
stored in XML View Password (page 129).

To Open/Open the zip file
Enter the Password.
Click OK.

Password needed

1 File 0K
[ 201809190741577941642_wxbagthrgl:...”

iz password protected. Flease enter the
password in the box below.

Skip File

Password: ---------l Cancel
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By default, the XML file contents appear in a new browser window.

<7xmi varsion="1.0"
- <Data wmins:thescrip
- <iMMCalculateds

Fie [dt View Ffavortes Tools Melp
s O Oeogle | Predous | 26w (301w | M1 ] logind0M8 e 5] Login 201N etign

<IMMXSLVArsion >332 </IMMXSLVarsion>

PGSt OMSCrpE" omine:mswsl= " schemas-microsolt-comoxsits

p X t="urn:C
ciMMEDCELVersion s 1.2« iIMMFIXS1Versions

</FiSpecificFislds >

<IMM_COAPREXISTS > Falsa </THM_COARPEXISTS:

<L, SINGLELIFE_FLAG_N> L</LN_INS_SINGLELIFE_FLAG_Mx

<UN [NE IOINTIIFE F16% Hale/iN [N JOINTUIFE B1AG N

t="urn:C
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Add-Ons Tab
Add-Ons Tab (Non-Workflow)

The administrator may define how long documents are to be retained in Saved Sessions, and
whether to save documents in Saved Sessions by default.

After clicking Edit, the following fields are available for editing.

Add-Ons Archive Check In/Qut XP Tracking TeSign Zip
@ Edit ool BEWEN Action Buttons

Retain Active Sessions %0
(Days)

Archive on Session J
Expiration (Completed
Sessions)

Retrieved Session Default @ Preserve original selection All documents selected No documents selected

Search Active Sessions
Filter:

Current user only By user, defaultall @ By user, default current

Loan Coupons Sessions

Current user onl
Filter Vi ¥

Starter Checks Sessions
Filter.

2 O9P 99

, Currentuser only
Allow users to unlock /
sessions

Allow users to delete /
sessions:

Use commen scanner.

799979

Enable Work Queue /
Transfers:

@—} Expand Session Details
Indexes by Default

Download Documents for 365
Session Status (Days)

1 Action Buttons: These actions apply to the upper and lower parts of the page.
= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click if you do not want to save any settings changes.

2 Retain Active Sessions (Days): Set number of days that active sessions will be retained,
after which they will be deleted (30-90 days — default 90 days).

3 Archive on Session Expiration (Completed Sessions): When checked, automatically
archive sessions that have signature capture complete before they are purged.
[Default: Checked]

4 Retrieved Saved Sessions Default: Determines the state of the display icons when an
active session is retrieved. When Preserve Original Selection is selected, Active Sessions
retrieved will display showing the original Display icon choices.

APPSUM1APPC APPSUM1APPC APPSUM1APPC APPSUM1APPC

Application Summary g Application Summary g Application Summary I;I Application Summary El
LOANAPPC1APP LOANAPPC1APP LOANAPPC1APP LOANAPPC1APP

Loan Application :I Loan Application :I Loan Application IZI Loan Application EI
LNADENDUMSTATICC_1APP E LNADENDUMSTATICC_1APP E LNADENDUMSTATICC_1APP l:l LNADENDUMSTATICC_1APP _I
Loan Addendum (Static) — Loan Addendum (Static) — Loan Addendum (Static) — Loan Addendum (Static) —
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Original Document Set Retrieved Document Set Retrieved Document Set Retrieved Document Set
Preserve Original Selection | All Documents Selected No Documents Selected

5 Search Active Sessions Filter: Choose the sessions a user will be able to view on the
Search Active Session and Session Status pages. The Administrator will default to seeing
all sessions for all users.

= Current User Only: Only active sessions for the currently logged on user will display on
the user Search Active Sessions screen. The Owner filter will not display.

= By user, default all: Active Sessions for all users will be available on the user Search
Saved Sessions screen. The Owner filter will display with all users as the default
selection.

» By user, default current: Saved Sessions for all users will be available on the user
Search Saved Sessions screen. The Owner filter will display with the currently logged on
user as the default selection.

6 Loan Coupons Sessions Filter: This setting applies to the Add-Ons Report. When
checked, users will only be able to see their personal activity. When not checked, users will
be able to see activity for other users at their FI.

7 Starter Checks Sessions Filter: This setting applies to the Add-Ons Report. When
checked, users will only be able to see their personal activity. When not checked, users will
be able to see activity for other users at their FI.

8 Allow users to unlock sessions: Check the checkbox to allow all users to unlock locked
active sessions based on the Active Sessions Search Filter setting (above). When not
checked, only the Administrator can unlock sessions.

9 Allow users to delete sessions: Check the checkbox to allow all users to delete active
sessions based on the Active Sessions Search Filter setting (below). When not checked,
only the Administrator can remove sessions. Refer to Delete Sessions on page 28 for an
explanation of using the Remove function. [Default: Not Checked]

10 Use common scanner: Causes all workstations to use a common scanner for
attachments. When TeA RTS is installed in a Thin-Client environment, this setting should
be checked. When this setting is checked, the Ul must be refreshed to display Scanner
Settings under the Administrative Screens menu.

11 Enable Work Queue Transfers: Check the checkbox to allow changing ownership of
document set on Search Saved Sessions, Saved Session Details and Document
Submitted pages. User choices are dependent on the Search Active Sessions Filter. The
FI Admin will always see all users. [Default: Checked]

12 BarCode Cover Pages: Allows the user to upload cover pages for PDF417 barcodes.

13 Loan Coupons Files: Allows the user to upload a zip file containing the XML and PDF files
that support Loan Coupons. [Only appears if the Loan Coupons add-on is activated.]

14 Starter Checks Files: Allows the user to upload a zip file containing the XML and PDF
files that support Starter Checks. [Only appears if the Starter Checks add-on is activated.]

15 Expand Session Details Indexes by Default: Check the checkbox to have document
details expanded in the Sessions Details page. [Default: Checked]

16 Download Documents for Session Status (Days): Number of days to keep physical,
archived documents after they are indexed before they are purged. Database records are
not modified. [Default: 365]
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Add-Ons Tab (Workflow)

The administrator may define how long documents are to be retained in Saved Sessions, and
whether to save documents in Saved Sessions by default.

After clicking Edit, the following fields are available for editing.

Add-Ons Archive Check In/Out XP TeSign Zip
" = N q
@ EdiL Action Buttons
@—> Cases Refresh Rate. 5
@—> Cases Page Size 500
@—’Remme Inbox Name: Remote Inbox
o Use AD Manager Vi
e Lights@ut Workflow.
@—> ‘Adhoc Workflow:
Allow AdHoc Document Set Vi
@ Retain workflow audit trail 365
Retain completed workflaws: 365
@—} Title Field Description Title Field
®—>"€"‘M° Sl ® Preserve original selection All documents selected No documents selected
@-} Loan Coupons Sassrwons e
Filter:
Starter Checks Sessions
' Current user only
Filter
@ Use common scanner
@ BarCode Cover Pages: Browse | Upload
@—> Loan Coupons Files: Browse Upload
Starler Checks Files: Upload
and Session Details
Indexes by Default
wmaad Documents for 365
Session Status (Days).

1 Action Buttons: These actions apply to the upper and lower parts of the page.
= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click if you do not want to save any settings changes.

2 Cases Refresh Rate: The number of minutes between refreshing the Cases screen.
(Default: 5 minutes)

3 Cases Page Size: The number of cases displayed on the Cases page.

Remote Inbox Name: This setting is used to define the shared inbox into which the
download step will be received. This setting must be configured for the remote signing
process in workflow to work.

5 Use AD Manager: When this setting is checked, Manager position information from the FI
Active Directory will be used for routing workflows. When this setting is not checked,
Manager positions must be defined separately under Workflow Permissions.

LightsOut Workflow: The default workflow for sessions processed in a LightsOut session.

AdHoc Workflow: The default workflow for sessions processed in an AdHoc session.
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8 Allow Ad Hoc Document Set: This setting is used to turn off the Ad-hoc Document
checkbox available under Workflow Builder > Document Set tab. This allows processing
documents that are not associated with any document set.

9 Retain workflow audit trail: The number of days that a workflow audit trail is retained.
(Default: 365 days)

10 Retain Completed Workflows: The number of days that completed or cancelled cases will
be retained. (Default: 365 days)

11 Title Field Description: This field is used to change the title of the field description on
several screens within IMM eSign plus. When the default of no text is used, the title field
defaults to “Name”.

12 Retrieved Saved Sessions Default: Determines the state of the document display icons
when an active session is retrieved. When Preserve Original Selection is selected, Active
Sessions retrieved will display showing the original Display icon choices.

APPSUM1APPC

APPSUM1APPC APPSUM1APPC APPSUM1APPC
Application Summary g Application Summary g Application Summary IZI Application Summary EI
LOANAPPC1APP LOANAPPC1APP LOANAPPC1APP LOANAPPC1APP
Loan Application I:I Loan Application :I Loan Application IZI Loan Application IZI
LNADENDUMSTATICC_1APP LNADENDUMSTATICC_1APP LNADENDUMSTATICC_1APP LNADENDUMSTATICC_1APP
Loan Addendum (Static) § E Loan Addendum (Static) 3 E Loan Addendum (Static) 3 |:| Loan Addendum (Static) 3 El
Original Document Set Retrieved Document Set | Retrieved Document Set | Retrieved Document Set
Preserve Original Selection | All Documents Selected No Documents Selected

13 Loan Coupons Sessions Filter: This setting applies to the Add-Ons Report. When
checked, users will only be able to see their personal activity. When not checked, users ill
be able to see activity for other users at their FI.

14 Starter Checks Sessions Filter: This setting applies to the Add-Ons Report. When
checked, users will only be able to see their personal activity. When not checked, users ill
be able to see activity for other users at their FI.

15 Use common scanner: Causes all workstations to use a common scanner for
attachments. When TeA RTS is installed in a Thin-Client environment, this setting should
be checked. When this setting is checked, the Ul must be refreshed to display Scanner
Settings under the Administrative Screens menu.

16 BarCode Cover Pages: Allows the user to upload cover pages for PDF417 barcodes.

17 Loan Coupons Files: Allows the user to upload a zip file containing the XML and PDF files
that support Loan Coupons. [Only appears if the Loan Coupons add-on is activated.]

18 Starter Checks Files: Allows the user to upload a zip file containing the XML and PDF
files that support Starter Checks. [Only appears if the Starter Checks add-on is activated.]

19 Expand Session Details Indexes by Default: Check the checkbox to have document
details expanded in the Sessions Details page. [Default: Checked]

20 Download Documents for Session Status (Days): Number of days to keep physical,
archived documents after they are indexed before they are purged. Database records are
not modified. [Default: 365]
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Archive Tab
Archive Tab (Non-Workflow)
After clicking Edit, the following fields are available for editing.

Add-Ons Archive Check In/Qut XP Tracking TeSign Zip

d Action Buttons |

@ Encrypt Archived Documents: /

@—} Encrypt Password

@ Retain Archived History Docs 360 @ Download Imaging Index Service
(Days)

@ Auteillindexes on Session _/
Details

@ Search Completed Filter. Current user only

® By user, default all

By user, default current

Save/Cancel on this screen have no effect on changes made to the Imaging System
Advanced Settings screen.

1 Action Buttons: These actions apply to the upper and lower parts of the page.
= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click if you do not want to save any settings changes.

Note: Save and Cancel have no effect on changes made to the FI Settings for Synergy
Imaging System screen.

2 Encrypt Archive Documents: This setting protects archived PDF documents by
encrypting them. (Default: Checked)

3 Encrypt Password: A password is required to change the status of Encrypt Archive Docs.
Contact IMM for a password. [Only appears if the Encrypt Archive Docs setting is
changed.]

4 Retain Archived History Docs (Days): The number of days to keep archived documents
history. (0-2555 days [7 years] — Default: 360 days).

5 Auto-fill indexes: When checked, index field information missing from individual
documents will automatically be populated on the user Documents Submitted screen from
index field information extracted from other documents in the document set. When not
checked, missing field information will not automatically be populated, but the user will still
have the option of clicking the Fill Indexes link. Refer to the User Guide for more
information.

6 Completed Sessions Search Filter: Choose the documents a user will be able to view on
the Search Archive screen. The FI Admin will default to seeing all documents for all users.

= Current user only: Only documents for the currently logged on user will display on the
Search Archived Documents screen. The User filter will not display.

» By user, default all: Documents for all users will display on the Search Archived
Documents screen. The User filter will display with all users as the default selection.
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» By user, default current: Documents for all users will display on the Search Archived
Documents screen. The User filter will display with the currently logged on user as the
default selection.

7 Download Imaging Index Service: This button may not display for your installation.
Clicking this button installs the Imaging Index Service on the current machine and should
be performed on the Imaging Index Service server machine for your Fl. [Refer to Imaging
Index Service — Admin Guide for more information.]

Archive Tab (Workflow)
After clicking Edit, the following fields are available for editing.

Add-Ons Archive Check In/Out XP TeSign Zip

G exm Action Buttons

Encrypt Archived Documents J
Encrypt Password
@ Retain Archived History Docs 360
(Days)
@ Autoill indexes on Session ~_/
Details

1 Action Buttons: These actions apply to the upper and lower parts of the page.
» Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click if you do not want to save any settings changes.

Note: Save and Cancel have no effect on changes made to the Fl Settings for Synergy
Imaging System screen.

2 Encrypt Archive Documents: This setting protects archived PDF documents by
encrypting them. (Default: Checked)

3 Encrypt Password: A password is required to change the status of Encrypt Archive Docs.
Contact IMM for a password. [Only appears if the Encrypt Archive Docs setting is
changed.]

4 Retain Archived History Docs (Days): The number of days to keep archived documents
history. (0-2555 days [7 years] — Default: 360 days).

5 Auto-fill indexes: When checked, index field information missing from individual
documents will automatically be populated on the user Documents Submitted screen from
index field information extracted from other documents in the document set. When not
checked, missing field information will not automatically be populated, but the user will still
have the option of clicking the Fill Indexes link. Refer to the User Guide for more
information.
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Check In/Out Tab

Add-Ons Archive Check In/Out XP Tracking TeSign Zip
Eit
Use this page ta extract and/or install the file(s) needed to support custom fields specific to your
Check Out Al

‘When you Check Ot the files, a Zip file will be created which you will be able to download to you
local computer. This file may then be Sent 10 your Customer SUppOrt representative

Tl z When you Check In, you may specify a single support file or a zip file containing one or mare of
e e these support files. They will automatically be placed in the proper location for use by the

program.

The following fields are available for editing.

e Check Out: Allows the user to extract the parameter.xsl (ixt or csv) file or other files used
by the FI, along with any associated data definition files. The files are downloaded to the
user's machine. This file may then be sent to IMM support.

e Check In: Allows the user to install the parameter.xsl (txt or csv) file or other files used by
the FI, along with any associated data definition files. The files may be uploaded
individually. The parameter.xsl (txt or csv) file is stored in the FI's folder.
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XP Tab

o This tab may not display for your installation.

Add-Ons Archive Check In/Out XP Tracking TeSign Zip
" = \
Edit Save X cancel
@ Admin Base Page URL. _{XPWeb/Options/General/NewsAdmi
Source:
Password. @
o (23)
XPReferrer|P:
@ Edit Document Sets

After clicking Edit, the following fields are available for editing.

1

2a
2b
2c
2d

2e

Admin Base Page URL: Allows the user to specify the page that an XP admin user will
return to when they use the Back To XP link.

XP Database:

User: The user for the XP database.

Data Source: The name of the XP database from the DB2 profile.
Password: The password needed to connect to the XP database.

Confirm: When changing the password, used to ensure the password is entered
correctly.

XP Referrer IB: Not Defined

Edit Document Sets: When this is checked, the admin user will be able to maintain
document sets without being synced with XP. A warning message will display reminding
the admin user to synchronize the document sets with XP before processing sessions.
(Default: Unchecked)
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Tracking Tab

o IMM advises not to modify these event choices. Please Contact IMM for assistance
in changing these settings. Modifications affect searches in the legacy DB.

Add-Ons Archive Check In/Out XP Tracking TeSign Zip
ol - Action Buttons
@—} Retain Tracking (Days) a0

@" Tracking Search Filter Current useronly @' By user, default all By user, default current

Print preview: Save Session Work Queue Transfers

Process document(s) Retrieve Session Send for Secure Delivery

Archive document(s) ~ +/ DeleteSession  +/ Send for Secure Digital

1 Action Buttons: These actions apply to the upper and lower parts of the page.
= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click to discard any changes to this screen.
After clicking Edit, the following fields are available for editing.

2 Retain Tracking (Days): The number of days tracking information will be retained in the
database (default: 90 days).

3 Tracking Search Filter: Choose the events a user will be able to view in the Tracking
Report. Only applies to users; the FI Admin will default to By user, default all.

= Current user only: Only checked events for the currently logged on user will display
on the Tracking Report. The User filter will not display.

= By user, default all: Checked events for all users will display on the Tracking Report.
The User filter will display with all users as the default selection.

= By user, default current: Checked events for all users will display on the Tracking
Report. The User filter will display with the currently logged on user as the default
selection.

4 Tracked Events: These (tracked) events are optionally recorded in the Tracking
database. Only checked events will be tracked.

Print Preview Save Session Work Queue Transfers'
Process document(s) Retrieve Session Send for Secure Delivery?
Archive document(s) Delete Session Submit for Secure Digital Signatures?

- Only appears if Enable Work Queue Transfers (page 133) is checked.
2 - Only appears if the Remote Signatures add-on is activated.
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TeSign Zip Tab (Only available if the TeSign Zip Files Add-On is activated.)
After clicking Edit, the following fields are available for editing.

Add-Ons Archive Check In/0ut XP Tracking TeSign Zip

G Action Buttons

@—} Zip Handler Assembly IMM.TeSign.BL ProSign.dil
@—} ZipHandler Class: IMM.TeSign.BL.ProSign.ZisHandler
@—} Zip Handler Password

1 Action Buttons: These actions apply to the upper and lower parts of the page.

= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
= Cancel: Click to discard any changes to this screen.
After clicking Edit, the following fields are available for editing.
2 Zip Handler Assembly: Preset to IMM.TeSign.BL.ProSign.dll
3 Zip Handler Class: Preset to IMM.TeSign.BL.ProSign.ZipHandler

4  Zip Handler Password: Each zip package is password protected. The password
entered here must match the password for the zip package in order to extract PDF files
for definition in AIM and for processing in Client.

All TotaleSign Admin Index Manager and Client machines associated with this Financial
Institution must be restarted after the Zip Handler Password is entered and saved.

Imaging Systems
Refer to the Imaging Index Service Administrator Guide for detailed information about Imaging
Systems.
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eSignature Settings

Defaults Tab

Refer to the User Guide for a Detailed explanation of signing procedures.

Click Administration > eSignature.

The eSignature Settings Page appears unlocked with the Defaults tab selected.

The administrator can use the options on this page to set the signing methods and defaults
and modify the FI eSignature Consent Text.

The consent will display when a member signs a document. The wording at this point is only a
recommendation; it must be updated for your location before using eSignature for member

signing.

Click Edit to unlock the page.

|ﬂ eSig

nature Settings

©

®

Defaults Signature Pad Remote
Defaults:
PC-Touch Capable SignaturePad o/ Type ./ Draw Defaultto: Draw
PC-Traditional ./ SignaturePad ./ Type ./ Draw Defaultto: Type
/ /
iPad o/ Type o/ braw Default to. Draw

©

eSignature Management:

Allew 1o Change View/Skip Property: None | x -

Consent-

Sample Disclosure and Consent to the Use of Electronic Signatures and Records

This is a sample only - each system user is responsible for determining the appropriate content for an ESIGN Consent Disclosure
applicable to the system-nser's business. The system user should consult its own counsel to prepare the ESIGN Consent Disclosure and
approve its contents for legal sufficiency.

Please read this Disclosure and Consent to the Use of Electronic Si and Records ("Disclosure”) carefully, it contains important
information. In this disclosure, "we", "us” and "our" are used to refer to the financial institution providing the service or account you are
applying for, and its current and future affiliates. "You" and "your" refer to the person giving this consent.

Tn order to complete this 1 Iy, we need your consent to use electronic records and signatures. We will provide you
with all the necessary equipment, as well as any assistance you may requite to complete this transaction in our branch or office. If you do
not consent to the use of electronic records and signatures, you will be unable to proceed electronically, and may be unable to complete

the transaction.

Additionally, we are required by law to provide you with certain information in this transaction "in writing” which means you have a
right to receive that information on paper. However, with your consent_ we may also provide this information to you electronically.

Allow to Add Photo

g

= B |

5

IMM eSign
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1 eSignature Settings Tabs: Defaults, Signature Pad, Remote.
2 Defaults: Set signing devices and methods.
= Devices
¢ PC-Touch-Capable (computer)
e PC-Traditional (desktop, laptop)
e iPad
= Signing Methods
¢ Signature Pad
e Type (sign via typed name signature)

¢ Draw (used for Touch-Capable devices)

3 Allow to Change View/Skip Property: This dropdown selects the user level allowed to change
the View/Skip Property when processing sessions on the eSignature Management page.

= None: No users will be allowed to change the View/Skip Property.
» Administrators: Only administrators will be allowed to change the View/Skip Property.
* DocumentAdmins: Only Document Administrators will be allowed to change the
View/Skip Property.

= Users: All users will be allowed to change the View/Skip Property.

4 Consent: The consent is displayed when a member signs a document. The wording at this
point is only a recommendation; it must be updated for your location before using
eSignature for member signing. The administrator can use these options to set the signing

methods and defaults and modify the Fl eSignature Consent Text. Note: The fonts
selected may be substituted in your operating system.

Click in the consent text box to activate editing controls.

Consent:

=B I U Times New Roma = 12pt | ¥ | |Nermal = |||+ =
Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This is a sample only - each system user is ible for d i the iate content for an ESIGN Consent Disclosure

applicable to the system-user's business. The system user should consult its own counsel to prepare the ESIGN Consent Disclosure
and approve its contents for legal sufficiency.

Please read this Disclosure and Consent to the Use of Electronic Signatures and Records ("Disclosure") carefully., it contains
i In this disclosure. "we”. "us" and "our" are used to refer to the financial institution providing the service or
account you are applying for, and its current and future affiliates. "You" and "your” refer to the person giving this consent.

In order to complete this transaction electronically, we need your consent to use electronic records and signatures. We will provide
you with all the necessary equipment, as well as any assistance you may require to complete this transaction in our branch or office. If
you do not consent to the use of electronic records and signatures, you will be unable to proceed electronically, and may be unable to
complete the transaction.

Additionally, we are required by law to provide you with certain information in this transaction "in writing” which means you havea

5 Allow to Add Photo: When checked, the Add Photo button appears on the eSignature
Consent page.

6 Action Buttons:

» Cancel: Click to discard any changes to this screen.
= Edit: Unlocks all visible fields for making changes.
= Save: Click to save changed settings.
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Signature Pad Tab
On the eSignature Settings page, click the Signature Pad tab.

We Settings IMM eSign

@ Defaults \Slg‘nam\e Pad Remote |
a ./ Display messages on signature pad
Operator must click "Next” to navigate the signature pad user to the next signature field.
a Operator must click "Sign®, "Click Here to Sign", "Review", and/or "Confirm Review" to prompt the signature pad user to sign or review.
e Turn Off the Backlight after Signing

@ ONSent
I, %SignerName%, have reviewed the provided Disclosure and Consent and agree to the Terms of Use.

Signing or Reviewing Message:
1, %SignerName% %MarkAction% %CurrentDocumentName%

Confirm Signing or Reviewing Messages:
1, %SignerName%, confirm that | %MarkAction% the %DocumeniSetName% document set.

@‘ Action Buttons

Remote Tab Settings List
1 eSignature Settings Tabs: Defaults, Signature Pad, Remote.

2 Display messages on the signature pad: When this setting is selected, messages
appear on signature pads during the in-person signing process. This method gives signers
more control using their signature pads, which results in a faster signing process. Using the
signature pad, signers create signatures and initials, accept terms, apply their mark
throughout the document set, and confirm completion of the signing process with minimal
intervention from the financial institution representative. Refer to Sample Signature Pad
Displays on page 145 and the “In-Person Signing” section in the User Guide for details.

When this setting is not selected, messages do not appear on signature pads during the in-
person signing process. Instead, the signature pads are blank and are only used to create
signatures and initials. Refer to the “Signature Pad without Messages” section of the User
Guide for details.

3 Operator must click “Next” to navigate the signature pad user to the next signature
field: When this setting is selected, the operator must click “Next” on the operator’s display
to move the signature pad user to the next item. When not selected, the operator will
automatically be routed through signing documents.

4 Operator must click “Sign”, “Click Here to Sign”, “Review”, and/or “Confirm
Review” to prompt the signature pad user to sign or review: When this setting is
selected, the operator must click prompts to move the signature pad user to the next item.
When not selected, the operator will automatically be routed through signing documents.

5 Turn off the backlight after signing: When this setting is selected, the backlight will turn
off after the signature pad user has completed the signing experience.
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6 Consents: These are signature pad messages that display for the signer. The following
monikers may be used for substitutions:

= Consent: %SignerName%

» Signing Message: %SignerName%, %MarkAction%, %CurrentDocumentName%,
%MarkType%

» Confirm Signatures: %SignerName%
* Longname = %CurrentDocumentName%
= Shortname = %DocumentSetName%

o A Moniker (%SignerName%) is a pre-defined name used to hold a place for
data. For example, %SignerName% will be replace in the signature pad with
the name of the signer, as pulled from processed documents.

7 Action Buttons: These actions apply to the upper and lower parts of the page.

= Save: Click to save changed settings.
= Cancel: Click to discard any changes to this screen.

Sample Signature Pad Displays

The following example messages appear on the signature pad if the Signature Pad
Administration setting Display Messages on Signature Pads is selected. The messages can
be modified in the Consent, Signing Message, and Confirm Signatures message fields.

Consent: Sign Message:

| have reviewed the provided Disclosure and Consent | hereby sign APPSUM1APPC.
and agree to the Terms of Use.

Decline  Accept Cancel  Sign

o Actions available are “sign” and “initial”.
Confirm Signatures:

| confirm that | have applied my signatures and
have completed the signing process

Cancel  Confirm Signatures
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Remote Tab (Only available if the Remote Signatures Add-On is activated.)

Remote Signatures is an add-on to eAtlas that gives you the ability to complete the
application process remotely, using a secure document delivery system with digital certificate
capabilities.

On the eSignature Settings page,
Click the Remote tab.

Remote Signatures Screen
The Remote Signatures Settings page appears.

When completing the fields on this page, do not copy and paste from Word;
embedded control characters may cause erratic behavior. Use Notepad or type
directly into the field.

nature Settings IMM eSign
@’ Defaulis s\qna(uﬁ‘nemnte ‘
General Settings: Sender's Email-
@ Default product type name + Add i Delete
Document Set
Edit LoanOfficer@Y ourFl.com
@ T T e Edit support@immeniine com
‘Ynur documents are available for viewing and printing |
@ Remote Signing Message:
Your documents are available for viewing, signing and
printing.
@ Alternate signature pattern:
LightsOut Settings:
@ LightsOut Default Email:
@ LightsOut Default Service:
Email Verification
@ Action Buttons save | X cancel

Remote Tab Settings List
1 eSignature Settings Tabs: Defaults, Signature Pad, Remote.

2 Default Product Type Name: If the document set being processed originates from your
host, the document set name provided by your host will be sent to the document delivery
system. The Default Product Type Name is used when no set name is provided by your
host and documents are submitted to Remote Signature. (50 characters maximum) [Refer
to Customizing View/Sign Notifications on page 149 for more information.]

3 Secure Delivery Message: The message sent from the document delivery system to all
parties when sending documents for secure delivery. (3,000 characters maximum) Refer to
Customizing View/Sign Notifications on page 149 for more information.]
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4 Remote Sighing Message: The message sent from the document delivery system to all
parties when sending documents for digital signatures. (3,000 characters maximum) [Refer
to Customizing View/Sign Notifications on page 149 for more information.]

Alternate Signature Pattern: Not used in this installation.
LightsOut Default Email: Not used in this installation.

LightsOut Default Service: Not used in this installation.

0 N O O

Sender’s Emails: This is the list of available email addresses used when submitting
documents to a document delivery system. Refer to Sender’s Emails on page 148 for
more information.

9 Action Buttons: These actions apply to the upper and lower parts of the page.

= Save: Click to save changed settings.
» Cancel: Click to discard any changes to this screen.
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Sender’s Emails

1 Sender’s Email: Sender's Email:
LoanOfficer@YourFl.com LoanOfficer@YourFl.com
This is the list of available email This list can be modified as
addresses used when sending necessary.
documents to a document delivery .
. To add a new sender email,
system. (These email addresses must
be activated with the Remote Click Add New.
Signature delivery system and
authenticated by each user.)
Sender’s Email- il
3 —+ Add o mel)elere I
cel NewOfficer@YourFI com| X Lomnaiice: @Y owE, com
NewOfficer@YourFl.com
LoanOfficer@Yourfl.com
Enter the new sender email. To remove a sender email,
Click Save 1 Check the box to the left of the
- _ email address to be deleted.
The email is added to the list.
2 Check the box at the top of the
column to select all.
3 Click Delete.
A warning box appears.
Click OK to delete.
The email is removed from the list.
5 —— Sender's Email-
annl)ﬂice,@vuurﬂ_cqm ancel Loanamcer@\’culFl.com
Edit suppori@immonline.com Edit support@immonine.com
To edit an email, Make any changes.
Click Edit next to the email. Click Save.
The lists refreshes showing the
change.
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Customizing View/Sign Notifications

After documents are submitted to be viewed or signed, the document delivery system will
contact all parties in the set via email.

You can modify areas of the email sent to inform parties.

Note: This is a plain-text version. Your email system may send mail in a different format.

From: Loan Officer [mailto:|Loan0fficer@YourFl.com] |(j
Sent: Friday, March 23, 2012 9:00 AM

To: John Smith
Subject: Please E-sign the |Document Set E;Z%;lohn Smith)

Document Set

Loan Officer (Your Fl) says:
Your documents are available for viewing, signing and printing. ﬁ@

Loan Officer Has Sent You (for John Smith) to e-Sign

Click here to review and e-sign Document Set (for John Smith).

With just one simple step, you can electronically sign this document. After you e-sign the
Document Set (for John Smith), the agreement will be forwarded to jane.smith@HomeEmail.com to
e-sign. Then, all parties will be notified via email.

1 The email address is selectable (Refer to the User Guide, Remote Signatures) and is
chosen from Sender’s Emails on page 148.

2 “Document Set” is used when no document set name is provided in the host data file.
Refer to Default Product Type Name on page 146 for more information.

3 This portion of the email is customizable. Refer to Remote Signing Message on page
147 for more information.
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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 definitions must previously be created in Admin Manager,
Attach Documents (page 70), or Define Attachment (page 83).

The Remote Attachment Template can be applied to any or all individual document signers in
a session on the eSignature Management page. Refer to the User Guide for a detailed
explanation of using the eSignature Management page.

These attachments will be electronically supplied by the applicant during the signing
experience on the Adobe EchoSign website.

Click Administration > Remote Attachment Template.

@ Remate Attachment Template Maintenance IMM eSign
@ Search by Template Name: n
Template Name Description Platform Attachments Save Delete
@ Add Template Add Description Select Platform
Home Loans Lending Home Loans Attachment Template @ LEND @ @

1 Search by Template Name: When editing templates, this allows quick location of
existing templates by filtering the name. The search will automatically start after typing 2
letters.

Template list
Platform: Select a platform, previously referred to as a dictionary.
Attachments Icon: Click to expand and edit attachments.

Save Icon: Click to save changes to the template.

D OB~ W DN

Delete Icon: Click to delete the associated template.
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Template Attachment Details
After clicking the Attachments icon,

The Requested Attachments details appear.

@ Remote Attachment Template Maintenance IMM eSign
Search by Template Name: m
Template Name Description Platform Attachments Save Delete
Add Template Add Description Select Platform
Home Loans Lending Home Loans Attachment Template LEND
m Requested Attachments @ @ @
1
Requested Attachment Name Description Required Save Delete
Attach ments PhotolDLending Attachment - Photo ID (Lending) S
Deta”S utilityBillLending Attachment - Utility Bill (Lending)
DriversLicenselending Attachment - Scanned Driver's License (Lending)
PayStubLending Attachment - Paystub (Lending) W
@ Select Attachment

1 Attachment Name/Description: The Attachment Name and Description are defined in
Admin Manager, Attach Documents (page 70), or Define Attachment (page 83) and

cannot be edited on this screen.

2 Required: When checked the associated attachment will be required before the session

can be sent for signatures.

Save Icon: Click to save changes to the attachment.

Delete Icon: Click to delete the associated attachment.

Select Attachment: Click to add an attachment to the template.

Add Template

1 Click in the Template Name - Add Template text box to start.

@ Remote Attachment Template Maintenance

Search by Template Name:

Nemp\ate Name
@ Add Template

Home Loans Lending

Description

@ Add Description

Home Loans Attachment Template

Platform

LEND

IMM eSign

Attachments Save Delete

Template Name — Add Template: Enter a new template name.
Description: Enter a template description.

w N -

Platform: Select a platform, previously referred to as a dictionary.
4 Save: Click the Save icon.

The page refreshes.
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Add Attachment
1 The page refreshes.

@ Remote Attachment Template Maintenance IMM eSign
Search by Template Name: “
Template Name Description Platform Attachments Save Delete
Add Template Add Description LEND
Car Loans Car Loan Attachment Template LEND

Requested Attachments
Attachment Name Description Required Save Delete

Select Attachment

Eo Atfachment Template LEND
Select Attachment

@ Aunolnsurance

GAPInsuranceG10240
GAPInsuranceAgreement
DriversLicenseLending
PhotolDLending
UtiityBillLending
PayStubLending

1 Select Attachment: Click to select an attachment.

2 @ Remote Attachment Template Maintenance IMM eSign
Search by Template Name: n
Template Name Description Platform Attachments Save Delete
Add Template Add Description LEND
Car Loans Car Loan Attachment Template LEND

Requested Attachments

Attachment Name Description Required Save Delete
DriversLicenseLending Attachment - Scanned Driver's License (Lending) @ Vi @
Home Loans Lending Home Loans Attachment Template LEND

1 Required: When checked the associated attachment will be required before the
session can be sent for signatures.

2 Save Icon: Click to save changes to the attachment.

After clicking the Save Icon, the screen refreshes showing the added attachment and
a new Select Attachment line.

3 Repeat as necessary for additional attachments.
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Edit Template
1 From the Remote Attachment Template Maintenance page,
@ Remote Attachment Template Maintenance IMM eSign
Search by Template Name: “
Template Name Description Platform Attachments Save Delete

Add Template Add Description Select Platform
Car Loans @ Car Loan Attachment Template LEND @ @

Home Loans Lending Home Loans Attachment Template LEND

Click in the Template Name or Description,
2 Make changes as necessary.
3a Save: Click to save changes to a new template.
3b Save: Click to save changes to an existing template.
Attachments: Click to expand and edit the attachments.
Delete: Click to delete the associated template.
= A confirmation popup appears. Click OK to delete the template.

Edit Attachment
1 After expanding the attachments.
@ Remaote Attachment Template Maintenance IMM eSign
Search by Template Name: m
Template Name Description Platform Attachments Save Delete
Add Template Add Description Select Platform =
Car Loans Car Loan Attachment Template LEND

Requested Attachments

Attachment Name Description Required Save Delete

DriversLicenseLending Attachment - Scanned Drivers License (Lending) @ J @ @

Select Attachment

Home Loans Lending Home Loans Attachment Template LEND

1 Only the Required checkbox can be edited.
2 Save: Click to save changes to the attachment.
3 Delete: Click to delete the associated attachment.
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Change Theme

o The display of this setting is controlled by the IMMAdmin.

Click Administration > Change Theme.

Blue/Green Theme Orange Theme

The text, buttons, dropdowns, all items are samples showing how they will change for
different themes. These items are non-functional.

1 Select a theme.
2 Click Save.
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Status API Settings

About Page — Status API Settings
Click Administration > Status API Settings.
The Help button provides a quick listing of icons and functions available and related to the

Status API Settings page.
Click the Page Help button.

[8] status AP Setting{ @

Toral Rlecords -3
Selected -0

Aermts

IMM eSign

T Delete

b About Page | Status API Settings

This is an administrative page that allows to create and/or edit Partner specific session status

change notification settings.

Icons
m Delete Delete notification setting.
Keyboard Use keyboard 10 type the value.
Mouse Use mouse click to select the value.
Cantrols
Notifications ON/OFF toggle switch.
Time Out

2min 2.5 min I min ‘

Time in minutes for each attempt to time out.

Attempts

O

Number of attempts to send notification.

URL
www.immonline.com
URL address to send netifications to.

Time Out in seconds

30

Time in seconds for each attempt to time out.

Rev. 12/24/18

155



IMM eSign plus 2018.1
Administrator Guide

Status API Notifications

o This item may not be functional for your installation.
This section displays all Partners. Only the Partner for your installation is required.
This page is used to set API Push settings.
Status API Settings ® IMM eSign
Total Records - 3 - Add - Del
@ Selected: 0 e N @
1L s (@)
@1 @ [N cHo)
URL
http://YourFl.com, i usPush/API/Recer usNoatification
Attempts: " Time Out QZ) = \1_5)
(+) [EEN
Tesign? .||.|-
URL
hmpe/ Y ourFl.comy SessionStatus Pushy/ AP Recelve SessionStatusMerification
Atlempls Tirwie Duat i seconds 6
. ] 0
resgns Notifications Off 1l [or

Status API Settings List
1 Total Records/Selected: Self-explanatory.
Add: Click to add new partner. (Only appears if there are additional partners to be added.)
Delete: Click to delete selected partners.
Select All: Select all partners for deletion.

Sort By: Partner name — Ascending or Descending (Only appears if there are multiple
partners used.)

a b WODN

Checkbox: Click to select for deletion.
Partner Name: Self-explanatory.
Delete: Click to delete partner record.

Notifications Control: Click to turn notifications on/off. Notification settings expand when
on.

© 0 N O

10 URL: The location that will receive download status information.

11 Attempts Control: Click to select the number of attempts to send push information.

12 Time Out Control: Click to set the time-out time with preset increments.

13 Time Input Method: Switch between pre-selected or keyboard entry for Time Out Control.

Rev. 12/24/18
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14 Action Buttons:

= Save: Click to save changed settings.
= Cancel: Click to discard any changes to this screen.
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Scanner Settings
There are two scanner settings available to the Administrator:

We will discuss the Default setting. The setup procedure is the same for both Default and
Workstation scanners.

4

Processin Reportin Administration Help  RussW.Admin  Logout
= (MM 2 3 i

&| Search Active Sessions £ Documents (XML) IMM eSign

Administration > Scanner > Default

o The Administration > Scanner > Default settings

page is used to set global settings for all users and
client machines. These settings will be used for all

Remote Attachment Template

users only when Use common scanner (page Change Theme
133) is checked. The Default settings page will Siahis APy setis
always be available for the administrator. ST o cevr-oeon

Scanner Settings - Workstation

e Administration > Scanner > Workstation

o0 The Administration > Scanner > Workstation settings page is used to change scanner

settings for the currently logged on user (in this case, you, the administrator) on the
currently active machine.

= |[f Use common scanner (page 133) is not checked, this menu item will display.
» |f Use common scanner (page 133) is checked, this menu item will not display.
o This option only appears when Use common scanner (page 133) is checked.

If this is the first time you have accessed Attach Documents after installing TeA, you
may be prompted to install additional software.

e The Scanner Settings page, under Administrative Screens, is used to set global
settings for all users and client machines.

e The Scanner Settings page, accessed from the Attach Documents popup,
Scanner Settings button, is used to change scanner settings for the currently
logged on user on the currently active machine.

Images viewed on the setting page will not be saved.

Click Administration > Scanner > Default.
o If this popup appears

This website wants to install the following add-en: ‘DynamicWebTWAIN' from 'DynamSoft Corperation’. What's the risk? Install

Click Install.
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|ﬂ Edit Scanner Settings - Default IMM eSign

@ Scanner: ScanShell 3100D

X
F
E
3
7
-
3
g
on

Width (in.)
Height (in.) n
Max. Images 2

Images Across 1

2
4 ,é] Save Settings m
e)ownload eSign Scanner Service

1 Select a scanner from the scanner pull-down menu.

Images High.

2 Change settings as necessary.

When scanning documents, high definition and large area scans will result in large
file sizes.

3 Click Test to verify the settings.
4  Click Save Settings.
5 Click to download and install the eSign Scanner Service.

Errors may occur if the eSign Scanner Service is not installed by a user with
administrator privileges. IMM highly recommends the eSign Scanner Service is
saved and then installed as an Administrator.

Scanner Service Installation
After downloading and saving the eSign Scanner Service installation file:

1 o eSign Scanner Service components should not be installed from a UNC path.

Browse to and open the folder containing IMM_eScannerService.exe.
Right-click on IMM_eScannerService.exe.

Select Run as Administrator.

2 On some systems the User Account Control screen appears.
Click Yes to continue.
On some operating systems, the Open File - Security Warning window appears.
Click Run.
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3 Repeat as necessary for additional attachments.

Email Settings

o Please Contact IMM for assistance with these settings.

These setting are used for sending email notifications from Workflow.

From the Administrative Screens drop-down menu, click Administration > Email Settings.
The Email Management screen is displayed.

Click Edit.

The Email Management screen unlocks for editing.

|j Email Management IMM eSign

SMTP Settings Section

@ Host Email Server: YourEmail YourHost com

@ Host User Name: YourHostOriginator@YourHost com

@ HostPassword:  esesssss
TeAWorkflow Email :

@ From: YourFinanciallnstitutionContact@YourHost com

> = y
O B

e SMTP Settings Section

1 Host Email Server: Enter the fully qualified domain name or IP address of your email
server.

2 Host User Name: Enter the host user email address.
3 Host Password: Enter the password to the email account.
e TeAWorkflow Email
4 From: The email address used for sending FYI and Task emails in Workflow.
Click Save to save any changes.
5 Action Buttons:
= Edit: Unlocks all editable fields for making changes.
= Save: Click to save changed settings.

= Cancel: Click if you do not want to save any changes.
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Help Menu

The following sub-menu choices are available:
Diagnostics

Documentation

About

Diagnostics

This option allows the user to validate that the system is working properly. It checks to make

sure that the system is able perform all of the tasks required for that particular user and that
the proper permissions have been set.

Click Help > Diagnostics.
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Diagnostics (Non-Workflow)

Diagnostics

Integrated Media Management RN JHA1

Directory Permissions

Directory
FI2\Archive
Fi2\ArchiveOther
FI2\Error
FI2\FDFs
Fi2\Temp
FI2\SourcePDFs
Utilities

Temp

Windows Temp Directory - C:\Windows\Temp

Other Items

Item Name
Wscript.Shell
FDFApP
Institution Name
Institution ID
TEAASP User

TEAASPFiles User

Message
Object created - True

Object created - True

Integrated Media Management RN JHAT

2

ERROR - Anonymous user nat set for TEAASP virtual directory in IIS.

ERROR - Anonymous user nat set for TEAASPFiles virtual directory in I1S.

Can Write
True
True
True
True
True
True
True
True

True

Can Delete
True
True
True
True
True
True
True
True

True

Synergy esign™

Message

The Error message shown above does not indicate a problem. It will display if the
user who is viewing this screen is not the user who performed the application
installation.
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Diagnostics (Workflow)

Diagnostics IMM eSign

Integrated Media Management WKfl

Directory Permissions
Directory Can Write Can Delete Message
FI8\Archive True True
FI8\ArchiveOther True True
FI\Error True True
FI8\FDFs True True
Fig\Temp True True
FI8\SourcePDFs True True
FI8\AddOns\FDFs ERROR - Directory does not exist!
FI3\AddOns\SourcePDFs ERROR - Directory does not exist!
Utilities True True
Temp True True
‘Windows Temp Directory - C:\Windows\Temp True True

‘Other ltems

Item Name: Message
‘wscript Shell Object created - True

Institution Name Integrated Media Management WKfI

Institution ID
TEAASP User IMMLAB\russwadmin
TEAASPFiles User IMMLAB\ russwadmin
Time Zone Eastern Standard Time

Active Dir Header Value

User IMMLAB\russwadmin

User Full Name Russ W_Administrator

Manager AD Info CN=Stephen B. Manager,CN=Users,DC=immlab,DC=com

Manager Full Name Stephen B. Manager

Manager Full Name Without Slash Stephen B. Manager

Manager NT Name stephenmanager

Authenticated True

Groups/Sub Groups IMMFCUdocs, Administrators, Domain Admins, Denied RODC Password Replication Group, Administrators, Remote Desktop Users

o The Error message shown above does not indicate a problem. It will display if the
user who is viewing this screen is not the user who performed the application
installation.
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Documentation

The user may view the administrator documentation (this document) in a separate window by
selecting this option.

Click Help > Documentation.
The document appears in a new tab.

When the Administrator is logged in and clicks Help > Documentation, the Administrator’s
Guide appears in PDF format.

When the User is logged in and clicks Help > Documentation, the User Guide appears in
PDF format.

About

This option displays a popup that provides system information: the current versions of the
base product, add-ons that have been installed, and the product serial number.

Click Help > About.
The About screen appears.
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User Name
The following sub-menu choices are available:

User Account Settings

User Account Settings
Click User Name > User Account Settings.

The Users Maintenance screen appears.

Users Maintenance IMM eSign
User ID RussWAdmin
Domain: IMMLAB
Name: Russ W_Admin
Active: \/
Group: Administrators
Default Sender Email: russwadmin@YourFl.com

D‘ Edit Save >< Cancel ﬁ' Reset Password
EEn

Partner Alias

—+ Add New ' Delete Selected

No records available

o The Partner Aliases area is not functional for your installation.
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Edit User Name
Click Edit.

|ﬂ Users Maintenance IMM eSign

User ID: RussWAdmin
Domain IMMLAB

Name: Russ W. Admin

@—> Active: J
@—> Group: Administrators =

Default Sender Emai russwadmin@YourFl.com

®

The Users Maintenance screen refreshes.
1 Name: Enter the user name (100 characters maximum).

2 Active: Enable to make the user active. When checked, the user can log onto the
TotaleAtlas system. When not checked, the user cannot logon.

3 Group: Administrators, DocumentAdmins or Users. Users added through this screen
who will be processing documents through TeSign should be assigned to the TeSign
group. Refer to Groups and Privileges (page 7) for more information.

4 Default Sender Email: This will be the default email address for the user as used on the
eSignature Management page when sending documents for remote signature.

5 Click Save.
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Reset Password
Click Reset Password.

|ﬂ Users Maintenance

User ID:

Domain:

Name

Active:

Group:

Default Sender Emai
Original Password
Password.

Confirm Password:

2 el 5 sove || < cancel )1 @) Resetpasswod |

IMM eSign

RussWAdmin
IMMLAB

Russ W. Admin

v

russwadmin@YourFl.com

Complete the following:

o The password must be at least 8 characters long and must contain one lower-case
letter, one upper-case letter and one numeric or special character.

RTS.

The changed password is saved.

Logout
Available To: All Users

Original Password: Enter the password currently being used to connect to TotaleAtlas

Password: Enter the new password.
Confirm Password: Reenter the new password.

Action Buttons: Click Save. Click Cancel to prevent saving the new password.

Description: Closes the application for the user.

Click Logout to end the session.
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IMM eSign Icon

When you sign onto your workstation, you should see the IMM eSign icon @ in the system
tray.

The icon in the system tray is used as an indication of the state of the program:

i;ﬁ_:; This icon indicates that IMM eSign is running normally. IMM eSign is able to
communicate with the IMM eSign server, and documents will be processed in the
normal fashion.

E’;] When the icon's background is teal, it is an indication that the client is unable to
communicate with the IMM eSign server. Documents may be locally processed (on
the workstation). Contact your administrator when the icon appears in the teal color
background.

ﬂ When the icon's background is red, it is an indication that the server was unable to
process documents and the session resulted in an exception that will be saved to
the exceptions folder. The red background disappears if the next processed session
is successful. Contact your administrator to process the exceptions.

?j“; When the icon's background is yellow, it is an indication that a session is being
processed in an Internet Explorer window.

When you right-click on the IMM eSign icon (%) in the system tray, a popup menu appears.
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IMM eSign Icon (Non-Workflow)
IMM eSign Icon Non-Workflow

When you right-click on the IMM eSign icon (i) in the system tray, a popup menu displays
the following choices:

Show Documents: Selecting this option will display the
Documents List page. Refer to the Manual Output Folder in

the User/Doc Admin Guide. Settings
Exceptions (1)

Show Documenits

Settings: This option is for Administrator use only. Refer to the
Client Installation Guide for more information on these
settings.

Search Active Sessions
Search Completed Sessions
State

Exceptions: This option will allow the user to select a session —

that has been previously saved locally as an exception
session. The Exceptions window displays all the documents
that resulted in an exception.

Exit

o Click Process to reprocess the document.
o Click View Log to view the error log for the document.
0 Click OK to close the Exceptions window.

Exceptions

CreateDate User Description Frocess
09/12/2008 10:44:46 AM Document scanned but not in library

Search Active Sessions: This option will allow the user to find sessions that have been
previously saved on the server. When selected, the Search Active Sessions page opens.
Refer to Search Active Sessions (XML/RTS) on page 25 for details.

Search Completed Sessions: This option will allow the user to find documents that have
previously been archived that are not moved to an imaging system. When selected, the
Search Completed Sessions page opens. Refer to Search Completed Sessions
(XML\RTS) on page 30 for details.

State: When you hover over this option with your mouse, a message will display describing
the current status of the application either online or offline. When IMM eSign is offline,
contact your Network Administrator.

About: This option displays the current version and copyright information.

Exit: Click this option to exit the application.
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IMM eSign Icon (Workflow)
IMM eSign Icon Non-Workflow

When you right-click on the IMM eSign icon (i) in the system tray, a popup menu displays
the following choices:

e Show Documents: Selecting this option will display the Documents [ ¢ -
List page. Refer to the Manual Output Folder in the User/Doc Admin

Guide. Settings

e Settings: This option is for Administrator use only. Refer to the Exceptions
Client Installation Guide for more information on these settings. Cases

o Exceptions: This option will allow the user to select a session that State
has been previously saved locally as an exception session. The About
Exceptions window displays all the documents that resulted in an
exception. Exit

o Click Process to reprocess the document.
o Click View Log to view the error log for the document.

o0 Click OK to close the Exceptions window.

Exceptions

CreateDate User Description Process
09/12/2008 10:44:46 AM Document seanned but not in library
Wiew Log

e Cases: This option will open the eSign plus Cases page which is used to find sessions that
have been previously saved on the server.

¢ State: When you hover over this option with your mouse, a message will display describing
the current status of the application either online or offline. When IMM eSign is offline,
contact your Network Administrator.

¢ About: This option displays the current version and copyright information.

¢ Exit: Click this option to exit the application.
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eSign Scanner Client Icon

The eSign Scanner client software is a component of IMM eSign. Like IMM eSign, the eSign
Scanner icon is displayed in the system tray. The purpose of the eSign Scanner Client icon is to
provide the state of the scanner.

. When the icon is green, the eSign Scanner Client is running and items can be scanned.

When the icon is orange, items cannot be scanned.
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Common Routines

Using the Lookup Area
¢ Lookup: Click the Lookup button to display the Available Users popup.

In the

Available Users

¢ Lookup Link: Click the Lookup link to open a popup

for quickly locating users. |

1.

2
3.
4

Enter one or more letters.

Click Search.

Click a name in the results box and click OK.

The name will be transferred to the lookup text

box.

Search Hints

On some menus you may be able to search for user name, document name, account number,
or other items.

You can use wildcard characters to find items that contain full or partial terms or match a
character pattern.

*

The asterisk matches any number of characters.

? The question mark matches any single character.
Examples
Jo* Matches names such as John, Joe, Joanna, Joaquin and Joseph.
*on Matches names such as Peterson, Anderson, Paterson and Wilson.
*n* Matches names such as Robinson, Hernandez, Jones and Martinez
?23  Matches 123, 223, 323, 423, etc.
1??4 Matches 1234, 1324, 1444, 1574, etc.
1?3* Matches 123, 1234454, 1739999, 1931, etc.
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Add Additional Search Fields

Some screens may be modified to show additional search fields (index fields).

.

Search Completed Sessions TotaleAtlas
Search Parameters n
Select Dictionary: Start Date: End Date:

TeSign Documents (TeSign) - 9/15/2015 v 9/8/2016 v
Customer Name Customer Number Date Started

Taxpayer ID Number

Include Indexed Documents in search:

User: Additional Search Fields:

- P Lookup Account Number @ = @ ~+ Add Search Field

To add search fields,

1 Name: Select the field from the Additional Search Fields dropdown.

o Additional Search Fields are defined by the Administrator.

2 Click Add Search Field.

The screen refreshes.

After the search is completed, the search field you selected will be added in the search
parameter area and to the sessions display area.

Search Completed Sessions

TotaleAtlas
Search Parameters [~ ]
Select Dictionary: Start Date: End Date:
TeSign Documents (TeSign) - 9/16/2015 =0 9/9/2016 =0
Customer Name Customer Number Date Started Taxpayer ID Number
Account Number

Include Indexed Documents in search: /"

User: Additional Search Fields:

- CustomerDOB e ~+ Add Search Field

Displaying records: 1 through 10 from recordset 1 -12. Total records available: 12

12

Document Name Date Created Customer Name Customer Number [ Account Number | Date Started  Taxpayer ID Number Indexed Remote Signature  Created By
LOANADDENDUMSTATICD_1APP  9/6/20163:23:21 PM  John Smith 11223344 1234561 03232013 000-98-1234 True False Johnofficer
PROMNOTESTATB 9/6/20163:23:21 PM  John Smith 11223344 1234561 07-01-2015  000-98-1234 True False Johnofficer
TERMSANDCONDITIONS_B 9/6/20163:23:21 PM_ John Smith 11223344 1234561 06-01-2015  000-98-1234 True False Johnofficer
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Calendar Popup

From/To Date
e From/To Date: Click in a Calendar date box.
e The Calendar popup appears.

Use the right- and left-arrow buttons to select the month and
year.

Click the day of the month to select.

The calendar closes automatically when the date is selected.

Date Range Selection
e Date Range: Click the text box.

¢ The Calendar popup appears.

24 25 26 27 28 1 2

10 11 12 13 14 15 16

17 18 19 20 21 EEE

24 25 26 27 23 29 30
31 1 2 3 4 5 &

Selected: 06/01/2018 - 07/05/2018

27 28 29 30 31 1 2 1 2 3 4 B8 6 7
3 4 i 6 7 & 9 & 9 10 11 12 13 14
10 11 12 13 14 15 16 15 16 7 g 19 20 M
17 18 19 20 21 22 23 22 23 24 25 26 27 28
24 25 26 27 28 29 30 20 30 1 1 2 3 4
Shortcuts 3Days fDays 14Days 21Days 30Days Week Momnth
Use the < and > buttons to select the month and year.
Click on the day of the month to select.
The calendar closes automatically when the date is selected.
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Date Formats Supported

The following Date Formats can be used for Sub Folder Name Format:

Month Format Delimiters Year Format
MM = 01, 02, etc. No Space yyyy = 2010
MMM = Jan, Feb, etc. Space
MMMM = January, February, etc. | “” Hyphen
“ 7 Underscore
MMyyyy MM yyyy MM-yyyy MM_yyyy yyyyMMm yyyy MM yyyy-MMm yyyy_MMm
MMMyyyy  |[MMMyyyy | MMM-yyyy | MMM_yyyy
MMMMyyyy | MMMM yyyy | MMMM-yyyy | MMMM_yyyy | yyyyMMMM | yyyy MMMM | yyyy-MMMM yyyy_MMMM

Not Allowed: yyyyMMM, yyyy MMM, yyyy-MMM, yyyy MMM
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Contact IMM

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

2 City Hall Plaza
Rahway, NJ 07065
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