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Overview

@ Cloud integrations using an XML host do not require IMM eSign Client.

TotaleAtlas, TotaleAtlas RTS, TotaleAtlas XML, TeA, TeARTS, TotaleSign, and TeSign are
generic terms for IMM eSign. TotaleAtlas Workflow is a generic term for IMM eSign plus. Except
where noted, IMM eSign is a generic term for IMM eSign and IMM eSign plus. eAtlas is a
generic term for eSign Lite. In this guide, text and screenshots may use any of these terms.

This guide provides an overview of the IMM eSign procedures available to Users and Document
Administrators (DocAdmins). Images in this guide are from Windows 10 with Internet
Explorer 11 except where noted. Your screens may differ with a different OS or browser.

The IMM eSign menu options, pages, and features displayed on the pages vary
o depending on your integration. All menu options, pages, and features in this guide
may not be applicable to your installation. The screenshots in this guide are examples.

o For the best viewing experience, ensure ClearType screen fonts are activated.

o For additional help when logged in to IMM eSign, click the Page Help L) button for
more information about the page.

o Options and buttons shown in this guide will vary if working on a session created in an
older version of IMM eSign.

IMM eSign Static Documents vs. Dynamic Documents (RTS Only)

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

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

Third-Party Attachments

IMM eSign can identify signature fields in third-party documents, such as Gap Agreements, and
use those fields to collect signatures as part of a single, streamlined signing experience. This
eliminates the need to use Document Designer to add signature fields.

Third parties designate fields differently. As such, IMM eSign identifies and understands the
differences of each third-party document. IMM eSign determines the originating third party and
then utilizes the appropriate method to extract and identify the signature locations, party

6 Copyright © 2019 IMM Rev. 2/27/19
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information, and all necessary fields to process the signature. If the signature method is
identified, the document is attached to the session and processed. When there are optional
signatures, the signature/initials fields must be reviewed in Document Designer before the
session can be signed. The third party must be integrated to automate the identification and
processing of these types of documents.

XML Documents

IMM eSign XML documents are created using LiquidOffice Forms Designer. IMM eSign only
supports PDFs built with LiquidOffice Forms Designer. DO NOT use any other PDF designer
tool to create or modify PDFs for IMM eSign. The LiquidOffice Forms Designer maps fields
using the Field Data dictionary. Once fields are mapped, the PDF is uploaded to IMM eSign.
IMM eSign merges the XML data generated by the business application with the uploaded PDF.

Rev. 2/27/19 7
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Getting Started

Windows Fast User Switching is not supported.

o Using IMM eSign on a tablet may require the use of a tablet-specific stylus.

o Do not use the Internet Explorer Back button while processing document sessions.

This guide assumes all IMM eSign components have been installed and set up. Contact your
administrator for assistance, if necessary.

This section provides an overview of how to use IMM eSign.

Refer to IMM eSign Menus on page 137 for a detailed description of the IMM eSign menus and
the tasks associated with each page.

Starting IMM eSign Client (RTS Only)

After IMM eSign Client has been successfully installed, it must be started to access Settings.
Click Start > IMM > Client Application to start IMM eSign Client.

1

2

administrator during installation.

This screen will not display if Suppress Logons was selected by your

The Enter eSign Credentials window is
displayed with the Host System FI ID
populated from installation the first time any
user starts IMM eSign Client.

e Host System FIID: Preset during
installation.

e Domain: Preset during installation.

e User ID: ID of user logging into IMM
eSign Client based on the Windows
login.

The user ID must be created by
the FI Admin prior to this step (if
Auto Create User is not set to
Create and Activate [HostAdmin]).

¢ RTS Password: IMM eSign password established when the Fl is created.

& Enter eSign Credentials

Host Systern FIID: | YourFIID

Darmain : | YOURDOMAIN

Lezr 1D |‘|"DurUserID

BETS Passward - | xxxxxxxxx

Cancel

After completing the RTS Password, click OK to continue.

Copyright © 2019 IMM
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3 A If this warning is displayed, click OK. |

o 1. IMM eSign will not be
functional until

credentials are correctly o .
set up. | Authentication failed

Warning

2. In some installations,
this warning may display
if the User ID has not
been previously created oK
by the FI Administrator.

il
B Right-click on the IMM eSign Client system tray icon \3. Refer to IMM eSign
Icon on page 184 for details.

C  Click Exit.

D Contact the FI Administrator.

Logging In (RTS Only)

Manually log in to IMM eSign using this procedure:

Right click the IMM eSign icon in the system tray, and then click Search Active Sessions
or Search Completed Sessions.

2 IMM eSign opens in a web browser and displays either the Search Active Sessions page
or Search Completed Sessions page depending on what you selected. Your User ID is
displayed in the menu.

For more information about the IMM eSign icon, refer to IMM eSign Icon on page 184.

Rev. 2/27/19 9
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Creating Documents (RTS Only)
In order to process a document or document session, documents must first be converted to
PDF format. If the document you are processing is already in PDF format, proceed to
Loading Documents on page 11.

If your core system automatically creates PDF documents as you process loans or
membership information, proceed to Previewing and Printing Documents.

To create a PDF document for processing, use the eSign Printer:

1. Open the document.

o This is an example of a Microsoft —
WordPad document that is being o
prlnted USIng the eS|gn P”nter 78 eSign Printer A Microsoft Print to |
Documents can be printed from any SFax FMicrosoft Print to
. . e 7 Fax (redirected 2) M Microsoft XPS Doc
application that has the ability to
print to a Windows printer. 2 -
Status: Ready [CIPrnttofie  Preferences
. . . Location:
Click File > Print. Commert: Find Printer
Select eSign Printer. e i —
O Number of copies: |1 |5
4. Click Print. The document will be converted slection urent Page
to PDF format and placed in the Output e L - o Lo i
Erter sither a single page number or a single 1t 1t
f0|del’. page range. For example, 5-12
5. Repeat as necessary to create additional = ==
PDFs.
10 Copyright © 2019 IMM Rev. 2/27/19
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Loading Documents (RTS Only)

There are two locations to load a document: the Manual Output folder and the Output folder.
Confirm documents are defined before loading them to the Manual Output folder or the Output
folder. If documents are not defined, refer to Processing Undefined Documents on page 59
for details.

Documents should be no larger than 1.5 to 2.5 MB in size for the best eSign
processing experience.

o IMM eSign web browsers on IMM eSign Client machines must be closed before
loading documents.

Manual Output Folder

PDFs placed in the Manual Output folder will not be loaded until the user directs IMM eSign to
proceed.

Copy and paste the PDF document(s) into the Manual Output folder (Program Files > IMM >
TotaleSign > Client > ManualOutput).

When the icon's background is green (ﬁ?), it indicates that there are documents in the Manual
Output folder waiting to be processed.

To process the PDFs placed in the Manual Show Documents
Output folder, right-click on the IMM eSign ;

icon ¥ in the system tray, and then click Settings

Show Documents. Exceptions (1)

Search Active Sessions
Search Completed Sessions
State

About

Exit

Rev. 2/27/19 11
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Reorder, delete, and preview documents in
the Documents List window as necessary.

e Preview ( ) ): Select a document and
click this button to display the selected
PDF document in separate window. Only
one document can be previewed at a
time from the Documents List popup.
Documents can be printed by clicking
the Print icon. Close the window to
continue.

e Delete Documents: Click this button to
unlock the Delete (*) button. Select a
document. Click the Delete button.
When asked to confirm your action, click
Yes. The document is deleted.

e Reorder Documents: Click this button
to unlock the Up/Down (@/@) arrows.
Select a document. Change that
document’s order in the list by clicking
on the Up or Down arrow. Click Reorder
Documents again to accept the order.

e Close: Click this button to close the
Documents List window without saving
changes.

When you are ready to process the
documents as a session, click Continue.

If there are multiple documents, a
processing message will appear for each
document being processed.

The status changes to Closing document
session after all documents are processed
and loaded. The Session Details page in
IMM eSign opens. Refer to Session Details
on page 152 for an overview of the Session
Details page.

5 Documents List pt

Total Documents: 5 |E|

@ Loan Add PartyJohn Smith£ 1 pdf
) ProNot StatJohnSmith+ pdf
8 || TandC# pdf

File Mame

AppSumJohn Smithf pdf
LnAppJohnSmith+ pdf

Delete Documents | |ﬂeorder Documents | | Continue | | Close

Total Documents: 5

| FProcassing: Losn Datails. pdf |

| Closing documant sacsion.. .. |

12 Copyright © 2019 IMM
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If there are problems processing the
document, the Exceptions window is
displayed.
1. Enter any descriptive text so this
incident can be referred to later.

2. Click OK.

Refer to IMM eSign Icon on page 184 for

more information.

Exception - TotaleSign Client

An exception resuted from the
you can resolve the issue later.

processing of ane of your documents. This wil b saved so that

b Enter a description (up to 50 characters long) that wil help you to identy the session later.

Output

Folder

PDF documents placed in the Output folder will be automatically loaded to IMM eSign.

Copy and paste the PDF document(s) into the Output folder (Program Files > IMM >
TotaleSign > Client > Output).

If there are multiple documents, a processing
message will appear for each document
being processed.

The status changes to Closing document

session

after all documents are processed

and loaded. The Session Details page in IMM
eSign opens. Refer to Session Details on
page 152 for an overview of the Session
Details page.

FProcessing: Loan Detaie pdf

Closing documernt session. ...

If there are problems processing the
document, the Exceptions page will be
displayed.

Enter any descriptive text so this incident

can be referred to later.
Click OK.

Refer to IMM eSign Icon on page 184 for

more information.

Exception - TotaleSign Client

An exoeption resuited from the
Yyou can resoive the issue later

processing of ane of your documents. This will be saved so that

L Enter a descrption (up to 50 characters lang) that will help you to identify the session ater.

Rev. 2/27/19
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Creating a New Session (XML Only)

An XML session is created two ways:

o Data is passed from the core/host system. Refer to Adding and Deleting Documents for a

New Session.

¢ In IMM eSign, click Processing > Create New Session. Refer to Creating a New Session

in IMM eSign.

Adding and Deleting Documents for a New Session

When data is passed from the core/host system, the New Session page is automatically
launched in IMM eSign. A document set is preselected in most cases.

New Session - John Smith @ IMM eSign
Selected Documents: § @ Preview
Add Documents Selected Documents
attach Scan Phato | CarLoan / Car Loans
- e
. AutoinsuranceAgreementiJ o m‘
Search ¥ Auto Insurance Agresment NJ - -
Search by document name or description 7 Creditinsurance (o)) il
= Credit Insurance - ;l m |I
Indexes J ameswpli_mi_m Q> m
Express Application
Full Name Johin Smith LoanDenialReasonsSummary o T
Account Number 223344 v Loan Denial Reasons Summary © ;l mll
7 LuanFiﬁ'laISumrmry > = m
Loan Final Summary
Documents Library
1 [Ifdesired, add documents using the Add
Documents area. Refer to Adding Documents Add Documents
on page 60 for more information about adding _
documents from the document library, attaching Aach sean Fhoto |
external documents, scanning items, and
adding photographs to this session. For IMM | sets
eSign plus integrations, only the Library tab is 5
earch

available.

Search by decument name or description

14 Copyright © 2019 IMM
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Review the Selected Documents area and make changes as necessary. Refer to Create
New Session (XML Only) on page 138 for details about the icons and controls on this

page.

Selected Documents

CarLoan / Car Loans

Unselect All m‘ Delete

4 AutoinsuranceAgreementi.)
AuUto Insurance Agreement MNJ

Creditinsurance

o
"/
=

Credit Insurance

; Expressapplication

o
.
=

Express application

LoanDenialReasonsSummany

0
"/
=

Loan Denial Reasons Summary

LoanFinalSurnmsary = — T
/ . @ = 1
Loan Final Summary

3 Once you are done making changes to the session, click Process. Refer to Processing
Documents on page 57 for details.

Once the documents are processed, the Session Details page is displayed. Refer to
Session Details on page 152 for details.

Rev. 2/27/19 15
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Creating a New Session in IMM eSign

A new XML session can be created in IMM eSign by clicking Processing > Create New
Session. From the New Session page, add documents and create a new session by following
these steps:

1 If applicable, select a platform from the Platform dropdown.

[9) New Session @ IMM eSign
Please select platform

Add Documents

Platform

Select Platform v

2 Select Documents to choose from all of the
documents, or select Sets to choose Add Documents

documents based on the document set.

Use the Search field to search for Platform

documents or document sets by name and Lending Documents [ LEND] v
description. When Documents is selected,

the search results only display documents. Sets o cuments
When Sets is selected, the search results

display documents and document sets. Search

16 Copyright © 2019 IMM Rev. 2/27/19
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3 If you selected Documents in Step 2, the Documents Library is displayed. To select

documents, click Select Document + next to the desired documents. If Select

Document + is not available for a particular document, then that document is already

included.

¥ New Session &

Add Documents

Platform

Lending Documents [ LEND |

Search

Indexes
Full Name n/a
Account Number n/a

Please select documents from the library

Documents Library

AutolnsuranceAgreementNJ
Auto Insurance Agreement NJ
AutalnsuranceAgreementNY
Auta Insurance Agreement NY
AutolnsuranceAgreementOR
Auto Insurance Agreement OR
AutoLoanApplication

Auto Loan Application
Creditinsurance

Credit Insurance

ExpressApplication
Express Application

IMM eSign

+ + + + + +

Rev. 2/27/19

17




IMM eSign 2018.1

User/Document Administrator Guide

If you selected Sets in Step 2, the Document Sets Library is displayed. To select all of the

documents in a document set, click Select Document Set

. To select specific

documents in a document set, click the document set title row to expand it. Then, click

Select Document . next to the desired documents. If Select Document + is not
available for a particular document, then that document is already included. If Select

Document Set is not available, then at least one document from the document set is
already included.

Platform

Search

Indexes

Full Name

[9] New Session ¢

Add Documents

Lending Documents [ LEND |

Account Number

Please select documents from the library

Documents

nia
nia

Document Sets Library

CarLoan

Car Loans

AutolnsuranceAgreementN.J

Auto Insurance Agreement NJ

AutolnsuranceAgreementNY

Auto Insurance Agreement NY

AutolnsuranceAgreementOR

Auto Insurance Agreement OR

Creditinsurance

Credit Insurance

ExpressApplication

Express Application

LoanDenialReasonsSummary

Loan Denial Reasons Summary

LoanFinalSummary

Loan Final Summary

IMM eSign

+++++++H

18
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4 Oncea document is selected, the Selected Documents area displays all of the chosen
documents. The documents listed in the Selected Documents area will not be available in
the Documents Library or Document Sets Library again for that session unless the
documents are deleted from the Selected Documents area.

Make changes to the Selected Documents area as necessary. Refer to Create New
Session (XML Only) on page 138 for details about the icons and controls on this page.

Selected Documents: £ <3 Preview —* Process
Add Documents Selected Documents
Platform CarLoan / Car Loans
Lending Documents [ LEND ] v Unselect All
7 AutolnsuranceAgreementhl. ) T ”
Auto Insurance Agreement b
Search 7 Creditinsurance & : m
Credit Insurance
i Expressapplication & -',|.|:
Express Application
Indexes
LoanFinalSummai o =
S ] (o)l = ml‘
Full Name e Loan Final Surmmary
Account Number Mo Value in XML Source

Document Sets Library

‘CarLoan

Car Loans

Car Loans

AutoinsuranceAgreementh.)

AUto Insurance Agreement N.J

AutoinsuranceAgreementy |
AUto Insurance Agreement N

AutoinsuranceAgreementOR
AUTD Insurance Agreement OR

5 Once you are done adding documents to the session, click Process. Refer to Processing
Documents on page 57 for details.

Once the documents are processed, the Session Details page is displayed. Refer to
Session Details on page 152 for details.

Rev. 2/27/19 19
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Processing Add-Ons

If the Loan Coupons and/or Starter Checks add-ons have been activated, you will see the
Processing > Loan Coupons and/or Processing > Starter Checks menu options. When one
of these options is clicked, the Add-Ons Processing page is displayed.

Processing Loan Coupons

Click Processing > Loan Coupons to display the Add-Ons Processing page.
Prepopulated data cannot be edited on this page.

Add-Ons Processing IMM eSign
Jonathan Kent

Loan Coupons Starter Checks

Loan Number: 14:

First Due Date: 9-17-2005

Amount Due: 200.00

Last Due Date: 12-17-2008

Last Pymnt Amount; 200.00

Member Nbr: 0

Member Name Jonathan Kent

CoApplicant Name Clark Kent

Address: addr 1

City. State & Zip: maaic citv. AA 123454567

Enter information in the fields as necessary. Fields marked with a red asterisk (*) must be
completed.

To determine the Coupon Start Number for parties who have had Loan
Coupons before, refer to the Starting # column and the Coupons/Printed
column from the Add-Ons Report. For example, if the most recent Starting # is
1 and Coupons/Printed is 12, the next Coupon Start Number is 13. Refer to
Add-Ons on page 175 for details about generating an Add-Ons Report.

20 Copyright © 2019 IMM Rev. 2/27/19
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3 Click Process Loan Coupons. The Loan Payment Coupon Book is displayed.

0
8-17-2005

200.00

Jonsthan Kent

Clark Kent

addr 1

magic city, AA 12345-4507

LOAN PAYMENT
COUPON BOOK

IF YOUR ADDRESS CHANGES...

Jonsthan Kent
Clark Kent
addr 1

Please use this to notify us immediately:

NEW ADDREES

4 Printthe Loan Coupons from this popup.

‘ o If printing to a duplex capable printer, ensure the setting is not set to duplex.

Rev. 2/27/19
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Processing Starter Checks

Click Processing > Starter Checks to display the Add-Ons Processing page.
Prepopulated data cannot be edited on this page.

Add-Ons Processing IMM eSign
RENEE MARTINEZ

Loan Coupons Starter Checks

Check Type Branchl H

Member Number: 2025

Member Name RENEE MARTINEZ

Joint Member Name:

Street: 7032 GLORIA AVE

City, State & Zip: NEWBURY PARK CA 93021

SXPTBKCN Number 123234

Dack Digit: b

Check Start Number: 1

Alesmmbune nf Phanba T Meins. 24

Enter information in the fields as necessary. Fields marked with a red asterisk (*) must be
completed.

To determine the Check Start Number for parties who have had Starter
Checks before, refer to the Starting # column and the Checks Printed column
from the Add-Ons Report. For example, if the most recent Starting # is 1 and
Checks Printed is 12, the next Check Start Number is 13. Refer to Add-Ons
on page 175 for details about generating an Add-Ons Report.

22
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3 Click Process Starter Checks. The Starter Checks are displayed.

REMEE MARTINEZ
7022 GLORIA AVE

NEWBURY PARK CA 83021
vssL_— ]

Pay to the
order of

Mot valid after

00000000 &w000&E3E3L"000

REMEE MARTINEZ
7032 GLORIA AVE
NEWBURY PARK CA 93021
Pay to the
order of

Amount
uss

For

Print the Starter Checks from this popup.

4

‘ o If printing to a duplex capable printer, ensure the setting is not set to duplex.
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Previewing and Printing Documents

Preview
o Preview may not be available for your installation. Contact your Administrator for more
information.

Documents can be previewed from two locations: the Session Details page and the
eSignature Management page.

Documents may be viewed or printed only
Documents cannot be edited or saved in Preview mode.

From the Session Details page, click the Doamme ® | Q ® BN
Preview icon to view a single document in a .
PDF popup window. Loan Application MM FEU
Click the Preview icon for the Document Set to —

view all documents in the set in a PDF popup e R T S .
window. Use the scroll bar to view multiple e

documents. e — N i

¥ YO 36 S6CING YOUE K030, pika5e CRSCTDR Your CONBTa

Samgie Tex for Collateral informasion
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Print

To print documents, click the Preview icon. In the Adobe popup window, click the printer icon.

Document ®B\B[E Q @ 2% -

100002<1

IMM FCU

Loan Application

Index Fields |

Customer Name DOB Date Started Loan Purpose

Jobs. 03231852 06012015 CarLoan

Customer Number Loan Humber ssH Loan Amount
105 21,950.00

Account Number

‘App Date | Tane:
5 i Aco

032313 10.00a
08

The Print window is displayed. Change the
print options as necessary. Click Print. To
cancel printing, click Cancel or close the
Print window.

[©

Autnsirances agrremaninl | st

X

surange apany (s o Camage e o0 e
vt wlicit ko cooves o g I B ok vt This Cowneagn I Comrandy ki)

SUPPLEM snm PROVISIONS

| unvderstand that the terms of my LOAN AGREEMENT andior NOTE require that

1 10 8 eds s dechutie of $530.56

ot o 3 ko

e —
1

0 eV SecUTg Ty
15 8 comprateraive and

sgert o0

MM FEDERAL CREDIT UNION
a1

Dalziel Road

Linden, NJ 07038

e L]

Copies [1 |2

Pasges to Print
A

OF
) Actual sze
(8 Shrik wmrsized pages

O Custom Scales -

LI Print an keath sdes of pipe

Orientation:

®) suge periratundicape
) Pantina

I Landcape

Fage Setup...

[C] € hoose paper source by POF page sice

LTS Design 22100 o imimvmpnint (redeected 21 IEQRIETRo oY

Advinetd

CIiing in grayseate (Black and white}
Dlseveinktomer @

Camivents & Foatms
Document and Markups

Scale: %

B3 11 Inches

Helg @
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Using Document Designer
o Signed documents cannot be modified.

Document Designer is not available for iPad users except when there are
unmapped/optional fields. When unmapped or optional fields are detected, you are
rerouted to the Document Designer page instead of the eSignature Management
page.

Document Designer is not available for eSign Lite installations.

For XML sessions, full Document Designer functionality is only available for
attachments. Document Designer is not available for XML documents. XML
documents cannot be modified.

In this section, screenshot examples reflect RTS sessions except where noted.

Overview

You can access the Document Designer from the Session Details page or eSignature
Management page.

Refer to Document Designer on page 155 for details on the Document Designer page.

Navigate to the desired document using the up or down arrows or by clicking the
document name in the Documents list.

This is an example of an RTS document in Document Designer. For RTS sessions, the
Document Designer page allows you to assign a template to unknown documents, map
unmapped fields, and set optional fields as required or not. You can add, edit or delete
signature fields, signature date fields, initial fields, textboxes, checkboxes, and dropdown lists.
In addition, this page can also be used to add, edit or delete signer (party) information. Using
the Request Attachments button, attachments can be requested from remote parties. Once
requested, remote attachments are listed in the Documents list on the Document Designer
page.

B Document Designer IMM eSign
Click "Review Assignments” to verify signature/initial to signing parties assignments
@, Review Assignments APPSUMMARY_1APPF
Add Signer =
# Signature m # Textbox | # Checkbox l #® Dropdown
[ﬁ_ Request Attachments
Signers 1D0001-11
John Smith Ia) o 2
johns@homeemail com Appllcaﬂ on Summary
3 document|s) 1o sign Teller Number: 9999
Index Fields
Documents Full Name Member Number Suffix
APPSUMMARY_1APPF P John Smith 11223344
2 signatures,/Initials Customer Number Loan Number SSN Date Started (Custom)
LOf\NAPPUCfL\_TmN w 11223344 105 000-08-1234 01/01/2018
2 signatures/Initials
LNADENDUMSTATICF_1APP g DoB Account Number Dictionary Code Loan Purpose (Custom)
Egnanica; iy 03-23-1952 123456-1 LEND Car Loan
PROMNOTE_STATFB
. E_ : L Member Name Application Number Document Set Name Loan Amount (Custom)
1 Signatures/Initials
TERMSANDCONDITIONSF ) John Smith 55554 Car Loan 23.,999.00
0 Signatures/initials
| Security Collateral | Application Type
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This is an example of an XML document in Document Designer. For XML sessions, the
Document Designer page allows you to set optional fields as required or not. For attachments,
you can add, edit or delete signature fields, signature date fields, initial fields, textboxes,
checkboxes, and dropdown lists. Using the Request Attachments button, attachments can be
requested from remote parties. Once requested, remote attachments are listed in the
Documents list on the Document Designer page.

For XML sessions, signer (party) information cannot be added, edited, or deleted. XML
documents cannot be modified unless they are attachments.

The following example displays the Review Optional button because optional signatures/initials
are detected. When optional signatures/initials are not detected, the Review Optional button is
not displayed.

FEJ Document Designer IMM eSign

| Click "Review Optional” to review optional signature/initials for the session.

@ Review Optional AutoinsuranceAgreementhl) —

Add Si =
[__Hcasor WY o | i | £ vommor | o crectaos | £ oropaonn

Signers

@ Modifications to signed documents or XML documents are not permitted

Livivi

JOHN SKITH 2

jonnemith@immaniine.cam

LOANLINER,

Plan Opening Application
and Signatures PLUS

4 dooumert{s} o aign.

JANE SMITH o)
JaneHome@IMMONLINE COM

4 dooument(s) to aign.

Married Applicants: May apply for a scparate account
D Individual Credit You mus! complsls e Applicant Seclion aboul yoursell and the Other seclion aboul your spouss il
ocuments 1 you live in o the property pledged as collateral is Incated in & community property state (AK, AZ, CA, 1D, LA, NM, NV, TX, WA, WI).
ALTOINEUTANCEAGreamentn 2. your spouse will wse e accounl o
il Tt ol oA 3 you are refying on Your SpoUse's income as a basis for repayment. If you are reling on incame from alimony, child suppor, or separate maintenance,
35 complete the Other sechion to the extent possible about the person on whaose payments you are reling.
Joint Credit: If you are applying with anather persan, complete the Applicant and Other sections
w Guarantor: Cormplels We Other seclion il you ae a rantor on an aceounlloan.
LOANLINER Account/Loan: Credit Card Account:
s (Including ATMDebil Card Access (o ihe Accool if Avadabis) {See Disciosure Tabie or Agreement for Tevms)
Amnunt Requested Credit | imit Requesiad
w PuipusaiCollaleal. It Authonzed User, Name:
w APPLICANT | OTHER | CO-APPLICANT  SPOUSE  OTHER
HAME HAME
el o
m_ﬂp‘nonalsrg BOCIAL SECLIRITY NLIMBER ACTOUNT NUMRFR BOCIAL SFCURITY NUMEFR | ACCOUNT NUMBFR
vt vt T AT I FITNE BB FGNEERT TATH DT TIGME FHONE TTERERE FHONETERT
DriversLicenselending =
0 SignaturesInitiala PHESENTADDRERS OWN  HENI PREHENT ADORETS o HENT
LENGT AT RESIDENCE LCHGTI AT RESIDERCE

Refer to RTS-Only Procedures on page 28 for more information about using Document
Designer in an RTS environment. Refer to XML-Only Procedures on page 39 for more
information about using Document Designer in an XML environment.

Rev. 2/27/19
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RTS-Only Procedures
Assigning a Template to Undefined Documents

When a document that has not been defined is processed, individually or as a part of a set, the
document appears on the Session Details page using the naming convention assigned by your
FI Administrator.

o The default naming convention for unknown documents is “Undefined.” “Undefined” is
used throughout this section as an example. The naming convention is configurable
by your FI Administrator.

@ The undefined document will not be archived until it has been assigned to a template.

An undefined document cannot be archived. Document sets containing undefined
documents cannot be archived. Other documents in the set can be individually
archived if they do not have any unsigned signature fields.

The document set remains as a saved session. This allows your administrator to
define the document or remove the document from the document set.

Editing index information for undefined documents may result in invalid index
information.

When the document is defined, index values from the document may overwrite the
values entered at this time.

Session Details ‘& IMM eSign
Your session will remain active until 12/04/2018 B Add Docs

Unknown document(s) detected in the session, proceed to assigning a template in Designer or delete the Unknown document(s).

——  Undefined T

= © i
Unknown Document, May not be archived.

——  Undefined

— @ T
Unknown Document, May not be archived

—— TERMSANDCONDITIONSF Ti

— [ T

~ Terms and Condtions El 'ml
Session Audit &
Document Set )

Notes
Enter new note here
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When the undefined document is expanded on the Session Details page, the indexing
information is not available. Refer to the following example.

—  Undefined
Undefined document, may not be archived
Full Name

UMNDEFINED

Customer Number

UNDEFINED

Account Number

UNDEFINED

Tax Identification Number

To assign a template to undefined documents, click Design on the Session Details page to

open the Document Designer page.

1 ©On the Document Designer page, click the Template dropdown and select a template
from the list, or click Remove to delete the undefined document from the document set.

button to complete template assignment.

Select a template from the dropdown to apply to the unknown document. Click "Next" button to move on to the next unknown document if applicable. Otherwise, click "Apply"

TERMSANDCONDITIONSF =
0 Signatures/initials

Application Summary

X cancel || = Continue
—
Signers .
Template: Select atemplate - H Next Previous W Remove
Documents
Undefined )
0 Signatures/initials IDO001-e1
Undefined
0 Signatures/Initials

Teller Number: 9999

{ Index Fields

| customer Name | Member Number | surnx |

When Remove is selected for an undefined document, a check mark appears in the
button and the Template dropdown is disabled.

Template: Select a template...

S e T s |18 o |

To cancel the deletion, click Remove again. The check mark will disappear and the
Template dropdown will become enabled again.

Undefined documents are not deleted from the set until the Apply button is clicked.

Rev. 2/27/19
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If there is more than one undefined document, click Next to move to the next document.
Repeat Steps 1 and 2 for each undefined document.

Signers

Template: APPSUMZ2APPSF [ Application Summary ] H m Previous . Remove
Documents
Undefined w
4 signatures/Initials 10000161
Undefined w = "
0 signatures/Initials App“catlon summary
TERMSANDCONDITIONSF - Teller Number: 9999
0 Signatures/Initials I Index Flelds

| Customer Name I Member Number [ Suffix

To move to a previous document, click Previous.

3 When you are done assigning templates and removing undefined documents, click Apply.

The templates are assigned to the documents and undefined documents are deleted from
the document set.

X cancel | = Continue

-

oo [ ] "
Template Select s template - Appl m Remove

Johin Smiith o ol 2 PRty

Jahn Smith johna@homeemeil com

1 gecumentiz) 1o sgn.

0003 -e1
Documents
APPSUMZAPPS " Terms and Conditions
2 Signatures/initiala
Undefined o The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
B fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
TERMSANDCONDITIONSF g the lazy dog.

0 Signeturen/initisls

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown

If unmapped or optional fields are detected, the Document Designer page refreshes in the

Manage Unmapped Fields mode. Refer to Managing Unmapped and Optional Fields on
page 31.

If no unmapped or optional fields are detected, the Document Designer page refreshes.

Refer to Reviewing Assignments on page 33 to continue making changes to the
document set in Document Designer.

4 After atemplate is assigned to a document and changes are applied, the document
information is updated on the Session Details page.

— APPSUMMARY_1AFPPF e
— Application Summary

Full Name Account Number

John Smith 1234561

Customer Number Tax Identification Number

11223344 000-98-1234

=) save § X cancel

30
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Managing Unmapped and Optional Fields

Document Designer is not available for iPad users except when there are
unmapped/optional fields. When unmapped or optional fields are detected, you are
rerouted to the Document Designer page instead of the eSignature Management
page. The Document Designer page opens in Manage Unmapped Fields mode.

‘ o Optional signatures are configured by your Administrator in AIM.

When unmapped or optional fields are detected, the Document Designer page opens in Manage
Unmapped Fields mode. If you review optional signatures/initials and then add a third-party
document that has optional signatures, you will be prompted to review all fields in the session

again.

Signers
John Smith
John Smith johns@homeemail.com
1 document(s) to sign.

Documents

APPSUM2APPSF
2 Signatures/initials
TERMSANDCONDITIONSF
0 Signatures/initials

I Unmapped/Optional Signatures Detected, please Assign. Required Checkbox must be on to collect signature on that field

Manage Unmapped Fields APPSUM2APPSF
== Add Signer

L
| Member Name A b D Set Name Loan Amount (Custom)
| John Smith 55554 Car Loan 23,999.00
Security Collateral Application Type
1 Joint
[ Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
Work Email johns@workemail.com
Home Phone * Assigned to: John Smith |signature i
Signature “ #
Signature Date ey
* Assigned to:_John Smith i Initial i
Initials £ I
Map Initial
Select a signer...
Required

o= Add Signer

1 of 2 Unmapped/Optional
signatures/initials

Rev. 2/27/19
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1

In the popup window that is displayed on the Document Designer page, select the

information as necessary.

Map Initial

Select a signer... =

< Add Signer
1 of 2 Unmapped/Optional
signatures/initials

Required

®

1 Click Add Signer if the signer is not listed in the Signers list on the Document

Designer page. Refer to Add Signer on page 37 for details about adding a signer.
Select a signer using the dropdown list if the field is not autopopulated.

If the Required checkbox is editable, this field is an optional field. Select Required if
the signer must enter a signature or initial in the field. If the Required checkbox is
not selected, the signer will not enter a signature or initial in the field. If the Required
checkbox is selected and not editable, the field is not optional and the signer must
enter a signature or initial in the field.

When changes are complete, click Next to navigate to the next field.

After the first field is done, the popup also displays a Back button. Click the Back
button to navigate to the previous field or click the Next button to navigate to the next
field. At the last unmapped/optional field, the Next button is replaced with the Done
button.

32
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2 When you are finished, click Done. You are exited from Manage Unmapped Fields mode.

Map Signature:

Jane smith [Janeﬁ@hnme&m&il.uﬂ

#3 required

o= Add Signer

2 of 2 Unmapped/Optional
signatures/initials

Reviewing Assignments
1 Onthe Document Designer page, click Review Assignments.

I You are now reviewing signature/initial assignments. Click "Exit Review Mode” to exit but remain in Designer.

APPSUMMARY_1APPF

@, Review Assignments

Add Signer x
+ 4 (% Exit Review Mode
Signers Member Name Application Number Document Set Name Loan Amount (Custom)
i John Smith 55554 Car Loan 23,999.00
John Smith &n
johns@homeemail.com = =
R —. Security Collateral Application Type
O Joint
[ Fixed
Documents
APPSUMMARY_1APPF = AflALED Rartyit
2 Signatures/Initials First Name John
LOAMAPPLICATION = Last Name Smith
2 signatures/nitials -
LNADENDUMSTATICF_IAPP o Full Name John Smith
0 Signatures/Initials Home Email Jjohns@homeemail.com
(HRELL IS STE A = Work Email johns@workemail.com
1 Signatures/Initials
TERMSANDCONDITIONSF s Home Phone §99-555-1234 -
0 signatures/Initisls Signature * Assigned to: John Smith Reguired ,ﬂ
E
Signature Date |
Initials Next 7|§ * Assigned to: John Smith 1 Required £|
| v
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2

In Review mode, navigate to each signature/initial field in the document set using the

Next button.

Edit the signer assigned to the field by clicking the icon.

Exit Review mode by clicking the Exit Review Mode button and then clicking Exit in the

confirmation window.

Signers
John Smith
johns@homeemail com

3 document(s) to sign.

Documents

APPSUMMARY_1APPF

2 Signatures/Initials
LOAMAPPLICATION

2 signatures/nitials
LNADENDUMSTATICF_1APP
0 Signatures/Initials
PROMNOTE_STATFB

1 Signatures/Initials
TERMSANDCONDITIONSF

0 Signatures/nitials

You are now reviewing signature/initial assignments. Click "Exit Review Mode" to exit but remain in Designer.

@ Review Assignments APPSUMMARY_] APPF
<= Add Signer

(4 Exit Review Mode

Member Name

Application Number

Document Set Name

Loan Amount (Custom)

John Smith 55554

Car Loan 23.999.00
Security Collateral Application Type
0 Joint
[ Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
Work Email johns@workemail.com
Home Phone 999-555-1234
Signature * Assigned to: John Smith

Required ,;2.
#

Signature Date

Initials Next

7|i * Assigned to: John Smith

Required ,3|
A

34
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3 Inthe popup window that is displayed after clicking the K icon, select a different signer

using the dropdown list or click Add Signer to add a new signer. Refer to Add Signer on
page 37 for details about adding a signer.

John Smith Uohns@homeemail.coH

Required

== Add Signer
1 of 5 signatures/initials

When changes are complete, click Next to navigate to the next signature/initial field.

After the first signature field, the popup displays Back and Next buttons as shown below.
Click the Back button to navigate to the previous signature/initial field or click the Next
button to navigate to the next signature/initial field.

John Smith {juhns@homeemail.co

Required

== Add Signer
2 of 5 signatures/initials
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At the last signature/initial field in the document set, the Next button is replaced with the
Done button.

You are now reviewing signature/initial assignments. Click "Exit Review Mode” to exit but remain in Designer

:
@, Review Assignments PROMNOTE_STATFB
Add Signer x
(% Exit Review Mode
- '« Assigned to: John Smith Q|
Signers AIIDITER = £ SSINEd Toc John Sm Required 2;‘\
2 ;
John Smith @ John Smith
johns@homeemail com
3 document(s) to sign. {Attest)
AAA Auto Salvage Inc
Documents

If editing the signer assigned to the last field, the Next button in the popup window is also
replaced with Done.

John Smith (jo hns@humeemail.{:DH

Reguired

== Add Signer

5 of 5 signatures/initials

When you are finished reviewing the signature/initial field assignments, click Done on the
Document Designer page or in the popup window. You are exited from Review mode.
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Adding, Editing, and Removing Signers
Add Signer

1 From the Document Designer page, click Add Signer.

@ Review Assignments APPSUM2APPS
I Add Signer 3
& : # Signature m # Textbox | #” Checkbox [l #” Dropdown
@ Request Attachments
Signers D000 112
John Smith 2 =
i @ Application Summary
3 document(s) to sign. Teller Number: 9999
| index Fields
Documents Full Name Member Number Suffix
APPSUM2APPS ' John Smith 11223344
4 signatures/initials Customer Number Loan Number SSN Date Started (Custom)
e = 11223344 105 000-98-1234 01/01/2018
2 signatures/initials
PROMNOTE_STATFB & pos Account Number Dictionary Code Loan Purpose (Custom)
1 signatures/initials 03-23-1952 123456-1 LEND Car Loan
TE.HMSANDCD.ND'TIONSF w Member Name Application Number Document Set Name Loan Amount (Custom)
o SIgFIEIUfESHmlIBIS
Inhs Smith S5884 Larl nan 23000 00
Complete the Signer Name and Email . ]
) p ) g Signer Information
information.
. Signer Name:
Click Save.

Stephen Smart
Email:

stephens{@homeemail.com

3 The new signer will be added to the list of .
Signers and displays yellow, indicating the Signers
signer is not associated with any signature _
fields in any documents. John Smith

This signer can now be associated with a johns@homeemail.com
signature/initial field within the session. 3 document(s) to sign.
Stephen Smart
stephens@homeemail.com

0 document(s) 1o sign.
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Edit Signer
1 Gouble-click the name of the signer Signers
_ gner to be
edited. John Smith EEI
johns@homeemail.com
3 document(s) to sign.
Stephen Smart £M

stephens@homeemail.com
1 document(s) to sign.

2 Edit the Signer Name and Email

i H Signer Information
information.
i Signer Name:
Click Save. igner Name
Stephen Smart

Email:

stephens@homeemail.com

Remove Signer

Signers cannot be removed from the list until fields associated with that signer have been
removed from all documents.

From the Document Designer page, click ]
the name of the signer to be deleted. Signers

John Smith
johns@homeemail.com
3 document(s) to sign.
Stephen Smart

stephens@homeemail.com
0 document(s) 1o sign.
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associated with fields in the session, the
Remove Signer button will not be

displayed.

Click OK on the confirmation popup.

The signer is removed from the Signers

area.

XML-Only Procedures
Reviewing Optional Signatures/Initials

Click Remove Signer. If the signer is still

Signer Information

Signer Name:
Stephen Smart
Email:

stephens@homeemail.com

W Remove Signer

‘ o Optional signatures are preconfigured in third-party documents or uploaded PDFs.

When optional signatures and initials are detected in third-party documents or uploaded PDFs,
the Document Designer page opens in Review mode and displays the Review Optional button.
If you review optional signatures/initials and then add a third-party document that has optional
signatures, you will be prompted to review all optional signatures/initials in the session again.
Parties cannot be added or edited.

ﬁ Request Attachments

Signers
JOHN SMITH @

jonnamith@immantine.cam

S dooument(s} to sign.

Documents
AutoinsuranceAgreemernti =
2 Signeturea Initialn

Creditinsurance

]
1 Signotuirea/ Initials
L
]
- =
[ Sigraturen/nitisl
Auto-Loan-Application- =
RS_OptionalSig
2 Signatures/Inifiale
Auto-Loan-Application- ™
RS_OptionalSig

2 Signatureo/Initiala

MAIAL 3 AL
EMPLOYMENT/INCOME

HAME OF EMPLOYER

ANPIUALLY

ADDRESS OF EMPLOYER

NOTIGE ALTMONY, CHLL SUPFORT, DR SERARATE MAIN TENANGE BGOME MEED NUT BE HEVEALED IF YOU U0 BOT CHOCSE 10 HAVE 1] CONSIDEREL.

OTHER INCOME EOURCE

BOURCE

‘You are now reviewing optional signatures/initisls. Reguired Checkbox must be on to collect signature on that field. Click "Exit Review Mode” to exit but remain in Designer.

| @, Review Optional | _ Aute-Loan-Application-RS_OptionalSig —

(% Exit Review Mode
MONTHLY TIILENGRADE.
START DATE HOURS AT WORK

SUPERVISOR'S NAME

I SELE EMPLOYELD, [Y9E OF BUSINESS

SOUHCE

SOURCE

Liabilities

CREDITORS.

PRESENT Rl ANCE

DESCRIPTION

* Assigned to: JOHN SMITH

& Required ﬂ

4

PRIMARY APFLICANT'S SIGHATUIRE

DATE

MARKET VALUE

CO-APPLICANT S SIGHATUIRE

MNext

| Assigned to: JOHN SMITH
A

Required {1
i

-
CO-APPLICANTS SIGNATRE,

Copyright € MM = €

DATE

il and Proprie

v Inf

inn= o Not Distrihute without IMM Permissicn - Rev 2013-03-005

Exit review mode by clicking the Exit Review Mode button and then clicking Exit in the
confirmation window. To return to Review mode, click Review Optional.
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To review the optional signatures and initials, perform the following procedure:

1 Select the Required checkbox to collect a signature or initial in that field.

Mext

| Assigned to: JOHN SMITH Required (§1,
Al
' i

Alternatively, click the icon to open the field popup and select the Required checkbox
to collect a signature or initial in that field.

Assigned to: JOHN SMITH 1}
r

JOHM SMITH (johnsmith@immon '

Required

< Add Signer
1 of 3 signatures/initials

If the Required checkbox is not selected, the signer will not provide a signaturef/initial for
that field.

2 Navigate to each signature/initial field in the document set using the Next button.

After the first field, the popup displays Back and Next buttons as shown below. Click the
Back button to navigate to the previous signature/initial field or click the Next button to
navigate to the next signature/initial field.

Assigned to: JOHN SMITH i1l
&

JOHM SiITH (Johnsmith@Eimmaon '

Required

<= Add Signer
2 of 3 signatures/initials
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At the last signature/initial field in the document set, the Next button is replaced with the
Done button.

+ Done l‘::Assigned to: JOHN SMITH Required Jg:
" Y

The Next button in the popup window is also replaced with Done.

Assigned to: JOHN SMITH 11

&

JOHM SMITH (JohnsmithEimmon '

9 required

<= Add Signer
3 of 3 signatures/initials

When you are finished reviewing the optional signatures/initials, click Done. You are
exited from Review mode.

To get back to Review mode, click Review Optional.
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Moving and Resizing Fields

After a field is placed, it can be repositioned or resized.

Moving Fields
Move — 4-Headed Arrow

1. Hover the mouse pointer over the field until
the 4-headed arrow pointer is displayed.

2. Drag the field to the desired location on the
document.

3. Release the mouse pointer to drop the field
in the new location.

Resizing Fields
Resize — 2-Headed Arrow

1. Hover the mouse pointer over the field until
the 2-headed arrow pointer is displayed.

2. Position the Arrow on a corner of the field
box and drag to the desired size

3. Release the mouse when the desired field
size is achieved. Repeat the process for
height and/or width sizing.

Adding, Editing, and Deleting Fields

B Signatu%{)

Signature

When a document has been selected and opened from the Document Designer page, any of

the following fields can be added and defined using the Document Designer:

Signature and Initial Fields
Textbox Fields
Checkbox Fields

Dropdown Fields

Signature and Initial Fields
Add Signature and Initial Fields

On the Document Designer page, select the signer from the Signers list to associate a

field with a signer, and select the document from the Documents list.
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2 Click and drag the Signature or Initial button into the document to place the field.

I Please review and fix Signer/Document information in order to proceed.

@ Review Assignments APPSUMMARY_1 APPF —

<= Add Signer

| | # Textbox | # Checkbox | # Dropdown
[ Request Attachments

Signers 10000111
John Smith @ e &
Ienns@hameemail com Appllcatlon summaw
3 document(s) 1o sign. Teller Number: 5999

l Index Fields
Documents | Full Name Member Num| l Suffix
APPSUMMARY_1APPF - [ John Smith 11223344
3 Signartures/initinks Customer Number Loan Number | 88N Date Started (Custom)

|
LOAHAFFLICATION = | 11223344 108 \nruws-u_u ] 010172018
2 Signatures/nitiis \
LNADENDUMSTATICE_IAPP g | boB Account Number |\Qﬁonary Code | Loan Purpose (Custom)
© Signatures,initiais | 03-23-1052 123456-1 I_h:\ ] Car Loan
PROMNOTESTATF Iz T ki P
L | Member Name \pp | B Set Name ] Loan Amount (Custom)

1 Signatures/inmiaks } N
TERMSANDCONDITIONSF P | John Smith 55554 Car Loan \ ] 23,999.00
0 Signatures/inmiaks

Security Collateral Application Type |

[ Joint [T Signature ]
[ Fixed 4
Party Fields Party 1 " John Smith o
First Name John P

Signature/Initial fields not associated with a signer will display in red.
Signature/Initial fields associated with a signer will display in green.

3 After the field is placed, it can be repositioned or resized. Refer to Moving and Resizing

Fields on page 42.

4 Double-click the field to open the Signature or Initial Field Information popup.

Signature Field Not Associated with a Signer

Signature Field Associated with a Signer

Signature Field Information
Signer-
Select a signer...

Please select a signer for this signature.
Signature does not have a date field associated with it.

Add Signature Date

Requirad

Signature Field Information
Signer:

John Smith Uohns@homeemail_coﬂ

Required

Signature does not have a date field associated with it.

Add Signature Date

e Select a Signer from the dropdown list.

e Click Add Signature Date to add a

signature date field.

e Click Add Signature Date to add a
signature date field.

Click Save when complete.

Rev. 2/27/19
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Edit or Delete Signature and Initial Fields

Double click on the signature, signature date, or initial field to open the Signature Field
Information or Initial Field Information popup. Double-clicking on a Signature Date field will open
the associated Signature Field Information popup.

Signature Field Initial Field
Signature Field Information Initial Field Information
Signer- Signer:
John Smith (johns@homeemail_coﬂ John Smith (j{:hns@homeemail_coﬂ
Required Required

Signature has a date field associated with it. Save >< Cancel @ Delete
Remove Signature Date

The Signature Date field can be removed
without affecting the signature field.

To edit the field, modify the field information as necessary, and then click Save.

To delete the field, click Delete. Deleting a signature field will also delete any associated
signature date field.
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Textbox Fields
Add Textbox Fields

1 Click and drag the Textbox button into the document to place a textbox.

l Please review and fix Signer/Document information in order to proceed
@ Review Assignments _ LOANAPPLICATION _

Add Signel o
= Add Signer # Textbox # Dropdown
ﬁ Request Attachments Name of empioyar.

l YrsMonihs There: I Name of employer l YraMonths There.
Employer Address ] I “Empioyer AdAEss ]
Signers City Stale Zip ity Stale | Zip
John Smith 3} Business Phone / I Income Basis Income Amount | Business Phane: I Position Tille:
johns@homesmail com |
Afpcmenid o Hn Lazzpphen Income Basis Monthly Amount
Lypeotlncans. e SSRONIOTEY FUTVOUNN |
1
TextBox © TextBox [ ]
Documents o 4
APPSUMMARY _1APPF | Al other Income combined i
X Sri—— " Financial Questions
LOANAPPLICATION

Hava you aver liled fof Bankruplcy? 1]
Have you ever had a Repossession?

2 Signatures,initials Initials Required _ JORN

LNADENDUMSTATICF_1APP

X X %X =X =%

Smith
0 Signatures/ Initals R - -
" : Name and Address of nearest relabve not ining with you MName and Address of nearest relative not Inang with you
PROMNOTESTATF
1 Signatures/ Initials
TERMSANDCONDITIONSF Relation Home Phone Relation Home Phone
0 Signatures/ nitials Section D - Please Tell Us About Your Assets

_Accatc

Textbox fields not associated with a signer, role or type will display in red.

Textbox fields associated with a signer, role or type will display in green.

2  After the field is placed, it can be repositioned or resized. Refer to Moving and Resizing
Fields on page 42.
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3 Double-click the field to open the Textbox Field Information popup.

Textbox Field Not Associated with a
Signer, Role or Type

Textbox Field Associated with a
Signer, Role or Type

General Information

@Rmerrype; Please select...

Please select a party for this Textbox field.

@ Current Value:

Data Locking

@ Keep unlocked for the selected party in remote signing

@—V Must Enter Value

Textbox Field Information Textbox Field Information

General Information
Role/Type: John Smith (john s@homeemail.coﬂ

Current Value:
Data Locking
Keep unlocked for the selected party in remaote signing

Must Enter Value

—>» B Save W Delete

1 Role/Type: The Role/Type of this field when processed through IMM eSign. Enables

or disables the field based on signer.

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

processing only)

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

processing only)

= Party: Field will be locked/disabled after the selected party has signed all

documents in the session.

2 Current Value: If the document has not been processed, this will be the default
value. If the document has been processed, this field will update to show any

changed value.

3 Keep Unlocked for the selected party in remote signing: When checked, this
keeps the field unlocked when signing remotely. (Only enabled when item 1 is a

party.)

4 Must Enter Value: Requires the field to be populated when signing remotely. (Only

enabled when item 1 is a party and item 3 is
5 Action Buttons:

» Click Save to save and continue.

= Click Cancel to prevent saving changes.

= Click Delete to remove the current field.

checked.)
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Edit or Delete Textbox Fields

Double click on the textbox field to open the Textbox Field Information popup.

Textbox Field Information

General Information
Role/Type: John Smith Uohns@homeemail.coH

Current Value:
Data Locking
Keep unlocked for the selected party in remote signing

Must Enter Value

To edit the textbox field, modify the field information as necessary, and then click Save.

To delete the textbox field, click Delete.

Checkbox Fields
Add Checkbox Fields

1 Click and drag the Checkbox button into the document to place the field.

@, Review Assignments _ LNADENDUMSTATICF_1 APP _
Add Signer =
= - # Signature m # Textbox | & x | # Dropdown
ﬁ Request Attachments
Signers 00005-11
John Smith y
JR——— @ Loan Addendum
3 document(s) to sign With Party Information
Teller Number: 9999
= | Index Fields
ocuments T T

Full Name Member Number ] Sulix
APPSUMMARY_1 APPF - = .
2 Signatures/Initinls | Jobm Smith | 11223344 |
LOANAPPLICATION - Customer Number Loan Number | ssH Date Started (Custom)
Lol 11223344 108 | 000-98-124 D1/01/2018
LNADENDUMSTATICF_TAPP = 1 1 = M B, b
0 Signatures/ inftials - pos Account Number | Dictionary\Code | Loan Purpose (Custom)
PROMMNOTESTATE " 03-23-1952 123456-1 | LEND | Car Loan
S A———— Member Name Applicati b D Sel\Name Loan Amount (Custom)
TEAMSANDCONDITIONSF I I
0 Signatures/initials * John Smith 55554 Car Loan 23,999.00

Party Fields Party 1 |.’|

Full Name John Smith "

Home Email jehns@homeemail.com

Checkboxes not associated with a signer, role or type will display in red.

Checkboxes associated with a signer, role or type will display in green.

Fields on page 42.

After the field is placed, it can be repositioned or resized. Refer to Moving and Resizing
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3 Double-click the field to open the Checkbox Field Information popup.

ORIl 15w | < conce [ soate

Checkbox Field Not Associated with a Checkbox Field Associated with a
Signer, Role or Type Signer, Role or Type
Checkbox Field Information Checkbox Field Information
General Information General Information
@Role.’Type: Please select... Role/Type:  John Smith (john s@homeemail.cnﬂ
Please select a party for this Checkbox field. Current Value: | Unchecked =
@Current Value: Unchecked
Caption:
@Caption:
Data Locking
Data Locking
Keep unlocked for the selected party in remote signing
@ Keep unlocked for the selected party in remate signing
Must Enter Value
@ Must Enter Value

Role/Type: The Role/Type of this field when processed through IMM eSign. Enables
or disables the field based on signer.

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

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

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

Current Value: Checked or Unchecked. If the document has not been processed,
this will be the default value. If the document has been processed, this field will
update to show any changed value.

Caption: Create a caption for a checkbox field. After the field information has been
saved, the caption region can be moved and resized as necessary.

Keep Unlocked for the selected party in remote signing: When checked, this
keeps the field unlocked when signing remotely. (Only enabled when item 1 is a

party.)

Must Enter Value: Requires the field to be populated when signing remotely. (Only
enabled when item 1 is a party and item 3 is checked.)

Action Buttons:

» Click Save to save and continue.

» Click Cancel to prevent saving changes.
= Click Delete to remove the current field.

48
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Edit or Delete Checkbox Fields

Double click on the checkbox or its caption field to open the Checkbox Field Information popup.

Checkbox Field Information
General Information

Role/Type: John Smith Uohns@homeemail.an

Current Value: Unchecked

Caption:

Data Locking

Keep unlocked for the selected party in remote signing

Must Enter Value

To edit the textbox field, modify the field information as necessary, and then click Save. The

Checkbox Caption can be removed without affecting the checkbox field.

To delete the textbox field, click Delete. Deleting a checkbox field will also delete any

associated caption field.

Dropdown Fields
Add Dropdown Fields

1 Click and drag the Dropdown button into the document to place the field.

] Request Attachments

# Signature

@, Review Assignments — LNADENDUMSTATICF_1APP —

Signers

John Smith &
johns@homeemail com

3 documentis) to sign

Loan Addendu
With Party Informatipn

0000511

Teller Number: 9599

Index Fields
Documents [ - T T

Full Name Member Number | Suffix |
APPSUMMARY_1 APPF - e =
2 Signatures/tials | John Smith 11223344 I I
LOANAPPLICATION P Customer Number Loan Number | ssN | Date Started (Custom)
2 Signatures/mitiaks 11223344 105 | D00-98-1234 \ l 01/01/2018
LNADENDUMSTATICF_1APP
0 Signanures/mials b DOB Account Number Dictionary l‘.;ode\ Loan Purpose (Custom)
PROMMOTESTATF P 03-23-1952 123456-1 LEND \ Car Loan
bbbl Member Name Application Number Document Set Nal\e | Loan Amount (Custom)
TERMSANDCONDITIONSF o
0 Signatures/misls John Smith 55554 Car Loan L ] 23,099.00

. i
| Party Fields Party 1 DropDown o
Full Name John Smith

Dropdown field information must always be updated, even when it is associated with a

signer. As such, added Dropdown fields will always be displayed in red.

2  After the field is placed, it can be repositioned or resized. Refer to Moving and Resizing

Fields on page 42.
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3 Double-click the field to open the Dropdown Field Information popup.
Dropdown Field Not Associated with a Dropdown Field Associated with a
Signer, Role or Type Signer, Role or Type
Dropdown Field Information Dropdown Field Information
General Information General Information
@Roleﬂ ype: Please select... Role/Type:  John Smith (iohns@homeemail.coﬂ
Please select a party for this Dropdown field. Dropdown values: Enter one per row:
@Dropdown values: Enter one per row:
Current Value:
@Currem Value: )
Current value must be on the list of dropdown values
Current value must be on the list of dropdown values Data Locking
Data Locking
Keep unlocked for the selected party in remote signing
@ Keep unlocked for the selected party in remote signing
@ Must Enter Value
&
1 Role/Type: The Role/Type of this field when processed through IMM eSign. Enables
or disables the field based on signer.
= Generic Locked: Locked if any signer has signed the session. (In branch
processing only)

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

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

2 Dropdown values: These will be the values a signer can choose from when signing
a document.

3 Current Value: If the document has not been processed, this will be the default
value. If the document has been processed, this field will update to show any
changed value.

4 Keep Unlocked for the selected party in remote signing: When checked, this
keeps the field unlocked when signing remotely. (Only enabled when item 1 is a party.)

5 Must Enter Value: Requires the field to be populated when signing remotely. (Only
enabled when item 1 is a party and item 4 is checked.)

6 Action Buttons:
= Click Save to save and continue.
= Click Cancel to prevent saving changes.

» Click Delete to remove the current field.
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Edit or Delete Dropdown Fields
Double click on the dropdown field to open the Dropdown Field Information popup.

Dropdown Field Information

General Information

Role/Type: John Smith (john s@homeemail.coﬂ

Dropdown values: Enter one per row:

Current Value:

Current value must be on the list of dropdown values

Data Locking

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

To edit the dropdown field, modify the field information as necessary, and then click Save.

To delete the dropdown field, click Delete.

Requesting Attachments

Supporting documents such as pay stubs, W2s, Driver License, Passport, etc. can be requested
as required from a remote signer by using the Request Attachments option.

o The Request Attachments button is only enabled for sessions that will be sent for
Remote Signature.

Attachments can be requested from the Document Designer page or the eSignature
Management page.

Encrypted PDF documents cannot be attached.
Attached documents must be less than 5 MB in size.
A maximum of 10 documents can be attached per session.

A maximum of 100 document pages can be attached when the session will be sent for
remote signatures.

Supported file formats are BMP, GIF, JPEG, JPG, PDF, PNG, TIF, and TIFF.

Attachments will be downloaded as PDF documents. All attachments will be converted
to PDF documents and saved as separate files.

Prior to requesting attachments, a signer must be designated to sign remotely. Refer to
eSignature Management on page 158 for details.

To request remote attachments, perform the following procedure:
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1 ©On the Document Designer page or eSignature Management page, click Request
Attachments.

2 Ifthe Session Confirmation page is displayed, review the confirmation and click
Continue. Refer to Confirming Changes on page 57 for details.

3 On the Request Remote Attachments page, select a template from the Attachment
Template dropdown.

=Y
1b] Reqguest Remote Attachments IMM eSign
Attachment Template
Select Attachment Template
Signers Documents Index Source Document
John Smith Select Index Source Document H
Jane Smith Select Index Source Document

Click Cancel to return to the previous page.
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4 The Request Remote Attachments page refreshes and lists all documents associated with
the attachment template.

All signers are automatically selected. Deselect signers who will not be supplying remote

attachments.
Attachment Template

Car Loans H

S\gners Documents Index Source Document

\/ John Smith Select Index Source Document = *
Title Description Reguired Delete
w2 Attachment - Scanned W2
PAYSTUB Antachment - Scanned Paystub
Title Description Required Delete

Select Attachment H >< Clear

Select Index Source Document H *

' Jane Smith
Title Description Reguired Delete
w2 Attachment - Scanned W2
PAYSTUB Attachment - Scanned Paystub
Title Description Required Delete

Select Attachment H B Save >< Clear
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5 For each signer, click Select Index Source Document.

o The Index Source Document field is not applicable to XML sessions.

Antachment Template
Car Loans H
Signers Documents Index Source Document
Select Index Source Documem| E *
Index  Document FullMame  Account Number  Customer Number
</ John Smith 1 APPSUMZAPPSF Jahn Smith 123456-1 11223344
2 LOANAPPLICATION John Smith 1234561 11223344
3 PROMMNOTE_STATFE John Smith 1234561 11223344
4 TERMSANDCONDITIONSF  John Smith 1234561 11223344
Title Description Required Delete
W2 Attachment - Scanned W2 N
PAYSTUB Attachment - Scanned Paystub
Title Description Required Delete

Select Attachment H B Save >< Clear

Jane Smith Select Index Source Document H

The Request Remote Attachments page refreshes listing all indexed documents in the
session.

Click to select a document as the index source for that signer.

Different index sources may be used for additional signers.
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6 The Request Remote Attachments page refreshes and displays all preselected
attachments for the template.

Attachment Template
Car Loans H
Signers Documents Index Source Document
./ John Smith APPSUMZAPPSF
D Title @ Description @ Required @ Delete
w2 Attachment - Scanned W2 v
PAYSTUB Attachment - Scanned Paystub
Title Description Required Delete
9 Select Attachment H B Save >< Clear
Jene Smith Select Index Source Document H
@ save fll XX cancel

For each pre-selected attachment in the template,
1/2 Title/Description: This information is fixed and cannot be changed.

3 Required Checkbox: When checked, the attachment will be a requirement for the
signer during remote signing. When this is not checked, providing the attachment will
be an option for the signer.

4 Delete Icon: Click the icon to remove the attachment from the template for this
session.

5 To add additional remote attachments,
1. Select an attachment from the Select Attachment dropdown.

2. Check Required to require the attachment from the signer during remote signing.
When this is not checked, providing the attachment will be an option for the signer.

3. Click Save. Click Clear to not add the additional remote attachment.
6 Request Remote Attachments Action Buttons:

» Click Save to save remote attachments options and return to the previous page
(Document Designer page or eSignature Management page).

» Click Cancel to exit remote attachments options without saving changes.
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When returning to the Document Designer, the requested remote attachment entry will
display in the Documents list. When the requested remote attachment entry is selected,
the requested remote attachments are listed.

@, Review Assignments Car Loani

Add Signer -
b Request Attachments Attachment(s) for: John Smith

Attach W2 ‘ w2

Signers

John Smith & Attach PAYSTUB ‘ PAYSTUB

johne@homeemail. com
3 document{z) to zign.
Jane Smith tH
jenea@homeemeil.com

1 document{z) to zign.

Documents
APPSUM2APPSF

4 Signaturea/Initialz
LOANAPPLICATION

2 Signaturea/Initislz
PROMMNOTE_STATFB

1 Signaturea/Initislz
TERMSANDCONDITIONSF
0 Signaturea/Initielz

Car Loans P

Requested Attachments for John Smith

O K K

Required remote attachments have a red border.

Remote attachment requests cannot be modified on this page.
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Confirming Changes

The Session Confirmation page is displayed in some installations (FI Administrator setting) after
all signatures have been assigned, all other changes completed, and the Continue button is
clicked in Document Designer.

Y
|| Session Confirmation

Parties

& JOHN SMITH
& AutolnsuranceAgreementN.J
& Creditinsurance
4& ExpressApplication

£ JANE SMITH
& AutolnsuranceAgreementN.J
& Creditinsurance
4& ExpressApplication

Confirmation Reguired

Please confirm that parties and documents listed on this screen correspond appropriately.

Click "Edit in Designer” to make changes and "continue” to proceed

Documents

4& AurolnsuranceAgreementl.J

&1 JOHN SMITH
] JANESMITH

& Creditinsurance
27 JOHN SMITH
£ JANE SMITH

& ExpressApplication
&7 JOHN SMITH
4 JANESMITH

IMM eSign

Edit in Designer

& LoanDenialReasonsSummary

& LoanFinalSummary

After reviewing the page,

e Click Edit in Designer to return to the Document Design page.

¢ Click Continue to return to the page where the Document Designer page was accessed

from.

Processing Documents

o This feature is not available for iPad users.

Click Process to process and update the session.

Selecting a Workflow

For IMM eSign plus sessions that have not been assigned a workflow, the Select Workflow
popup is displayed when Process is clicked. If the session only has one possible workflow, the
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Select Workflow popup will not be displayed. The following screenshot is an example. The
visible fields are dependent on your integration and configured by your administrator.

1%
| Select Workflow

Title Field: Abhichek Pate

@ Workflow : ~Select- H
©,

1 Workflow: Select a workflow from the Workflow field to assign the session to a workflow.

2 Submit or Cancel: Click Submit to save changes and proceed. Click Cancel to exit the
Select Workflow popup without saving changes.

Verifying Information

| Do not use the Internet Explorer Back button while processing document sessions.

Clck Process on the Session Detalls page

The documents marked for display will open.

When the Highlight Fields button is selected,
fields that can be modified will display in a
different color.

) I et Rttt

The Tools, Sign and Comment buttons on the Adobe Reader menu should not be
used in IMM eSign.

Verify and enter any required information.

e Cancel Session: Clicking this button will cancel the current session. The documents,
any changes made and the session will be discarded.

e Continue: When all changes have been made to the current document, click this
button to continue to the next document. If there are no more documents to process,
you will continue to the Documents Submitted page.
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Changing Text Fields and Checkboxes

As the documents appear, scroll to a text
box or checkbox.

The first time a text field, checkbox or
signature field is selected, the Cannot Save
Form Information page is displayed.

Select Don’t show again.
Click Close to continue.

Make changes as necessary.

To cancel the session, click Cancel
Session.

To continue with the session, click
Continue.

Processing Undefined Documents

Cannot Save Form Information

Cannot Save Form Infermation

@ Please Note: You cannot s

¥ you would like a capy for yo

cords, please fill it in and print it

Don't show again

completed copy of this form on your com

puter.

document provide

Express Application
A tabls hst includes required crecit ca

ided this Application. To obtair

i

jon. To

LOQANLINER,

ra disclosures Is on a separate
in any change in the
o

When a document that has not been defined is processed, individually or as a part of a set, the
document appears on the Session Details page using the naming convention assigned by your
FI Administrator (e.g., “Undefined”). A session with an undefined document can only be partially

processed.

by your FI Administrator.

o The default naming convention for unknown documents is “Undefined.” “Undefined” is
used throughout this section as an example. The naming convention is configurable

information.

values entered at this time.

@ The undefined document will not be archived until it has been assigned to a template.

An undefined document cannot be archived. Document sets containing undefined
documents cannot be archived. Other documents in the set can be individually
archived if they do not have any unsigned signature fields.

The document set remains as a saved session. This allows your administrator to
define the document or remove the document from the document set.

Editing index information for undefined documents may result in invalid index

When the document is defined, index values from the document may overwrite the
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Session Details ‘¥ IMM eSign
Your session will remain active until 12/04/2018 B Add Docs

Unknown document(s) detected in the session, proceed to assigning a template in Designer or delete the Unknown document(s).

— Undefined D m‘—“r
Unknown Document, May not be archived e

= Undefined o W
Unknown Document, May not be archived B

—— TERMSANDCONDITIONSF T‘“—r

p— [(e>}

T Terms and Condtions El ‘ml
Session Audit &
Document Set &

Notes
Enter new note here

Assign a template to undefined documents to proceed. Refer to RTS-Only Procedures

Assigning a Template to Undefined Documents on page 28 for details.

Adding Documents
Encrypted PDF documents cannot be attached.

Attached documents must be less than 5 MB in size.
A maximum of 10 documents can be attached per session.

A maximum of 100 document pages can be attached when the session will be sent for
o remote signatures.

Supported file formats are BMP, GIF, JPEG, JPG, PDF, PNG, TIF, and TIFF.

Attachments will be downloaded as PDF documents. All attachments will be converted
to PDF documents and saved as separate files.

If using an iPad, refer to Adding Documents Using an iPad on page 70.

There are three ways to add documents to the session using the Add Documents feature.

e When the Add Docs button is clicked on the Session Details page, the Add Documents page
is displayed. The Add Documents page allows the user to add documents from the document
library (XML only), attach external documents, scan items, and add photographs to this
session. Refer to the examples in this section for details.

RTS Integrations XML Integrations
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Add Documents

Attachment Type

Select Attachment Type v

Index Source

Select Index Source v

Parties to View

Choose Parties...

e (XML Only) When data is passed from the
core/host system, the New Session page is
displayed. The New Session page contains
the Add Documents area. The New Session
page allows the user to add documents from
the document library, attach external

documents, scan items, and add photographs

to this session before processing. Refer to

Adding and Deleting Documents for a New

Session on page 14 for details about using
this page. After processing, add documents
to the session using the Add Docs button on
the Session Details page.

e (XML Only) When Processing > Create New

Session is clicked to create a new session
directly in IMM eSign, the New Session page

is displayed. The New Session page contains

a variation of the Add Documents area. The
Library, Attach, Scan, and Photo tabs are
not available. The page is automatically in
Library mode. Refer to Creating a New

Session in IMM eSign on page 16 for details

about using this page. After processing, add
documents to the session using the Add
Docs button on the Session Details page.

Add Documents

Scan Photo ‘

‘ Sets

Search

Add Documents

Scan Photo

‘ Sets

Search

Add Documents

Platform

Lending Documents [ LEND |

Sets

Search
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Adding documents on the Add Documents page and adding documents on the New Session
page are similar processes. The examples in this section show the Add Documents page. For
details about the New Session page, refer to Create New Session (XML Only) on page 138.

The Page Help button provides a quick listing of icons and functions available and related to the
Add Documents page.

i About Page | Add Documents Page
JOHM SMIT Q/ This page allows to add additional documents to previously created sessions. Operators can browse
for an attachment, drag and drop attachment onto the page, scan documents or take the photo and
S A o attach it to the session.
Add Documants Documents Library
[ lcons
x (o)) Preview Preview document.
l” Delete Delete session or document. If function is not visible, please contact your
IMM eSign system administrator for further information.
Archive ON Indicates document will be archived.
Attachment Indicates item is an attachment.
Iy /l,\ -
9 Add Documents - JOHN SMITH @ IMM eSign

/ Cancel

Please select values from the dropdowns in the left side panel
Add Documents

Attachment Type

Select Attachment Type -
Index Source

Select Party hd

Parties to View

Choose Parties_.

1 Library (XML Only): Click Library to add documents or document sets from the library.
This option is applicable to XML sessions only. For RTS sessions, this option is not
displayed. For IMM eSign plus sessions, this is the only option available. Refer to Adding
Documents from the Library for details.

2 Attach: Click Attach to add external documents and attach them to the session. Refer to
Attaching Documents for detalils.

3 Scan: Click Scan to scan documents and attach them to the session. Refer to Scanning
Documents for details.
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4 Photo: Click Photo to take a photograph and attach it to the session. Refer to Taking a
Photograph for details.

5 Cancel: Click Cancel to go back to the Session Details page without saving.

Adding Documents from the Library

1 Click Library and select the desired values for each field.

Please select documents from the library

Add Documents

M Attach scan Photo |

Search

Docurments

@ Documents Library

AutolnsuranceAgreementhl.
Auto Insurance Agreement b
AutoLoanapplication

Auto Loan Application
Creditinsurance

Credit Insurance
ExpressApplication

Express Application
LoanApplicationXhL

Loan Application XL
LoanDenialReasonsSummary
Loan Denial Reasons Summary
LoanFinal Surnmary

Loan Final Summary
RegForTitleSearch

Request for Title Search

TermsAndConditions
Terms and Conditions

_|_

1 Documents or Sets: If Documents is selected, the Documents Library displays all
of the documents in the library. If Sets is selected, the Document Sets Library

displays documents organized by document set.

2 Search: Use the Search field to search for documents or document sets by nhame or
description. When Documents is selected, the search results display documents.
When Sets is selected, the search results display document sets or document set
that contain the document.

3 Documents Library or Document Sets Library: If Documents is selected in the
Add Documents area, the Documents Library is displayed. If Sets is selected in the
Add Documents area, the Document Sets Library is displayed. Collapse or expand
the library by clicking on the title row.
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2  Inthe Documents Library, add a document by clicking Select Document + next to the

desired document. If Select Document - is not available for a particular document, then
that document is already included.

Please select documents from the library >< Cancel

Add Documents Documents Library

Attach Scan Photo /M AutolnsuranceAgreementNJ

Auta Insurance Agreement NJ

Auto Loan Application

Search
Creditinsurance

Credit Insurance

ExpressApplication
Express Application

In the Document Sets Library, expand a document set by clicking on the row. Then, click
Select Document + next to the desired document. To select all of the documents in a

document set, click Select Document Set . If Select Document =+ is not available for
Eﬁarticular document, then that document is already included. If Select Document Set

is not available, then at least one document from the document set is already

Please select documents from the library >< Cancel
Add Documents / Document Sets Library
Attach Scan Photo | carLoan
CarLoans
AutolnsuranceAgreementNJ
Search Auto Insurance Agreement N.J

Creditinsurance

Credit Insurance

ExpressApplication
Express Application
LoanDenialReasonsSummary

Loan Denial Reasons Summary
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3 The Selected Documents area displays the documents that you choose. The documents
listed in the Selected Documents area will not be available in the Documents Library or
Document Sets Library again for that session unless the documents are deleted from the

Selected Documents area.

Selected Documents: 1 >< Cancel — Process
Add Documents Selected Documents
Attach Scan Photo | - Applicati
xpressApplication 5 T
*> il
Express Application

Search Documents Library

AutolnsuranceAgreementiJ

Auto Insurance Agreement NJ

AutoLoanApplication

Auto Loan Application

4 When you are done adding documents, click Process to process the files and to return to
the Session Details page.

For IMM eSign plus integrations, you may be prompted to select a workflow when you
click Process. Refer to Selecting a Workflow on page 57 for details.

Attaching Documents
Attach documents including third-party documents using the Attach option. When attaching
supported third-party documents, signature fields and parties are automatically recognized.

To attach documents to your sessions, follow these steps.
1 Click Attach and select the desired values for each field.

Please select values from the dropdowns in the left side panel
Add Documents

EEl - e

Attachment Type

Select Attachment Type -

Index Source

Select Party v

Parties 10 View

Choose Parties...

1 Attachment Type: Select an attachment type from the dropdown menu.

2 Index Source: For XML sessions, select a party to use as an index source (shown).
For RTS sessions, select a document to be used as an index source.

3 Parties to View: Select one or more parties to have them view the file during the
signing and reviewing process.
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To attach the file, either drag and drop the file from the file location into the Drop files
here or click to select file box, or click the Drop files here or click to select file box to

navigate to the file and select it.

Add file(s)
Add Documents

Attach Scan Photo

Artachment Type [ﬁ

Autolnsurance

Index Source

JOHN SMITH v

Parties to View

JOHN SMITH x

3 The file is uploaded automatically. The uploaded file is listed in the Selected Documents
section.
When you are done adding documents, click Process to process the files and to return to
the Session Details page.

Selected Documents: 1
Uploading 34747 KB / 34747 KB uploaded successfully.
Add Documents
Attach Scan Photo
Attachment Type
Autolnsurance - B
Index Source
JOHN SMITH w
Selected Documents
Parties 1o View
JOHN SMITH ® Autolnsurance _. o
- > IM
Attachment - Attachment - Scanned Auta Insurance
Scanning Documents
o Scanning attachments is only supported with Internet Explorer.
o When the Show Ul scanner setting is enabled, the Scan Panel
Scan Panel popup is displayed to start and stop
scanning. IMM recommends disabling the Show Ul W
setting. Use of the Scan Panel popup is not
recommended with IMM eSign.
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To scan a document for this session, follow these steps:

1 Click Scan and select the desired values for each field.

Please select values from the dropdowns in the left side panel
Add Documents

| Attach Scan Phato

Scanner Name
ScanShell 31000

Anachment Type

Select Attachment Type -
Index Source
Select Index Source b4

Parties to View

Choose Parties

Scanner Name: The name of the scanner is displayed here.
Attachment Type: Select an attachment type from the dropdown menu.

Index Source: Select a document to be used as an index source.

A WDN P

Parties to View: Select one or more parties to have them view the file during the
signing and reviewing process.

2 To scan the file, click Scan.

Click Scan button to start
Add Documents

| 6] Scan
Attach “ Photo

Scanner Name
ScanShell 31000

Artachment Type

AUTOINSURANCE -
Index Source
APPSUMMARY _1AFPF A

Partles to View

John Smith =

Rev. 2/27/19 67



IMM eSign 2018.1
User/Document Administrator Guide

3 Once scanning is done, the uploaded file is listed in the Selected Documents section.

When you are done adding documents, click Process to process the files and to return to
the Session Details page.

Selected Documents: | > Cancel m

Uploading 281384 KB / 281384 KB uploaded successfully.

Add Documents

Attach Photo

Scanner Name Selected Documents

ScanShell 31000

AUTOINSURANCE

Attachment Type (®) '“II'
Scanned Auto Insurance
AUTODINSURANCE b
Index Sorce
APPSUMMARY_1AFPPF b4
Parties 1o View
John Smith | =

To change or set your scanner settings, refer to Workstation Scanner Settings on page 182
for more information.

Taking a Photograph
To take a photograph for this session, follow these steps:

1 Click Photo and select the desired values for each field.

Please select values from the dropdowns in the left side panel
Add Documents

i -

Attachment Type

Select Attachment Type -

Index Source
Select Index Source b i
Parties to View

Choose Parties

Attachment Type: Select an attachment type from the dropdown menu.
Index Source: Select a document to be used as an index source.

Parties to View: Select one or more parties to have them view the file during the
signing and reviewing process.
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2 Once the values are entered in the fields, the camera becomes available.

Add Documents

Amach

Scan

Attachment Type

DRIVERSLICENSE

Index Source

APPSUMZAPPS

Parties to View

John Smith =

Click Take button 1o take picture

@ Mecrosah Lifecam o-3200 - |

e

0111259

©) -

1 Select a camera from the dropdown menu.

2 Click Take to take the photograph.

3 The photograph appears.

Add Documents

Artach

Scan

Attachmemt Type

DRIVERSLICENSE

Index Source

APPSUMZAFPS

Parties 1o View

John Smith =

Click Upload Image 1o keep the picture, or click Aetake 1o take new one

Micresoft® LifeCam HO-3000 = |

0111259 |

e

©) |

MASSACHUSETTS . peaes .
dirzzore * Soebesant

171211859

sk 40 0112159 |

>

@ Upload Image

1 Click Retake to take another photograph.

2 Click Upload Image to add the photograph to the document set.
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4 When the photograph is uploaded, it appears in the Selected Documents list.

—* Process

Selected Documents: 1

Image uploaded successhully
Add Documents

Attachment Type

| Microsoft® LifeCam HD-3000 = |

DRIVERSLICENSE

Index Source

APPSUM2APPS

e, AT I

Parties to View

Choose Parties.

Selected Documents

DRIVERSLICENSE o |I|||

Attachment - Scanned Driver's License

If another photograph is needed, adjust the fields as necessary and use the Retake
button to take another photograph.

When you are done adding documents, click Process to process the files and to return to
the Session Details page.

Adding Documents Using an iPad
When using an iPad, you have the ability to attach documents and add documents from the

library (XML only).

RTS Integrations XML Integrations

- Please select documents from the library p
< Cancel 2 Cancel

Add Documents Add Documents

Attachment Type |

-
Search
Index Source
h by document name or description
Select Index Source A d
Parties to View
Documents Library

AutolnsuranceAgreementN.
Auito Insurance Agreement N

Please select values from the dropdowns in the left side panel
AutoLoanApplication

To add documents from the library, refer to Adding Documents from the Library on page 63
for details.
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To attach documents, refer to the following procedure.

o The example screenshots in this section are based on RTS sessions.

On the Add Documents page, select the desired values for each field, and then click

Attach.

Add Documents

© -

Attachment Type
® -

Index Source

a Select Index Source v

Parties to View

Please select values from the dropdowns in the left side panel

Attachment Type: Select an attachment type from the dropdown menu.

2 Index Source: For RTS sessions, select a document to be used as an index source
(shown). For XML sessions, select a party to use as an index source.

3 Parties to View: Select one or more parties to have them view the file during the

signing and reviewing process.

4  Attach: Click this button once the desired values for each field have been selected.
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2

To attach the file, perform one of the following actions:

Drag and drop the file from the file location into the Drop files here or click to select

file box.

Click the Drop files here or click to select file box to navigate to the file and select it.

Click the Drop files here or click to select file to take a picture using the iPad.

Add Documents

Attachement Type

DRIVERSLICENSE

Incdex: Source

APPSUMZAPPSF

Parties 1o View

Jane Smath

John Smith

Add file(s)

Take Photo or Video (o]

Photo Library

ICloud Drive

72
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3 The file is uploaded automatically. The uploaded file is listed in the Selected Documents

section.

When you are done adding documents, click Process to process the files and to return to

the Session Details page.

Selected Documents: 1

Add Documents

Attachment Type

DRIVERSLICENSE

Index Source

APPSUM2APPSF

Parties to View

John Smith
Jane Smith

Uploading 174329 KB / 174329 KB uploaded successfully.

Selected Documents

DRIVERSLICENSE

Attachment - Scanned Driver's License

>< Cancel — Process

Attach
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Routing Documents

Click the Route button to route the case to the next step. The Document Routing popup is
displayed.

| Document Routing

Title Field: ABHISHEK PATEL

Response: —Select-

Imponant:

Comments:

2  Select a workflow response from the Response drop-down menu.

3 Select Important to mark the case as important. All cases marked as important must
have a comment entered in the Comments field.

4 Enter acommentin the Comments field. All cases marked as important must have a
comment. Otherwise, this field is optional. The first 80 characters of these comments are
added to the case’s audit report in the entry associated with document routing.

5  Click Submit to route the document set. The Cases page is displayed. Refer to Cases
(eSign plus) on page 166 for detailed information about the Cases page.
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Signing Documents

o Signature methods available and the default signature method are set by the
Administrator.

For PC-touch capable devices, do not use the signature pad in-person signing
method.

For ViewSonic, Wacom, and Topaz GemView displays, use the in-person draw
method.

The signature pads shown in this section are examples only. Your signature pad will
be different.

The examples in this section have both signatures and initials.

Not available for eSign Lite installations.

To initiate document signing, click the Sign button on the Session Details page. The eSignature
Management page is displayed. Refer to eSignature Management on page 158 for an
overview of the eSignature Management page.

When unmapped or optional fields are detected, you are rerouted to the Document
Designer page instead of the eSignature Management page.

This section provides an overview of the following information:
Merging Signers

In-Person Signing

In-Person Viewing

Remote Signing
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Merging Signers (RTS Only)

If there are two or more duplicate signers shown on the eSignature Management page, the
names and documents of the signers can be merged. The merge functionality is not available if
the documents are already signed. Perform the following procedure to merge signers.

On the eSignature Management page, click the Merge Party Names icon next to the
name that you would like to use to represent the signer after merging is complete.

John Smith = & P o) )
E Smith, John = = P 0] )

Click the Merge Party Names icon next to the names that you would like merged with the
name that you selected in Step 1.

1 John Smith

2 Smith, John

Select Signer to Merge

3 Once the names are selected, click Merge next to the name you would like to keep.

2 John Smith

J Smith, John Keep this Name

Click Cancel to undo all merge selections.

The eSignature Management page refreshes and all of the selected names are merged
into one signer.

John Smith = o ) @ )

Z Sign

76
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In-Person Signing

IMM eSign 2018.1 provides a simple, guided process to sign and view documents in person.
Instead of signing in each signature field in each document, the signer creates a signature that
is used throughout the entire signing process. Once the signature is created, the signer must
accept the signature to confirm his or her intent to sign. Then, the signer is guided to each
signature field where the signature can be applied with an easy click or tap.

In addition, specific documents and attachments within a document set can be assigned to a
party so that the party can view and approve them without the need for signatures or data entry.
Parties can be assigned to sign, sign and view, or view certain documents within a document
set.

To initiate the in-person signing and viewing process on the eSignature Management page, the
financial institution representative clicks Sign or Start:

¢ When a party has documents to sign or when a party has documents to sign and documents
to view, the Sign button is displayed.

e When a party only has documents to view, the Start button is displayed. Refer to In-Person
Viewing for details.

= pesign | 6 Request Attachments

ﬂ John Smith =1

ll Jane Smith =

When signing in person, signatures can be created using a signature pad, by typing, or by
drawing as follows:

Signature Pad with Messages
Signature Pad without Messages
Type

Draw
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Signature Pad with Messages

In-person signing with the signature pad is available for traditional PCs and touch PCs.
Signature pads display messages on the screen to improve usability and to support self-guided
signing.

Financial institution (FI) representatives start the signing process while the signers use a
signature pad to create a signature, accept terms, apply the signature throughout the document
set, and confirm completion of the signing process.

This is a summary of how terms are reviewed, signatures and initials are created, signatures
and initials are applied, and signatures/initials/review are confirmed:

1.

The FI representative reviews the Disclosure and Consent to the Use of Electronic
Signhatures and Records with the signer.

The FI representative clicks Start below the Signature box. The signature pad displays
“Please Sign Below.” The signer signs the signature pad and selects OK.

The FI representative clicks Start below the Initials box. The signature pad displays
“Please Initial Below.” The signer initials the signature pad and selects OK.

The FI representative clicks Continue. The signature pad displays “I have reviewed the
provided Disclosure and Consent and agree to the Terms of Use.” The signer selects
Accept.

Once the signature and the initials are created and the Disclosure and Consent and the
Terms of Use are accepted, the first document that requires a signature is displayed in
the IMM eSign web browser. The signature pad does not display the documents. For the
signer to see the documents, the signer must see the IMM eSign web browser.

The signer selects Sign, Initial, or Review when prompted by the signature pad to
apply his or her signature or initials or to confirm that he or she viewed the document
(e.q., “I hereby sign DOCUMENTNAME."). The signer is automatically moved to the next
field. The signer continues to select Sign, Initial, or Review on the signature pad until
the document set is completely signed.
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If the IMM eSign web browser displays Next, Sign/Click Here to Sign,
Initial/Initials, or Review/Confirm Review buttons that you must click before
the signer can apply signatures/initials or confirm review on the signature pad,
contact your administrator. Examples of the buttons are shown below. The
recommended Signature Pad Administration eSignature settings are outlined
in the financial institution administrator's guide.

The buttons are not displayed in this section because they are not
recommended when using the signature pad with messages. When these
buttons are disabled as recommended, additional unnecessary clicks are
eliminated. The buttons are ideal for scenarios where signers are using mobile
devices like tablets.

If the Next, Sign/Click Here to Sign, Initial/Initials, and Review/Confirm
Review buttons are desired, refer to the detailed procedure in the Signature
Pad without Messages section on page 91 to view the buttons as
they appear in the IMM eSign web browser.

sign Click here to sign Initial Initials

M3IARY

-

[ . 5
e |-"" Wit Sl O Confirm Review

7. When the document set is complete, the signature pad displays “I confirm that | have
applied my signatures and have completed the signing process.” The signer selects
Confirm Signatures. The signer is done. The IMM eSign web browser returns to the
eSignature Management page.

8. Repeat this self-guided process until all of the signers have signed all of the documents.
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Refer to the following procedure for details on in-person signing with signature pads that display
messages:

Atfter clicking Sign from the eSignature Management page, the Welcome page is displayed.
The name and initials are automatically populated. The examples in this guide have both
signatures and initials.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate content for an ESIGN Consent Disclosure
applicable to the system-vser'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

important information. In this disclosure, "we", "us" and "our” are used to refer to the financial mstitution providing the service or v
acconnt von are annlvine for and its current and future affiliates "Yon" and "vonr” refer to the nerson eivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

. Fe= g
@ i Signature Pad ' = Type B Draw
Sign your name using a signature pad Type your name using the keyboard Use your finger or mouse
Your Name Initials
John Smith Js
Signature Initials

[6]Add Photo

ONEm

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

2 Verify Signature Pad is selected. Your Name and Initials fields are automatically
populated from party information in the documents. Modify as necessary.

3 Click Start below the Signature box and direct the signer’s attention to the signature
pad.
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2 The signature pad displays “Please Sign Below.”

Please Sign Below:

Direct the signer to use the signature pad to create a signature. Then, the signer must
either select Clear or Ok:

e The signer selects Clear to remove the signature. The signer must sign again.

e The signer selects Ok to accept the signature. After selecting Ok, it may take a few
seconds for the signature to process.
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3

On the Welcome page, the signature is displayed in the Signature box.
The Signature Start button is replaced with Clear when the signature is processed.

Click Start below the Initials box and direct the signer’s attention to the signature
pad.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
account von are annlving for_and its current and firtnre affiliates "Yon" and "vour" refer to the nerson sivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

"'rﬂi Draw

Type your name using the keyboard

Use your finger or mouse

Your Name Initials
John Smith Js
Signature Initials

W [6]Add Photo

8] < cear ©] /o
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4 The signature pad displays “Please Initial Below.”

Please Initial Below:

Direct the signer to initial the signature pad. Then, the signer must either select Clear or
Ok:
e The signer selects Clear to remove the initials. The signer must initial again.

¢ The signer selects Ok to accept the initials. After selecting Ok, it may take a few
seconds for the initials to process.
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5

On the Welcome page, the initials display in the Initials box.
The Initials Start button is replaced with Clear when the initials are processed.

A photo can be added at this point in the signing process. To add a photo refer to
Adding a Photo on page 115 for more information.

4 Click Continue and direct the signer’s attention to the signature pad.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
account von are annlving for_and its current and firtnre affiliates "Yon" and "vour" refer to the nerson sivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

Type
Type your nar he keyboard Use your finger or mouse
Your Name Initials
John Smith Js
Signature Initials

8] < cear
O) — continue Jf X deciine
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6 The signature pad displays “I have reviewed the provided Disclosure and Consent and
agree to the Terms of Use.”

| have reviewed the provided Disclosure
and Consent and agree to the Terms of
Use.

Decline Accept

Direct the signer to select either Accept or Decline on the signature pad:
e The signer selects Accept to use the signature, initials, and/or photo.

e The signer selects Decline to stop this transaction. The Declining Terms popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Decline Terms to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Decline Terms, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Terms.
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When the signature and initials have been accepted, the first document that requires
signing is displayed on the IMM eSign web browser. Direct the signer’s attention to the
signature pad.

John Smith A
You have 4 document(s) 1o s-gn'rsw?w{ Slgner name . .
Number of documents to be signed/reviewed
APPSUMMARY _1 APPF — . 01
LOANAPPLICATION Names of documents to be signed
(Selected documents display in Teller Number: 9999
LNADENDUMSTATICF_1APP .
| Preview Mode.)
PROMNOTESTATF Fun rearme Memoer Numoes sumx
John Smith 11223344
| Customer Number [ Loan Number | SSN Date Started (Custom)
11223300 [1os | 0o0-08-1234 010172018
DOB | Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan
| Member Name Application Number Document Set Name | Loan Amount (Custom)
Jobm Snuth 55554 Car Loan | 23.999.00
Security Collateral [ Application Type
Jaoint
O Fixed
Party Fields [ Party 1
| First Name John
| Last Name Smith
Full Name John Smith
Home Email jehns@homeemail.com
Work Emall Johns@workemail.com
| Home Phone A00-5RR-1734
Signature Please wait .. Please wait
| Signature Date
Initials
Partu Flalde | |

'J_-; Print UnSigned

Documents that require signatures or review confirmation are listed below the signer
name. When a document is selected from the list, it will display in Preview mode. If a
document is selected from the list, return to Signing mode by clicking the field in the
document where the next signature is required.

1 The IMM eSign web browser automatically navigates to each signature, initials, and
review field that requires a signature or initials mark or review confirmation. Before
the signer applies the signature or initials mark or review confirmation using the
signature pad, the field displayed in the IMM eSign web browser contains the
message “Please wait.” Once the signer applies the signature or initials mark or
review confirmation on the signature pad, the next signature, initials, or review field
that requires a mark is displayed in the IMM eSign web browser with the message
“Please wait.” This continues until the process is complete.

Print Unsigned allows you to print a copy of this document without signatures.

Cancel exits signing. The Cancelling Document Signing popup is displayed on the
IMM eSign web browser. As the FI representative, it is your responsibility to click
Cancel Signing to terminate the signing process and to return to the eSignature
Management page. Prior to clicking Cancel Signing, you have the option to provide
a reason for cancelling. To continue the signing process, click Return to Signing.
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g For signatures, the signature pad displays “I hereby sign DOCUMENTNAME.”
For initials, the signature pad displays “I hereby initial DOCUMENTNAME.”

For review confirmation, the signature pad displays “I hereby reviewed
DOCUMENTNAME.”

DOCUMENTNAME will be replaced by the actual name of the document being signed.

I hereby sign DOCUMENTNAME.

Direct the signer to select Sign, Initial, Review, or Cancel on the signature pad:

e The signer selects Sign to apply the signature, Initial to apply initials, or Review to
confirm review.

e The signer selects Cancel to exit signing. The Cancelling Document Signing popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Cancel Signing to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Cancel Signing, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Signing.

The signer continues to apply his or her signatures and initials or confirm review using the
signature pad until all of the documents have been signed.
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To view the applied signatures or initials, locate the field in the IMM eSign web browser
using the scroll bar and the list of documents on the left side of the page. Refer to the
following example of an applied signature and applied initials.

John Smith
You have 3 document(s) 1o sign/review.
APPSUMMARY_1 APPE oot
LOANAPPLICATION Application Summary
Teller Number: 2009
LNADENDUMSTATICF_1APP wndex Fleids
PROMNOTESTATF Full Name Member Number | Suffix
John Smdth 11223344 I
Customer Number Loan Number SSN Date Started (Custom)
11223344 105 DD0-95-1234 01/01/2018
DoB Account Number Ditliumry_ Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Losn
Member Name Application Number Document Set Name Loan Amount (Custom)
John Swith 55534 Car Lean 23,999.00
Security Collateral Application Type
[ Jeint
O Fixed
[ Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@hcmeemail.com
Work Email johns@workemail.com
Home Phone 988-555-1234
Signature
Signature Date 062212018
Initials
T |
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o) When the signer is done signing all of the documents, the message “You have signed all
documents. Click the Confirm Signatures and Finish button.” is displayed on the IMM

eSign web browser.

Direct the signer’s attention to the signature pad.

John Smith
i) You have signed all documents. Click
the Confirm Signatures and Finish button

APPSUMMARY_1APPF
LOANAPPLICATION
LNADENDUMSTATICF_1APP

PROMMNOTESTATF

Pennsylvania Promissory Note

BORROWER

JOHN SMIT ? t ; ;
By

John Smith

Inatials
PAMICOCCNNICI044 1 TOD00G38 1035051 905N 1995 Bankers Systoms, Inc., St Cloud, MN Page 4
Promissory Note - Static Rev. 20180604
ProNotSIstTMPL T _JohnSmh_20180620 docx
D000
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The signature pad displays “I confirm that | have applied my signatures and have
completed the signing process.”

| confirm that | have applied my
signatures and have completed the

signing process.

Cancel Confirm Signatures

Direct the signer to select Confirm Signatures or Cancel on the signature pad:
e The signer selects Confirm Signatures to apply the signatures.

e The signer selects Cancel to exit signing. The Cancelling Document Signing popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Cancel Signing to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Cancel Signing, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Signing.

11 ©nthe IMM eSign web browser, you are returned to the eSignature Management page.
Repeat this process as necessary until all of the documents have been signed by all of
the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.
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Signature Pad without Messages

In-person signing with the signature pad is available for traditional PCs and touch PCs. The
procedure in this section is for financial institution representatives who are guiding signers
through the signing process. Fl representatives control the signing process while the signers
use a signature pad to create a signature. Unlike the Signature Pad with Messages process,
the signature pads in this procedure do not display messages. The signature pads are only
used to create signatures and initials.

This is a summary of how terms are reviewed, signatures and initials are created, signatures
and initials are applied, and signatures/initials/review are confirmed:

1.

The FI representative reviews the Disclosure and Consent to the Use of Electronic
Signatures and Records with the signer.

The FI representative clicks Start below the Signature box, and then the signer signs the
signature pad.

The FI representative clicks Start below the Initials box, and then the signer initials the
signature pad.

The FI representative clicks Accept if the signer agrees to the Disclosure and Consent
and Terms of Use.

Once the signature and the initials are created, the first document that requires a
signature is displayed on the IMM eSign web browser. The signature pad does not
display the documents. For the signer to see the documents, the signer must see the
IMM eSign web browser.

It is recommended to give the signer control of the IMM eSign web
browser to apply his or her signatures and initials.

The signer clicks Sign or Click Here to Sign (or Initial/Initials) on the IMM eSign
browser to apply the signer’s signature or initials. The signer clicks Review and/or
Confirm Review on the IMM eSign browser to confirm that he or she viewed the
document. Once applied, the Next button appears.

The signer clicks Next on the IMM eSign browser to move to the next field.

The signer repeats steps 6 and 7 as necessary until the IMM eSign web browser
displays “You have signed all documents.”

The signer clicks Confirm your Signatures or Confirm Signatures and Finish on the
IMM eSign browser. The signer is done. The IMM eSign web browser returns to the
eSignature Management page.

10. Repeat this process until all of the signers have signed all of the documents.
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Refer to the following procedure for details on in-person signing with signature pads:

1

After clicking Sign from the eSignature Management page, the Welcome page is displayed.
The name and initials are automatically populated. The examples in this guide have both
signatures and initials.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

(D

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user 1s responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our” are used to refer to the financial institution providing the service or v
acconnt von are annlvine for and its enrrent and future affiliates "Yon" and "vonr” refer to the nerson sivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

@ i Signature Pad

Sign your name using a signature pad Type your name using the keyboard

"'rﬂi Draw

Use your finger or mouse

Your Name Initials
John Smith Js
Signature Initials

[6]Add Photo

0] /s

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
/ Accept ll < Decline

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

2 Click Signature Pad. Clicking Signature Pad will clear the Signature and Initials
blocks.

3 Click Start below the Signature box and direct the signer’s attention to the signature
pad.
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2 Direct the signer to sign the signature pad.
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3

On Welcome page, the signature is displayed in the Sighature box.
The Signature Start button is replaced with Clear when the signature is processed.

Click Start below the Initials box and direct the signer’s attention to the signature
pad.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
acconnt von are annlving for and its current and firture affiliates "Yon" and "vonr" refer to the nerson sivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

"'rﬂi Draw

Type your name using the keyboard

Use your finger or mouse

Your Name Initials
John Smith Js
Signature Initials

@l <. O] /o |

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
/ Accept | < Decline
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4 Direct the signer to initial the signature pad.
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5

On the Welcome page, the initials display in the Initials box.
The Initials Start button is replaced with Clear when the initials are processed.

A photo can be added at this point in the signing process. To add a photo refer to
Adding a Photo on page 115 for more information.

4 Click outside the box to enable the Accept button. Click Accept to use the signature,
initials, and/or photo and to continue with the signing process. Click Decline to stop
this transaction. The Declining Terms popup is displayed on the IMM eSign web
browser. As the FI representative, it is your responsibility to click Decline Terms to
terminate the signing process and to return to the eSignature Management page.
Prior to clicking Decline Terms, you have the option to provide a reason for
cancelling. To continue the signing process, click Return to Terms.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user 1s responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our” are used to refer to the financial institution providing the service or v
acconnt von are annlvine for and its enrrent and future affiliates "Yon" and "vour” refer to the nerson sivine this consent

Please click here for full disclosure

Select how you would like us to capture your signature

Type Ué Draw

Type your name using the keyboard Use your finger or mouse

Your Name Initials
John Smith Js
Signature Initials

O < ccor |

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
(:) / Accept - Decline
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When the signature and initials have been accepted, the first document that requires
signing is displayed on the IMM eSign web browser.

John Smith .
You have 4 document(s) to sign/review Slgner name
Number of documents to be signed/reviewed
* APPSUMMARY_1APPF R i
LOANAPPLICATION Names of documents to be signed ary
e (Sele_cted documents display in Teller Number: 9999
Preview Mode.) ;
PROMNOTESTATF . [ — e |
John Stith 11223344 | i
Customer Number | Loan Number | S5N | Date Started (Custom)
11223344 108 i 000-98-1234 l 01/01/2018
DOB Account Number | Dictionary Code | Loan Purpose (Custom)
03-23-1952 123456-1 | LEND | Car Losn
Member Name Application Number | Document Set Name | Loan Amount (Custom)
- [ | oerain J st
Security Collateral Application Type
£ Jaint
O Fined
Party Fields | Party 1 |
| First Name John I
Last Name Smith
Full Name | John Smith
Home Email | johns@homeemail.com
‘Work Email johns@workemail com
Home Phone 988-555-1234
Signature Sign Click here to sign
Signature Date [
Initials
|® Flalde 2
=) rint UnSigned

Documents that require signatures or review confirmation are listed below the signer
name. When a document is selected from the list, it will display in Preview mode. If a
document is selected from the list, return to Signing mode by clicking the field in the
document where the next signature is required.

1 Print Unsigned allows you to print a copy of this document without signatures.

2 Cancel exits signing. The Cancelling Document Signing popup is displayed on the
IMM eSign web browser. As the Fl representative, it is your responsibility to click
Cancel Signing to terminate the signing process and to return to the eSignature
Management page. Prior to clicking Cancel Signing, you have the option to provide
a reason for cancelling. To continue the signing process, click Return to Signing.
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The signer clicks Sign or Click here to sign for signatures, Initial or Initials for initials,
and Review and/or Confirm Review for review confirmation on the IMM eSign browser.

John Smith
You have 4 document(s) to sign/review.

* APPSUMMARY_1APPF
LOANAPPLICATION
LNADENDUMSTATICF_1APP

PROMNOTESTATF

ID0001-£1
Application Summary
Teller Number: 9999

Index Fields

Full Name [ Member Number Suffix

John Stdth | 11223344

Customer Number | Loan Number SSN Date Started (Custom)
11223344 | 105 000-98-1234 01/01/2018

DoB Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan

Member Name Application Number Document Set Name Loan Amount (Custom)
John Swith LR Car Loan 23,999.00
| Security Collateral Application Type

[ Jaint
CJ Fixed

Party Fields Party 1

First Name John

Last Name Smith

Full Name John Smith

Home Email johns@homeemail.com

Work Emall johns@workemail com

Home Phone

Signature Sign Click here to sign

Signature Date

Initials

[ Dartu Flaide

\a’" Confirm Signatures and Finish
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8 If more signatures are required, the signer clicks Next on the IMM eSign browser. The
signing prompt moves to the next field. The signer repeats steps 7 and 8 until all
documents have been completely signed.

John Smith
You have 4 document(s) to sign/review.
* APPSUMMARY_1APPF bl
LOANAPPLICATION Application Summary
Teller Number:; 9995
LNADENDUMSTATICF_1APP
Index Fields
PROMNOTESTATF Full Name Member Number | sutmix
John Smith 11223344
Customer Number Loan Number 8SN Date Started (Custom)
11223344 105 000-08-1234 0L/01/2018
DoB Account Number | Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 ] LEND Car Loan
Member Name Application Number | Document Set Name Loan Amount (Custom)
John Smith 55554 ] Car Loan 23,999.00
Security Collateral A Type
[ Joint
O Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
Work Email johns@workemail.com
Home Phone 999-555-1234
Signatu ;
ignature Next T
Signature Date
Initials
| Darmy Flaide I 1
o / g -
= Print UnSigned +/ Confirm Signatures and Finish
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9

When the signer is done signing all of the documents, the message “You have signed all
documents. Click the Confirm Signatures and Finish button.” is displayed on the IMM
eSign web browser. The signer clicks Confirm your Signhatures or Confirm Signatures
and Finish on the IMM eSign browser.

John Smith

L/ You have

the Confirm Signa

APPSUMMARY_1APPF
LOANAPPLICATION
LNADENDUMSTATICF_1APP

PROMNOTESTATF

Pennsytvams Promissory Note Initials

PAMXCOOONICT044 1 TO00DEIS 1035051 906N -1966 Bankers Systems, Inc, St Cloud, MN Page 4
Promissory Note - Stabc Raov. 201180604
ToNolStal TMPLT-F_JohnSmith_20180620 docx.
1000041
BORROWER
JOHN SMITH
By e o -
John Smith
= ) n
7=/ Print UnSigned RGO ./ Confirm Signatures and Finish

10 Youare returned to the eSignature Management page. Repeat this process as

necessary until all of the documents have been signed by all of the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.
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Type

In-person signing with the type method is available for PCs and iPads. Type is the default
signing method. The procedure in this section is for financial institution representatives who are
guiding signers through the signing process.

This is a summary of how terms are reviewed, signatures and initials are created, signatures
and initials are applied, and signatures/initials/review are confirmed:

1. The Fl representative reviews the Disclosure and Consent to the Use of Electronic
Signatures and Records with the signer.

2. If the signer approves the prepopulated signature and initials fields, the Fl representative
clicks Accept. If the name or initials need to be modified, retype them, and then click
Accept.

3. Once the signature and the initials are created, the first document that requires a
signature or review confirmation is displayed on the IMM eSign web browser.

It is recommended to give the signer control of the IMM eSign web
browser to apply his or her signatures and initials.

4. The signer clicks Sign or Click Here to Sign (or Initial/Initials) to apply the signer’s
signature or initials. The signer clicks Review and/or Confirm Review on the IMM eSign
browser to confirm that he or she viewed the document. Once applied, the Next button
appears.

The signer clicks Next to move to the next field.

The signer repeats steps 4 and 5 as necessary until the IMM eSign web browser
displays “You have signed all documents. Click the Confirm Signatures and Finish
button.”

7. The signer clicks Confirm your Signatures or Confirm Signatures and Finish. The
signer is done. The IMM eSign web browser returns to the eSignature Management

page.
8. Repeat this process until all of the signers have signed all of the documents.
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Refer to the following procedure for details on in-person signing using the type method:

After clicking Sign from the eSignature Management page, the Welcome page is displayed.
The name and initials are automatically populated. The examples in this guide have both
signatures and initials.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records
Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user 1s responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our” are used to refer to the financial institution providing the service or v
acconnt von are annlvine for and its enrrent and future affiliates "Yon" and "vonur” refer to the nerson sivine this consent

Please click here for full disclosure IE] Print
Select how you would like us to capture your signature

.Z Signature Pad (2) U8 Draw

Sign your name using a signature pad Use your finger or mouse

our Name Initials
3
liohn smith Js ‘

Signature Initials

®

Jobn Swiith )S e

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your
electronic signature will be just as enforceable as signing the same document using a handwritten signature. @

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

2 Select Type. When Type is the default signing method (as set by the Administrator),
the Type button is preselected.

3 Your Name and Initials are automatically populated from party information in the
documents. Modify as necessary.

4 When the Name and Initials have been approved, click Add Photo to add a photo of
the Signer. Refer to Adding a Photo on page 115 for more information.

5 Click Accept to use the Signature, Initials, and/or Photo. Continue with the next step.
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Click Decline to stop this transaction. The Declining Terms popup is displayed. Click
Decline Terms to decline the terms and return to the eSignature Management page.
Prior to clicking Decline Terms, you have the option to provide a reason for
declining. To continue signing the document, click Return to Terms.

When the signature and initials have been accepted, the first document that requires
signing is displayed.

John Smith .
You have 4 document(s) to sign/review Slgner name
Number of documents to be signed
* APPSUMMARY_1APPF = 10000111
LOANADPLICATION Names of documents to be S|gned iummary
Teller Number: 9999
T (Selgcted documents display in
Preview Mode.) :
PROMNOTESTATF R [, | Juffix l
John Smith 11223344 |
Customer Number Loan Number i 88N | Date Started (Custom)
11223344 108 | 000-98-1234 | 01/01/2018
DOB Account Number | Dictionary Code | Loan Purpose (Custom)
| 03-23-1952 123456-1 | LEND Car Lomn o
Member Name Application Number | Document Set Name | Loan Amount (Custom)
John Swith 53854 | Car Loan | 23.900.00
Security Collateral Application Type
] Joint
[ Fixed
Party Fields Party 1
First Name | John
Last Name Smith
Eull Name | John Smith
Home Emall | johns@homeemail.com
‘Work Email johns@workemail com
Home Phone | 999-555.1234
Signature Sign : Click here to sign
Signature Date [
Initials
@'!u Fialde - -.
_';] Print UnSigned J Confirm Signatures and Finish

Documents that require signatures or review confirmation are listed below the signer
name. When a document is selected from the list, it will display in Preview mode. If a
document is selected from the list, return to Signing mode by clicking the field in the
document where the next signature is required.

1 Print Unsigned allows you to print a copy of this document without signatures.

2 Cancel exits signing. The Cancelling Document Signing popup is displayed. Click
Cancel Signing to discontinue signing the document and to return to the eSignature
Management page. Prior to clicking Cancel Signing, you have the option to provide
a reason for cancelling. To continue signing the document, click Return to Signing.
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The signer clicks Sign or Click here to sign for signatures, Initial or Initials for initials,
and Review and/or Confirm Review for review confirmation.

John Smith
You have 4 document(s) to sign/review

* APPSUMMARY_1APPF
LOANAPPLICATION
LNADENDUMSTATICF_1APP

PROMNOTESTATF

ID0001-£1
Application Summary
Teller Number: 9999

Index Fields

Full Name [ Member Number Suffix

John St | 11223344

Customer Number | Loan Number 55N Date Started (Custom)
11223344 | 105 000-98-1234 01/01/2018

DoB Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan

Member Name Application Number Document Set Name Loan Amount (Custom)
John Swith LR Car Loan 23,999.00
 Security Collateral Application Type

[ Jaint
(] Fixed

 Party Fields Party 1.

First Name John

Last Name Smith

Eull Name John Smith

Home Email johns@homeemail.com

Work Emall johns@workemail com

Home Phone §98-555-1234

Signature Sign Click here to sign

Signature Date

Initials

[ Dartu Flaide

\a’" Confirm Signatures and Finish
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4 The signature is displayed in the document.

The signer clicks Next. The signing prompt moves to the next field.

John Smith
You have 4 document(s) to sign/review.
* APPSUMMARY_1APPF b
LOANAPPLICATION Application Summary
Teller Number: 9959
LNADENDUMSTATICF_1APP
Index Fields -
PROMNOTESTATF Full Name Member Number Suffix
John Smith 11223344
Customer Number Loan Number 8SN Date Started (Custom)
11223344 105 000-08-1234 0L/01/2018
DoB Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan
Member Name Application Number Document Set Name Loan Amount (Custom)
John Smith 55554 Car Loan 23,999.00
Security Collateral A Type
[ Joint
O Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
Work Email johns@workemail.com
Home Phone 999-555-1234
signature Net  [O0. Jabi-
Signature Date
Initials
| Darmy Flaide I 1
= Print UnSigned +/ Confirm Signatures and Finish
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5 The signer repeats steps 3 and 4 until all documents have been completely signed and
reviewed.

When the signer is done signing and reviewing all of the documents, the message “You
have signed all documents. Click the Confirm Signatures and Finish button.” is displayed
on the IMM eSign web browser.

The signer clicks Confirm your Signatures or Confirm Signatures and Finish on the
IMM eSign browser.

Signer : John Smith

\ave signed all

documents. Chick

v APPSUMMARY_2APP
v APPSUMZ2APPD
v LNAPP_1APP

A PROMMISORYNOTESTATIC

Pannsylvanis Promissory Note nitiats -
PAMIOCOOMNICO0MAT TOOD0G 36 103505 1509N 1566 Rankars Systoms, Inc | 51 Cloud, MN Fage 4

Promissory Mok - Staic Rev. 20150716
ProNotStat_1app J_Smath docx
[ 000043 |
BORROWER
JSMITH
By st “l. osne2M7T
St
= Print Unsigned Confirm your signatures  [Ee eI ESN W ETECEU e

6 Youare returned to the eSignature Management page. Repeat this process as
necessary until all of the documents have been signed by all of the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.
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Draw

In-person signing with the draw method is available for PCs, iPads, and ViewSonic and Wacom
displays. If using Wacom or ViewSonic displays, you have the ability to slide the interface
between monitors as needed when your monitors are set to extended display.

This PC-touch capable feature gives signers as much control as your financial institution
desires, such as the ability to create signatures, confirm intent to sign, and apply signatures,
while you easily maintain control of the overall signing process from your own monitor. The
procedure in this section applies to the party that is operating the IMM eSign web browser (the
FI representative or the signer) during that particular step.

o Certain Wacom displays are supported. Use a Wacom display as an extended monitor to

enhance the in-person document viewing and signing experience. Move the eSign
browser back and forth between the operator’s primary monitor and the Wacom display by
dragging and dropping the browser while in extended monitor mode. Alternatively,
purchase a third-party tool for configuring keyboard shortcuts, such as UltraMon
(https://www.realtimesoft.com/ultramon/), to move the eSign browser back and forth
between the operator’s primary monitor and the Wacom display. Before use, confirm that
the Wacom display is using the latest drivers found on the Wacom website:
http://www.wacom.com/en-us/support/product-support/drivers. Wacom displays are not
compatible with DisplayLink drivers.

Refer to the following suggested model of how to use a Wacom display:

1.) Operator opens saved session and reaches 2.) Operator selects to sign in-person as the 3.) Operator moves the browser window into
the eSignature Management Screen Consumer. the Consumer's Wacom screen.

| _ v 1

4.) Consumer creates signature marks using 5.) Consumer completes the signing process. 6.) Operator takes back the browser window to
the "Draw”™ mode. continue using eSign.

j A= :ﬂ |

Verify that the driver software that comes with the monitors is installed prior to using IMM
eSign.
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This is a summary of how terms are reviewed, signatures and initials are created, signatures
and initials are applied, and signatures/initials/review are confirmed:

1.

The FI representative reviews the Disclosure and Consent to the Use of Electronic
Signatures and Records with the signer.

It is recommended to give the signer control of the IMM eSign web
browser to create and apply his or her signatures and initials.

The signer draws his or her signature and initials in the Signature and Initials fields.

The signer clicks Accept if the signer agrees to the Disclosure and Consent and Terms
of Use.

Once the signature and the initials are created, the first document that requires a
signature or review confirmation is displayed on the IMM eSign web browser.

The signer clicks Sign or Click Here to Sign (or Initial/Initials) to apply the signer’s
signature or initials. The signer clicks Review and/or Confirm Review on the IMM eSign
browser to confirm that he or she viewed the document. Once applied, the Next button
appears.

The signer clicks Next to move to the next field.

The signer repeats steps 5 and 6 as necessary until the IMM eSign web browser
displays “You have signed all documents.”

The signer clicks Confirm your Signatures or Confirm Signatures and Finish. The
signer is done. The IMM eSign web browser returns to the eSignature Management

page.
Repeat this process until all of the signers have signed all of the documents.
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Refer to the following procedure for details on in-person signing using the draw method:

1 After clicking Sign from the eSignature Management page, the Welcome page is displayed.
The name and initials are automatically populated. The examples in this guide have both
signatures and initials.

Welcome John Smith

Tao electronically sign your decuments, there are three things you need to do:
1. Agree to the disclosure below

2 Allow us to capture your signature

3. Sign your decuments and approve them on the next page

CF{)e'.ris_'ﬂ.\.l the Disclosure and Consent to Use of Electronic Signatures and Records

1

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This is a sample only - each system user is responsible for determining the appropriate content for an ESIGN Consent Disclosure
applicable to the svstem-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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
acconnt voilare anniving for_and its current and fisire affiliates "Von" and "vonr" refer to the nerson eiving this consent

Please click here for full disclosure L|=|J Print

- Signature Pad = Type @ Lrﬁme

Sign your name using a signature pad Type your neme using the keyboerd Use your finger or mouse

Select how you would like us to capture your signature

Your Name Initialz
John Smith Js
Signature Initialzs

3

©

18] Add Photo

By creating your electronic signature in the space provided abowve and clicking the "Accept” button you are consenting to uze electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
\/ Accept

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

Verify Draw is selected.

3 Direct the signer to draw a signature and initials. Click Clear to clear the signature or
initials and sign or initial again.

4 Click Add Photo to add a photo of the Signer. Refer to Adding a Photo on page
115 for more information.
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2 Direct the signer to click Accept to use the signature, initials, and/or photo.

Welcome John Smith

To electronically sign your decuments, there are three things you need to do:
1. Agree to the disclosure below

2 Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This is a sample only - each system user is responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
acconnt von are annlving for_and its current and fittnre affiliates "Von" and "vour" refer to the nerson siving this consent

Please click here for full disclosure L|=|J Print

Wz Signature Pad Type Uéme

Sign your name using a signeture pad Type your name using the keyboard Use your finger or mouse

Select how you would like us to capture your signature

Your Name Initials
John Smith Js
Signature Initigls

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this trangaction, confirming your name and initialz displayed above are correct and that you have received the disclosure and consent. Your
electronic signature will be just as enforceable as signing the same document using a handwritten signature.

+/ Accept

The signer clicks Decline to stop this transaction. The Declining Terms popup is
displayed. Click Decline Terms to decline the terms and return to the eSignature
Management page. Prior to clicking Decline Terms, you have the option to provide a
reason for declining. To continue signing the document, click Return to Terms.
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When the signature and initials have been accepted, the first document that requires
signing/reviewing is displayed.

John Smith .
5 B .1 Signer name
‘ou have 4 document(s) To sign/Tevigw . .
Number of documents to be signed/reviewed
* APPSUMMARY_1APPF . i
LOANAPPLICATION Names of documents to be signed 1ary
(Selected documents display in Teller Number: 9999
LNADENDUMSTATICF_1APP .
Preview Mode.) »
PROMNOTESTATF R T — | rarram |
John Sonith 11223344 i |
Customer Number Loan Number | s8N | Date Started (Custom)
11223344 108 i 000-98-1234 l 01/01/2018
DOB Account Number | Dictionary Code | Loan Purpose (Custom)
03-23-1952 123456-1 | LEND | Car Losn
Member Name Application Number | Document Set Name | Loan Amount (Custom)
John Smith 55554 | carLoan | 23.900.00
Security Collateral | Application Type
£ Jaint
[ Fixed
Party Fields | Party 1
First Name | John
Last Name Smith
Full Name | Jahn Smith
Home Email | johns@homeemail.com
‘Work Email , johns@workemail com
Home Phone | 998-555-1234
Signature Sign Click here to sign
Signature Date [
Initials
|® Fialde : -|
_;] Print UnSigned J Confirm Signatures and Finish

Documents that require signatures or review confirmation are listed below the signer
name. When a document is selected from the list, it will display in Preview mode. If a
document is selected from the list, return to Signing mode by clicking the field in the
document where the next signature is required.

1 Print Unsigned allows you to print a copy of this document without signatures.

2 Cancel exits signing. The Cancelling Document Signing popup is displayed. Click
Cancel Signing to discontinue signing the document and to return to the eSignature
Management page. Prior to clicking Cancel Signing, you have the option to provide
a reason for cancelling. To continue signing the document, click Return to Signing.
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The signer clicks Sign or Click here to sign for signatures, Initial or Initials for initials,

and Review and/or Confirm Review for review confirmation.

John Smith
You have 4 document(s) to sign/review
* APPSUMMARY_1 APPF ol
LOANAPPLICATION Application Summary
Teller Number: 9999
LNADENDUMSTATICF_1APP S
Index Fields
PROMNOTESTATF Full Name [ Member Number Suffix
John St | 11223344
Customer Number | Loan Number 55N Date Started (Custom)
11223344 | 105 000-98-1234 01/01/2018
DoB Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan
Member Name Application Number Document Set Name Loan Amount (Custom)
John Sith | 55584 Car Loan 23,999.00
| Security Collateral Application Type
1 Joint
O Fived
 Party Fields Party 1.
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail com
‘Work Email johns@workemail com
Home Phone 344
Signature Sign Click here to sign
Signature Date
Initials
| BPartu Flalde ] -|
=k I
=! Print UnSigned +/ Confirm Signatures and Finish
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The signature is displayed in the document. The signer clicks Next. The signing prompt
moves to the next field.

John Smith
You have 4 document(s) to sign/review.
* APPSUMMARY_1APPF b
LOANAPPLICATION App"catlon summaw
Teller Number: 9959
LNADENDUMSTATICF_1APP
Index Fields -
PROMNOTESTATF Full Name Member Number Suffix
John Smith 11223344
Customer Number Loan Number 8SN Date Started (Custom)
11223344 105 000-08-1234 0L/01/2018
DoB Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 123456-1 LEND Car Loan
Member Name Application Number Document Set Name Loan Amount (Custom)
John Smith 55554 Car Loan 23,999.00
Security Collateral A Type
[ Joint
O Fixed
Party Fields Party 1
First Name John
Last Name Smith
Full Name John Smith
Home Email johns@homeemail.com
Work Email johns@workemail.com
Home Phone 999-555-1234
signature Next | o0 Jabi-
Signature Date
Initials
| Darmy Flaide I 1
= Print UnSigned +/ Confirm Signatures and Finish
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6 The signer repeats steps 4 and 5 until all documents have been completely signed and
reviewed.

When the signer is done signing and reviewing all of the documents, the message “You
have signed all documents. Click the Confirm Signatures and Finish button.” is displayed
on the IMM eSign web browser.

The signer clicks Confirm your Signatures or Confirm Signatures and Finish on the
IMM eSign browser.

Signer : John Smith

\ave signed all

documents. Chick

v APPSUMMARY_2APP
v APPSUMZ2APPD
v LNAPP_1APP

A PROMMISORYNOTESTATIC

Pannsylvanis Promissory Note nitiats -
PAMIOCOOMNICO0MAT TOOD0G 36 103505 1509N 1566 Rankars Systoms, Inc | 51 Cloud, MN Fage 4

Promissory Note - Static Rev. 20150716
ProotStat_1app_J_Smh docx
[ D0004-a
BORROWER
4 SMITH
By ba ! b 05M&2017
J Smith

# Print Unsigned Confirm your signatures RV RS T N LR e
T

7 Youare returned to the eSignature Management page. Repeat this process as
necessary until all of the documents have been signed by all of the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.
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Adding a Photo

1 o Your workstation must have a camera attached and set up.

When a photo is captured in the consent page, the photo will appear next to the
signature throughout the document.

No physical file outside of the application can be used.

The picture automatically resizes in the document.

To add a photo from the Welcome page, click the Add Photo button.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user 1s responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our” are used to refer to the financial institution providing the service or v
acconnt von are annlvine for and its enrrent and future affiliates "Yon" and "vonur” refer to the nerson sivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

.Z Signature Pad U&Draw

Sign your name using a signature pad

Use your finger or mouse

Your Name Initials
liohn smith Js
Signature Initials

Jobn Swiith 5 -

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
/ Accept - Decline
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2

In the Capture Photo popup, select your
camera from the dropdown menu if
necessary and click Take to capture the
photograph.

Click Cancel to exit the Capture Photo
popup.

Once the photograph is captured, click
Use Photo to use this image or click
Retake to replace the photo with a new
captured image.

If you have chosen Retake, the photo box
clears and is ready to capture a new photo
to your satisfaction.

Capture Photo

[ Microsoft® LifeCam HD-3000 - ]

Capture Photo
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4 The eSignature Management page refreshes with the photo in place of the Add Photo
button.

Welcome John Smith

To electronically sign your documents, there are three things you need to do:
1. Agree to the disclosure below

2. Allow us to capture your signature

3. Sign your documents and approve them on the next page

Review the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate 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

important information. In this disclosure, "we", "us" and "our" are used to refer to the financial mstitution providing the service or v
account von are annlving for_and its current and future affiliates "Yon" and "vonr"” refer to the nerson eivine this consent

Please click here for full disclosure IEJ Print

Select how you would like us to capture your signature

. U
.Z Signature Pad Ed Type “®Draw
Sign your name using a signature pad Type your name using the keyboard Use your finger or mouse
Your Name Initials
John Smith Js
Signature Initials

Jobn Swiith S

By creating your electronic signature in the space provided above and clicking the "Accept” button you are consenting to use electronic records and signatures in
connection with this transaction, confirming your name and initials displayed above are correct and that you have received the disclosure and consent. Your

electronic signature will be just as enforceable as signing the same document using a handwritten signature.
/ Accept - Decline

Click Clear to remove the picture.

Once the photograph is captured, continue with the signing process as outlined in
In-Person Signing on page 77.
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In-Person Viewing

Specific documents and attachments within a document set can be assigned to a party so that
the party can view and approve them without the need for signatures or data entry.

To initiate the in-person signing and viewing process on the eSignature Management page, the
financial institution representative clicks Sign or Start:

¢ When a party has documents to sign or when a party has documents to sign and documents
to view, the Sign button is displayed. Refer to In-Person Signing for details.

e When a party only has documents to view, the Start button is displayed.

£ Design

_, John Smith =

=] Jane Smith =

Signature Pad

If your FI Administrator has disabled messages on the signature pad, follow the In-
Person Viewing procedure for the Type method of signing.

This is a summary of how terms are reviewed and document review is confirmed:

1. The Fl representative reviews the Disclosure and Consent to the Use of Electronic
Signatures and Records with the signer.

2. The Fl representative clicks Continue. The signature pad displays “I have reviewed the
provided Disclosure and Consent and agree to the Terms of Use.” The signer selects
Accept.

3. The first document that requires review is displayed in the IMM eSign web browser. The
signature pad does not display the documents. For the signer to see the documents, the
signer must see the IMM eSign web browser.

4. The signer selects Review when prompted by the signature pad to confirm that he or
she viewed the document (e.g., “l reviewed DOCUMENTNAME."). The signer is
automatically moved to the next field. The signer continues to select Review on the
signature pad until the document set is completely reviewed.

@ If the IMM eSign web browser displays Review/Confirm Review buttons that
you must click before the signer can confirm review on the signature pad,
contact your administrator. Examples of the buttons are shown below. The
recommended Signature Pad Administration eSignature settings are outlined
in the financial institution administrator’s guide.

The buttons are not displayed in this section because they are not

recommended when using the signature pad with messages. When
these buttons are disabled as recommended, I
additional unnecessary clicks are eliminated. Confirm Review

MalhaH
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6.

When the document set is complete, the signature pad displays “I confirm that | have
reviewed the document set.” The signer selects Confirm Review. The signer is done.
The IMM eSign web browser returns to the eSighature Management page.

Repeat this self-guided process until all of the signers have signed all of the documents.

Refer to the following procedure for details on in-person viewing with signature pads that display
messages:

1 After clicking Start from the eSignature Management page, the Welcome page is displayed.

Welcome Jane Smith
ﬁview the Disclosure and Consent to Use of Electronic Signatures and Records

Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This 1s a sample only - each system user is responsible for determining the appropriate 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
important information. In this disclosure, "we", "us" and "our" are used to refer to the financial mstitution providing the service or W
account von are annlving for_and its current and future affiliates "Yon" and "vonr" refer to the nerson eivine this consent

Please click here for full disclosure

@ Z Signature Pad

®
= contrue ] Xoecine

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

2 Select Sighature Pad.
3 Click Continue to review the documents.

Click Decline to stop this transaction. The Declining Terms popup is displayed. Click
Decline Terms to decline the terms and return to the eSignature Management page.
Prior to clicking Decline Terms, you have the option to provide a reason for
declining. To continue signing the document, click Return to Terms.
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The signature pad displays “I have reviewed the provided Disclosure and Consent and
agree to the Terms of Use.”

| have reviewed the provided Disclosure
and Consent and agree to the Terms of
Use.

Decline Accept

Direct the signer to select either Accept or Decline on the signature pad:
e The signer selects Accept to review the documents.

e The signer selects Decline to stop this transaction. The Declining Terms popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Decline Terms to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Decline Terms, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Terms.
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When the Disclosure and Consent and agree to the Terms of Use have been accepted,
the first document that requires a review is displayed on the IMM eSign web browser.
Direct the signer’s attention to the signature pad.

Jaesmih Signer name
'ou have 2 document(s) 1o review. .
Number of documents to be reviewed Monthly Amount |
LOANAPPLICATION |
TERMSANDCONDITIONSFE Names of documents to be signed Yol

(Selected documents display in
Preview Mode.)

P OF COBBCION oF ATY CTQN £X3N0H0 I (4383 o e
cial vt wil 6d] 0 e NATe 3 ASATEES of Ny CROE
o report n you

06/22/2018

~Apphcant's Signature Date | Other Signature Daie

Loan Applcation 13
LnApgJohnSmith-1.docx

i=! Print UnSigned @

Documents that review confirmation is necessary are listed below the signer name. When
a document is selected from the list, it will display in Preview mode. If a document is
selected from the list, return to Signing mode by clicking the field in the document where
the next signature is required.

1 The IMM eSign web browser automatically navigates to each field that requires a
review confirmation. Before the signer applies the review confirmation using the
signature pad, the field displayed in the IMM eSign web browser contains the
message “Please wait.” Once the signer applies the review confirmation on the
signature pad, the next review field is displayed in the IMM eSign web browser with
the message “Please wait.” This continues until the process is complete.

Print Unsigned allows you to print a copy of this document without signatures.

Cancel exits signing. The Cancelling Document Signing popup is displayed on the
IMM eSign web browser. As the FI representative, it is your responsibility to click
Cancel Signing to terminate the signing process and to return to the eSignature
Management page. Prior to clicking Cancel Signing, you have the option to provide
a reason for cancelling. To continue the signing process, click Return to Signing.
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4 For review confirmation, the signature pad displays “I reviewed DOCUMENTNAME.”

| reviewed DOCUMENTNAME.

Cancel Review

Direct the signer to select Review or Cancel on the signature pad:
e The signer selects Review to confirm review.

e The signer selects Cancel to exit signing. The Cancelling Document Signing popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Cancel Signing to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Cancel Signing, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Signing.

The signer continues to confirm review using the signature pad until all of the documents
have been signed.
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5 When the signer is done signing all of the documents, the message “You have reviewed
all documents. Click the Confirm Review and Finish button.” is displayed on the IMM

eSign web browser.

Direct the signer’s attention to the signature pad.

Jane Smith
1 You have reviewed all documents. Click

the Confirm Review and Finish button

LOANAPPLICATION

TERMSANDCONDITIONSF

Terms and Conditions

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox umps over the lazv dog. The aunick brown fox jumos over the lazv doe. The auick brown fox iumops over

Print UnSigned

Rev. 2/27/19

123




IMM eSign 2018.1
User/Document Administrator Guide

6 The signature pad displays “I confirm that | reviewed the DOCUMENTNAME document
set.”

| confirm that | reviewed the
DOCUMENTNAME document set.

Cancel Confirm Review

Direct the signer to select Confirm Review or Cancel on the signature pad:
e The signer selects Confirm Review to confirm that he or she viewed the documents.

e The signer selects Cancel to exit signing. The Cancelling Document Signing popup is
displayed on the IMM eSign web browser. As the FI representative, it is your
responsibility to click Cancel Signing to terminate the signing process and to return to
the eSignature Management page. Prior to clicking Cancel Signhing, you have the
option to provide a reason for cancelling. To continue the signing process, click Return
to Signing.

7 Youare returned to the eSignature Management page. Repeat this process as
necessary until all of the documents have been reviewed by all of the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.

124 Copyright © 2019 IMM Rev. 2/27/19



IMM eSign 2018.1
User/Document Administrator Guide

Type

This is a summary of how terms are reviewed and document review is confirmed:

1.

The FI representative reviews the Disclosure and Consent to the Use of Electronic
Signatures and Records with the signer.

If the signer approves the Disclosure and Consent to the Use of Electronic Signatures
and Records, the FI representative clicks Accept.

The first document that requires a review confirmation is displayed on the IMM eSign
web browser.

It is recommended to give the signer control of the IMM eSign web
browser to review documents.

The signer clicks the Review arrow to navigate to the bottom of the document and then
clicks Confirm Review to confirm that he or she viewed the document. If there are
multiple documents to review, the signer is moved to the next field.

The signer repeats step 4 as necessary until the IMM eSign web browser displays “You
have reviewed all documents. Click the Confirm Review and Finish button.”

The signer clicks Confirm completion or Confirm Review and Finish. The signer is
done. The IMM eSign web browser returns to the eSignature Management page.

Repeat this process until all of the signers have reviewed all of the documents.
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Refer to the following procedure for details on in-person viewing using the type method:

1 After clicking Start from the eSignature Management page, the Welcome page is displayed.

Welcome Jane Smith

Review the Disclosure and Consent to Use of Electronic Signatures and Records
Sample Disclosure and Consent to the Use of Electronic Signatures and Records A
This is a sample only - each system user is responsible for determining the appropriate content for an ESIGN Consent Disclosure

applicable to the svstem-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

important information. In thiz disclosure, "we", "us" and "our" are used to refer to the financial institution providing the service or v
acconnt vonl are annlving for and its current and fithire affiliates "Von" and "vonr" refer to the nerson siving this consent

Please click here for full disclosure
W4 Signature Pad @

By clicking the "Accept” button you are consenting to use electronic records in connection with this transaction, confirming your name displayed above is correct
and that you have received the disclosure and consent. @

oein

1 Review the Disclosure and Consent to the Use of Electronic Signatures and Records
with the signer. You may print the disclosure and consent agreement by clicking the
Print button, or simply read it by using the scroll bar.

2 Select Type. When Type is the default signing method (as set by the Administrator),
the Type button is preselected.

3 Click Accept to review the documents.

Click Decline to stop this transaction. The Declining Terms popup is displayed. Click
Decline Terms to decline the terms and return to the eSignature Management page.
Prior to clicking Decline Terms, you have the option to provide a reason for
declining. To continue signing the document, click Return to Terms.
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2 The signer clicks Review to navigate to the bottom of the document that he or she has

reviewed.
: |/— Signer name
e et s, i Number of documents to be reviewed
s Names of documents to be signed 10000211
LOANAPPLICATION . "
(Selected documents display in IMM FCU
Preview Mode.)
“Full Name | Member Number Suffix.
John Smith | 11223344
2 | Customer Number | Loan Number SSN Date Started (Custom)
E' 11223344 | 108 000-98-1234 01/01/2018
= DoB | Account Number Dictionary Code Loan Purpose (Custom)
03-23-1952 I 123456-1 LEND Car Loan
Member Name | Application Number Document Set Name Loan Amount [Custom)
Joln Smith | 55554 Car Loan 23,999.00
For Bank Use Only: et O ntomet O A Date / Time: 01/03/13 10:00a

Name John Smith Aranch 101 Cnginator 1D 123456-1 Apo D 105

Loan Amount Requested If you mem securing your loan, please descnbe your collsteral

S 73,006 00
Loan Purposo: Product:
Car Loan
Disbursoment Type: Loan Type:
Car Loan
O individuat O ot Longth of Loan (Months )

O vesii am intarested in recening inormation on credi insurance

¥ Social Security Number Diate of Banh

John Smithy D00-08-1734 03-23.-1952

Cusiomes Numbsr Marilal Status Mumber of Dependents

11223344 Singla 3

Residence

Home Addiess (Other han PO Box) Cay. Stale 21,
| 123 Any Streat (] 0708

Mg Address (11 diferend fom Home Address) Cay Shate i

Hame Phome ‘Work Phong Othar Phoinsa Email Addrass

000-555-1234 005550876 phnsghomoemail com

Residence Stalus | Monindy Rent / Martgage: Landiond | Mongagor | YraMonths Thong!
Previous Residence x -

Frovious Address Gy ED Ip | ¥rsihonihs Thero:

5 Print UnsSigned /' confirm Review and Finish
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3 The signer clicks Confirm Review for review confirmation of the document.

Jane Smith
You have 1 document(s) to review.

* LOANAPPLICATION

| Lsschpoon

MONTAIY AMOUNT
Al othor Addstional Exponsas Combinod:
Total:

Vo i (hat wove g 05 hares 303 1 798 RGICaIOn i CorTaC 13 1 W e of yous ou ICerHanG 13 f coukl ke corrudernsd 3 Rooral rime 12 wiuly and desbarset srzvide
kowie e and thar the above infarmatos i your by

Yoo o crech o ke

et o s the Cae o 1Eviem o ol of e el e o on S Bt 41c ny isporiand R, s il vl o 1 oo snerechately Y ab g o
anphcaten. I pos tegues T friancial st sl (o s e rarse are aess of any el | oy s oo e, ki nera

Duteml an whech  recehed a ot nepo o o, thessater

X Jobin Sovith 06/22/2018 X

ApERCANT S Signalirs Tiaia Gihar Signain Tiata

Loan Apphcabon 13
LnApplohnSmith-f docx

Confirm Review

= Print UnSigned

/' Confirm Review and Finish
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4 The signer repeats steps 2 and 3 until all documents have been completely reviewed.

When the signer is done reviewing all of the documents, the message “You have
reviewed all documents. Click the Confirm Review and Finish button.” is displayed on the
IMM eSign web browser.

The signer clicks Confirm completion or Confirm Review and Finish on the IMM eSign

browser.
Jane Smith
> DU N 10X JUINPS OVET I0e 1AZY a0g. 1Ne qUICK DIOWD I0X JUIPs OVEr (e 1ZY a0g. 10€ qUICK DIOWD 10X JUmps over
You h ed all d the lazy dog.
the Confirm Review and Finish button The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quck brown fox jumps over the lazy dog. The quek brown fox jumps over
the lazy dog.
LOANAPPLICATION The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
TERMSANDCONDITIONSF the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The equick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over
the lazy dog.

Torms and Condibans 14 Hav. 20180604
TandCTMPL TR01B0EMM docx

= Print UnsSigned Confirm completion /' confirm Review and Finish m

5 Youare returned to the eSignature Management page. Repeat this process as
necessary until all of the documents have been reviewed by all of the signers.

After all documents in the session have been signed/viewed by all parties in-person, click
Delivery to send the documents securely to all of the signing/viewing parties. Refer to
Secure Email Delivery on page 161 for more details.

‘ o The Delivery button is only available if the parties are signing/viewing in-person.

Click Continue to return to the Session Details page.

Rev. 2/27/19 129



IMM eSign 2018.1
User/Document Administrator Guide

Remote Signing

Sign remotely from the eSignature Management page as follows. Refer to eSignature
Management on page 158 for an overview of the eSignature Management page and the

specific remote signing options.

l Please review remote authentication details. Click this message to expand for more details

= De!wm ] Request Attachments

John Smith = P @ &
@ Email johns@homeemail.com
o 3 = v
Jane Smith [= él = cp @ ")
&)
Message Details
Sender Select Sender - Document Set (for John Smith)
Your documents are available for viewing, signing and printing

1 Click one of the remote signing options: Email Authentication, Password

Authentication, KBA, or Phone Authentication.

2 When you click a remote signing option, fields appear below the signing option. The
visible fields depend on the remote signing option selected. Refer to eSignature
Management on page 158 for more information.

3 The Message Details section automatically appears at the bottom of the eSignature

page.
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2 Fill in the information in the Message Details section.

John Smith
Jane Smith
Message Details
1) sender janeofficer@YourFl.com

ce

LoanOfficer@YourFl.com

= L EEE e o 9

Email johns@homeemail com

@ Subject Document Set (for John Smith)

Your documents are available for Viewing, signing and printing.
@ Message

© Erm

Sender: Click the drop-down menu to add or change the email address in the
Sender field. (Default: Your email address)

CC: The carbon copy (CC) field appears after the Sender field is filled. Click the
drop-down menu to add one or more FI employee emails. The selected FI
employees are carbon copied on the email.

Subject: The Subject field is prefilled with the name of the signer of the document
set. The content can be changed as needed.

Message: Fill in the Message field. Use the default message that is displayed or

change as desired.

Click Send. All in-person signatures and review confirmations must be complete for

the Send button to be enabled.

The eSignature Management page refreshes. The “Session is successfully submitted for
Remote Signatures” message is displayed.
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4 The signing parties receive emails similar to this:

From: IMM TeAWeb Demo [mailto:echosign@echosign.com]
Sent: Wednesday, March 23, 2016 3:56 AM _
To: John Smith <johns@homeemail.com¢—— Party 1 Email

Subject: Please signDocument Set (for John Smith]]

POVWERED BY
‘-; IMIM Adobe Si

Tl il e Saneans

Send. Sign. Done,

IMM TeAWeb Demo Has
suiect Sent You|/Document Set (for]
John Smith)|to Sign

IMM TeAWeb Demo (IMM Dev 5ite) says:
\Q’aur documents are available for viewing, signing and
printing.”

Message

As you prepare to sign this agreement, please note
that the ument asks for the following documents to
be attached:

o PASSPO R}\
Attachments « PHOTOID
s PAYSTUB

Click here to review and sign‘Document Set (for John

Smith}.

After you sign Document Set (for John 5Smith), the
agreement will be sent to

Party 2 Email ’ janes@humeemail.ccmL Then, all parties will be
notified via email.

This document is available for signing until March 28,

Available untl 2016 and will expire thereafter.

To ensure that you continue receiving our emails, please add echosign@echosign.com to your address book or safe list.

The signer clicks the link in the email Click here to review and sign Document Set (for
John Smith).

For password authentication, KBA, and phone authentication, the signer is prompted to
enter information. Once authorization is complete, the signer must consent to do business
electronically.
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Then, the signer will then be prompted for each signature, initial, and review confirmation
required throughout the signing process. Documents can be viewed and printed.

Transferring a Session
Transfer a session from the Search Active Sessions page or the Session Details page.

¢ If transferring a session from the Search Active Sessions page, you can transfer multiple
sessions at once. Refer to Search Active Sessions Search Results for more information on
entering Transfer mode and selecting sessions to transfer.

o |f transferring a session from the Session Details page, refer to Session Details for more
information on the Transfer button.

To transfer session ownership from one user to another, do the following:

1. Once the session(s) is selected on the Search Active Sessions page or the Session Details
page, click Transfer. The Transfer Session popup is displayed.

Transfer Session

Sessions selected : 1

You are about to TRANSFER selected sessions to another user.

Do you want to proceed?

Transfer all selected records to:

Jane L. Officer - [ JaneOfficer (IMMLARE) | v

2. To continue, select a user from the Transfer all selected records to drop-down list.

3. Click Transfer to continue or Cancel to cancel the session transfer and return to the Search
Active Sessions page or Session Details page. Once Transfer is clicked, the selected
session is transferred to the new session owner. If the session was transferred from the
Search Active Sessions page, the page reloads and displays the new owner in the session
information. If the session was transferred from the Session Details page, the page reloads,
the buttons are disabled, and the message “Session successfully transferred” is displayed.
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Unlocking a Session

Unlock a session from the Search Active Sessions page. Refer to Search Active on page 144
for more information on the features and functions of the Search Active Sessions page.

To unlock a selected session, do the following:

1. On the Search Active Sessions page, click the Unlock ‘¥ icon next to the session that you
would like to delete. The Unlock Session popup is displayed.

Unlock Session

Sessions selected : 1

You are about to unlock selected sessions

Do you want to proceed?

Locked by : Fiadmin
Locked on : 6/21/2018 2:19:40 PM
SessionlD : 201806211418435198933_2ptrjjhzjhkwpkxba3lvjamr

2. To continue, click Unlock to unlock the session. The selected session is unlocked and the
Search Active Sessions page is refreshed. Click Cancel to return to the Search Active
Sessions page.

Deleting a Session

This setting is controlled by the Administrator. Delete one or more sessions from the Search
Active Sessions page. Signed sessions cannot be deleted. Refer to Search Active on page 144
for more information on entering Delete mode and selecting the sessions to delete.

To delete one or more sessions, do the following:

1. Once the session(s) is selected on the Search Active Sessions page, click Delete. The
Delete Session popup is displayed.

Delete Session

Sessions selected : 1

You are about to DELETE selected sessions.

Do you want to proceed?
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2. To continue, click Delete to delete the session(s). The selected session is deleted and the
Search Active Sessions page is refreshed. Click Cancel to return to the Search Active

Sessions page.

Archiving Documents

This feature allows you to archive documents that have been completed in full, including all
required signatures. The Archive button remains disabled until all signatures have been

secured. An archived document is flattened and cannot be modified.

To archive all of the documents in the document set, click Archive on the Session Details page.
Once the document set is archived, the message “Session Archived Successfully” is displayed
at the top of the page and all buttons are disabled.

@ Session Details - John Smith @

Archived document(s) successfully.

APPSUMMARY_1APPF
Application Summary

LOANAPPLICATION
Loan Application

LNADENDUMSTATICF_1APP
Loan Addendum (Static)

PROMNOTE_STATFB
Promissory Note

TERMSANDCONDITIONSF
Terms and Condtions

Session Audit

Document Set

Notes

IMM eSign

{

i<

<

4
~

contact your FI Administrator.

fields.

o If the indexing message displays “0 of x archived document(s) indexed successfully,”

Since this document set has been archived, there should be no changes to index
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To archive individual documents (RTS only), click the Archive ] icon for the particular
document. Once the document is archived, the document is removed from the set and “Archived
document successfully” is displayed at the top of the page.

@ Session Details - John Smith &

Your session will remain active until 12/10/2018

Archived document successfully.

LOANAPPLICATION
Loan Application

LNADENDUMSTATICF_1APP
Loan Addendum (Static)

PROMNOTE_STATFB
Promissory Note

TERMSANDCONDITIONSF
Terms and Condtions

Session Audit

Document Set

IMM eSign

§_naavocs J [ arenve

ol

) A

[Py

=

=

Notes
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IMM eSign Menus

o Using IMM eSign on a tablet requires the use of a tablet-specific stylus.

After you log in, the Search Active Sessions page is displayed. Your company logo, menu
choices and your user name display in the menu bar.

Processing  Reporting Help  Jane L Officer  Logout

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

Processing
Reporting
Help

User Name

Logout

Processing

The Processing menu includes the following options, which are described in detail in this section
of the guide.

Create New Session (XML Only)
Search Active

Search Completed

Cases (eSign plus)

Loan Coupons

Starter Checks

Custom Links
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Create New Session (XML Only)

Click Processing > Create New Session to access the New Session page. The New Session
page allows users to create an XML session directly in IMM eSign.

Alternatively, when data is passed from the core/host system, a variation of the New Session
page is automatically launched in IMM eSign.

To use the New Session page, refer to Creating a New Session (XML Only) on page 14.

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

/ About Page | New Session
: U This is the main landing page for creating new sessions (XML integrations only). This page allows
users to add documents to create a new session.If indexing information is available at the start of
hasi the new session, then attachments, scanned documents and photos can be also added 1o the
P n— session at this time.
= E lcons
o)) Preview Preview document.
_I_ Select Add single document to active session.
Document
@ Do Not Document will not be displayed during "Process” action. Click to toggle
Display setting.
El Display Document will be displayed during "Process” action. Click 1o toggle
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 1o active session.
J Indicates document has been selected.
Indicates document is not actively selected.
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Once you have entered the appropriate information, the New Session page is displayed as

shown in the following example.

—
D] New Session W

Selected Documents: 4

Search

®

aAdd Documents @Selected Documents
Platform CarLoan / Car Loans
Lending Documents [ LEND | v Unselect All

AutolnsuranceAgreementhl)

Auto Insurance Agreement NJ

Creditinsurance

Credit Insurance
f ExpressApplication
v
Express Application
5 )Indexes
\/ LoanFinalSummary
Full Name n/a Loan Final Summary
Account Number No Value in XML Source
@Documem Sets Library

CarLoan

Car Loans

cu

Car Loans

Mortl

Mortgages

©> Preview

AN

IMM eSign

—> Process

1]

1]

1]

]

Preview: Click Preview to view all of the selected documents in a PDF popup window.

2 Process: Once you are done adding and deleting the documents for the session, click
Process. Refer to Processing Documents for details about processing the documents.
After you process the documents, you can still add documents to the session using the
Add Docs button on the Session Details page. Refer to Adding Documents for details.

3 Add Documents: When creating a new session from the Processing > Create New
Session menu, add documents and documents sets from the library. Refer to Adding

Documents for details about the Add Documents area.
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When the New Session page is automatically launched in IMM eSign after data is passed
from the core/host system, the Add Documents area does not contain the Platform field.
Instead, the Add Documents area contains the Library, Attach, Scan, and Photo tabs as
shown below. In IMM eSign plus integrations, only the Library tab is available. Refer to
Adding and Deleting Documents for a New Session on page 14 for details about using
the New Session page when it is launched after data is passed from the core/host system.

Add Documents

Attach Scan Fhato ‘

‘ Sets Docurments:

Search

Selected Documents: The documents that are added to the session are displayed in this
area.

Indexes: When creating a new session from Processing > Create New Session, there
are no indexes because the documents have not been processed yet. When data is
passed from the core/host system, the index data is displayed here.

Documents Library or Document Sets Library: When Documents is selected in the Add
Documents area, the Documents Library is displayed. When Sets is selected in the Add
Documents area, the Document Sets Library is displayed. Click the title row to expand and
collapse the available documents.

Document Indicators:

e Single Document : The document is a single document and is not associated with
a group of documents.

e Document is part of set = : The document is a part of a group of documents.

e Number of Documents = : The number indicates the amount of documents in a
group. (Only applicable to the Document Sets Library)
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Library

The Documents Library and Document Sets Library lists the available documents. Collapse or
expand the Documents Library and Document Sets Library by clicking on the title row.

Documents Library
If Documents is selected in the Add Documents area, the Documents Library is displayed. To

select documents, click Select Document + next to the desired documents.

9 New Session @ IMM eSign
Please select documents from the library

Add Documents Documents Library

Platform
AutolnsuranceAgreementNJ

Lending Documents [ LEND| hdl Auto Insurance Agreement NJ

AutalnsuranceAgreementNY

Auto Insurance Agreement NY

AutolnsuranceAgreementOR

Search
Auto Insurance Agreement OR
AutoLoanApplication
Auto Loan Application
Indexes Creditinsurance
Credit Insurance
Full Name n/a
Account Number n/a ExpressApplication

+ + 4+ + + +

Express Application

Document Sets Library
If Sets is selected in the Add Documents area, the Document Sets Library is displayed.

[ New Session @ IMM eSign

Please select documents from the library

Add Documents Document Sets Library
Platform
CarLoan
Lending Documents [ LEND ]| v Car Loans

AutolnsuranceAgreementN.J

Auto Insurance Agreement NJ

Search AutolnsuranceAgreementNY

Auto Insurance Agreement NY

AutolnsuranceAgreementOR

Auto Insurance Agreement OR

Indexes

Creditinsurance
Full Name n/a Credit Insurance
Account Number n/a

ExpressApplication

Express Application

LoanDenialReasonsSummary

Loan Denial Reasons Summary

+++++++H

LoanFinalSummary

Loan Final Summary
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To select all of the documents in a document set, click Select Document Set . To select
specific documents in a document set, click the document set row to expand it. Then, click

Select Document + next to the desired documents.

Document Sets Library

vt
Car Loans
Car Loans

AutoinsuranceAgreementi.
AUTO INSUrance Agreement NJ

AutoinsuranceAgresmentiy
Auto Insurance Agreement Ny

If a document set or part of a document set is added to the Selected Documents area, the

Select Document Set icon for that document set is not shown. Similarly, if a single
document that is part of a document set is added to the Select Documents area, the Select

Document + icon for that document is not shown.

Document Sets Library

‘CarLoan

Car Loans

CAr Loans

AutoinsuranceAgreementh.)
AUTD Insurance Agreement MN.J

AutoinsuranceAgreementNy
AUTO Insurance Agreement NY
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Selected Documents
When documents are added to the session, the Selected Documents area is displayed.

Selected Documents

CarLoan / Car Loans e

Pl Unselect All [lTﬂ Delete

@ 7 AutolnsuranceAgreementi.)
o

Auto Insurance Agreement N.J

Creditinsurance

Credit Insurance

y 7 LoanFinal Summary o> ’.; I.Hl
Loan Final Summary )
Y TermsAndConditions > I? 'I|||| :.

Terms and Conditions

1 Name of Document Set: If a document set or documents that are part of a document set

are added to the Selected Documents area, the name of the associated document set is

displayed here.

2 Unselect All / Select All: When there are four or more documents, the Unselect All
button appears. Click the button to toggle between Unselect All and Select All. When

Unselect All is clicked, all of the documents that were checked become unchecked. When

Select All is clicked, all of the documents that were unchecked become checked.

3 Delete: Click Delete to remove selected documents from the list.

/ . o .
4 ¥ When the checkbox next to a document is checked, clicking Delete will remove that
document from the Selected Documents area. When the checkbox next to a document is

unchecked, clicking Delete will have no effect on that document.

5 Preview: Click the Preview <C icon to view a single document in a PDF popup window.

From this window, you can view and print documents. Documents cannot be edited in
Preview Mode. Refer to Previewing and Printing Documents on page 24 for more
information.

6 Display: Click the icon to toggle the display state of the document. When display is turned

on, the Display = icon is shown and the document is displayed in PDF format while

processing. If display is turned off, the Do Not Display K icon is shown and the

document will not display during processing. This setting is controlled by the Administrator.

The default state of this icon is determined when the document is defined.

7 Archive: Documents that can be archived have an Archive

| icon. The Archive icon

will not display if a document has an unsigned signature field. If the Archive icon is clicked,

the document will be archived. Refer to Archiving Documents on page 135 for details.
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8 Delete: Click the Delete "Hj icon to the right of the document name to delete the document
from the session.
Search Active

The Search Active Sessions page allows users to retrieve active sessions that have previously
been saved. Search Active Sessions on the PC allows you to retrieve active sessions for
processing, signing and archiving. On the iPad, sessions can be viewed and signed.

Saved sessions are retained for 90 days (default) before they expire. Your settings may vary as
they are set by your Administrator.

From the Search Active Sessions page, Fl representatives can access the Session Details
page.
To open the Search Active Sessions page, click Processing > Search Active.

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

~__—™Y About Page | Search Active
W 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, e1c.) 1o locate sessions. Once a session is located, documents, indexes,
= ——— signature information and notes can be viewed. When applicable, users can edit indexes. This page
e g also provides access to the Session Details page
lcons
% Pin Pin search panel to the screen.
;‘\? Unpin Unpin search panel from the screen.
m O Preview Preview document.
= = <=  Transfer Transfer a selected session to another user. If function is not available,
. please contact your IMM eSign system administrator for further
information.
I_I elete elete session or document. If function is not visible, please contact your
M Delet Delet d € If funct tvisible, pl tact
o IMM eSign system administrator for further information.
|_r:'_‘ Lock Session has been locked by another user. Session can be unlocked by
B your IMM eSign system administrator.
Redirect Open Session Details for selected session
— Reorder Change order of document(s) within session. Click and drag to move to
desired order.
Controls
ﬁi‘ﬂ = Toggle between "Delete” and "Transfer” functions for session displayed.
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To search for active sessions, do the following: P
Search N
1 Enter the search parameters. Refer to
Common Routines on page 187 for (1 JPiatiorm
more information. Search all active All Platforme -
sessions by leaving all search parameters
Date Range

blank. Up to 150 sessions will display.

. . . . 03/28/2018 - 06/26/2018
2 Select Display Signed Sessions Only if

you would like to only display sessions Full Name
that are signed in the search results.

3 After selecting or entering search
parameters, click Search to display
sessions matching the search
parameters, or click Clear to reset the
search parameters and clear any existing
results.

Account Number
Customer Number

Users

Jane L. Officer - [ JaneOfficer »
(IMMLAB) |

Q_, Advanced Search

Display Signed Sessions Only

| O Search - >< Clear
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After clicking Search, the Search Active Sessions page refreshes listing the search results.

Search Active Sessions Y

Search

Total Sessions : 72 of 72

Selected : 0

IMM eSign

2 Transfer

Platform
Select All [l < T sort By
All Platforms v
Date Range .
Name: ABE PATEL User: Janeofficer
06/14/2018 - 09/12/2018 Platform: Lending Documents-{LE... Full Name: ABE PATEL a
— Days Left: 90 Account Number: 1000070000
Full Name Modified: 9/12/18 3:06 PM
Docs: 7
)
Account Number \r)
Customer Number
Mame: JOHN SMITH User: Janeofficer
Platform: Lending Documnents-LE... Full Name: JOHN SMITH
Users - Days Left: 89 Account Number: 11223344
Modified: 9/11/18 1:02 PM
All Users Docs: 5
O Advanced Search Mame: User: janeofficer
Platform: Lending Documents{LE... Account Mumber: Mo Value in XML Source
— Days Left: 89
Display Signed Sessions Only ¢ Modified: 9/11/18 12:21 PM
Docs: 4
Q search X Clear
MName: John Smith User: Janeofficer

1 Click the Open Session Details icon for any unlocked session to open the Session Details

page for that session.

2 The Open Session Details icon will not display for locked sessions.
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Clicking on session rows will expand that session for additional details.

Selected : 0

Select All

=

Documents

Session Audit

Document Set

Total Sessions : 46 of 46

i =

Mame: John Smith
Platform: TeSign{TeSign]
Days Left: 90
Modified: 6/26/18 9:01 AM
Docs: 4

APPSUMMARY_1APPF
Application Summary

LOANAPPLICATION

Loan Application

LNADENDUMSTATICF_1APP
Loan Addendum (Static)

PROMNOTE_STATFE
Promissory Note

User:

Full Mame:

Account Number:
Customer Number:

Tax Identification Number:

Janeofficer
John Smith
123456-1
11223344
000-98-1234

0

f
L

0

0

f
\

©

0

f
L

0

22 Transfer

Tl Sort By

]

LLL|

fir

fi

LLLj

fi

LLL|

|2 Transter
L1l sotsy

Rev. 2/27/19

147




IMM eSign 2018.1
User/Document Administrator Guide

Search Panel

-'\

1 Pin Search Panel: Clicking in the pin will display * or OF}
XE . Search 1

collapse ~* the search parameters section of the page
when the results are displayed. Platform

2 Platform: Search through all available platforms, or click (2) all Platforms v
the dropdown to select a single platform to search. Date Ran

ge
3 Date Range: Click the field to display a calendar and (3) 03/28/2018 - 06/26/2018

adjust the date range as desired.
Full Name

4 Index Fields Region: Enter any additional search criteria (s
in the available fields to narrow the search. The search
fields displayed are controlled by the administrator.

\

Account Number

5 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 Customer Number
by all users. Click outside the field to close the dropdown
menu. The display of this field is controlled by the

administrator. Users
- Officer - i ]
6 Advanced Search: Click the Advanced Search button to 3:';,,”;;;,'“’ lprsiire

reveal additional search index fields.

7 D_isplay Signed _Sessions Only: CIick.the checkbox to L
display only sessions that have been signed.

8 Action Buttons: a Display Signed Sessions Only

= Click Search to continue. @

= Click Clear to reset the search parameters.

148 Copyright © 2019 IMM Rev. 2/27/19



IMM eSign 2018.1

User/Document Administrator Guide

Search Results

Stas:ted -0
Select All

Total Sessions - 44 of 44

Mame: John Smith
Platform: TeSign{TeSign]
Days Left: B9
Modified: 6/25/18 2:53 PM
Docs: 5

G Documents

Session Audit

Document Set

APPSUMMARY_1APPF
Application Summary

LOANAPPLICATION

Loan Application

LNADENDUMSTATICF_1APP
Loan Addendum (Static)

PROMMNOTE_STATFB

Promissory Note

TERMSANDCONDITIONSF
Terms and Condtions

User: Janeofficer
Full Name: John Smith
Account Mumber: 123456-1
Customer Number: 11223344
Tax Identification Number: 000-98-1234
@
@
@
©@
O
©@
O

C1 W

0] < rransre |
o

]

fi
T

fi

L}

1 Select All/Unselect All: Click Select All to select all unlocked sessions in the results list
and place a check by the selected sessions. Click Unselect All to deselect all selected
sessions in the results list.

2 Delete/Transfer Mode: Click Delete or Transfer to toggle all related icons and buttons

from Delete to Transfer and vice versa.

3 Delete/Transfer: This button changes state when the Delete/Transfer Mode buttons (2)

are toggled. Clicking Delete IEEEE removes any selected sessions. Clicking Transfer

& Transfer i i i
changes session ownership of any selected sessions to another user. Refer to

Transferring a Session for more details on changing session ownership.
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4

Sort By: Click the Sort By button to choose the order in which the search results will
appear (Date Modified Ascending, Date Modified Descending, Name Ascending, Name
Descending).

Click the Lock icon ‘& to unlock a locked session. Clicking this icon will display the Unlock
Session popup, which will provide who locked the session, when it was locked, and the
sessionlD. The ability to unlock a session is controlled by the Administrator.

o Sessions automatically lock when opened for user activity and become unlocked when

a user completes all activity for that session and closes the session or logs out.
Sessions may remain locked unexpectedly if the user does not complete the session
and closes the browser. To prevent a session from remaining locked, the user should
logout after all session-related activity is completed.

6 Selection Checkbox: Click to check or uncheck (select or deselect) the session to be
transferred or deleted.

7 Session Transfer/Delete Icon (€— /¢ '): Click the Transfer < icon to transfer the
session to another owner. Click to Delete !l icon to delete a single document.

8 Session Details Region: The name of the first document in the session is displayed. This
region summarizes the session details with Session name, Platform, Number of Days Left
until expiration, Date and time last modified and the number of documents in the session.

9 Index Fields Region: This section provides the index information for the session. The
fields names displayed vary by installation.

10 Open Session Details: Click this icon to go to the Session Details page for the selected
session. Refer to Session Details for detailed information.

11 Documents, Signature Status, and Notes Tabs: Click on a tab to view the
corresponding information:
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e Documents Tab: Click to view a list of the documents for the selected session. Refer
to the Session Details section for details about the features and functions of the page.

Documents

APPSUMMARY_1APPF
Application Summary

LOAMAPPLICATION
Loan Application

LNADENDUMSTATICF_1APP
Loan Addendum (Static)

PROMMNOTE_STATFB

Promissory Note

TERMSANDCOMNDITIONSF

Terms and Condtions

Full Name

John Smith

Customer Number

11223344

Session Audit

Document Set

Account Number

123456-1

Tax ldentification Number

000-98-1234

e Signature Status Tab: Click to display details about the signature status of the

documents.
Signature Status
Name Method Signature Status Date/time
John Smith InPerson Signed 6/22/18 217 PM
Jane Smith InPerson Not Signed

¢ Notes Tab: Click in the Notes field to add information relative to the document, user,
or transaction. There can be several notes added. Notes travel with the session until
the session is archived. Notes are retained with the session but will not be archived
with the document set. Click Save to add the note to the session. Click Cancel to

delete the contents in the Notes field.

2] save | X cance
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Session Details

When the documents are loaded to IMM eSign or when an active session is opened, the
Sessions Details page is displayed. The user can perform the tasks associated with the session

on this page.

The Page Help button provides a quick listing of icons and functions available and related to the

Session Details page.

Icons

©>

Al

Preview

Reorder

Display

Do Not
Display

Archive ON

About Page | Session Details

This page provides access to multiple tasks that the user needs to complete for a session. Users can
design documents, process the session, sign documents, add documents, archive completed sessions
and fill data. This page also displays documents, indexes, signature information, and notes.

Preview document.

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

Display document during "Process” action. Click to toggle setting.

Document will not be displayed during "Process” action. Click to toggle
setting.

Indicates document will be archived. Setting cannot be changed.

The default Session Details page can be displayed with the document indexes expanded or
minimized. This view is determined by your Administrator. Click on a row to expand or minimize

the view.

Expanded Sessions

Minimized Sessions

Notes

=) sare | 5 cancel

5 save | X cancal |

T B e T e

12 save | X cancel |

The Session Details page will vary depending on your integration.
For IMM eSign plus integrations, the routing information is displayed on the page.

Current Step - Sign Documents
Step Instruction : Sign either In Branch or Remote
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If you click the History icon, a popup is displayed with the Comments, History, and
Details tabs.

Session Details - John Smith @ IMM eSign

Your session will remain active until 12/10/2018

I E Design I — Process I i Sign I [ﬁ Add Docs I 1 Archive l b

<2> — LOANAPPLICATION o) El ﬁ
Loan Application @
—— |LNADENDUMSTATICF_1APP TD_'
— | | <
~ |Loan Addendum (Static @ IE ﬁ wl
— PROMNOTE_STATFB &> IEJ ﬁ
Promissary Note =

Full Name Account Number

John Smith 123456-1
8 —-—
Customer Number Tax Idemtification Number
11223344

000-98-1234

TERMSANDCONDITIONSF

< T
Terms and Condtions El ﬁ MI

@ Session Audit &>
Document Set &

Notes
11
Enter new note here

1 Session Controls: Use the session control buttons to perform actions related to the
session. Use the arrows to display additional buttons.

e Design: Click this button to access the Document Designer page. For details on getting
started with the Document Designer page, refer to Using Document Designer on page
26. For details on the Document Designer page controls, refer to Document Designer

on page 155. The Design button is disabled after document session ownership has been
transferred.

Prosign documents may have unmapped fields and must be processed using
Document Designer before being submitted for remote signatures.

o This feature is not available for iPad users.
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Process: Click this button to process documents. This button will be disabled if
document session ownership has been transferred. The Process button will not be
enabled if no documents are marked for display. Refer to Processing on page 137 for
more information.

o This feature is not available for iPad users.

Route: This button is available for IMM eSign plus integrations. Click this button to route
the session. Refer to Routing Documents on page 74 for details.

Sign: Click this button to go to the eSignature Management page to begin signing
documents in person or remotely. Refer to eSignature Management on page 158 for
more information.

When unmapped or optional fields are detected, you are rerouted to the
Document Designer page instead of the eSignature Management page.

Add Docs: Click this button to attach external documents, scanned items, and
photographs to this session. Refer to Adding Documents on page 60 for more
information.

Archive: Click this button to archive the session. Archive finalizes the session for use by
your imaging system for permanent storage. No additional changes are allowed after the
session is archived. The Archive button will be enabled if all documents within the
session have been signed or if no documents in the session have signature fields. Refer
to Archiving Documents on page 135 for more information.

Fill: Click this button to populate missing index information with information from other
documents in the document set. If the field is not populated anywhere, clicking Fill will
not correct the missing information.

Transfer: Click the Transfer button to Transfer session ownership from one user to
another user. Refer to Transferring a Session on page 133 for details.

Reorder: Drag and drop the Reorder — iconto change a document’s order in the
document set.

Document Name and Document Description: The name and description of the document
in the document set. Click on the row to view the indexes associated with the document.

Preview: Click the Preview <C” icon to view a single document in a PDF popup window.
From this window, you can view and print documents. Documents cannot be edited in
Preview Mode. Click the icon for the Document Set to view all the documents in the set in a
PDF popup window. Click the preview icon next to Session Audit to view the audit
information for the session. Refer to Previewing and Printing Documents on page 24 for
more information.

Display: Click the icon to toggle the display state of the document. When display is turned
on, the Display "= icon is shown and the document is displayed in PDF format while
processing. If display is turned off, the Do Not Display K icon is shown and the
document will not display during processing. This setting is controlled by the Administrator.
The default state of this icon is determined when the document is defined.
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On the Session Details page, the Display icon is now available for attachments
with fillable data fields. During document processing, attached documents with
fillable data fields are automatically displayed. Users can adjust the display
settings by clicking the Display icon. Administrators cannot control if

o attachments are displayed; however, the Retrieved Session Default
administrative setting will apply to attached documents with fillable data fields. If
the Preserve Original Selection administrative setting is selected, the user’s
preference for the display of attachments is remembered.

6 Archive: Documents that can be archived have an Archive || icon. The Archive icon
will not display if a document has an unsigned signature field. If the Archive icon is clicked,
the document will be archived. Refer to Archiving Documents on page 135 for details.

7 Delete: Click the Delete Ilicon to the right of the document name to delete the document
from the session. At least one document must remain in the list. Attachments can be
removed. See Deleting a Session on page 134 for detailed information.

8 Document Index Fields: When the document is expanded, the document index
information is displayed.

9 Session Audit: Click the Preview icon to display the Session Audit. This report lists all
activities that take place during a session. This report will be archived along with the
documents. Click the preview icon next to Session Audit to view the audit information for
the session.

10 Document Set: Preview all of the documents in the document set in one file.

11 Notes: Click in the Notes field to add information relative to the document, user, or
transaction. There can be several notes added. Notes travel with the session until the
session is archived. Notes are retained with the session but will not be archived with the
document set. Click Save to add the note to the session. Click Cancel to delete the
contents in the Notes field.

Document Designer

o This feature is not available for iPad users.

The Document Designer page allows you to assign a template to unknown documents, map
unmapped fields, and set optional fields as required or not. You can add, edit or delete
signature fields, signature date fields, initial fields, textboxes, checkboxes, and dropdown lists.
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In addition, this page can also be used to add, edit or delete signer (party) information.
Attachments can be requested from remote parties from this page as well.

You can access the Document Designer from the Session Details page or eSignature
Management page.

o Signed documents cannot be modified.

When templates must be assigned, fields are unmapped, or fields are optional, the
Document Designer page is displayed in different modes. Refer to Using Document
Designer on page 26 for more information.

@ Document Designer IMM eSign
Click "Review Assignments" to verify signaturefinitla{?)slgnmg parties assignments. @

a @ Review Assignments APPSUMMARY_| APPF ‘

Add Signer -
i 7 oo | £ i
0 [li Request Attachments

igners 1D00D1-f1
John Smith Pod) & .
johns@homeemail.com Apphcat'on Summary
3 documentys} 10 sign. Teller Number: 9999
Index Fields
@ocuments Full Name Member Number Suffix

APPSUMMARY_1APPF = John Smith 11223344
2 signatures/Initials Customer Number Loan Number SSN Date Started (Custom)
LOANAPPLICATION

g L) 11223344 105 000-08-1234 01/01/2018
2 Signatures/Initials
LNADENDUMSTATICF_IAPP gt DOB Account Number Dictionary Code Loan Purpose (Custom)
@ Signatures;/initials 03-23-1952 123456-1 LEND Car Loan
PROMNOTE_STATFB e

) = Member Name Application Number Document Set Name Loan Amount (Custom)
1 Signatures/Initials
TERMSANDCONDITIONSFE = John Smith 55554 Car Loan 23.999.00
0 Signatures/initials

| Security Collateral | Application Type

1 Action Buttons:

= Continue: The Continue button is only enabled when all Signature and Initial fields in all
documents in the current session are mapped to Signers and any
Textbox/Checkbox/Dropdown fields are mapped with a Role/Type.

= Cancel: The Cancel button will return you to the page from where the Document
Designer was accessed.

2 Review Assighments / Manage Unmapped Fields / Review Optional: When Review
Assignments is displayed, click it to review the party that is assigned to each field (RTS).
When Manage Unmapped Fields is displayed, you are in Manage Unmapped Fields
mode (XML). When Review Optional is displayed, click it to review optional signatures
and fields (XML). Refer to Using Document Designer on page 26 for more information.

Add Signer: Add a new signer.

Request Attachments: Click to add accompanying documents that may be required for a
signer who is signing remotely. This button will be enabled only when at least one signer is
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selected for remote signature. Refer to Requesting Attachments on page 51 for detailed
information about adding Remote Attachments.

5 Signers: Lists all known signers and their email addresses (if available) and lists the
number of documents for each signer. Double click on a signer’'s name to modify the signer
name or email.

= Click the document icon ] to view documents associated with the selected signer. Refer
to Adding, Editing, and Removing Signers on page 37 for detailed information on
adding, editing and deleting signers.

6 Documents: Lists all documents currently in the session with the number of signatures or
initials for each document. Click the people icon & to view the signers associated with the
selected document. Attachments will display and Signature/Initial fields can be added to
these attachments.

= Documents not associated with a signer display with a yellow background.
= Signers not associated with a document display with a yellow background.

» When a signer is selected while modifying a document, documents associated with that
signer will display with a green background.

7 Document name and navigation buttons: Displays the name of the document currently
being reviewed. Navigation buttons allow moving between the documents in the session.

8 Field buttons: Click and drag these fields into a document. You can then associate a
signer, role or type with the field.

Colors defined in this area are used in the Blue theme and will change when
other themes are used.

Rev. 2/27/19 157



IMM eSign 2018.1
User/Document Administrator Guide

eSignature Management
After clicking Sign on the Session Details page, the eSignature Management page is displayed.

The Page Help button provides a quick listing of icons and functions available and related to the
eSignature Management page.

/

Jobwn Smith

Jane Smith

About Page | eSignature Management

This page allows users to view each party's documents and select each party’s signing method.
For remote signing sessions, users can select the authentication method for each party and add
the corresponding credentials. For in-person signing sessions, the signing process can be
started from this page. The ability 1o view documents can also be controlled per party by the
authorized user groups.

Icans
Preview Preview document.
In Person Select for In-Person signature session.
Email Remote signing session with email authentication: Only requires

recipient's access to their email account for authentication.

Password Remote signing session with password authentication. Establish a
unique password 1o be used for signer authentication.

KBA Remote signing session with knowlege-based authentication (KBA).
Utilizes a series of questions to be answered for signer authentication.

Phone Remote signing session with phone authentication. Text code will be
used for signer authentication.

Print Print documents in current signed/unsigned state.

Count Number of documents assigned 1o signer.

View Indicates document does not require signature. Document is for review
only.

No View Indicates document will not be visible to signer. Click to toggle setting.

Y =i © @ v Do o

Merge Party Merge documents into a single named signer.

Names

Document Indicates item is a document.
Attachment Indicates item is an attachment

Sign Indicates document requires signature.
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The eSignature Management page displays a list of signers as well as the signing/viewing
method. Remote signing is only available if the Remote Sighatures add-on is enabled.

=_; eSignature Management ® IMM eSign

P
Design Request Attachments | < Back
gl ORENO, (2)

John Smith = = P @ )
o

()

APPSUMMARY_1APPF
Application Summary

LOANAPPLICATION
Loan Application

@

i i

LNADENDUMSTATICF_TAPP

©>
Loan Addendum (Static) e

PROMNOTE_STATFB

Promissory Note ©

TERMSANDCONDITIONSF
Terms and Condtions

Jane Smith @ d’E\I 'CJD '@ (?/:'9

(X

Y

Joe Smith =

1 Design: Click this button to access the Document Designer page. For details on getting
started with the Document Designer page, refer to Using Document Designer. For details
on the Document Designer page controls, refer to Document Designer. The Design button
is disabled after document session ownership has been transferred.

o This feature is not available for iPad users.

2 Request Attachments: Supporting documents such as pay stubs, W2s, Driver License,
Passport, etc. can be requested as required from a remote signer by using the Request
Attachments option. This option is for Remote Signatures only. The button is disabled until
a remote signing option is selected. Refer to Requesting Attachments on page 44 for
detailed information about adding remote attachments.

Back: Click Back to return to the Session Details page.

4 Merge: Click to merge two or more signers. This button will not be displayed if there is only
one signer. Refer to Merging Signers on page 76 for more information.

5 Number of Documents: The icon displays the number of documents in the document set
that are assigned to the signer.

6 Party Name: The name of the person who will sign and/or view the document(s).

7 View the Document Set: When a party’s row is clicked, the row expands to display the
documents in the document set. Click the row again to hide the document list. The

documents that have the Sign icon displayed next to them are documents that the
party must sign. Depending on the settings configured by your Administrator, you can
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perform the following actions before the signer/viewer completes the signing/viewing
process:

e Preview: Click the Preview <C icon to view a single document in a PDF popup
window. From this window, you can view and print documents. Documents cannot
be edited in Preview mode.

e View: Click the icon to toggle the view state of the document. When the View E
icon is displayed next to a document, the party must view the document during the
signing/viewing process and confirm that he or she reviewed the document. When

the No View K icon is displayed next to a document, the party will not view the
document during the signing/viewing process. The default state of this icon is
determined when the document is defined.

The No View K icon may not be displayed. This setting is controlled by
your administrator.

8 Print: Click to print the documents.

9 Sign In Person: When the Sign In Person button is clicked, the documents
will be signed/viewed in person.

10 Sign Remotely: When one of the remote authentication methods are selected, documents
will be signed remotely.

11 Done: The green check mark / indicates that the party has completed the
signing/viewing process.

Sign In Person

When the Sign In Person button is clicked, the documents will be signed/viewed in
person.

£ John Smith = = P @ @
# sign

“il Jane Smith = = Jg @ &
= Start

To initiate the in-person signing and viewing process on the eSignature Management page, the
financial institution representative clicks Sign or Start:

¢ When a party has documents to sign or when a party has documents to sign and documents
to view, the Sign 2 Sign button is displayed. Refer to In-Person Signing for details.

e When a party only has documents to view, the Start button is displayed. Refer to
In-Person Viewing for details.
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Secure Email Delivery
After the documents are signed and/or viewed in person, the eSignature Management page is
updated. The Delivery button is displayed.

To send the documents for secure remote delivery, perform the following procedure.

1 Onthe eSignature Management page, click Delivery.

E‘l Delivery [ﬁ Request Attachments

/ John Smith =

/
~ Jane Smith EEILJ

2 Make changes as necessary. Refer to the Sign Remotely section on page 162 for details
about the page.

@ Delivery Design [ﬁ Reguest Attachments

/ == - -

y & >  © O
Email johns@homeemail.com

/ A\ > -

v Jane Smih = P @ 9
Email janes@homeemail.com

Message Details
Sender janeofficer@YourFl.com v Subject Document Set (for John Smith)

Your documents are available for viewing and printing.

cc Select cC
Message

3 When finished, click Send. The page refreshes and displays the following message.

The session is successfully submitted for secured delivery.

Archived document(s) successfully
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Sign Remotely

When a remote authentication method is selected (Email Authentication, Password
Authentication, KBA, or Phone Authentication), the documents will be signed/viewed remotely.

If the email address that is entered in the Email Authentication, Password
Authentication, KBA, or Phone Authentication fields is already registered with Adobe,
the party’s name that was used to register the email address is displayed during the

signing process regardless of the name entered in IMM eSign.

(1)
John Smith = g dp ( @ C@
Email johns@homeemail
D = > | ~ -
Jane Smith f5 g = P @ C;J
Email janes@homeemail com
Password @
>+ 3 - ~ e
= a @ 9 >
Email JoeS@homeemail.com :
S T oo - o el
E3 g 4 @ 2 ®
Email MaryS@homeemail.com
Phane
Message Details
5 Sender janeofficer@YourFl.com @ Subject Document Set (for John Smith)
= Select CC Your documents are available for viewing, signing and printing
6 T Mezzage
©
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1 Email Authentication: The party will receive an email notification. They are instructed to
click the “Click here to review and eSign” link to gain access to the documents for signing.

2 Password Authentication: The party will receive an email notification. They are instructed
to click the “Click here to review and eSign” link. The party is then prompted to enter the
Shared Secret Password to gain access to the documents for signing. The password must
be at least 8 characters and a mix of lower and upper case letters and numbers.

3 KBA: The party will receive an email notification. They are instructed to click the “Click
here to review and eSign” link. The party is prompted to enter identity information and
answer arbitrary public record questions pertaining to his or her identity. The party’s credit
history/report is not accessed or impacted when using the KBA authentication service.

4 Phone Authentication: The party will receive an email notification. They are instructed to
click the “Click here to review and eSign” link. The party is prompted to select the
Verification Option (Voice Call or Text Message). A Verification Code will be delivered to
the Verification Option method the party selected. The party will enter the Verification
Code in the Code field and click OK to gain access to the documents for signing.

5 Sender: Click the drop-down menu to add or change the email address in the Sender field.
(Default: Your email address)

6 CC: The carbon copy (CC) field appears after the Sender field is filled. Click the drop-down
menu to add one or more FI employee emails. The selected FI employees are carbon
copied on the email.

7 Subject: The Subject field is prefilled with the name of the signer of the document set. The
content can be changed as needed.

8 Message: Fill in the Message field. Use the default message that is displayed or change
as desired.

9 Send: The Send button initiates the remote signing process. All in-person signatures and
review confirmations must be complete for the Send button to be enabled.

Rev. 2/27/19 163



IMM eSign 2018.1
User/Document Administrator Guide

Search Completed

The Search Completed Sessions page allows you to access completed sessions. To open the
Search Completed Sessions page, click Processing > Search Completed.

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

___—¥»| About Page | Search Completed Sessions
This page provides access to completed session documents across multiple platforms. Fl
Administrators can reindex documents from this page. Fl Administrators and Document
Administrators can generate indexing reports as well.
lcons
3<> Pin Pin search panel 1o the screen.
BT % Unpin Unpin search panel from the screen
[(e)] Preview Preview document.
[ © nvancea search | Indexing Indicates the document has been indexed.
| Status
[ sewch Exm Number of Count of how many times indexing was attempted (1-3).
Indexing
Attempts
Signature Indicates session was signed remotely
Method
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To search completed sessions, perform the following procedure:
1. Click Processing > Search Completed. The Search Completed Sessions page is

displayed.
2. Enter search parameters:

P

1 Pin Search Panel: Clicking in the pin will display * or

s
collapse X the search parameters section of the page
when the results are displayed.

2 Platform: Search through all available platforms, or click
the dropdown to select a single platform to search.

3 Date Range: Click the field to display a calendar and
adjust the date range as desired.

4 Index Fields Region: Enter any additional search criteria
in the available fields to narrow the search. The search
fields displayed are controlled by the administrator.

5 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. The display of this field is controlled by the
administrator.

6 Advanced Search: Click the Advanced Search button to
reveal additional search index fields.

7 Indexing: Select Indexed if you would like to display
sessions that have been indexed, select Not Indexed to
display sessions that have not been indexed, or select All
to display sessions both indexed and not indexed.

8 Action Buttons:
= Click Search to continue.
= Click Clear to reset the search parameters.

Search

(2 Platform

All Platforms

<3> Date Range

04/03/2018 - 07/02/2018

® =

;BFullName

Account Number

Customer Mumber

Users
5
Jane L. Officer - [ JaneOfficer
(IMMLAB} ]

B] C Advanced Search

Not Indexed

‘ ndexed

All

8

3. Click Search. The Search Completed Sessions page refreshes with the results for the

information requested in the Search Archived Documents.

This page lists all documents in the Archive folder that meet the specified criteria.
If your imaging system has already moved the documents, they will not be listed here.

This list can be sorted by clicking on Column Titles. Subsequent clicks alternate between

ascending and descending order.

4. Click Clear to clear the search results and search parameters.
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Cases (eSign plus)

Click Processing > Cases to access the Cases page. The Cases page is available for IMM
eSign plus integrations only. This page contains a list of tasks that a user needs to complete.
Click any of the cases in the list to expand the information for that case.

The Page Help button provides a quick listing of icons and functions available and related to the

New Session page.

it

Cun b

About Page | Cases

This page provides a listing of all sessions that the user participated in. Page also provides access to
active sessions that user needs to respond to, through the My Cases Search option. Managers can
view their employee's sessions from Cases page as well. Page will allow user to route/Re-route (when
applicable)/take ownership of sessions, along with access to Session Details page.

lcons
s/ Pin
2 Unpin
Nl  Delete

Lack

rlz Redirect

[(e)] Preview

— Reorder

£ __'_./: Histary
Important

F)“ Take

) Ownership

,_'-T'_ Route

e Session

@ Re-Route
Session

Controls

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

Delete session or document. If function is nat visible, please contact your
IMM eSign system administrator for further information.

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

Open Session Details for selected session.
Preview document.

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

View workflow session information including history.

Indicates that sessien is marked as important.

Select zession to be assigned to personal inbosx.

Route session to the next defined step. If this function is not available,
please contact your IMM eSign administrator for more information.

Re-oute sessian to desired step or user. If this function is not available,
please contact your IMM eSign administrator for further information.

Clicking this icon allows to Bulk Re-route Sessions. Display only for
Managers and Administrators
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Search Panel

1

<
Pin Search Panel: Clicking in the pin will display ~ or Search ©) X/

rs
collapse S the search parameters section of the page

when the results are displayed. (&) pete range
11/06/2017-11/06/2018
Date Range: Click the field to display a calendar and

adjust the date range as desired.

(&)
"/

Full Name
‘A

Index Fields Region: Enter any additional search
criteria in the available fields to narrow the search. The
search fields displayed are controlled by the
administrator.

Advanced Search: Click the Advanced Search button
to reveal additional search index fields. If filtering by the
Advanced Search Workflow option, the Re-Route button
is displayed on the search results page. Select the
desired cases and click Re-Route to reroute multiple
cases at once.

Account Number

O Advanced Search

Completed | Cancelled l

Status Based Filters: Filters or displays the cases by status: My Cases, Active,
Completed, or Cancelled.

Action Buttons:
= Click Search to continue.
= Click Clear to reset the search parameters.
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Search Results

E= cases @
&
Search P @

Records found - 4 | Loaded - 4

Selected: 0

()

@ Title Field: JOHN SMITH
Workflow: Car Loan

From: Jane L Officer

Received: 11/06/2018 09:59 AM

Inbox: Jane L. Officer

Document Set: CarLoan

Step: Process

Platform: Lending Documents{LEND]

: o

AutolnsuranceAgreementNJ

14 Autolnsurance Agreement NJ

Full Hame

JOHN SMITH

LoanFinalSummary

Loan Final Summary

Session Audit

Document Set : CarLoan
Car Loans

®

Account Number

123456789

0

I‘\,

0

IMM eSign

(2)

6
J'D. 7
Sk

Il

©)

1]

1 Search: Click to pin or unpin the search panel. Refer to Search Panel on page 167 for

more information.

2 Sort By: Click to toggle the sort order to Title Field ASC (ascending order), Title Field DES
(descending order), Date Received ASC (ascending order), or Date Received DES

(descending order).

3 Lock: When this icon is visible, the session is locked by another user. The session can be

unlocked by your administrator.

Important: When this icon is visible, the session is marked as important.

Workflow Case Information: Provides Title Field, Document Set, From, Inbox, Step,
Workflow name, Received, and Platform. When the row is clicked, it displays additional
information about the workflow case.

Open Session: When this icon is clicked, you are routed to the Session Details page.

History: Click the icon to open the History popup to see a detailed history of the case.
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8 Documents Tab: Click to view a list of the documents for the selected session.

==

AutolnsuranceAgreementNJ

o

= ©@ ]
Autolnsurance Agreement NJ '
—  Creditlnsurance — S
— @ flll
Credit Insurance '
—  ExpressApplication e i
= . o |l
Express Application
— LoanDenialReasonsSumma — S
— v @ i
Loan Denial Reasons Summary h
—  LoanFinalSummary > '|||| =.
Loan Final Summary '
Session Audit —
Q&
Document Set : CarLoan =
>

Car Loans

9 Signature Status Tab: Click to display details about the signature status of the

documents.
- —
Signature Status - n%n 'i_:'

Name Method Signature Status Date/time

JOHN SMITH InPersan Not Signed

10 Comments Tab: All of the comments associated with the session are displayed.

L=

Jane L. Officer(immlab) 11/6/2018 10:08:41 AM

11 Take Ownership: Take ownership of the session.
12 Route: Route the session. Refer to Routing Documents on page 74 for details.

13 Re-Route: Re-route the session to a desired step or user.

14 Reorder: Drag and drop the Reorder = icon to change a document’s order in the
document set.

15 Document Information: When this row is clicked in the Documents tab, index information
is displayed.

16 Preview: Click the Preview <©” jcon to view a single document in a PDF popup window.
From this window, you can view and print documents. Documents cannot be edited in
Preview Mode. Click the icon for the Document Set to view all the documents in the setin a
PDF popup window. Click the preview icon next to Session Audit to view the audit
information for the session. Refer to Previewing and Printing Documents on page 24 for
more information.
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17 Delete: Click the Delete Iicon to the right of the document name to delete the document
from the session. At least one document must remain in the list. Attachments can be
removed. See Deleting a Session on page 134 for detailed information.

18 Action Buttons: Click Save to save changes to the indexes in the Documents tab. Click
Cancel to clear any changes made to the indexes in the Documents tab.

Loan Coupons
Refer to Processing Loan Coupons on page 20 for details.

Starter Checks
Refer to Processing Starter Checks on page 22 for details.

Custom Links

Click Processing > Custom Links, and then select a link that has been configured by your
administrator. Up to three custom links may be displayed. This feature allows all users to
navigate easily to frequently used websites outside of IMM eSign.

Reporting

The following sub-menu choices are available:
Session Status

Expiring Sessions

Remote Signature Status

Add-Ons

Session Status

The Session Status Report displays the status of all active sessions. To open the Session
Status Report page, click Reporting > Session Status.

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

P About Page | Session Status Report

()/ This page provides the statuses of all active sessions. Results can be exported in CSV format.
lcons
S’? Pin Pin search panel to the screen.
g‘\Q Unpin Unpin search panel from the screen.
> Detailed View audit report.

Audit
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To search the status of all processed sessions, perform the following procedure:

1. Click Reporting > Session Status. The Session Status Report page is displayed.

2. Enter search parameters:

1 Pin Search Panel: Clicking in the pin will display ~ or Search Ox

2
collapse X the search parameters section of the page © i

when the results are displayed. 04/03/2018 - 07/02/2018

2 Index Fields Region: Enter any search criteria in the
available fields to narrow the search. The search fields
displayed are controlled by the administrator. By default,
the Date Range is 360 days.

Full Name

Account Number

3 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 Customer Number
documents owned by all users. Click outside the field to
close the dropdown menu. The display of this field is

controlled by the administrator. Users
4 Session Status: Click the field to search for specific G) gy aneotee "

sessions. Choose from the dropdown list. Leave the field
blank to search for all session statuses. Click outside the _
field to close the dropdown list. Session Status

5 Action Buttons: (®) Al status

= Click Search to continue. Gr

» Click Clear to reset the search parameters.

3. The Session Status Report search results are displayed.

Ty - .
ih| Session Status Report “*/ IMM eSign
-
Search X
Total Sessions : 84 of 84 @ i Export
@ Tl Sort By
Name: John Smith Created: 9/13/18 7:59 AM In Process @ B>
User: Janeofficer Updated: 9/13/18 8:03 AM 1 of 3 signed N
Platform: TeSign{TeSign]
Name: JOHN SMITH Created: 9/13/18 7:58 AM In Process o>
User. Janeofficer Updated: 9/13/18 7:58 AM 0 of 2 signed -
Platform: Lending Documents{LEND]
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Export: Export the Session Status Report to a .csv file.

2 Sort By: Click the Sort By button to choose the order in which the search results will
appear (Date Modified Ascending, Date Modified Descending, Name Ascending, Name
Descending).

3 Detailed Audit: Click the Detailed Audit <©> icon to view the Detailed Audit Report in a
PDF popup window.

Expiring Sessions
The Expiring Sessions Report displays active sessions that have not expired.
1. Click Reporting > Expiring Sessions. The Expiring Sessions Report page is displayed.

ﬁ Expiring Sessions Report IMM eSign

@ Days till expiration: 90
@ Oowner: FlUser H

© Enm P ©

2. Enter the search parameters and generate a report:

1 Days till expiration: Include sessions with less than this number of days left before
expiration. By default, this is set to 90 days.

2 Owner: Leave this blank to search documents for all owners or filter the search to include
documents from the selected owner only.

3 Print: Click Print to view the Expiring Sessions Report in a PDF popup window. The report
is sorted by Days Left in ascending order.

4 Export: Click Export to export the Expiring Sessions Report to a .csv file. The report is
sorted by Days Left in ascending order.

o If there are more than 2,000 sessions in the report range, a message is displayed
stating that the report may take several minutes to generate and asking if you would
like to continue or change the Days till expiration field.

When the Expiring Sessions Report opens in the PDF popup window, click the printer icon to
print the report. A maximum of 10 index fields can be displayed in the report. Refer to the
following example.
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N

=)

® B8 X Q

Expiring Sessions Report

@® 1769

[ ST

FlMName : Integrated Media
Management RN
JHAT

The following sessicn{s) will expire in the

Report Generated Date : 032172018

90 days.

Tatal Number of
Sessions:

111

Document Sst Mama: LOANAPPCIAPP

Document Set Name  LOANMAPPGIAPP
Custormer_DOB ©

| Tapayer I Mumber -0

Craatsd By: JansoMesr

Caursiomer Mame : John Smith
Loan Number : 105

Lzan Pupase | CarLzan

Lat modifisd Dats

Cusbomer Number - 11223344
Usar ID : IMBILAE JANEOFFICER

Loan Amount : 21,250.00

H2BI2016 9:38:32 PM

Days Laft: 27
Account Mumber: 123456-1
Cate Started - 05-01-2015

Signed : Faize

Document Set Name - LNADDSTATC

Customer_DOB :D0B 777 7

| Taxpayer IO Mumber =S

‘Customer Name : Customer Name John Smith

Loan Number : Loan Mumber 105

Loan Purpase : Loan Pumose Car Loan

Customer Mumber : Customer Number
11223344
Usar ID : IMBILAE JANEOFFICER

Loan Amaunt : Loan Amount 21.250.00

ALzount Number: Account Number 123455
-1

Daabe Sxarted © Dade Started 03-23-2013

Signed : Faize

Document Set Name - APPSUMAAPFC

Caursiomer Mame : John Smith

Cusbomer Number - 11223344

Account Mumber- 123456-1

Document Set Mame - APPSUMIAPEC
Customer_DOB ;07 27 4000
Taxparyer 10 Wamber 200777777

Customer Name : John Smith
Loan Mumber : 105

Loan Pupase : Car Loan

Customer Number - 11222344
User 1D © IMMILAEJANECFFICER

Loan Amount : 21,5000

Customer_DOB:77 77 777 Loan Number - 105 User ID : IMMILABUANECFFICER Cate Started - 05-01-2015
| Taxpayer IO Number -0l Lzan Purpaze @ Car Lzan Loan Amount : 21,950.00 Signed : Faize
Document Sat Mame: APPSUMIAPPC Created By: JaneofMcar Last modified Date © 3232016 5:37:43 AM Days Laft: 27

Arzount Number: 123456-1
Date Started - 05-01-2015

Signed : True

Document Set Mame - LOAMARFCIARF
Cuztomer DOE
‘axpayer |0 Number =777 77 770

Customer Name : John S=ith
Loan Mumber : 105

Loan Pupase : Car Loan

Custormer Mumber - 11223344
User 1D © IMMILAEJANECFFICER

Loan Amount : 21,5000

ACToun: Muber: 1234561
Date Started - 05-01-2015

Signed : True

Diocument Set Mame - AFFEUMIAFFD
Customer_DOB 07 77 7777
| Taxparyer ID Mumber =777 77 °77

Customer Name : John S=ith
Loan Number - 105

Loan Pupase : Car Loan

Custormer Mumber - 11223344
User 1D © IMMLAEUANECFFICER
Loan Amount : 21,5000

ACToun: Muber: 1234561
Date Started - 05-01-2015
Signed : True

Sign In

Remote Signature Status

This report displays the status of all outstanding remote signature sessions. Document sessions
that have been completed and cleared by the FI will not display. Completed sessions are listed

for up to 14 days. Expired sessions are listed for one year. This report is available only if
Remote Signatures is turned on.

Click Reporting > Remote Signature Status. The Remote Signature Status Report page is
displayed.
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— - -
[©| Remate Signature Status Report IMM eSign
Search Parameters @ '
2>fxl;ludeAbmlﬁﬂrmllHl Sessions @ Include Downloaded Sessions that were submitted in the past # of days
—~JFull Name Account Numbes Customer Numbes
Y \
User Additional Search Fields
: ©®

! Tax Identification Number n + Add Search Field

\\1

D\splay{-mfds I@uqnm recordset 1 -5 Tc::almcnr@mllablc 5  Filtered for All Users m
12

DocumentSet Name Status Date Submitied Full Name Account Number Customer Number Created By

APPSUM2APPS _rQ. Waiting for Signature T/2/2018 1:33:16 PM John Smith 1234561 janeofficer

APPSUMIAPPF (O\' Remately Signed 7/2/2018 1:37:31 PM Abhishek Patel 2234565 janeofficer

APPSUM2APPS :\l Remately Signed 1/2/2018 1-38:22 PM John Smith 123456-1 janeofficer

TERMSCONDTIONSF :]\ Waiting for Signature 7/272018 1 4607 PM John Smith 1234561 janeofficer

APPSUM2APPS é_:}) Walting for Signature 7/2/2018 1:50:10 PM lohn Smith 123456-1 11223344 janeafficer
1 Pin Search Parameters: Clicking the Search Parameters bar will expand the search

parameters or collapse the search parameters section of the page when the results are
displayed.

2 Exclude Aborted/Expired Sessions: When this field is selected, sessions that have been
aborted or sessions that are expired will not be displayed in the search results.

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

4 Index Fields Region: Enter any search criteria in the available fields to narrow the search.
The search fields displayed are controlled by the administrator.

5 User: 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. The display of this field is
controlled by the administrator.

6 Additional Search Fields: Add search fields as necessary. To add a search field, select a
search field from the dropdown menu and click Add Search Field. The field is displayed
with the other index fields.

7 Action Buttons:
= Click Search to display the Remote Signature Status Report records.
= Click Clear to reset the search parameters.

8 Document Set Name: The name of the document set is listed here.
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9 Signer Info & Click the icon to display the Signature Status popup. The possible
statuses are Waiting for Signature, Pending Other Signers, Remotely Signed, Completed,
and Expired.

Email Status
...... simhomeemail.com | Waiting for Signature

smhomeemail.com Pending Cther Signers

sihomeemail com Expired

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

11 Date Submitted: The date the document set was submitted for remote signature. Click the
column title to sort the search results by newest or oldest.

12 Index Fields Region: These names vary by installation. Click the column title to sort the
search results by that field.

13 Created By: User ID of the FI representative that created the document or document set.
Click the column title to sort the search results by user.

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 (by default, 90 days).

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

_IJ Add-Ons Report IMM eSign

@ Add-On Type
Search By: H

Value:

n
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The Add-Ons Report page refreshes.
1 Select a search criteria from the Search By dropdown.

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

Select a user for Created By.

4 Click Run.
Add-On Type: Loan Coupons =
(1) Search By: Member Name =
@ Value: a
@ Created By ALL H
of run |
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The Add-Ons Report lists all activity for that specific search criterion.

Starter Checks Add-On Results

Add-On Type: Starter Checks
Search By, Member Name H
Value Jx
Created By: ALL =
1
Member # Member/Joint Member Address Run Time Starting # Checks Printed Created By
11223344 John Smith, Jane Smith 415 Home Sreet 71412018 1.46:57 PM 1 13 Jane Officer
11223344 John Smith, Jane Smith 415 Home Srest 9/14/2018 1:46:57 PM 14 27 Jane Officer
Total records available: 2 Sorted by: Run Time (DESC)
Loan Coupons Add-On Results
Add-On Type: Loan Coupons =
Search By: Member Name
Value. a*
Created By: ALL H
1
Loan Number  Applicant/CoApplicant Address AmountiDue  LastlPymnt Amt  Period Run Time Starting # CouponslPrinted Created By
143 Abhishek Patel 645 His Street, Linden, NJ 07036 200.00 200.00 Monthly  9/14/201812:31:53 PM 13 12 Janeofficer
143 Abhishek Patel 645 His Street, Linden, NJ 07036 200.00 200.00 Monthly  9/14/2018 12:30:49 PM 1 12 Janeofficer
143 Abhishek Patel 645 His Street, Linden, N.J 07036 200.00 200.00 Monthly  9/14/201812:24:27 PM 1 14 Johnofficer
143 Abhishek Patel 645 His Street, Linden, NJ 07036 200.00 200.00 Monthly  9/9/2018 7:25:27 PM 1 25 Johnofficer
Total records available: 4 Sorted by: Run Time (DESC)

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

The Help option provides diagnostics, documentation and general information about your IMM
eSign system.

Diagnostics
Documentation
About

Diagnostics

This option allows the user to validate that the system is working properly. The Diagnostics
page checks to make sure that the system is able to perform all of the tasks required for the
current user and that the proper permission have been set.

Click Help > Diagnostics. The Diagnostics page is displayed.

] Diagnostics IMM eSign

Integrated Media Management eSign

Directory Permissions

Directory Can Write Can Delete Message
FI2\Archive True True
FI2\ArchiveOther True True
FI2\Error True True
FIZ\FDFs True True
F2\Temp True True
FI2\SourcePDFs True True
FI2\AddOns\FDFs True True
FI2\AddOns\SourcePDFs True True
Utilities True True
Temp True True
Windows Temp Directory - C:\Windows\Temp True True
Other fems

hem Name Message

Wscripr.Shell Object created - True

Institution Mame Integrated Media Management eSign

Institution 1D 2

TEAASP User IMMLAB\janeofficer

TEAASFFiles User IMMLAB\janeofficer

Time Zone Eastern Daylight Time

Documentation

The FI representative can view the user documentation (this document) in a separate window
by selecting this option.

Click Help > Documentation. This document is displayed in a new window.
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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. This information is
available to all users.

Click Help > About. The About page is displayed.

User Name

The user name of the FI representative that is logged in is displayed on the menu. There are
two submenus:

User Account Settings

Workstation Scanner Settings

User Account Settings

This menu allows the user to change the Name, Default Sender Email, and Password fields.

Click [User Name] > User Account Settings. The Users Maintenance page is displayed.

%] Users Maintenance IMM eSign
User ID: JaneOfficer
Domain: IMMLAB
Name: Jane L. Officer
Active: \/
Group: Users =

Default Sender Email: janeofficer@YourFl.com

™ = =
7] Edit (#£) Reset Password

Partner Alias

HIH Delete Selected

Mo records available.

o User Account Settings may not be available for your logon method.

o The Partner Alias area is not functional for your installation.
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Edit User Name and Email

1 ©On the Users Maintenance page, click Edit. The page refreshes with only the Name and
Default Sender Email fields unlocked.

User ID:

Domain:

MName:

Active:

Group:

Default Sender Email:

JaneOfficer
IMMLABE

Jane L. Officer

v

Users

janeofficer@YourFl.com| »

Edit the Name field and Default Sender Email field as necessary.

Click Save to save the changes.

Click Cancel to exit without saving.
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Reset Password
1 ©On the Users Maintenance page, click Reset Password. The page refreshes.

User ID: JaneOfficer
Domain: IMMLAB
MName: Jane L. Officer
Active: \;"
Group: Users =
Default Sender Email: janeofficer@YourFl.com

Original Password: |
Password:

Confirm Password:

2 Complete the following fields:

e Original Password: Enter the password currently being used by the user to connect
to eSign.

e Password: Enter the new password.

e Confirm Password: Reenter the new password

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.

3 Click Save to save the changes. The Users Maintenance page refreshes and the new
password is saved.

Click Cancel to exit without saving.
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Workstation Scanner Settings

o The availability of the Workstation Scanner Settings menu is controlled by your
Administrator. Your settings may differ from the ones displayed in this section
depending on the Administrator settings.

This menu allows you to edit workstation scanner settings.
1 Click [User Name] > Workstation Scanner Settings.

o If this popup displays, click Install.

This website wants to install the following add-on: ‘DynamicWebTWAIN' from ‘DynamScft Corporation’.  What's the risk? Install
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2 The Edit Scanner Settings - Workstation page is displayed.

|ﬂ Edit Scanner Settings - Default IMM eSign

@ Scanner ScanShell 31000

Show Ul

Duplex:

Pixel Type: RGB
Resolution 300

Width (in.) 85
Height {in ) 11
Max. Images: 2
Images Across 1

Images High: 2

o T EXE O
6

1 Select a scanner from the dropdown menu.

2 Change settings as necessary for your configuration.

o The availability of scanner settings selections is dependent on your scanner.
IMM does not recommend enabling the Show Ul setting.

High definition and large area scans will result in large file sizes.

Click Test to verify the settings.
Click Save Settings to save the workstation scanner settings.

Click Download eSign Scanner Service 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 sa
and then installed as an Administrator.

Logout
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;ﬁj 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’g 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.

E‘J 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.

?:} 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 (i) in the system tray, a popup menu is
displayed.

IMM eSign Integrations IMM eSign plus Integrations
Show Documents Show Documenits

Seftings Settings

Exceptions (1) Exceptions (2)

Search Active Sessions

Cases

Search Completed Sessions

Ctate State

About About

Exit Exit
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The following choices are available depending on your integration:

¢ Show Documents: Selecting this option displays the Documents List page. Refer to
Manual Output Folder on page 11 for details.

e Settings: This option is for Administrator use only. Refer to the Client Installation Guide
for more information on these settings.

e Exceptions: This option allows 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.

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 Process
09/12/2008 10:44:46 AM Document scanned but not in library
Wiew Log

e Search Active Sessions: This option allows 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 on page 144 for details.

e Search Completed Sessions: This option allows 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 on page 164 for
details.

e Cases: This option allows the IMM eSign plus users to navigate directly to the Cases page.
This page contains a list of tasks that a user needs to complete. Refer to Cases (eSign
plus) on page 166 for details.

e 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.

e About: This option displays the current version and copyright information.

o 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

Search Hints

On some menus you can search for documents, completed documents or active session
documents. You may be able to search for customer name, customer number, or other items.

You can use wildcard characters to find documents that contain full or partial terms or match
a character pattern.

* The asterisk matches any number of characters.
? The guestion 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.

Calendars

Start/End Date

In the Start Date and End Date fields, click the Calendar
button (#+~)). The Calendar popup is displayed.

= March 2014 =

Use the < and > buttons to select the month and year.

23 24 25 26 27 28 1
Click the day of the month. The calendar closes automatically 7 3 4 5 § 7 8
when the date is selected. 9 10 11 12 13 14 15
Click the Calendar button again to close the popup without 16 17 18 19 20 1 22
changing the date. Wl 2« 25 26 21 28 29
30 1 1 2 3 4 5
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Date Range

In the Date Range field, click the text box. The Calendar popup is displayed.

2 4 5 6 T
g 9 10 11 12 12 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
20 30

1 2
6 T & 9
13 14 15 16
20 21 22 23
27 28 29 30

Shortcuts 3Days FDays 14Days 21Days J0Days

3
10
17
24
) |

4 5
1 12
12 19
25 26

Week Month

Use the < and > buttons to select the month and year.

Click the start day and then the end day. The range is highlighted in blue. The calendar closes
automatically when the date range is selected.
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Using an iPad

o After using IMM eSign on an iPad, it is important to log out and to close the browser
for security.

When using an iPad, many of the functions are the same as using a PC. To get started with
IMM eSign on an iPad, refer to the following sections:

e To save the IMM eSign URL as a favorite, refer to Save the IMM eSign URL as a Favorite
on page 189 for details.

e Log in following the Logging In section on page 9.

e After logging in, the Search Active Sessions page is displayed. Refer to Search Active on
page 144 for more information.

e The iPad does not display the same menu items that a PC does. Refer to IMM eSign
Menus on an iPad on page 189 for an overview of the menu items that are displayed when
using an iPad.

e Log out by clicking the Logout menu, and then close the web browser. Refer to Logout on
page 183 for details on the Logout menu.

IMM eSign Menus on an iPad
The iPad displays three IMM eSign menu items:
e Processing

o Search Active: Click this menu item to search for active sessions. Refer to Search Active
on page 144 for more information.

0 Search Completed: Click this menu item to search for completed sessions. Refer to
Search Completed on page 164 for details.

0 Loan Coupons: Click this menu item to access the Add-Ons Processing page. Refer to
Processing Add-Ons on page 20 for details.

o Starter Checks: Click this menu item to access the Add-Ons Processing page. Refer to
Processing Add-Ons on page 20 for details.

o User Name: This item displays the name of the user. Clicking this item does not route you to
another page.

e Logout: Click this menu item to log out of IMM eSign. Close the browser after logging out.
Refer to Logout on page 183 for general information.

Save the IMM eSign URL as a Favorite

Instead of manually entering the IMM eSign URL on the iPad every time you need to access
IMM eSign, you can save the URL by adding it as a favorite on an iPad. To save the IMM eSign
URL as a favorite on an iPad, perform the following procedure:

1. Inthe Safari web browser, navigate to http://[YourServer]/teaasp/Login.aspx.
2. If prompted, perform the following action depending on your authentication settings:
e For Windows Authentication, enter your domain\username and password to log in.
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For Anonymous Authentication, enter your local user account credentials to log in.

For Anonymous Authentication, FIAdmin may have to reset all auto-create
user passwords in IMM eSign.

T
3. On the Login Screen page, tap the Action ] button and then click Add to Favorites.

10

<

AlrDrop. Share instantly with people neartry. If they
@ beirmy o AlrDvog freen Coniral Cemter on #05 or from
Findr on tha Mac, you'll So0 thise names Fee. Just

L@ 1o gharg

Mail Rimrden Add 16 MR Traitbind

L ]
=]
-3

« M oo B

&dd to Favortes  AGd Bookmark  Add to Reading A&dd bo o
List Home SLresn

4. In the Add to Favorites window, enter a title such as “IMM eSign Login.” The URL is
displayed below the title.
§ %D
e
Cancel Add to Favorites Save
IMM eSign Login

htp:immemrks 201710 mmidak.,

5. Click Save. The IMM eSign URL is added as a favorite.
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6. After the favorite is created, open IMM eSign using the URL field or the Bookmarks

m button:

e To use the URL field, tap the URL field and then tap the icon that represents IMM eSign
(e.g., “IMM eSign Login").

Pad 10:21 AM BRI

https:/fwww.immonline.com

6 'E‘:)fhﬁsp
e

Danay Tea 2007 Saarch Active Cuatlook Wab App
Sangiony

AR aSign Loge

209611 RTS

e To use the Bookmarks m button, tap the Bookmarks [I] button, tap Favorites,
and then tap the name that represents IMM eSign (e.g., “IMM eSign Login”).

Fad =

=:
B

¢ Bookmarks Favorites

IMM eSign Login

Apple

Dasney

Tea 2017 Search Active Sessig..,

Qutlook Web App

Refer to Logging In on page 9 to continue the login process.
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Document Administrator Supplement

Overview

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

Groups and Users - Roles and Responsibilities

The following groups and users are automatically created when IMM eSign is installed:

Groups

e Users: Created in IMM eSign by the FI Admin. Able to process documents, save and retrieve
sessions, archive documents and search archived documents and saved sessions. The
FlUser is a member of the Users group.

e DocumentAdmins: Same rights as Users plus able to define and maintain documents. The
DocAdmin is a member of the Document Admins Group.

e Administrators: All rights of Users and DocumentAdmins plus able to control all Fl-level
settings. The FIAdmin is a member of the Administrators group.

users

e FlUser: Able to process documents, save and retrieve sessions, archive documents and
search archived documents and saved sessions.

e DocAdmin: Same rights as Users plus able to define and maintain documents.

o FIAdmin: All rights of Users and DocumentAdmins plus able to control all Fl-level settings.

e HostAdmin: The ability to control Host-level settings, such as enable Add-ons, maintain
Financial Institution (FI) settings, and modify service level.

DocAdmin Menus

After the DocAdmin (Document Administrator) logs in, the Search Active Sessions page is
displayed. Use the menu bar on the upper right-hand side of this screen to perform document
administrator duties for your financial institution. The User ID displays in the upper right corner.

Processing  Reporting  Administration  Help  Chris Doc Admin  Logout

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

Processing - Same functions as a user

Reporting - Same functions as a user

Administration - Functions specific to the Document Administrator (DocAdmin)
Help - Same functions as a user

User Name - Same functions as a user

Logout - Same functions as a user
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Administration
The following sub-menu choices are available for the DocAdmin from the Administration menu:

Documents (XML)
Documents (RTS)

Document Sets

Workflow Builder

Criteria (XML Only)

Remote Attachment Template

Documents (XML)

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.
The Document Maintenance page is displayed.

Document Maintenance Page - No Documents

ﬂ Documents Maintenance (XML) IMM eSign

Search By. None =
it Upload Documents W Delete Selected [ Define Attachment | 4 Export

No documents available.
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Document Maintenance Page - Populated

Fearch By: None H O Search
e | 1 Upload Documents ETH Delete Selected ['i Define Attachment i Export |
® ® ® IWEERVEER RS
Document Name Description it y Criteria ing Type While Vault App In App o Attachment Vendor
Processing Document Section
- Attachment - Attachment - 5
Edit Autalnsurance Seanned Auta Insurance LEND Mone  None o Vi Mone
& o o T Auto Insurance Agreement NEnn MJ — . 7 5 N
loInsuranceAgreemen jonRecurnn lone
¢ " State a a 4 o
Auto Ins A nt NY
Edit AutolnsuranceAgreementNY. pdf 0 INSUrance Agreeme; LEND ManRecurring i \,’ Nane
NY State
Auto Ins Lt n OR
Edit AutalnsuranceAgreementOR pdf 0 Insurance Agreeme: LEND MonRecurring v Vf’ MNone
OR State
Edit AutoLoanApplication. pdf Auto Loan Application LEND Mone MaonRecurring \/ i \,’ Mone
Credit Card Applicati
Edit CreditCardApplicationAXCO00 pdf o o APPSR ep Mone  Mone J Vi None
AXCO0D0
Edit Creditinsurance. pdf Credit Insurance LEND MNone ManRecurring i \,’ MNone
Attachment - Attachment -
Edit DriversLicenseLending Scanned Driver's License LEND MNone Mone \/ j MNone
(Lending)
Attachment - Attachment -
Edit DriversLicenseMembership Scanned Driver's License ~ MBR Meone  None v o Mone
(Membership)
A it Chi Card
Edit eSignAccountChangeCard pdf e’;c;un B MBR Mone  Mone o J < Mone
Displaying documents: 1 through 10. Total documents available: 23

1 Search by: A search filter is available to assist in locating your documents. Refer to
Search (for Documents) on page 202 for more information.

2 Document Maintenance Action Buttons:

= Upload Documents: Upload documents. Existing documents with the same name will
be overwritten. Refer to Uploading Documents on page 195 for more information.

» Delete Selected: Delete selected documents. Refer to Deleting Documents on page
201 for more information.

» Define Attachment: Define an attachment category. Refer to Attach Documents on
page 198 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 203 for more information.

6 Description: Document Description (150 characters maximum)

7 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 203 for more information.

8 Criteria: Select any required criteria. Refer to Criteria (XML Only) on page 224 for more
information. (Locked for Imported Documents)
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10

11

12

13

14

15

Recurring Type: None, Recurring or NonRecurring. Refer to Recurring Forms
Guidelines on page 205 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 eSign Lite
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
Section Disabled Section Enabled

Original Document

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

i

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
eSign Lite installations)

Attachment: Documents that have this box checked are additional documents that may be
included with document sets. Refer to Attach Documents on page 198 for more
information. (Not available for eSign Lite installations)

Vendor: Select the supported third party from the dropdown so that the signature fields in
third-party documents are automatically recognized.

Uploading Documents

Use only original PDF documents. Documents from the server's F\SourcePDFs
folder should not be re-uploaded.

1

From the Document Maintenance page, click Upload Documents.
ﬁ Documents Maintenance (XML) IMM eSign
Search By None

il Upload Documents W Delete Selected @ Define Attachment

Mo documents available.
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2 The Upload Documents page is displayed.

1 Upload Documents IMM eSign

1) Dictionary LEND =
5") Documents ------------------------------------------------------------------------------------------------------------------------------

ar
@ Q selectFiles

1 Dictionary: Select a Dictionary from the drop-down.

Drop Files Here: Drag and drop existing PDF documents.

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

3 The Upload Documents page refreshes.

Selected documents
AutolnsuranceAgreementNJ. pdf LEND E’T
AutolnsuranceAgreementNY.pdf LEND E’T
AutolnsuranceAgreementOR. pdf LEND E’T
AutoLoanApplication.pdf LEND E’T
Creditinsurance. pdf LEND E’T
ExpressApplication.pdf LEND E’T
LoanApplication.pdf LEND E’T
LoanDenialReasonsSummary. pdf LEND @
LoanFinalSummary.pdf LEND E’T
RegForTitleSearch.pdf LEMD E’T
TermsAndConditions.pdf LEND @'T
o] s
Click Upload.
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4 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.

Click Open.

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 (V).

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

5 The Upload Documents window refreshes.

Selected documents
AutolnsuranceAgreementN.J. pdf LEND
AutolnsuranceAgresmentNY pdf LEND
AutolnsuranceAgreementOR. pdf LEND
AutolLoanApplication.pdf LEND
Creditinsurance.pdf LEND
ExpressApplication pdf LEND
LoanApplication pdf LEND |
LoanDenialReasonsSummary.pdf LEND
LoanFinalsummary.pdf LEND
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6

10

Successfully uploaded documents will display a checkmark.

Failed uploads will display a red X.

Selected documents
AutolnsuranceAgreementNJ pdf LEND
AutolnsuranceAgreementNY . pdf LEND
AutolnsuranceAgreementOR.pdf LEND
AutoLoanApplication.pdf LEND
Creditinsurance. pdf LEND
ExpressApplication.pdf LEND
LoanApplication pdf LEND x
LoanDenialReasonsSummary.pdf LEND
LoanFinalSummary pdf LEND

Click the document row for more information.

Failed upload explanation

LoanApplication pdf LEND x

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

Repeat steps 1-5 for any additional dictionaries.

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.

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

As necessary, add documents to Document Sets. Refer to Document Sets (XML Only)
on page 216.

Attach Documents

o Not available for eSign Lite installations.
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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 third parties may also be uploaded 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.

M Documents Maintenance (XML) IMM eSign

Search By: None =
T uUpload Documents Ml Delete Selected (i Define Attachment | L Export
2

i

. Electronic Show Other
T it Mons e e Criteria . Display Document Vault Archive

Type o . App In App Attachment Vendor
hi While Processing 5 Document
Document Section

Arnachment -
Edit Autolnsurance Scanned Auto LEND None None Vi ,/ None

Insurance

Auto Insurance NJ : ; r
Edit AutolnsuranceAgreementN.J pdf Agreement NJ LEND S MonRecurring o o Vi Mone

go ) "
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2 Anewrow is displayed.

Document Name Description Dictionary

Update Cancel DriversLicenseLending Driver's License Lending LEND

Edit Autolnsurance Attachment - Scanned Auto Insurance LEND

Show
Electronic  Other

Recurring Type . Vault Appin

Processing Document App

None

Section

v

iive
; Auachment Vendor

00 @y

J None

1 Document Name: For attached
documents, the document name is
more like a type or category than an

actual name. You can scan a passport

and save it as any name. When the
document is added into the document
set, the Document Name and the
filename will be required information.

The following information can be modified for an attached document:

User’s Attach Documents Popup

Add Documents

e I

Scan

Photo

Attachment Type

Autolnsurance

DriversLicense

DriversLicenselLending

GAPInsuranceAgreement

GAPInsuranceG10240

@ The Document Name field used

should not include a .PDF
extension.

for defining imported documents

2 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 ]

5 Attachment: The Attachment checkbox is automatically checked.
6 Vendor: Where applicable, the name of the third party supplying this type of

attachment.
Click Update to save the information.

The Attach Document is added to the document list.
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Deleting Documents
@ Deleting a document will remove that document from all document sets.

Do not delete a document during business hours.

From the Document Maintenance page,

|’q Documents Maintenance (XML) IMM eSign
Search By. None i
iy Up'a*l)ocumems MM Delete Selected [ Define Attachment | L Export
/ Electronic Show Other
Document Name ipti iC i y Criteria ing Type ::::’ i Vault App In App mm::ml Artachment Vendor
9 pocument Section
Attachment -
Edit Autolnsurance Scanned Auto LEND None None vy i None
Insurance
Auto Insurance NJ 2 ; ;
Edit AutolnsuranceAgreementNJ pdf Agreement NJ LEND = NonRecurring v o o None
Aisnineurance ny

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.

M Documents Maintenance (XML)

Search By. None
1 Upload Documents m Delete Selected E Define Attachment ;L Export

12

“ Electronic
Document Name y Criteria ing Type ::::ayboumm Vaul
Document
Attachment -
Edit Autolnsurance Scanned Auto LEND None None

Insurance
Auto Insurance
Edit AutolnsuranceAgreementMJ pdf LEND
Agreement NJ State

Asen inenrance Ny

MNonRecurring /

IMM eSign

Show Other the
App In App Document \achment Vendor
Section
o ‘,/ None
S o None

e Select the Search By drop-down field.

o None: After completing a search, select None and click Search to view all documents.

o 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.)

¢ 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,

|’q Documents Maintenance (XML)

Search By None E
1y Upload Documents m Delete Selected E Define Attachment i Export

12

o Electronic
Document Name y Criteria q Type mr’mm Vault
9 Document
Attachment -
Autolnsurance Scanned Auto LEND None None
Insurance
Edit AEOisancAgeemeniI por LD ImSUrance LEND 2 NonRecurring /

Agreement NJ State
znl "

IMM eSign
Show Other
Archive
App In App Attachment Vendor
Section Document
W v None
J o None

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)
1 Another method of editing document field information is to click on the document name.

F‘T Documents Maintenance (XML) IMM eSign
Search By None H
T Upload Documents m‘ Delete Selected FI Define Attachment _l_ Export
12
Electronic Show Other
Document Name y Criteria ing Type :I::l:yl)oum Vault App In App m::m Anachment Vendor
7 Document Section

Attachment -

Edit Autalnsurance Scanned Auto LEND Mone None vl i MNone
Insurance

Edit AutolnsuranceAgreementN.J pdf e Iﬂsu'a:cf LEND ;Jale NonRecurring o] W \/’ None
Auste Incuwance v
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2 The Edit Document page is displayed. B con oot oo
Click Edit.

The Edit Document page refreshes with the
document fields unlocked.

Edit the document field information, as necessary.
All field definitions from page 193 are the same.
Additionally:

1

< i
mEEmn

it
i
i
H
H
-

Document Name: The name can be changed
on this page. Note: When you change the
name a document, the associated document
sets and the criteria are automatically
updated. These changes must be made on
your imaging system for successful document import.

OB ©

Document Sets

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.

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.

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.

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,
and 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:

o Primary Applicant: The field label for this group is A_or P_.

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

o0 Co-applicant/Other Applicant: The field label for this group is O_ (01, 02, etc.)
o0 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

Mapping

with Data Source

Recurring 1%t applicant: Primary Applicant: Generates one document
(Lending A_orP_ A_orP_ ;o%{é(;r Primary AND
Dictionary - P
Optional) ond applicant: Spouse: C_
C AND
Co-applicant/ Other Generates a separate
Applicant: 01_, 02_, etc. | document for each
Co-applicant/Other
Non-recurring | 1% 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 -
C
- . AND
Co-applicant/ Other
Applicant: O1_, 02_, etc. Generates a separate
-7 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 — - — - i .
Membership Co-applicant/Other
Dictionaries - | 2nd gpplicant: Co-applicant/ Other
Mandatory) o1 Applicant: O1_, O2_, 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.

¢ |f 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 (GA1l_, GAZ_, etc.).

¢ If the document should be generated for other applicant prefixes besides C_ and
01 _(02_, 03_, 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
(C1)

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 (O1 )

Non-recurring

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

Primary (A_)

Two Co-applicant/
Other Applicants
(O1_and 02)

Recurring

Document 1 — Primary Applicant (A_)

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

Document 3 — Second Co-applicant/Other Applicant
(02)

Non-recurring

Document 1 — Primary and Co-applicant/Other
Applicant (A_and O1 )

Document 2 — Second Co-applicant/Other Applicant
(02)

Primary (A)
Spouse (C)

Co-applicant/
Other Applicant
(O1)

Recurring and
Non-recurring

Document 1 — Primary and Spouse (A_and C_)
Document 2 — Co-applicant/Other Applicant (O1 )

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 Applicant

Co-applicant/ Other
Applicant (O1))

Guarantor (G1_)

(O1_and 02) (02)
Primary (A_) Recurring and Document 1 — Primary and Spouse (A_and C_)
Spouse (C) Non-recurring Document 2 — First Co-applicant/Other Applicant

(01)
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

Co-applicant/ 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 )

Document 2 — Guarantor (G1_)

In this case, the Guarantor (G1_) is the applicant that
is particular to the “applicant-specific” document.

Documents (RTS)

o This page may not display for your installation.

Click Administration > Documents (RTS) to access the Documents Maintenance (RTS) page.
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.

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

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.

Icons

ﬁ Pin Pin search panel to the screen.
%& uUnpin Unpin search panel from the screen.
Attachment Indicates item is an attachment.
TEF Delete Delete session or document. If function is not visible, please contact your
IMM eSign system administrator for further information.
Copy Apply indexes from existing indexes in use.
Imaging
Index
~ Expand Expand display section.
~ Collapse Collapse display section
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Default View
p— — ,
*¥| Documents Maintenance (RTS) IMM eSign
Search @ @ \/\} Total Documents 112 ﬁ Define Attachment
Selected : 0
Document Type
Select All @ Tl Sort By
:3) All Types v
APPSUM2APPSF APPSUM2APPSF [T
Document Name Application Summary @ @ zmu
4 APPSUMMARY_1APPF APPSUM1APPF T
Application Summary il
-
Sfe @omsunmcn; AUTOINSURANCE i
‘achment - Scanned Auto Insurance LLL]

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

A
2 Pin/Unpin: Clicking in the pin will 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-

4 Document Name: Search by document name.
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 214 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.

Rev. 2/27/19 209



IMM eSign 2018.1
User/Document Administrator Guide

Expanded View

Search ‘?

Total Documents 1 10

B Define Attachment

Application Summary

Archive

Dizplay Document While Proceszing

Selected : 0
—
1 APPSUMZAPPS APPSUMZAPPS i
z Applicetion Summary TabS EXpanded o
=n Document
Full Name Short Name
APPSUMZARPS APPSUMZAPPS
Description

DRIVERSLICENSE
Attachment - Scenned Driver's License

Full Hame

DRIVERSLICENSE

Description

Attachment - Scanned Driver's License

DRIVERSLICEMSE “nl
Expanded Ul
Attachment

Short Name

DRIVERSLICENSE

Archive
Wendor
Hong v
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Details Tab

APPSUM1 APPF APPSUM1APPF il
Application Summary Wi

Full Mame Short Name
APPSUM1APPF APPSUM1APPF
@ Description

Application Summary

Archive @ Display Document While Processing

O] (=) save | X cancel |

Full Name: The Full Name is used in indexing and defaults to the current filename, but can
be modified at this point. (90 characters maximum).

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

Description: Used for the Document Description column. An easy to recognize description
of the document. (140 characters maximum)

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

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.)

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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Index Fields Tab

Only fields that have been marked by your administrator as “Use for Imaging” are available on
this screen. Additionally, if your system uses XML files with field definitions, those defined fields
will appear here.

p

APPSUMIAPPF APPSUMIAPPF
Application Summary

Index Fields

[_—_

IMM_STDIND_DATE Default Value - T[TT
Imaging Index : -
IMM_STDIND_TIME Default Value - T]TT
Imaging Index : -
IMM_STDIND_TRANSID Default Value - W
Imaging Index - -
CSTM_TID Default Value - i
Imaging Index - -
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Imaging System Tab

This screen changes according to the currently selected Imaging System. Refer to the Imaging
Index Service Admin Guide for detailed information.

APPSUM1APFF APPSUM1APFF i

LLLl}

Application Summary

Imaging Indexes
) None
Available Indexes [~ Archived File Name Template Use Following Default
(x)  {Document_Path} Document Path Fﬂ

EX

(¥)  {Document_Name} Document Name

E3

(x)  {Document_Set_M_Document Set Name

E3

(x)  {Archive_Docume... Archive Document...

EX

(®)  {IMM_STDIND_DA...IMM Date

%)

%) {IMM_STDIND_TL... IMM Time

3

() {IMM_STDIND_TR...IMM Transaction ID

%)

(®)  {Full_Name} Full Name

%)

x)  {Account_Mumber} Account Number

3

(®)  {CSTM_CUSTOME..Customer Number

%)

(x) {CSTM_TID} Tax Identification...

H

Available Functions
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Define Attachment

o This procedure only applies to installations that do not use AIM.

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 third parties may also be added as attachments.
Refer to Adding Documents on page 60 when processing document sets.
o Encrypted PDF documents cannot be attached.

Attached documents must be less than 5 MB in size.

A maximum of 10 documents can be attached per session.

A maximum of 100 document pages can be attached when the session will be sent
for remote signatures.

Supported file formats are BMP, GIF, JPEG, JPG, PDF, PNG, TIF, and TIFF.

Attachments will be downloaded as PDF documents. All attachments will be
converted to PDF documents and saved as separate files.
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Before they can be used with document sets, attached document categories must be set up.

After clicking Define Attachment on the Document Maintenance page, the Define Attachment
popup is displayed.

Define Attachment
Full Hame Short Name
® ©,
Description
®
Archive
ol
Vendor
@ MNone -
©®

Complete all information:

1 Full Name: The Full Name is used in indexing and defaults to the current filename but can
be madified at this point. (90 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. (140 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.

Vendor: Where applicable, the name of the third party supplying this type of attachment.
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.

o Indexes must be defined for attachments using the Index Fields tab.
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Document Sets (XML Only)
Click Administration > Document Sets.

The Document Sets Maintenance feature allows the Document Administrator to group related
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 or not they will display, how many copies need to be printed, whether the document is
required, and the recurrence type).

@ Document Sets Maintenance IMM eSign
HTJ] Delete Selected + Add Document Set L Export
1
Document Set Description Dictionary
Edit CarLoan Car Loans LEND
Edit cL Car Loans LEND
Edit Mort1 Mortgages LEND
Edit NM1 New Members MBR
Displaying Document Sets: 1 through 4. Total Document Sets available: 4

Add Document Sets
1 Fromthe Documents Sets Maintenance page, click Add Document Set.

m Delete Selected + Add Document Set i Export
1
Document Set Description Dictionary

Edit CarLoan Car Loans LEND

Edit cu Car Loans LEND

Edit Mort1 Mortgages LEND

Edit NMT New Members MER
Displaying Document Sets: 1 through 4. Total Document Sets available: 4
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2 The Add New Document Sets page is displayed.

E\ Add New Document Sets IMM eSign

Document Set

Description

Dictionary LEND =
Eai

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

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

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

3 The new document set information is saved.

The Add New Document Sets page refreshes with additional information.

Document Set CCReq

Description Credit Card Request

Dictionary MER =

Documents Add Documents

m Delete Selected

MNo Documents available.

Click Add Documents.
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The Add New Document Sets page refreshes showing available documents from the

selected dictionary.

Document Set

Description

Dictionary

CCReg

Credit Card Request

MBR

Documents

Add Documents

G + Add Selected Documents

1

Document Name:.

- N Display Document Recuming Show Other App Archive

WQW : Docu it Descril ired

men iption = While Processing Type In App Section Document
CreditCardApplicationAXC000.pdf Credit Card Application AXC000 False False None True True
eSignAccountChangeCard.pdf ‘Account Change Card eSign False True None True True
MembAppAndAcctCard2015-3 pdf Membership Application and Account Card 2015-3 False False None 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.

Document Set CCReq
Description Credit Card Request
Dictionary MBR =

Documents Add Documents

W Delete Selected

1
Display Document Show Other App  Archive

Edit Document Name ipti Uil # Print Copies ing Type

While F ing InAppSection Document
Edit CreditCardApplicationAXC000 pdf  Credit Card Application AXC000 1 Mone \/ \/
Edit eSignAccountChangeCard pdf Account Change Card eSign 1 None Vi o N

Displaying Documents: 1 through 2. Total Documents available: 2

Sort Order

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 220 for more information.
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Edit Document Sets
From the Document Sets Maintenance page, click Edit to the left of the document set

name.

Edit

Edit

Edit

'1IT1? Delete Selected

XPReferrerlP-

Document Set
CarLoan
CCReq

cu

Mort1

NM1

Test_Set

Description

Car Loans

Credit Card Request
Car Loans
Mortgages

New Members

This is a test.

Displaying Document Sets: 1 through 6. Total Document Sets available: 6

+ Add Document Set

LEND

MBR

LEND

LEND

MBR

LEND

2 The Document Sets Maintenance page refreshes with the document set fields unlocked.

Edit

Update fancel

Edit
Edit
Edit

Edit

TH} Delete Selected

XPReferrerlP-
Document Set Description
CarLoan Car Loans
CCReg Credit Card Request
cu Car Loans
Mort1 Mortgages
NM1 New Members
Test_Set This is a test

Displaying Document Sets: 1 through 6. Total Document Sets available: 6

+ Add Document Set

Dictionary

LEND

LEND
LEND
MBR

LEND

Edit the document set field information, as necessary.

¢ Description: Modify the description for the document set.

e Dictionary: Change the dictionary as a source for the documents.
Click Update.
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Modify Document Sets

1

2

From the Document Sets Maintenance page, click the Document Set name.

']mf Delete Selected —+ Add Document Set

XPRefemerlP:

Document Set Description Dictionary
Edit CarLoan Car Loans LEND
Edit Credit Card Request MBR
Edit cL1 Car Loans LEND
Edit Mort1 Mortgages LEND
Edit NM1 New Members MBR
Edit Test_Set This is a test. LEND

Displaying Decument Sets: 1 through 6. Total Document Sets available: 6

The Edit Document Sets page is displayed.

Document Set CCReq

Description Credit Card Request

Dictionary MBR E
©

Documents Add Documents

W Delete Selected

1

Display Document Show Other App Archive

Edit Document Ni IDx ipLi i 4 Print Copi: Recurring T Sort Ords
ame - 2 mng fype While Processing  In App Section  Document er
:2> Edit CreditCardApplicationAXC000.pdf  Credit Card Application AXCO00 1 None \/ \/ ~
Edit eSignAccountChangeCard pdf Account Change Card eSign 1 None J \/ \/

Displaying Documents: 1 through 2. Total Documents available: 2

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.

Document Set CCReq
Description Credit Card Request
Dictionary MBR =
N =
Edit ey e
Documents Add Documents
1
Display Show
_ Document _ & Print _ Document Other App  Archive
Edit Document Name Descrinti Copies g Type While In App Document Sort Order
Processing  Section
Credit Card
Update Cance| CreditCardApplicationAXC000.pdf Application 1 None \/ \/
AXCO00
. : Account Change
~ ~
Edit eSignAccountChangeCard pdf Card eSign 1 Mone Vi o S - -
Displaying Documents: 1 through 2. Total Documents available: 2

The following document information can be edited.

e Required: Select if the document is required for this set.
o # Print Copies: Number of copies to print.
Use & and B3 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.

document-only setting. Refer to Display Document While Processing on
page 195 for more information.

o Display Document While Processing cannot be edited on this page. This is a

Delete Document Sets
Delete the document sets from the Document Sets Maintenance page:

I peete Selected | (@)

1 Ar(@
(’D\ ument Set Description Dictionary
Edit Carl.oan Car Loans LEND

Edit cu Car Loans LEND
Edit Mort1 Mortgages LEND
Edit NM1 New Members MER

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

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 for IMM eSign plus
integrations. 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 1.0.4

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.
o 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.

o0 Publish Workflow: Moves the workflow into the Published Version screen. The published
version will be incremented.

o0 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.

e Published Version: Displays a list of published workflows.

¢ In Development: Displays a list of workflows that are being worked on.

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.

o 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.
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e Add the Steps prior to adding responses.
¢ For viewing and organization purposes, sort the Steps in chronological order
¢ 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.

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 with Workflow Administrator permissions.
Click Administration > Workflow Builder.

Import the Master Workflow

1. Select Import Workflow from the Actions dropdown.

2. Browse to the Workflow.xml and click Import.

3. Select Yes to add the shared inboxes.

4. Click OK on the Imported Successfully message prompt.
5. Refresh the webpage.

Publish the Master Workflow

1. Click the In Development radio button.

2. Select the Master Workflow radio button.

3. Select Publish Workflow from the Actions dropdown.
4. Enter comments and Save.

Copy the Master Workflow

1. Click the Published Version radio button.

2. Select the Master Workflow radio button.

3. Select Copy Workflow from the Actions dropdown.

4

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

5. 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.
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Criteria (XML Only)

@ Please Contact IMM Support 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.

1

Edit

Edit

Edit

Edit

|ﬂ Criteria Maintenance

~+ Add Criteria 1l Delete Selected

Criteria Name Condition

Home Loan S #LNPURP_DESC="Home Loan]
NJ State //*[P_PRLADDR_STATE="NJ]

None

NY State //*[P_PRILADDR_STATE="NY]

OR State //*[P_PRI_ADDR_STATE="0R

Description

Only used for Home Loans
New Jersey State

Default Criteria

New York State

Oregon State

IMM eSign

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

Criteria Reference Material

Criteria conditions in IMM eSign can be any valid XPath expression. IMM eSign 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
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APP1_DOB_YEAR>=’1970’°

//*[APP1_DOB_YEAR>="1970’ ]

Criteria to match applicant
DOB greater than or equal to
1970

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
(SNRL_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, NJ
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 N3J
and being at least 50 years
old

L ¢//*[ < 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

IMM eSign

| —+ Add Criteria 1l Delete Selected

1

Criteria Name Condition Description
Edit Home Loan I*[/#[LNPURP_DESC="Home Loan’] Only used for Home Loans
Edit NJ State //*{P_PRI_LADDR_STATE="NJ] New Jersey State
None Default Criteria
Edit NY State /*[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
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2 Anew line opens.

1

Update Cance!

Edit

Edit

Edit

Edit

~+ Add Criteria

Criteria Name

Test DOB

Home Loan

NJ State

None

NY State

OR State

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

Condition

//*|APP1_DOB_YEAR<'19707

[/*[/*LNPURP_DESC="Home Loan’]

[/*[P_PRI_ADDR_STATE='N.J]

//*[P_PRI_ADDR_STATE='NYT

//*[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

The following fields are now active.

e Criteria Name: The name of the criteria.

e Condition: The criteria condition can be any valid XPath expression.

e 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 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)

Search By: Mone H

12

Document Name Description
Edit Autolnsurance Attachment - Scanned Auto Insurance
Update Cancel AutolnsuranceAgreementNJ pdf Auto Insurance Agreement N.J
Edit AutolnsuranceAgreementNY.pdf Auto Insurance Agreement NY
Edit AutolnsuranceAgreementOR pdf Auto Insurance Agreement OR

Dictionary

LEND

LEND H

LEND

LEND

I Upload Documents W Delete Selected ﬁ Define Attachment i Export

Home Loan

None
NY State
OR State
Test DOB

None

IMM eSign
. Show
DisPlaY - poctronic Other
Recurring Type While Vault Appin
a Document Appr
None
Nonﬁecurringﬂ
NonRecurring
NonRecurring o

e Criteria: Select from the dropdown menu.

The Document Maintenance page refreshes showing your selection.

Click Update to save the changes.
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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,

|ﬂ Criteria Maintenance IMM eSign

w + Add Criteria i Delete Selectea |[EM}
1 ‘/@
Condition Description

Criteria Name

Only used for Home Loans

Edit Home Loan /P HILNPURP_DESC="Home Loan]

Edit NJ State //*[P_PRI_ADDR_STATE="NJ] New Jersey State
None Default Criteria

Edit NY State //[P_PRILADDR_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.

Remote Attachment Template

o Remote attachment definitions must previously be created in AIM, on the Documents
(XML) page, or the Documents (RTS) page.

o IMM eSign Remote must be activated to view this page.

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

The Remote Attachment Template can be applied to any or all individual document signers in a
session on the eSignature Management page.

These attachments will be electronically supplied by the applicant during the signing experience
on the Adobe Sign website.

Click Administration > Remote Attachment Template.
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@ Remate 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
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.
List of existing templates
Platform: This is also referred to as a dictionary.

Attachments Icon: Click to expand and edit the attachments.

a b~ W N

Save Icon: Click to save changes to the template.
6 Delete Icon: Click to delete the associated template.

Template Attachment Details

After clicking the Attachments icon, the template row is expanded to display the Requested
Attachments section.

Search by Template Name: m
Template Name Description Platform Attachments Save Delete
Add Template Add Description Select Platform g
Home Loans Lending Home Loans Attachment Template LEND
Requested Attachments @ @ @

Attachment Name @ Description Required Save Delete
PhotolDLending Attachment - Photo ID (Lending) N

UtilityBillLending Attachment - Utility Bill {Lending)

DriversLicenselending Attachment - Scanned Driver's License (Lending)

PayStubLending Attachment - Paystub (Lending) N

®Select Attachment

1 AIM-Defined Attachment Details: The Attachment Name and Description are defined in
AIM and cannot be edited on this screen.

2 Required: When checked the attachment will be required when the session is remotely
signed. This required checkbox can be toggled when processing the session.

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.
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Add Template
1 Clickinthe Add Template text box to start.

Search by Template Name: ﬂ

Template Name Description Platform Attachments Save Delete

Add Template @Add Description @ Select Platform @

Add Template: Enter a new template name.
Add Description: Enter a template description.

Platform: Select a platform (sometimes referred to as a dictionary).

A W N P

Save: Click the Save icon. The page refreshes.

Add Attachment
1 After atemplate is added or in an existing template, add attachments to the template.

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
6) Select Attachment
F ‘ Attachment Template LEND
Select Attachment

Autolnsurance
GAPInsuranceG10240
GAPInsuranceAgreement
DriversLicenselending
PhotolDLending
UtilityBillLending
PayStubLending

1 Select Attachment: Click to select an attachment.
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2 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

DriversLicenselending Attachment - Scanned Driver's License (Lending) @ Vf @

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: Click to save changes to the attachment.

After clicking Save, the screen refreshes showing the added attachment and a new
Select Attachment line.

3 Repeat as necessary for additional attachments.

Edit Template
1 Fromthe Remote Attachment Template Maintenance page, edit a template.

Search by Template Name: ﬂ

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

1 Click in the Template Name or Description and make changes as necessary.
2a Save: Click to save changes to a new template.
2b Save: Click to save changes to an existing template.

Attachments: Click to expand and edit the attachments.

4 Delete: Click to delete the associated template. A confirmation popup appears. Click OK to
delete the template.

Rev. 2/27/19 231



IMM eSign 2018.1
User/Document Administrator Guide

Edit Attachment
1 After expanding the attachments, edit the Required checkbox.

Search by Template Name: m

Template Name Description

Platform Attachments Save Delete

Add Template Add Description

Car Loans Car Loan Attachment Template

Requested Attachments

@ ©, ©
Attachment Name

Description

Required Save Delete
DriversLicenselending Attachment - Scanned Driver's License (Lending) vy
Select Attachment
Home Loans Lending Home Loans Attachment Template LEND

1 Only the Required checkbox can be edited.
2 Save Icon: Click to save changes to the attachment.

3 Delete Icon: Click to delete the associated attachment.
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Contact IMM Support

Feel free to contact us with any issues or concerns.

Phone: 800.836.4750 Option 3 (8:30am - 10:30pm ET)
Fax: 908.862.6446
Email: support@immonline.com

2 City Hall Plaza, 2" Floor
Rahway, NJ 07065
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