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iChannel Retention Module — Overview (new v 2.20.6)

iChannel Retention Module provides clients with the ability to identify the parameters when archiving
Below will provide an overview of the features and
functionalities. To access the iChannel Retention Module (Administrative permission): System tab >

and setting retention policies on documents.

Retention Management.

How to Access iChannel Retention Module

Steps for How to Access iChannel Portal

Clients will access System tab > Retention Management.

& Contact your Organization Contact representative if you need assistance with accessing
iChannel Retention Module.

Quick Links

Calendar

Routing

.......

Search Criteria

Subscribers

Security Groups
Modules

Retention
Management

[onarcroot
inath Gamage

Begins With

Login Site Name: 0]

emplate v
Sort By:
(Query ) [ New Site ) ( To Excel...)

Search Results

Login Site Name

After accessing the Document Archiving and Retention Management link, the first window to display
will be the Search section. On the Search window, users have access to:
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Document Retention/Management

4 |

Entity/File Area: Entity Type: Expiring (within days) Missing Documents Only
‘ Select Entity or File Area ‘ Select an entity v Expired m 60 | 90 180 | One year {loﬂ
Advanced Search a
Category: File Type: From To:
» | Accounting QF “ Created Date: | mm/dd/yyyy &= ‘ mm/ddiyyyy ir]
» | ASSURANCE QxD From To
> L) CLIENT MGMT SNP Modified Date: [ mmvaaryyyy & || mmvaaryyyy B
> Company Forms TIF
» [ | CONSULTING T4 From: o
4 Dental VS Expiration Date: | mm/dd/yyyy B ‘ mm/ddiyyyy B
> Executive T
> General Insurance VSD Year: slech s
» | MARKETING WAV 92
» PERMANENT Include P-ermanent Documents
N Property & Casually Document Status: Include File Areas on Legal Hold
Include Checked-Out Documents
> TAX Normal
> Unemployment Draft
> || Workers Comp Finallocked

To Be Deleted

2 Documents v

& 1-Search
o 1.1 -Quick Search
= Allows users to filter doucments from frequently used search criterias. Filter
options:
e Entity | File Area

Entity/File Area: | Select Entity or File Area ... | Entity Type:  Select an entity v

e Entity Type

e

Entity/File Area: | Select Entity or File Area __. | Entity Type: Select an entity v

e Expiring (within days) [Expired/30/60/90/180/Year]

Expiring (within days)
Expired | 30 | 60 | 90 | 180 @ One year

Entity/File Area: | Select Entity or File Area ... | Entity Type:| Select an entity -

e Missing Documents Only - Missing Documents is a checkbox; when
checked, the returned results are documents that exist in the database,
but do not actually have a matching physical file in the identified document
path in the file server.. In other words, this will return missing documents
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from the physical hard drive, but still recorded in the database Document
table.

The displayed File Path is the root folder structure, plus the filename.

Expiring (within days)
Expired | 30 | 60 | 90 | 180 | One year

Mizsing Documents Only

o 1.2 - Advanced Search
Advanced search filters allow users to further fine tune the search result if the
job done by quick search filters are not granular enough. The following search

filters are available in advanced search for the user to use:

Category

Category:
Accounting
Accounting Reports
[~ ]
AR
Bank Rec & Statements
Financial Statements
JVs
Payroll
Tax Reporis & Forms
Tax Refums
ASSURANCE
CLIENT MGMT
Company Forms
CONSULTING
Dental

T vy vox

File Type

File Type:

AC
AC_
ACCDEB
APP
APP
AV
BMP
CDB
CDB
CsV
DOC
DOCX
DOT
DSW
EML

Document Status:

Mormal

Draft
Finalflocked
To Be Deleted

Document Status
DOT
DswW
EML

Document Status:

Mormal

Draft
Finallocked
To Be Deleted
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e Created Date (range)
From:
From:
Modified Date: mmiddfyyyy | To: | mmiddiyyyy &=l
From:
Expiration Date: mmiddfyyyy | To: | mm/ddiyyyy =
e Modified Date (range)
From:
Created Date: [mmisstyyyy (8] Tor[ sy
From:
Modified Date: mmiddiyyyy | To: | mmiddlyyyy &
From:
Expiration Date: mm/ddiyyyy &5 To: | mmiddiyyyy &=
e Expiration Date (range)
From:
From:
Modified Date: mm/ddiyyyy | To: | mmiddryyyy =
From:
Expiration Date: mm/ddiyyyy | To: | mmiddfyyyy =
e Year
From:
Expiration Date: mmiddfyyyy = To: | mmiddiyyyy i
Year:
¢ Include Permanent Documents (checkbox)
Year Select Year
Include Permanent Documents
Exclude File Areas on Legal Hold
Include Checked-Out Documents
¢ Include File Areas on legal hold (checkbox)Include Checked-out
Documents (checkbox)
© 2020 v1.0 Conarg, Inc. la 6
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Entity/File Area: | Select Entity or File Area ... ‘ Entity Type: | Select an entity v Expiring {within days] Missing Documents Only
Expired | 30 | 60 | 90 | 180  One year
Category: File Type: From
4| | Accounting = ﬁg Created Date: i TD-| mm ]
Accounting Reports ACCDB
APP . ! -
APP Modified Date: =] To: | mm B
AR v
Bank Rec & Stalemenls gg'; = . 5
i . o:
Financial Statements GDB Expiration Date: | mm
csv
s DOG
Payrell DOCX Year:
DoT
Tax Reporls & Forms DSW
EML e Include Permanent Documents
T R Exclude File Areas on Legal Hold
> ASSURANCE Document Status: Include Checked-Out Documents
» | CLIENT MGMT Normal
» | Gompany Forms e
* | CONSULTING To Be Deleted
» Dental -
Clear Filters
Documents v

& 2 - Documents (Search Results)
o The Search Result is a table/grid which shows the important attributes of document
records matched with the filter criteria

Document Retention/Management
Clent (Document) Document Cooe | File Name + FieType CreaieaDale | LastMoafie.. DocumeniSiste  FleSge  Locaton
+ | Entity Name: Central Maine Power
VCHANNELICINTRAIE ERINS TEST
2014-erins fes site-case sludies-fieedom home care-03102014_G255m pet EoF 01302015 Normal LR I ol
WCHANNELICINTRAIE\ERINS TEST
2014-60n5 test sie Case SIUCKS-GROIDIa COMMUNAY SUgport 03102014 02550m.001  PDF 01302015 | 010200 Nomnal BB
Sk Brown-Collespondence-insuaed Consent Form (1)-1132014 VCHANNELICINTRAPROSPECTICO
. DOCX  HY01 Normal 16.5K8
WM docx -
DoCOTIN 2014-Dental COBRA-Filing No 8-FB-00146-11320114 122648PM pat PDF 1103/2014 11032014 Normal 233.3KB WCHANNE LICINTRAINSIDENTALID
- DOCOTATO0Z | 2014 Dental-COBRA-nsurance: Claim-1132014 122641 FDF 10014 | 1032018 Nommal 2763 1KB  WCHANNELICINTRAINSDENTALID
aim
COBRAINSUEAREPON  00C00ST003 | o gras e . I o . ~ i .
N GC008700 2014-Dental.COBRA-INS U Repaorl Claim- 1132014 12254391, pat e MOM014 | 1032008 Norma 276B7KB  WCHANNELICINTRAINSDENTALID
DOCO0S%9 | 2014 Dental-PaNcipalion Agresmen!-Patent Filng-1152014 122623PM par eoF M0014 | 1032018 Normal 276354B  WCHANNELICINTRAINSIDENTALID.
+-DertalPaticipation Agrecment-Patert Form A_16-112014 127624PM docx  DOCX 110852014 Normal WCHANNELICINTRAINSD
P fing Reports-TEST FILE_20180612_1320-
0C3963: e - - X 0612201 6122018 Normal K \channelicmiralgigioberts for kids

3 Published Documents - If a document is published and not yet an expired document, that document
will be indicated in the search result with the “Published” icon, as shown below.

2014-erins test site- . .
DOCO0037997
case suges-freeoom I P S . . - cnozon | moma sroake | CHANNELUCINTRAEERINS TEST
2014-erins test ste-case studies-freedom home care-03102014_0255pm pd DF 302015 310/2014 ormal 275. 3
nome care- . SITE
03102014_0255pm

Export to Excel — the searched results can be exported as an Excel file.
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iChannel Bugs and Enhancements v 2.20.6

iChannel Bugs and Enhancements

1

Request Doc — Linked contacts where not displaying when creating an
email. When a User created an email, the linked contacts where not
displaying.

iCHANNEL

Enhancement

Request Doc — Change the Description label to read “Title” with a hover
tip. [Access a client file area | click New Folder icon | click Copy to
Clipboard on Request Document | access the link]

Enhancement

Office 365 SMTP — new email queuing mechanism to comply with Office
365 SMTP limtis

Enhancement

CRM | When creating entity related activities, for the entity field, the
entity does not get set by “default” for non-admin users — entity was
not being set by default in Create Activity form. Expected: for entity
related activity creation, entity should set by “default” for Entity field.

Resolved

File Tab — Date time picker is missing in the Document Search field.

Resolved

iChannel Portal — Request Documents — the count indicator was not
displaying on the request document grid categories.

Resolved

Salesforce | Contacts gets synced as linked and primary contact for
each linked entity — Actual: for primary entity, contact got added as a
primary contact. For other linked entities, contact links as a linked
contact and also as a primary contact. Expected: available entities, the
contact should be synced as a linked contact only. For primary entity,
contact should be added as the primary entity only.

Resolved

Email — remove unnecessary loops for email sending - in several places
in iChannel where when sending email notifications was generating a
loop which can be sent as single email with delimited to list.
Unnecessary loops are now removed.

Resolved

System tab — Navigate to the System tab, the rendering of the left
navigation pane was not rendering correctly.

Resolved

File Area — API failed in the file area folder creation when using the API.

Resolved

Request Docs | Internal User notification — if the internal user has an
invalid or empty email address, the request doc notification will fail.
Email notification for the valid users should be sent.

Resolved

Request Docs | Send the Request Link — Send the Request link though
Request Docs option in a client file area, the VFP link will not be re-
directed to the .NET link.

Resolved

System | Reports — Report section Ul inconsistent and icon images are
missing.

Resolved
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Aty Repert By Entty / Entty

i S— Actity Report By Entty

o

naka de S . Index Dscuments Text Search (FOFOOCXLETXTHTH, ) | Activiy Raport 8 Cantact Actvty Report By Contect
Indes Documents Text Search

14 | Workflows (Projects) | Page Load error —

Click Projects

Click Add button

Go to Contacts tab

Try to search a contact and add a contact to the project

Actual:

In Newly creating and already created projects a "Page loading error"
comes as below.

Contact tab does not show internal subscribers list by default

Contact search does not give an contact search results

Resolved

15 | Retention | Files Delete — Files Delete feature displaying the status as
“Failed”.

Steps to reproduce:

1. Log in to the Dashboard.

2. Navigate to an Entity and upload a file to that entity.

3. Navigate to the file directory and delete that file from the file directory.
4. Navigate to the retention module

5. Search on that entity name and do the delete function.

Actual Result:
File delete status displayed as Failed.

Expected Result: File delete status should display as Completed.

Resolved

S
© 2020 v1.0 Conarg, Inc. (.‘

All Rights Reserved. CONFIDENTIAL



-~ iChannel Release v 2.20.6 iCHANNEL

Upgrade

Policy: Delete Status: Completed
33733 documents are processed

Successfull Document Count: 32

Failed Document Count. |

More Info
File Name Archive Status Desete Status Updated On
2019-ACcounting-FNametest 13-2242020.xt Not Appacatie Completed 03012020 10:5212 N
2019-Accounting-FNamelest107-2242020 bt MNot Applicable. Completed 00172020 1062 12
2019-Accounting-FNametest108-2242020 txt ot Apphcatie Completed 00172020 10:52 12
2019-Accounting-FNametest109-2242020 bt Mot Appacatie Compieted 03012020 10:5212
201%-Accounting-FNamelest105-2242020.bdt Mot Appicabie Compieted 0012020 105242
2019-Accounting-FNametest106-2242020 bt Mot Apphcabie Completed 00172020 10.62 12
2019-Accounting-FNametest1000-2242020 td Mot Apphcabie Comgleted 030172020 1052 12
2019-ACCOUNNING FNAMEIES101-2242020 b Hot Appacatie Completea 030172020 10,52 12
2019-Accounting-FNametesti02-2242020 bt Mot Appacable Compieted 03012020 105242
2019 Accounting-FNameles 1032242020 bd Mot Appicable Completed 00172020 1052 12
2013-Accounting-FNamelest104-2242020.bd Mot Appicable Compieted 0012020 10522
2019-Accounting-FNamelest100-2242020 b Mot Appicable 112020 105241 ©

More info grid only Shows Ihe mOS! ecent document records, Fiease use Export to Excel feature for compiete document list
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