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TRADEMARKS

STATEMENT RETRIEVER™; ProDOC Receipts™; ProDOC Forms™; CheckLogic™; idocVAULT™; 2020eDOC™;
2020iDOC™; RENAMER™; ProDOC™; PrxPay™; ProDOC Packages™; CheckLogic Manager™; CheckLogic Lite™;
REED2020™; PAPERLESS RECEIPTS™; PrxPay™; eDOCMobile™; eUpdate™; 2020iSYNC™; CheckLogic Mobile™;
2020COLD®; EMAIL-4-STATEMENTS®); Click. Close. Technology.® ; 2020DOC®; eDOC Innovations®; eDOCSignature®
mDTM® are all trademarks of eDOC Innovations. All other trademarks are the property of their respective owners.

DISCLAIMER

eDOC Innovations, Incorporated (EDI) makes every reasonable effort to ensure the accuracy of the material described
herein. EDI, however, makes no warranty, expressed or implied, with respect to the quality, correctness, reliability,
recentness, accuracy, or freedom from error of this document or the products it describes. EDI makes no representation or
warranty with respect to the contents hereof and specifically disclaims any implied warranties of fitness for any particular
purpose. EDI disclaims all liability for any direct, indirect, incidental, consequential, special, or exemplary damages
resulting from the use of the information in this document or from the use of any products described in this document.
Mention of any product does not constitute an endorsement of that product by EDI. Data use in examples and samples
are intended to be fictional. Any resemblance to real persons or companies is entirely coincidental.

COPYRIGHT NOTICES

Copyright © 2021 eDOC Innovations, Inc. All Rights Reserved. No part of this document may be reproduced, copied,
stored in a retrieval system, or transmitted in any form by any means, electronic, mechanical, photocopying, recording, or
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PRODUCT OVERVIEW

Welcome to ProDOC, eDOC Innovations’ workflow management system that automates the capture of an institution’s
documents. ProDOC is eDOC Innovations’ solution to capture, scan, create and save documents that are then stored

in the DocLogic database. ProDOC is intended for teller-line or point-of-sale applications and includes features that
automatically extract index data from captured files and allows data entered to be added to the document image. Using
an electronic signature pad, customer signatures can be applied to the document and the document can be printed using
either the original file from a processing system or the image generated within ProDOC.

ProDOC Receipts is an integrated document capture solution. It works as a stand-alone module or can be
Packaged with ProDOC Forms.

ProDOC Forms, also available as a stand-alone module, allows for the design and capture of institution-specific
fillable and signable forms.

ProDOC Packages creates institution-specific virtual file cabinets and verifies that all documents within the
workflow are fully present and compliant prior to completion. ProDOC Forms is a prerequisite for ProDOC
Packages.

eDOCSignature send documents electronically for remote signature, making the electronic paperless
documentation process faster and easier. eDOC Signature requires ProDOC Forms and ProDOC Packages.

SIGN IN

If using the Microsoft Active Directory service, the program will automatically launch. Otherwise, click on thea icon to
launch the program. Sign in with user name and password.

MAIN MENU

When signed into ProDOC, this Q icon appears in the lower right-hand corner system tray where the time and date
appear.

Right-click the ProDOC icon to access the ProDOC main menu. The pop-up menu displays ProDOC’s function abilities.
All of these options may not be available when a user signs in as these options are dependent on the purchased modules
and the individual user permissions. If any option is not visual (grayed out), the user does not have the privileges for that
function.

If using eDOCSignature with ProDOC, you will now have two extra submenu options, Send Document for Signing,
and Document Signing Status. If using eDOCSIgnature with ProDOC, see section Initiating eDOCSignature, page
18, and Accessing Returned Signed and Completed Documents page 22. See the complete eDOCSignature Remote
Signing Manual in the ProDOC section in our Client Center.

Setup... Setup...

Upload... Upload...

Reload Form Definitions Reload Form Definitions
Create...

Scan...

Scan... Load Pending...

Load Pending...

Create...

Send Document for Signing...
Packages... Document Signing Status...

Saved Documents...

Change Password...

Edit Users and Groups...

About ProDOC...
Log off CSHAW...
Exit

Packages...

Saved Documents...
Change Password...
Edit Users and Groups...
About ProDOC...

Log off JSNOW...
Exit




ProDOC User Guide

MAIN MENU OVERVIEW

Setup allows the configuration of ProDOC.
Upload checks the backup folder for any files and uploads those files to the holding area.

Reload Form Definitions reloads settings and form definitions from the central ProDOC.def file. This function is used after
editing form definitions to refresh the local copy of form information without restarting ProDOC.

Create produces a document using a stored template.

Scan creates a document by scanning pages.

Load Pending loads a document stored in one of the pending areas.

Packages opens the Package Manager to view the status of packages and associated documents.

Saved Documents opens the View Saved Documents window which allows the user to view and print saved documents
for the previous seven days on the computer the documents were created on.

Change Password allows the logged in user to change their password.
Users and Groups are administrative tasks that allow for the edit of available permissions to users and groups.

About ProDOC displays the ProDOC splash screen which includes License Name, Expiration Date, Product Version and
Compile Date. This information is needed when making a support call to eDOC Innovations.

Log off [current user] logs-off current user and opens the login window for a new user to login.

Exit closes ProDOC. eDOC Innovations recommends exiting the application every evening before logging off the computer.

Setup

Clicking on Setup from the Main Menu will open the Setup window. The setup button allows for the configuration of
ProDOC. This screen may show additional tabs which will depend on the user’s permissions - but it always will show a
General tab. If additional tabs are available, refer to the ProDOC Administrator Guide to learn more about those tabs.

Use Stored Settings When
Printing uses previously saved
setting for printing. Clicking
Custom Print opens the Custom

S

General IFoldelsl l:aplulel Receipts I Receipts Index | Forms [ Cameras I Veiify ]

-
ﬂ ProDOC - Setup

Show All Forms allows
all users to select any
form regardless of what is
included in their Effective
Permissions.

Printers
Receipts Printer: [EPSON TM-T88IV Receipt (]
Use Stored Settings When Printing
Forms Printer: lCanon Copier (B+W) E]

Use Stored Settings When Printing
[] Show Printer Setup Dialog When Printing

Display Options

Initial Image Magnification: | Fit Width v

Screen Font: lLucida Console 8pt Regular E]

Show User Button

Show Cancel Button
Show Save Button

Show Pending Button
Show Print Options Button

Show All Forms
Signature Pad

Use Signature Pad Connected To: | COM1 z Always Connected

[ Configure Package Types ]

VAR

Print Commands window (and
will toggle back to Standard
Print). Refer to the Administrator
Guide for more on this option.

Show Printer Setup Dialog
When Printing displays Print
Setup window upon printing.

The Show... Buttons are set
by an administrator. Refer

to the administrator before
changing any of these settings.

Last technical update 03/22/2021
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General Tab

The General tab is where users can configure the receipt and form printers that documents will physically print to.

Clicking on the Receipts and/or Forms Printer ellipsis button will display the dropdown where a user can choose any
printer that is installed on their computer.

ﬂ Printer Select E@]ﬁ

Please pick the printer you would like to configure :

EPSON TM-T88IV Receipt v

[ ¢ OK ][XCancel]

Select the printer. The Print Setup window will open to allow a user to set up additional information, such as paper size,
source, and orientation. Click OK to store these settings.

Print Setup @
Printer
Name:  [EPSON TM-T88IV Receipt v| [ Propetes.. |

Status:  Not available; 0 documents waiting
Type: EPSON TM-T88IV ReceiptE4
Where:  ESDPRT001

Comment:

Paper Orientation

Size: [Rol Paper 80x 257 mm v © Portrait
Source: | Document[Feed Cut] v © Landscape
(ox ) [ cancel ]

The Display Options change the look of the receipt. If any of the Show... Buttons are not checked, these options will
not be available for use. The Screen Font option will change the look and size of the font in the document. These options
are set by the administrator. Refer to the administrator before changing any of these settings.

Display Options
Show User Button
Initial Image Magrification: Show Cancel Button
Screen Font: ILucida Console 8pt Regular E] Show Save Button
Show Pending Button
Show All Forms Show Print Options Button
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If a Signature Pad is connected to the computer, more often than not, it will be set to COM1 from the dropdown box and
the Always Connected box will be checked. If a signature pad is not connected to the computer, the Use Signature
Pad Connected To: will be set to No pad.

Signature Pad

Use Signature Pad Connected To: | COM1 v Always Connected

Signature Pad

Use Signature Pad Connected To: || Aways Connected

Configure Package Types is an interface that makes changes to packages and is an administrative task. For more
information refer to the ProDOC Administrator Guide.

Configure Package Types

Upload

Upload checks ProDOC’s backup system on the computer to see if any files are there. If files are there, Upload will send
them to the server. Upload is for instances where network activity has been dropped or the user has worked off line.
ProDOC will send the item for processing once the Upload button has been selected or ProDOC is exited. When files are
uploading, a progress bar will display indicating the status of the files.

Reload Form Definitions

Reload Form Definitions reloads the settings on the computer from the central ProDOC .def file on the server, which
houses every configuration and setting for every form. Reload Form Definitions refreshes the local copy of files without
restarting ProDOC. The administrator will advise when to perform this function.

Create

Create produces a document using a stored template. Clicking on Create opens the Document Selector window where
users can pick a document from the configured forms (unique to their institution).

Document Selector

Print data received. Chooze form type:

| Receipt A W |

Package:

' PACKAGE 2021-05-05 143567ADCS X v |

Time Frame Uszers
® 120 Days ) Mo Limit (®) Current User () &l

(] Cancel

Last technical update 03/22/2021 7
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Scan

Right-click the ProDOC icon and choose
Scan from the pop-up menu.

Scan opens the Signature Capture
window where scanning is performed.
This window will open with a warning
that the user must identify a “Form
Name” in the box above.

Choosing a Form Name from the
dropdown will open data fields in the
left column. The data fields listed will
depend on the type of form selected. As
much information as known should be
entered into these boxes.

Any document, such as driver’s license,
insurance card, etc., can be scanned
into ProDOC. Documents can be
scanned as an additional page of a
captured form or as an independent
document.

If the new documents being scanned
are part of an existing package, be sure
to select the package from the Add the
document to package section. (This
function requires Packages add-on).

Click Scan Options. This opens the
Scanning Options window.

Click Select Scanner to display a list of
installed scanners.

(@ ProDOC - Signature Capture(CSHAW).
FomNeme: <] | 4 Page0ofo » | [L scenPage | | [ Scan Options.. | & mportFie
T

been identified. Use the
x above to select the

Add this documentto peckege:

o o).

—yrw—
[ ProDOC - Signature Capture(CSHAW) o @)=
Form Neme: (CreditUnionL v] | 4 Pege00f0 » | [ Scan Pagd §  scan Options & Import File
Account 2
“Suffc
LenderName:
Individual App:
Joint App:
FirstName:
LastName:
Description:
OriginiationDete:
Bithdete:
Address:
Ciy:
Stete:
Zip:
SSN:
CoLastNeme:
CoFirstName:
Years Address
Previous Address:
Yeers Prev Address:
Acive OM1 ® CmentUssr O AL ‘

-
ﬂ Scanning Options - Documents LE.‘_@H

: Select Scanner | EcoScan ids

Scanner Driver
) Twain

Show scanner settings dialog

Override scanner settings

["] Scan Duplex

[ Invert Image
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The Twain driver is used for scanning document.

The Show scanner setting dialog will open the settings dialog box upon clicking OK.

Override scanner settings will take the settings specified in that dialog and make them the default settings when

scanning with the selected scanner.

DPI stands for Dots Per Inch and is the resolution of the scan output. The higher the DPI the bigger the file will be. eDOC

Innovations recommends the following DPlIs.

Color Scans
Grayscale Scans

Black and White Scans

100 DPI
150 DPI
200 DPI

Mode offers scan color options: Black and White, Grayscale or Color

Scan Duplex will scan the front and back of document (Duplex scanner required).

Invert Image will flip the image vertically if it was scanned in upside down.

Choose the scanner from the dropdown window. Click okay to save settings or click cancel to return to the previous screen.

X

Select Scanner

EcoScan ids , -

EcoScan ids -
HP Deskjet 2050 J510 TWaAIN

HP Officejet 6500 E710n-z TWAIN

HP Photosmart Plus B210 TWAIN 5
WI1A-HP Photosmart Plus B210 serie
L —— WIA-HP Officejet 6500 E710n-z (NE

m

To begin scanning, click the scan page button. This
will open the scanner interface of the scanner selected
in the previous step. Each scanner will have its own
settings page. Refer to the scanner’s user manual for
explanation and use of settings.

The figure to the right is the scanner interface for
the EcoScan i4s scanner. The R with the arrows
around it repeats the last scan. The other buttons
can be customized per user on each computer.
Right clicking the image opens a dialog to change
the default settings for the button. Highlighting the
mouse over any of the buttons without clicking will
show the current settings for that button.

Select Scanner

| EcoScan ids ~|

-
EcoScan ids

PredefnedSettng|cugomm| ion | L

Use the above pre-defined settings for a quick scan.

Move the cursor over an icon to see a detailed description. Right click an icon to modify the settings
or use the Custom Settings’ page to finetune the scan parameters.

Last technical update 03/22/2021
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eDOC Innovations recommended settings for business card size documents (such as IDs) are color or grayscale using
100 DPI and Business card in the Scan Size.

rPre'-deﬁned seting | g [S5)
P e e
() Black/white () Grayscale © Color
Pt
Scan size: [Busimscad(%mmxSSn ']

| | [ CopyfomCustomSetings | [  Defauk |

ok ] [ coecel |

Custom settings also can be used. If the Override scanner settings option was checked in the Scanning Options
window, those settings will be used as default. Settings not specified in the default settings will be the last settings used.
eDOC Innovations does not initialize any settings except for the ones in the override box and only if the check box is used.

EcoScan ids g
Pre-defined Setting | Custom Settings | Infomation | Language
© Black/Whte @ Grayscale @ Color @Bnﬂ_.l_z__f' A
okt E
1l »
Scan size: [Bmhesscatd(SﬂmxS&r v] R = =+
Filter: lm v] 7]
[T Invert image [ Detect end of page 4
Brightness ) 0% "9
6
Contrast J 0% ]l
7/
Gamma J 1.8 -
Highlight ) 285 9.
Shadow J 0 10
2
2]
Width: 3.5in Height: 2.2in 13
Image size: 300.1 KB
Free disk space: 19.87 GB {Oﬂange ©) Zoom +/- H Preview ]
Paper sensor: @ Calibrate l |; Scan §| l Cancel l

10
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O_nce Scan i_s .selected., the scanning window =—rre =)
will open as it is scanning the page.

When the scan is complete, the document will appear in the Signature Capture window. The data fields also can be filled
in at this time. The buttons that appears at the top of the window allow the user to modify the newly scanned document.

Rotate Left will rotate the document to the left.

Flip Vertical will flip the document 180 degrees.

Rotate Right will rotate the document to the right.

Delete Page will delete the page on the screen so it can be rescanned or removed.

The Add Fillable Field option will allow the user to add a field to type text into the newly scanned document (see Fillable
Forms).

[ ProDOC - Signature Capture(IOHNSON) I [ "D e- B s [ B
FomName:(PhotD <] | 4 Pageiot1 » | [ scanPage Rotate Left Flip Vertical Rotate Right | [ Delete Page | [ Scan Options
ot ] | HiAddFillable Field
2010 '\llviul'd
ssN: ~

o 5
First Name: . , t .E o
Last Neme:
“Required

LEN

Single Jourmney Ticket

Add this documentto package:

5

© Active © Al Cunent User © Al

a

Last technical update 03/22/2021 11
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Import File

In addition to scanning images, you also may import file from other applications directly into ProDOC from your file system
or from inside the ProDOC (TIFF, .png, .gif, .jpeg, .bmp, and .pdf formats supported). Following are three ways to import
files into ProDOC.

1. Drag a document directly into your ProDOC icon and it will open ProDOC and display the document automatically!

Growing a cooperative community

» 2017 Industry Article »

012717 Draft growing a cooperative commu.
013117 Draft growing a cooperative commu.

A New Outlook on Cooperative Community..

012717.docx
ond origina
DR A Cooperative Community

owing A

& Production
& DataShare (\\DCO1VMITO'

Q@ Notwork Move Over! A New Outlook on Coopera

Move Over! Mobile Cooperative Communitie.

ooooooo@oo z

Documents Move Over! Mobile Cooperative Communitie

10 items (Disk free space: 6.50 GB) 199 K8 * Computer

= ;;\;amrﬂ.tjfr TIFF ir
& 94MB, - TIFF ir
B AW:"‘ Edit with GIMP ;EICT‘
[ outpu
Sl :a;dasmp background .
| marblh " OUTH
% serir| Adob
& TmpQ Rotate clockwise TIFF ir
& TmpQ Rotate counterclockwise TIFF ir
& TmpQ 7-Zip b TIFF ir
2. Locate and highlight the document you wish to S s ' .
import into ProDOC. Right click on your mouse W  ComvetiohdcbePOf PNG s
. & multig & onvert to Adobe ani ail TFEir
to open the action pane and select Send.to. _ B i [0 [ A .
From the submenu, choose ProDOC. This will ity , TFF i
open ProDOC and display the document. =i P P P =

W sampl [ GitExt Create new repository...

1, Compressed (zipped) folder
&h Git Ext r
Raj sampl| 3l Gt Extensions BE Deskiop (create shortcut)
Sl o o Viruses.. % Documents
(3 6.1 )
- Open with b G5 Fax recipient
% Datah
- B snagit 3 KDiff3
% sampl
& marbl| @ CVS » | Mail recipient
B [d ProDOC L\g
@ Utrakdit 5 DVDRW Drive (£}
Restore previous versions
=]
Send to b | G CUA Shared (X:)
‘ Cut | s ]
s Copy
Natd - e e

12
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3. If you are already in ProDOC, click on Import File. This will open your file systems. Browse to the document you want
to import and double click on it.

[& ProDOC - Signature Capture(ADMINISTRATOR) L@%
Fommeme [ <] | 4 Pageooto ¥ [ scanpage [ Scanoptions . | B Add Filable Fidld | & ImportFile | |Remove Form Elements

This form has not been identified. Use the
LY

‘Form Hame' combo box above to select the
type of form being processed.

Add this document to package:

© hctive O Al © CurentUser © Al

B =

e

When the import is complete, the document will appear in the Signature Capture window where the data fields can
be filled in at this time. The buttons that appears at the top of the window allow the user to modify the newly imported
document.

Rotate Left will rotate the Form Nae: [test ) | 4 Pagesots » | [ scanpage | [] Rowmtetet | (] Eipveres | [ Rowterignt | S Deletepage | [ Scan Options
A 84 Add Fillable Field | G Import File

document to the left.

Flip Vertical will flip the oo o0

Open_Date: ProDoc Form Test

document 180 degrees.

Closed_Date:

e Last Name

Rotate Right will rotate the
document to the right. st ame:
Delete Page will delete the
page on the screen so it can
be rescanned or removed. -
The Add Fillable Field option
will allow the user to add a

field to type text into the newly
scanned document (see s documentopackoge

Fillable Forms). SRERN wowiden

Wuser | & B Pending| @ goncel|

Last technical update 03/22/2021 13
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Load Pending
If the computer only has one pending area f )
specified, this window will not open. If there (i Select Pending Area o [-E- |3
are multiple pending areas, this window will
allow the user to choose the area from the T -
dropdown where the documents are stored.
Select the Pending Area and click OK. This
will open the Load Pending Document
window.
The PaCkage name has an “All Category’ [P Load Pending Dacument - Pending . - H
allowing you to search throughout all e Pt o
. ackage Mame: @ Active Fackages Uniy
packages. Your search can include data from ’ M () All Package Statuses
Mane
form, created by, created on, comment, and test to decline ® Packagesfor Curert Usst Drly
account fields. In the Filter Results box, type Wl
your search criteria. The results filter as you
type. Matches for the text are displayed Filter — e
Results. This feature is turned Off by default. ; :
i orm Created By Created On Comment Account Fir ~
Contact an eDOC Client Development RamenTest KJTHNSON 201706 st for famen it I
. . Local Admin Authorization KJOHMSON 2017-11-30 11505 repended tes
Team Representatlve to make your Pendlng Expense Preapproval FJOHNSOM 2017-08-24 11:15:4 KJOHNSON 09/20/2016 16:14 te:
searches quick and easy. Release Authorizations KJOHNSON 20171122 15532 KJOHNSON 11/22/2017 1559
Release Authorizations FJOHMSOM 2017-11-22 15:58:4 test ta move for move
Expenze Report FJOHMSOM 2016-11-29 14:36:4 test
Double click or highlight the item and click on EooeoPlogpprord _TWRIEHT e —
. . . amon | esl Lo, L4 | tesl required non indexed hel
Load. This opens the document in its current RamanTest KJOHNSON 2017-08:24 11:14:7 test bo print for Rdmen v
status in the Signature Capture window. < >
@ Load Delete Close 0
Delete will remove the highlighted document
from the Load Pending Document window.
In the Confirm window, click Yes to continue Reffes —
or No to cancel. Clicking on this symbol will refresh Clicking on this symbol will rebuild
the document on the screen. the entire list of documents.

Close exits the Load Pending function.

Packages

Packages is an add-on ProDOC feature that defines sets of documents used in a business process and facilitates the
exchange of data between those documents. This helps users complete the process successfully by guiding the user
through the creation of required and optional documents, reducing the work necessary to complete the documents
because data filled in one document automatically transfers to subsequent documents. This also allows the user to
see the status of all documents pertaining to the process in one location. Packages also supports interfaces with third-
party tools to provide advanced services, such as electronic document signing. More information on how to navigate in
packages is presented later in this manual, or the user can refer to the ProDOC Administrator Guide.

14
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Saved Documents

Saved Documents opens the View
Saved Documents window which

allows the user to view and print saved
documents from the previous seven days
(or whatever number is specified in the
configuration file) on the computer they
were created on.

Double-clicking on a form or highlighting a
form and selecting View opens the View
Document window which displays the
selected document and its corresponding
index information.

Change Password

Change Password opens the Change
User Password window to allow the
logged-in user to change their password.

ﬂ View Saved Documents
Date: |[EZZZFIE] User: <ALL> -
Fom Created On |Created By Index...
Credit Bureau Report |2013.08-27 145042 |CSHAW | 1234567 |Steven
Credit Bureau Report 2013-08-27 14:43:14 CSHAW 999222333 Jeffrey
< | »
(3 View Document =
Form Name: Credit Bureau Report 4 Page1of1 » :
~

Account: 1234567

FirstName: Steven

LastName: Moore
SSN: 838888388
Address: 123 Our Way
City: Springfield
State: Wl
Zi

p: 22222
Suffix: 09
TodaysDate: 08/27/2013
Created On: 2013-08-27 14:50:42
Created By: CSHAW

Werkds ,?‘f;remwt Credit Unien ‘
S Winkington et Wihigton DG USF ovses |

s

Your Credit Reports and the Price You Pay for

Your Credit Score

Score: I
Your Credit Score
Source:  Experian

m

Understanding Your Credit Score

Your credit scors is a number that reflects t
crodit report.

Your credit report is a record of your credit
information about whether you pay bills on
owe to creditors.

What you should know
about credit scores

Your credit score can change, depending o

changes.
How we use your credit Your credit score can affect whether you cz
score much you will have to pay for that loan

Scores range from a low of 320 to a high

Theranga of xcore Generally, the higher your score, the more L

offered better credit terms.

_

0ld Password:

i8] Change User Password

New Password:

New Password (Confirm)

Last technical update 03/22/2021
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Users and Groups

Users and Groups are administrative tasks that allow users to add, modify or delete users and groups and their
associated permissions. Refer to the ProDOC Administrator Guide for more information on how to use this function.

About ProDOC

About ProDOC opens the program’s splash screen
which includes License Name, Expiration Date,
Product Version and Compile Date. This is important
information to have when making a support call to
eDOC Innovations.

Docloaic

A Suite of Logical Bectronk Document Solutions
created by eDOC Innovations, Inc.

2020D0C°

ProDOC

Version 7.6.0.6
30 Jan 2019

Copyright ©® 2000-2019 eDOC Innovations, Inc.
All Rights Reserved
Licensed to:
FOR TRAINING ONLY

Expires:
31 December 2020

Log off

Log off logs-off the current user and opens the login window for a new user to login.

Exit

Exit closes ProDOC. eDOC Innovations recommends exiting the application every evening before logging off the
computer.

16
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RECEIPT CAPTURE

ProDOC works by consistently monitoring a
path on the computer for files sent from the
core processor. To begin a Receipt Capture,
the receipt must first be generated in the :
core data processor and print or output to |F‘E'3E“:'t x v|
ProDOC. As long as the user is signed

into ProDOC, this will open the Document

Document Selector

Print data received. Chooze form bpe:

Selector window. Select the form in the 2 V|
Print data received. Choose form type: Time Frame Users
dropdown. Choose Package if available (or ® 120 Davs O MoLimit @) Curent User (O &l

None) and click OK.

(] Cancel

e ‘ | e
FomNeme:[Recsipt <] | 4 Pagerot1 » | [ Scen Page ﬁijunowons..; 1 Add Fillable Field | &5 Import File | Remove Form Elements
This will open the document in the Signature e e R i
. . Teller_ID: IBOUCHETT
Capture window. If the computer is o
configured to “select form after display” then bty Time Teler  Branch i
this window will not display and the user will p— ol S TS Bl
be taken directly to the Signature Capture .
. Ref. Transaction Amount Last Used
WIndOW. 0012 TRANSFER $1587.94 10/06/11
From To
CHECKING CHECKING
2020-0-0 2021-0-0
ASK ABOUT OUR NEW HOME IMPROVEMENT LOAN! FOR MORE
INFO PLEASE VISIT ANY EDOC INNOVATIONS BRANCH
Add this document to package: vl X
Oy, © Cuik it & A1 Member Signature -
| £ Gosh Tracer [veer | (o] [ [Bsee ] (@ 2ol
Cash Tracker
The Cash Tracker window will open if it has
been selected from the Setup | Receipt
tab by an administrator. The default setting
for opening Cash Tracker is determined —
by the institution at setup, but a user can L —
y p’ Cash Dut Cashn
force Cash Tracker to open on demand sto[—] . s1006 .
by checking the Cash Tracker box in the 4508 50 450 50
Signature Capture window. $20s 25c $20s %0
$10s 10c $10s 10¢c
. . $5s 5S¢ $5s 5c
The Cash Tracker is an electronic calculator bl o - y
that can be used as a research tool to track o .
money brought in and taken out at the teller Total Cumency Total Coin Tod Cirroncy Total Coin
line and works in addition to a register tape. Checks Checks
The information will append to the receipt Hizc iec
without being visual on the receipt or the Total Cash Out Total CashIn
screen and will allow users to search the NetEffectto Cash
database later if needed. Net Effectto Check/Misc.

To close the Cash Tracker window, click
Close.
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FORM CAPTURE

Once a document is created and sent to ProDOC, the form capture window will open.

Any document that can be physically printed can be printed to the ProDOC virtual printer. This printer sends files to the
same path as the core host. Once ProDOC processes the information, the Document Selector window will open. Choose
the form type from the Form Name dropdown, or click the search icon and type the name. Once the location is chosen,
the Signature Capture window will open where the user can populate the index fields. Once the required account field is
filled, any information associated with that account will auto fill into the index fields (First Name, Last Name, SSN).

Some data processors may automatically fill in some or all of the data. This creates searchable index data.

@ ProDOC - Signature Capture(ERIC.BURZ) O X
Farm Mame: VISﬁApphEﬁUDﬂl ~ 0 4 Pagelofd P | I% Scan Page ‘ @ Scan Options... {ibi Add Fillable Field | &= Import File
At Remove Form Elements
( i ~
S5Nh: — i R — -
B MONTHLY AMEUST OTHER INCONE NONTHLY AMOUNT
First_Mame:
| PrEwous esmoven o mevous ewevoven N
Last Mame:
YEARS | WEARS
Other: WEAREST RELATIVE IOT LIVING SiTHYOL] - -
RAME ADCRESS PHONE RELATIONSHIP
1. OWH O RENT MY RESIDENCE WALUE OF HOME 130N IRENT MY RESIDENCE VALUE OF HOME
“Fequired HOUSING PRMENT MORTOARE CO. HOUSING PRYMERT MORTGABE 04

CREDIT INSURANGE. Cradi insurance is availabke for @ nominal cas! 1o 1hes loan. If you are intarested in Gredil insurirce piadse cneck bicw

i Single Credit e D ves O No Joim Crotl 10 1 Yos DY N _

Cret Disabiity O ves Do %
[ Iritiats Initias

et Aggwement a
ABPLIGANTS BIGNATURE

CO-APPLICANT'S SIGNATURE DATE

Crodt Unisn, and you may
CO-APPLGANT S SIGNATURE
*

AFPUGANT S SIGNATURE CaTE
" |

DATE e DAPPROVED CIDENIED AWOUNTS_ e, SIGNATURE OF LOAN OFFICERIS) fene s

#2011 U Selutians Gious. AVCU 042811

Add this document to package:

@ Active O Al O Current User @ 4l Refresh v

BwPhoto || @ User | EyPrint | .| B3 Pending &Sign O i‘?,ﬁb:,‘(’ Seve | (@ Cancel

Make sure all data in the index match the information on the form.

If the document requires a signature and the signer is present, the user could have the document signed now. Once the
signature is appended, the index fields on the left are locked and marked as complete. However, if information in the index
fields did need to be changed after the signature was appended and the index fields were locked, by left clicking on the
signature box and then right clicking, a Retry button will appear. Clicking on Retry will erase the signature and unlock the
fields on the left. The customer’s signature then would need to be recollected.

18
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FILLABLE FORMS

Fillable Forms are created by the administrator. These forms allow the user to populate information into a document by
filling in the index fields. Not all documents will have this ability. As a user becomes more familiar with their system, they
will also become more familiar with what forms have been set up as fillable.

Right-click ProDOC and select Create. The Document Selector will open. Select the document.

Fillable fields that have been configured on the form can be typed in directly on the form. Only indexed information that
has been configured as fillable fields will show on the right screen. Fill out index information on the left for document
retrieval after the document has been saved. If the account number has no fillable field in the form, it will not show up on
the form but will be required before saving.

FomNeme: (Applicaions <) | 4 Pege10t5 » | [ Scanpege | | [ ScenOptons... | Add Filebis Field | G importFie | Remove Form Elements
Account: M
SSN:
Instructions: nstructions could go here | guess.
Date_Today: [] & 2/2013 % b A
oy B 0 2 5 Application Number 2024

“Required

Loan Application

Loan Information

John Does ” Jaoe Does Co-hoaticans [
— spcune [5]
[ast_Name s [
Amount Requested  $ 1000, 00 Purpose SIGNATURE Intetest Rote 1%,.%00 %
Payment 8 80,584 Number of Payments 12
Repayment Mathod:  Payreti Deduction [0 Cash ] Awtomatic Transfer trom Acsount [0 Automatic Payment (5
Description of Collateral Estimatad Value of Collateral &
Debt Protection:  Single Disability [J  Single [ Jolnt 1
Add this documentto package: A
Personal Data
Ohdve OM  ©Ometlin OA T P R D T i

Signature Capture Buttons

User will allow someone else to sign into ProDOC to save as
that user.

Photo will take a picture through the security cameras at the T 5
institution. Currently, eDOC Innovations only supports Digital [ﬂ Print Options o) -E- )

Sprite security cameras.

Print will physically prints a copy of the document. Clicking on () Print Original Filefs)
the ellipsis next to print will open the Print Options window.
Select options and click OK. 9 Print Document Image Without Signatures

Pending will allow the user to store the document in an

unfinished state for later retrieval. The document can then be ) Print Document Image With Signatures
retrieved and completed by another user and saved to the
archive.

|| Print Scanned Pages

eSign will open the Signer Information window (see eDOC
Signature section).

Save will save the document.

Cancel will cancel the document.
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Add Forms to eDOCSignature Packages

You can add a form to an eDOCSignature package and auto-populate the signer roles. From the Capture screen, add the
information and select eSign.

@PmDOC - Signature Capture(ANGELA WEEKES) =] X
Form Name: | New Member Application ol | 4 pagetof1 » ‘ [ sconpage | [y scanOptions... | iiiiAdd Filable Field ‘ & Import File | Remove Form Elements
Account PN My Application
=l S | * 34 Seasons Dr. Summerville, VT, 54032
First_Neme: ea S@ il Phone: (123) 456-7890 Fax: (123)456-7865
Credit Union SeasonsCU.Org
Last_Name:
Other: erso O lalliO
My Name: SSN: Birth Date:
*Required
Street: City: State: Zip:
My Phone Numbers - Home: Work: Cell:
My Employer is: My Email Address:
Mother's MaidenName: _—___ Security Password:
:? Savings Account ($10 minimum balance) () |want Direct Deposit
) Checking Account (totally free) _ ) 1want a Debit/Check/ATM card
Debit Account ) lwant Online Banking & eStatements
_ Certificate of Deposit () Idon'twant Overdraft Protection
Add this document to package: _ Individual Retirement Account (IRA) () Idon'twant Courtesy Pay
Rd”: Money Market () lwant eDeposit
i @® Active O Al O Curent User ® Al fre i O\ Stasast i PaliT D O = M
= User & Print .. E¥Pending eSign B} save @ Cancel

ﬂ O Type here to search )

1201 PM
~ [ I D)
M- L m B 10/24/2018 U

The Signer Information window appears. Check the box to add the forms to an eDS package.

ﬂsigner Information X

[[] Add to eDS package: [JLast Document

[[] Force signer to use the name below as signature.

[ Include Signer1 [[] use personal data verification
Role Name Signature boxes to include
ISwgnerl I | vl M Applicant Signature
M Applicant Date
Auth Code eMail

l | | |

Notification Type: @ Email (Oprivate (O Text(sMs) (O None

Generate Authorization Codes o/ Done | | X Cancel
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Select your package from the drop-down list.

ﬂ Signer Information X
[] Add to eDS package: | N~ [JLast Document
eDOC Innovations Inc Nov 2 09/27/2018
My Test
[ Force signer to use the nan = =g T e I
PAM - ConState VIII
[“] Include Signer1 [ TUSE personalaata VErmicatio
Role Name Signature boxes to include
|S|gner1 l l v | M Applicant Signature
M Applicant Date
Auth Code eMail
Notification Type: @Emal (Oprivate (O Text(sMs) (O None
Generate Authorization Codes  Done X cancel
ProDOC auto-populates the signer information from the eDOCSignature package.
ﬂs‘gner Information X
[¥] Add to eDS package: |New Member Application-Winter 912018 v | [] Last Document
[[] Force signer to use the name below as signature.
[ Include Signer1 [[] use personal data verification
Role Name Signature boxes to include
IS:gnerl I |Sa||y Summer v ] M Applicant Signature
M Applicant Date
Auth Code eMail
| 1234 | |ssummef@seasonscu .com |
Notification Type: @Emal (Oprivate  (OText(sMs) (O None
Generate Authorization Codes  Done X cancel

Last technical update 03/22/2021
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NAVIGATING PRODOC PACKAGES

Create a Package

Virtually print forms from the host data processing system. When the form loads into ProDOC, the user will need to select
Create New from the Add Document to Package found at the bottom-left of the ProDOC screen.

[ ProDOC - Signature Capture(CSHAW) [o o)==
Form Name: | Credit Bureau Report v 4 Pagelof1 P @ Scan Page % Scan Options...

*Account: 5959-59-59

] »

FirstName: Calvin
LastName: Coolidge
SSN:
Address:
City:
State:
Zip:

*Suffix:

m

*TodaysDate: [] 8§/ 5/2013 g
*Required

Add this document to package:

INEW PACKAGE 2013-08-06 08:36:18C84D
Create New

123455 Chilean 10 Jul 2013

2020-0-0 Does 06 Mar 2012 .
2020-0-0 John Does 19 Jul 2011 £ Phot E] B Pending :
Big Old Test

Il Bret\Weekes Chevrolet 07 Feb 2012

>4

1

The Edit Package window will open and auto-populate any information already entered into the ProDOC Signature
Capture window (Account, First /Last name, etc.). Verify all required data are correct. Enter Product details, if required,
based on the institution’s use of the Product field. Click OK.

The Renew button will reset package or product information to the default settings.

(J editpari=;. o) -E-/ss]
Name: Jillian Gilian ‘
{h— = |
Fala {;
Product ‘
Process Data: !
Field Value | \
Account 123456
Dealer_Name Gus Audi 1
First_Name Jilliar{ ‘
Last_Name Gillian i
Sold_Vehicle_Make Audi TT
Sold_Vehicle_Year ] 2004 ‘
Suffix |
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This will populate package data to the Add this Document to Package seen at the bottom-left of the ProDOC screen.
Collect any signatures in person that are necessary. When ready, complete the document by choosing Save, Print,
Pending, eSign. Cancel will cancel the document and delete any changes.

. .
ﬂ ProDOC - Signature Capture(CSHAW) o @
Form Name: [Credit Union Note and Disclosu v] 4 Pagelof1 P ‘ @ Scan Page ‘ ‘ % Scan Options...
-
Account: 123456
SSN:
@% RETAIL NSTALLMENT CONTRACT - CONSUMER PAPER
First_Name: Jillian e o s a—— T T S L T
e o
Last_Name: Gillian s T T T T e
FERCENTAGE RATE The arvount of et The 008! o you! puvcrane
Oth e, [dramgurprmnt of
er.
DO PAENT s E
Cot Cows Py 2%
*Required s b
o)
ol G Paprws (K]
UNPAD BALNYCE OF CASHIMCE ({ o 31 §_LILTA
& NET UNPAID BALANCE FROR ACCT  §,
I MNV!M'DOV&RMV&HKM‘
I\ Feccarin
hracnﬂb-mw l
JC. For Auoencd s
IO“&PNDVOOM
JANOUNT FivanCED $_ e
e e T T T
009 N Tan 10
» e ater z-)-\w o My Dby 1O o ey WY AT frud Oue debe, um-v'»»
-t o, Vi pant
sl
o ]
maeng e sve o
o YO BOOHCALON. ACCONINN. O O EDIRNR W) TR
However. e
e et e o 1 O oG£ 7 4
22 i, 11 o s s e ST LY
mlu. h-m-nn-ﬁm’nwm-c‘n'\ﬂu:
nonct rvwnvmmmmmmmmvan-mmmmmn&mmeu-u-nvm
PAY WL BE GREATER THAN THE AMOUNT OF INTEREST YOU WOULD PAY FOR A SIMPLE INTEREST LOAN OF THE SAVE PRINCIPAL
mmvumuvmmlwlmmvmmnmmmaw ‘
JRECUIRE THAT CERTAN TO BINONG ARSITRATION. ¥ YOU OR CREDITOR
JELECT TO USE ARBITRATION, BOTH WL MAVE WAIVED RIGHT TO TRIAL BY
JURY OR JUOGE. THE DISPUTE WALL BE DECOED BY AN ARBITRATOR AND THE DECSION OF THE ARBITRATOR WRL 86
INAL ARBITRATION WiLL BE CONDUCTED PURSUANT TO THE RULES OF THE NATIONAL ARBITRATION FORUM
s e T s S ooy s S e corg iy e aopd By e s g
Oumy.
Sater
Buyer ¥1
By
Add this documentto package: e e 1o} oz
w | [dilien Gilien - R
© Active © Al © Current User © All Refresh a
l 1< User | lﬁPhotoH&PrintlE]lmPendingl [ eSign ] @) Cancel
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INITIATING eSIGN

To begin the process of sending a document out for eSign, capture or create a new document in ProDOC. To capture a
document, print the document to the ProDOC Printer that is configured on your workstation. To create a new document
from a template, right-click on the ProDOC icon in your systems tray (usually at the bottom of the screen next to the clock)
and click on Create. The Document Selector menu appears. Click on the drop-down list and select the document you
want to eSign.

Setup...
Upload...
Reload Form Definitions
Create...
Scan...
an Document Selector
Load Pending...
Send Document for Signing...
Document Signing Status... LA, '
ACH Debit Authorization
Packages... CheckLogic Addendum
Saved Docomentss CheckLogic FRB License Agreement =
Expense Preapproval
Expense Report
Change Password... Imaging Access Authosization
Edit Users and Groups... Master License Agreement Combined
Proposal Concession Approval v
About ProDOC...
Log off JSNOW...
Exit

Right-click on the [@ to open
ProDOC'’s menu of options.
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When the document opens, add any fillable fields and index information and click on eSign.

ProDOC - Signature Capture
g ptu

Fom Name: [sies ]

4 Pagelofl P

@ Scan Page % Scan Options... | {& Add Fillable Field

Total Amount Requested: 0.00
Check Number Reimbursed:

Date Reimbursed:

Today's Date: [ 3/25/2016 [~
*Required

Pre-Authorization Expense Form

oo eperoare ]

Name:l' Eane “Lw,' |

Expense Description and/or Client Name

Expense Authorization Details (Best estimates)

Hotel (i.e. # of Days * $125): [ﬁ
Food (ie. # of Days * $75):
Incidental Expense (i.e. # of Days * $25):
Rental Car (i.e. # of Days * $150):

awerfife ] ieage:

Month in which travel will occur: l A

[ & User ] I &Prim‘@ IIH Pendingl eSign ]

B Save

=1

m

@ Cancel

If the eSign setup for this form is not complete, this warning will open asking you to fill in the missing eSign information
(signature elements). Click Yes to open the eSign Signer window. Click No to close this window and return to the

captured form.

Warning

)

h The eSign setup for this form is not complete. You will
L% pe asked to fill in the missing eSign information for the
signature elements. Do you want to continue?

| —r—

[Yes

L

If the eSign button is clicked and the document has not been set up with signature elements, the following will prompt
the user asking if they want to upload the document as a reference document to be sent with the package as additional

information.

Confirm X

0 This document has no signature elements, do you want
to upload it as a reference document?

| Yes || Mo

Last technical update 03/22/2021
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To set up the document for eSign, select the Signer ID, which will populate with a preselected Signer Role. From the
drop-down list, select the SigBox Type (Signature, Date, etc.) Click on Save to save this information or Cancel to exit the
window and return to the document.

(@ Propoc - Signature Capture(JCIANG) == J
Form Name: < pageroi1 » | [ scanpage | [ Scan Options.. | Add Fillble Field
Total Amount Requested: 0.00 |
Check Number Reimbursed: ‘
Date Reimbursed:
! Todey's Dete: [ 32672016 G+ Pre-Authorization Expense Form
*Required |
eSign Signer I
Date:[ R |
Signer ID: 5 3 =
Employ
Signer Role:  eDOC CFO
Expe eSign Signature Box
SigBox Type:  SITIT ;F !
o< \
Date [
7 o Check Box ‘
Expens |
Airfare: S_ Mileage:
Hotel (i.e. # of Days * $125):
Food (Le. i of Days * $75): |-
Incidental Expense (i.e. # of Days * $25): :]_
Rental Car (i.e. # of Days * $150):
i
’ I : |
I Month in which travel will occur:
N
| S -
(0] (B )] e (oo | l
ser | | & Print E® Pending eSign 1 @ Cancel

If you get this error, it means you will need to create a
unique email address for the sender in your local vault.

Clicking OK will open the Sender Email Address and
Name Required window.

In the Sender Email Address and Name Required
window, enter the name and address of the sender (the
from name) that will appear on the eSign notification
emails.

Click OK to proceed to the Signer Information
window.

@ Email is not uniqueto HWU . Please try again.

£ oK || Abort |

‘Sender Email Address and Name ﬁequired

The name and email address entered below will be used as the
"sender" or "from" name and address on eSign notification emails

Enter Your Email Address

hwu@wuwho.com

Verify Your Email Address

hwu@wuwho.com

Enter Your Full Name
Henry Wu

|
|
4
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ﬂS\gner Information X
[[] Force signer to use the name below as signature. Force Signer option
Check to include [ Include Signer1 [[] use personal data verification
Role Name Signature boxes to include
[Svgnerl I I | M eDOC Manager
Auth Code eMail

Notification Type: @ Emal (Oprivate (O Text(SMS) (ONone

Include Signer3 [[] use personal data verification
Role Name Signature boxes to include
| | | M Employee Signer

[Slgﬂé:’f

Auth Code eMail

| | | |

Notification Type: @ Emal (Oprivate (O Text (5MS) (O None

< >

Generate Authorization Codes « Done X cancel

In the Signer Information window, enter the information for each person who will be receiving documents to be signed
via eDOCSignature. Signer 1 will always be included. Check or uncheck the Include Signer on the left for signers who do
or do not need to sign electronically.

For each signer, in the Notification Type area, use the radio buttons to select a notification type. You can choose from
Email, Private (private signing rooms must be configured for your institution), Text (SMS), or None. If you choose Text
(SMS), in the Notification Phone field that appears, enter the signer’s cell phone number.

Note: Text Notifications are a paid feature that must be enabled for your institution. For more information about Text
Nofitications, contact the eDOC Sales Team.

Check Force signer to use the name below a signature to ensure the signer's signature will match the name
designated in the name field. When the signer goes to sign their signature to the document, the signer will be forced to
used this name and not an abbreviated version.

Email validation option: when enabled, ProDOC checks the signer email against the nine standard email extensions

(.com, .net, .org, .info, .us, .edu, .biz, .gov, .mil.) If an email address doesn’t contain one of these extensions, and is a valid
email format, this confirmation will display:

1 Confirm Email Address
l Please confirm the following email is correct: flall@happycu.co

lick if il |
‘ C ikt emat Confirm Email Cancel Click to modify
is correct

email.
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Clicking on Generate Authorization Code will randomly select a six-digit authorization code for signers

and automatically update the code in the Auth Code box. Your organization will decide how your want to
distribute authorization codes: via an automatic email or a personal phone call. If a personal phone call is your
organization’s preference, the automatic email function can be shut off.

If the Use personal data verification box is checked, the signer’s identy will be verfied by a third-party service.
To sign up for this service, contact an eDOC Client Development Team Representative.

ProDOC also allows users to upload reference documents. To make the sending process easy, the reference document
should be added to the package last. If reference documents have been added to the package, the for reference only
box should be checked in the Signer Information window.

[ signer Information X

Force signer to use the name below as signature.

[ Include Signeri Use personal data verification
Role Name Signature boxes to include
IEDOC Signer \ [Alex Autumn ‘ [ for reference only
Auth Code eMail

‘ ‘ [a.autumn@seasons.mm ‘

Click Done. A new package has been created. Subsequent forms now can be added to this and other packages. To access the
Package Manager, click on the Packages option in the Main Menu.
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The newly created package will appear at the top of the Package Manager window for the user who created it.

Click on » to expand the package to view the list of forms for this package type.

[ Package Manager — u] X

Package Manager 0] eDOC Innovations

Created By STATUS PRODUCT CREATED ON  CREATED BY o

Cencsure 1]
Status -

Al e e e l
CEE—

Open Test eSign Package Carloan 2020-08-31 ERIC.BURZ

Hide Closed Older Than

oo == ]

SEARCH

Continue adding forms to the package. Add the required Missing documents in the lists. Optional forms may be needed
for some packages and not others.

To add a form that is not in the package, click the Add Other button to open the Document Selector window. This will
include the additional documents not in the original list. Use the Scan or Create button to add documents already in the
list.

P] Package Manager - 8
Package Manager Q eDOC Innovations

- T -1 e o e o

Created By STATUS

All Users n
1234 123456 Carloan 1234 123456 2018-10-30  |KKRAMER l
Status

D | R R

Type
Al n DOCUMENTS INDEXES

PRODUCT CREATEDON | CREATED BY

Hide Closed Older Than View/Lo Add Existing Add Other Remove

Gowe — 1)
STATUS FORM CREATED ON CREATED BY PENDING AREA

P SEARCH Missing Loan Application

Missing MyTestForm
Missing NoticeToApplicant
Optional New Hire Form
Optional Receipt

P Completed ‘9199akcaqe look atme | Mikes QC TI ‘Tralnlng Package ‘2013-09.19 ‘MHANSEN
-om For eSign | 7504 DOC 7504 Esign | Test |DOC 7504 Esign 7504 |2018-09-19  |KJOHNSON l
P Completed ‘Trammg Package 19 S Mikes QC TI ‘Tvamlnq Package ‘2018 -09-19 ‘RDISUPFORT
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If there is an existing form in the database that is needed in the package, select Add Existing and query the DocLogic
database. This will allow a user to associate the document with the package.

P] Package Manager - 8

Package Manager

V¥V QUICKFILTERS

Created By

All Users | v]
Status.

Al n
Type

Hide Closed Older Than

ons — =

T

STATUS NAME TYPE PRODUCT CREATEDON | CREATED BY

a
1234123455 Carloan 1234 123456 2018-10-30  |KKRAMER I

DOCUMENTS DATA INDEXFS

l View/Load I Create I Scar IAddExtﬂhql Remove

STATUS FORM CREATED ON CREATED BY PENDING AREA

Missing Loan Application

Missing MyTestForm
Missing NoticeToApplicant
Optional New Hire Form
Optional Receipt

» SEARCH

» Completed ‘Bmpakcaqelonkalma Mikes QC TI... | Training Package \201&-09-19 ‘MHANSEN

-om For eSign [7504 DOC 7504 Esign | Test DOC 7504 Esign 7504 [201&0949 ‘KJOHNSON l

p Completed ‘Tralmng Package 19 S Mikes QC TI Tvalnlnq Package ‘2018 -09-19 ‘RDISUPFORT

The Add Existing window will open the Search/Find Document window. Narrow the search by choosing a category in
Tables and selecting Fields. In this example, the Account field was chosen and the account number was typed into the
text box. Click Add to include information into the criteria box. Click Search.

rﬂ Search )
Tables: Fields: ["] Show System Fields Text |Dates | N =
J localhost _Created_By
Checks _Created_On
Employees_Current T —— | ©'s Like:
ESIGN SSN () Is Not Like:
Fedl:hecks First_Name ) Is Empty
od Claims_InP Iﬁf’s‘le_'llame () Is Not Empty
ol Form
Loan_Dowmen'* o Description 2020-0-0
. " LoanApplication Document_E xpiration_D ate
MemberLoans PropertyT axID
Masler
M 11 -l\ ' . —
Receipts ’ Add l [ Remove I [Cleal All I
Statements N
Summary Criteria
|| Account IS LIKE 2020-0-0
< L » —
— — - i I ™ [ 7 i - = »
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When the document is located, the Select a Document window will open. View the document or Select the document
to add to the package. Clicking on New Search will open the Find a Document window where the user can re-search

criteria.

ﬂSeIectaDocument E]
[){a)(= )] [ Vew | [ seet | [Newsewch| [ Concel |
Table_ID Account |ssN |First_Name |Last N
|4 Loandpplication  pziXidi] 371088672 John Does |
Loandpplication  2020-0-0 371088672 John Does

m

You can apply events to packages before they are sent out for signing. Events are actions that are automatically occur
after a specified amount of time has passed. To add an event to the package, on the Package Manager window, click

Events.

P] Package Manager - a
eDOC Innovations

STATUS NAME TYPE PRODUCT CREATEDON  CREATED BY

Package Manager

V¥V QUICKFILTERS

Created By

All Users n
Status

Al B
Type

Hide Closed Older Than

o 1]

Open 1234 123456 Carloan 1234 123456 2018-10-30 KKRAMER l

Open Keith Test 10252018 Carloan [123123 2018-10-25 KKRAMER

DOCUMENTS INDEXES

Add Existing l§ Add Other Remove

STATUS FORM CREATED ON CREATED BY PENDING AREA

» SEARCH

Missing Loan Application
Missing MyTestForm
Missing NoticeToApplicant
Optional New Hire Form
Optional Receipt

P Completed  |919pakcage look atme | Mikes QC TI... | Training Package 20180919 | MHANSEN
-om For eSign | 7504 DOC 7504 Esign | Test DOC 7504 Esign 7504 |2018-09-19  [KJOHNSON l
P Completed ‘Tralmng Package 19 S Mikes QC Tl Tvamlnq Package ‘2018 -09-19 ‘RDISUPFORT
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The View Events window appears.

[ view Events - O x
Events
Mame Description Event Date
D a7 (o

To add a new event, click New. The Event Details window appears.

[ Event Details — E x

Event Type: Resend Tickets If Mot Signed w

.
e

To add a new event, click New. In the window that appears, from the Trigger Type drop-down list, select an event type:

* Resend Tickets If Not Signed — Resends email notification to signer if not signed after the specified number of days.

* Notify User If Not Signed — Sends email notification to package creator if not signed after the specified number of
days.

* Delete Package If Not Signed — Deletes package from the system if not signed after the specified number of days.

In the Days to Wait field, enter the number of days that must transpire before the event occurs.

When you are finished, click Save.
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The event is added to the package and appears in your list of events on the View Events window.

[ view Events - O *
Events
Marme Description Ewvent Date
PKG_RESEMD_IF_M_SGMD1 Resend tickets if not signed (2020-11-30 08:30:54) 2020-11-30 08:30:54

(e Y oaee

To add another event to the package, click New and follow the previous steps.
To delete an event from the package, select the event and click Delete. In the confirmation box that appears, click Yes.
When you are finished adding events, click Done to return to the Package Manager screen.

Any document ready to be sent out for eSign or already out for eSign will have the symbol @

¥ Open ]Jmian Gillian lAulo Loan ‘ ’2013~07~16 ‘CSHAW
DOCUMENTS DATA
STATUS FORM CREATED ON CREATEDBY  PENDING AREA
Missing Credit Bureau Report
Optional Check Stub
Optional Notice to Cosigner
Rdy eSign Credit Union Note and Disclosure 2013-07-16 11:11:30 CSHAW
Missing Credit Union Loan Application
Confirm X
If you delete a document in a package, you will be 2 e -

. o This action will also cancel any eSign process that may
prompted with a message that tells you that the eSlign have been initiated for this document. Do you want to
process will be canceled for that document. continue?

| Yes | No
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When all forms within a package are ready for eSign, highlight the package and select the Send eSign button at the top
of the Package Manager screen.

“ Close Out Delete Send eSign Cancel eSign m Resend Nolifications

=
A confirm window opens: Send eSignh documents out for
signature?
Click Yes. The eSign Envelope Options screen appears. [ Yes ][ No |

meSign Envelope - O X
eSign Envelope Options
Save | Cancel
eSign Additional Text : eSign Form Order :
Expense Preapproval
Expense Report
(O Add Before Default Text
(®) Add After Default Text
Up Down
Signing Order groups :
Signer Role Signer Name Signer Group
eDOC Signer Alex Autumn 1
Employee Signer Frank Fall 0 _

The email message sent to each signer can be personalized, and/or a default message can be used. The personalized
message can be placed in the eSign Additional Text box.

Users can decide the order the forms will be sent by moving the forms up or down in the eSign Form Order window.

You can also assign the signing role and the order in which the documents will be signed by clicking on the plus and
minus signs in the Signing Order groups area. In the example above, the Employee Signer, assigned “0”, will need to
sign the documents before the eDOC Signer. The document this eDOC Signer will receive will already have the Employee
Signer signature on it.

Click Save when finished.
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An information window will open confirming that the document will be sent out for signature.
Note: Emails are sent automatically every 1-5 minutes as a scheduled task.

Click OK.

———
Information |

./6\‘. eSign-ready documents from the selected
& package will be sent out for signature

Contact the signer to give them their authorization code(s). Verify this is the correct individual before disclosing the code.

The package in Package Manager will change status to Out for eSign after the scheduled task has run. The Access
Code seen in the figure below is also the authorization code. If a signer forgets their code, this is the easiest place to
retrieve it.

Unless the institution has additional steps prior to closing out a Package, once all documents are completed and signed,
the Package status should read closed.

W Out For eSign |Jilli in Gillian Auto Loan 2013-07-16 CSHAW

DOCUMENTS DATA ]

STATUS FORM CREATED ON CREATED BY PENDING AREA

Missing Credit Bureau Report
Optional Check Stub

Optional Notice to Cosigner
® eSign Credit Union Note and Disclosure 2013-07-16 11:11:30 CSHAW

Envelope Status: Sent Created: 2013-07-16 09:24:11

Document Status: eSign Actiop;
gll—

ner Name Email Addross Code
jeiano

Access
Jilfian Gillain @edoclogic.com 6BFE75

Clicking Close Out allows the user to close the current
package with the selected status. If operating in remote
mode, closing out a package will remove all associated
documents from local storage.

If a customer wants to cancel the transaction at any time, the Declined - Discontinued by institution

package can be canceled by highlighting the package and Canceled - Discontinued by customer

clicking on Close Out. Select Canceled - Discontinued by -
customer.

If the application is rejected by the institution, highlight

the package and click Close out and select Declined - Choose closeout status for 2020-0-0 Does 06 Mar 2...
Discontinued by institution.

A package can be reopened by highlighting the package and
clicking Close Out again. A confirmation window will open to
ask if you are sure you want to change the status of a closed

Open - Re-open the package
; . : Declined - Discontinued by institution
package? Click Yes. The Close Out window will reopen Canceled - Discontinued by customer

where the user can select Open- Re-open the package.
The package will return to its status prior to closing, rejecting
or canceling.
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ACCESSING RETURNED, SIGNED, AND, COMPLETED DOCUMENTS

Right-click on the ProDOC menu and select Document Signing Status to check the status of the documents. This will
open to the Manage Documents page. The status of documents are color coded: Green means the document has been
completed, yellow means the document is still out for eSign. Clicking on the colored bar will open a dropdown where you

can access the document for review. Click on the icon to the left of the document’s name.

@

Package Results

@ B

Setup...
Upload... m Edit Search
Reload Form Definitions
Package Name $ | Status * | Created 2 | Modified S | Created By % Next
Create...
Scan... 1 test 1122020 Out For eSign 12/01/2020 12/01/2020 EBURZ@QCSB Edit v
Load Pending... BB eric Tloan Terms and Conditions 12 Completed 12/01/2020 12/01/2020 EBURZ@QCSE v
Send DocumentfocSigning = [ request Test 11-24-2020 Waiting for Doc 11/24/2020 11/24/2020 EBURZ@QCSE Edit v
Document Signing Status...
1 Loan Application QOut For eSign 11/19/2020 11/19/2020 EBURZ@QCSB v
Packages...
T : : =
Saved Documents... 1 Loan Application Out For eSign 11/18/2020 11/18/2020 EBURZ@QCSB Edit
e : 3
Change Password... n Application Completed 11/10/2020 11/13/2020 EBURZ@QCSB Vv
Edit Users and Groups... 1 Application Out For eSign 11/10/2020 11/10/2020 EBURZ@QCSB Edit v
About ProDOC... BB MG-2548 11-10-2020 Completed 11/10/2020 11/10/2020 EBURZ®QCSB ¥
Log ot SNOWC 1 Fall Promotion Out For eSign 11/09/2020 11/09/2020 EBURZ@QCSB Edit v
Exit
Testy Test Eric Test 11062020 Completed 11/06/2020 11/06/2020 EBURZ®QCSE v

Pre-Authorization Expense Form

Date: ___3/28/16

Employee Name: Jane Winterhouse

Expense Description and/or Client Name
CU CONFERENCE

Expense Authorization Details (Best estimates)
Airfare: __$264.96

Hotel (i.e. # of Days * $125): _ 3 days @ $325
3 days @ $75

Mileage:

Food (i.e. # of Days * $75):
Incidental Expense (i.e. # of Days * $25): 3 days 25 for taxis

Rental Car (i.e. # of Days * $150):

Month in which travel will occur: _April 2016

lJ !! 03/29/2016 \(_W“d‘/ 03/29/2016

Emplgyee Signature Date Auvhbeited Signature Date

eDOC

INNOVATIONS
1197 Exchange Street. Suite 1, Middlebury Vermont 05753
800.425.7766  edoclogic.com

Opening the document from the Manage Docu-
ment page will provide the signed document and
the timestamp of the signature in the upper left
hand corner.

7 TECIODFI0E
Croated OX252016 1521 57 By JCANODREED Locked 03262016 15 40 45

Pre-Authorization Expense Form

Date:

Employee Name:

Expense Description and/or Client Name

Expense Authorization Details (Best estimates)
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Another way to access audit information for documents sent out for eDOCSignature is via your idocVAULT. Log into
idocVAULT and click the Documents or Images tab and search in the table where the document was stored. From the
list, the signed document can be viewed by just clicking on it. To view the audit information with the signed document, click
on the right arrow. This will change the view to the view you see below.

*x START NEW RESULTS

Ongination Date  SSN

!,i_ . [122456 | [Loan Application [ [ | [oa7221654 | isweep download | [rest i
!i . c/;|1z3 | [oticeToApplicant Il Il | [123456783 |[a38 | [7a2 1C
!,i_ . [123 | [oan Application [ 11 | [122456785 |[456 | [7es 1C
o [ | ViewDocumentwith Audit Data e [ I | zass7as | oriniewrequest ] bohnsonTest Il
[N T — =y r=—] I I I 1 IC
EE | rke_Form_oF_ooM [ I I I I I
EE | MIKE_FoRM_OF_DOOM | Il Il I I IC
EE | mrke_Form_oF oo [ I I I I I
_',é . [222222 | [m1xE_FORM_oF_DoOM | [ | [e224528458274 | [L time auth | [last 1 time auth 1C
!,i_ . (123654782 | MIKE_FORM_oF pooM [ [ [ [ [ i
EE | MIkE_ForM_OF_DOOM | Il Il I I IC
!,5_ . [1212 | [MyTestForm I I | 122121234 | [bedrock | [unian Il 1 ’
_',é . [1224567850 | [m1xE_FORM_oF_DoOM | 1 ][ ][ [ 1C
EE | mrke_Form_oF_ooM [ Il I Il Il I
Pi B (5 (1234567850 |fioan Application | [122 I | [123456783 | [signed | [Keith In
Pi B (356780 foan Application (12 Il | 123456788 | [unsigned | [Kramer in
EECG! | MIKE_FoRM_OF DooM | Il Il Il Il IC
EE | | pike_Form_oF_poow [ I I I I I
8 [ I ][ ][ I ][ Il 1C
EE | il I[ I[ il I[ I[ il
Bl Eanded Il I I Il Il I IC
- - - " - " - " - " - " - " - .-

From this screen, clicking on the arrow icon to the left will open the signed doc with no audit information. Click-
ing the icon to the right will open the signed doc with the audit information appended to the end of the docu-
ment.

STATEMENTS ¥ REPORTS | DOCUMENTS | EUPDATE Y ADMIN emED

0.00 tortepenss Jcuno 2050325
et Tests 0.00 Kaomwson  2016,0324
Tesata Testz a0 womeon 38052 | g signing Audit
0.0 Komson 2010216
we omeon  e09e P ————
e oo ormson 010336 " ——
ottt a0 womweon 20160916 |
st Kiomson 20150216
Far ek co0.00 wrienro  2ieIS | Frnp
Weekes Bret 570.21 weekes 20160319
womeon 25|
Komson 20160241
100 Tewohnson Temad  ZSOLEL i g FSOLO Tusttrpanserom WoMSON 2SSO0 |
s st Expanse Rapor fwomnsoN  2086:03-30 [
ot e Kommson 20180210 “ This i A
o5 o5 mg Name
[ s000 xiowmson 20102 g N A
a0 xomwson 20160236 | —
test test 0.00 KIOHNSON 2:5}'2226 f-.Tr
et 0.0 raommson 20160246 | ﬁ,ﬂm
et 000 Komson 20150236
e a0 Komson 20160216
123456769 Testiohnzon Teskar  ZOSS0L0L yo00 ooy 201c01 01 ot Kiomnson  2016,02- -
outoak Brat 122000 sweres 20360210 |
Weekes iPhane. 175.00 e BWEEKES 2”’5;:'2 o8
RO SHOWING 1 THROUGH 25 0 45 TOTAL RECORDS
Lockmatm:  1o@ianis s
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Request Doc

To request a document from a signer, click the Request Doc button.

[P] Package Manager -
Package Manager Q eDOC Innovations
m = e =N

Created By
(i1
Status
Al [ v]
Type:

n p Completed ‘NEWPACKAGENIS— Dillans Test

Open NEW PACKAGE 2018- Loan 2018-10-17 KJOHNSON

STATUS Pl PRODUCT CREATEDON = CREATED BY

Ready To Si... | NEW PACKAGE 2018-... |Mikes QC Tl _ 2018-11-09 | MHANSEN

Open ‘NEW PACKAGE 2018- Carloan ‘201841-02 MHANSEN

‘201&10-18 DILLAN.FIE

Hide Closed Older Than:

oo ——— 1]

p SEARCH

DOCUMENTS DATA INDEXES

l‘”' a l Create l Scan lAddExmlnglAddOme lReqmlDacl Remov l Re-Send l Reload lsym:Punqu-

S
STATUS FORM CREATED ON CREATED BY PENDING AREA

Missing Loan Application
Missing newform
Optional New Hire Form

Fill in the information for the request and click Done. If the Send Notification box is unchecked, the request will be sent

with the rest of the package. If you select this box, the request will be sent immediately.

[P] Package Manager - g
Package Manager Q eDOC Innovations

Created By "
CET—E Reguest Documert

Status
All

Type:
Y -.' Notification Type: (®) Email () private

Hide Closed Older Than
[]send Notification

Generate Authorization Code

p SEARCH

D «
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The signer will receive a notification.

Request for Document

Hello Angela Weekes,
eDOC Innovations Inc. has requested a document from you. To begin, click

the "Upload Document” link below. You can securely upload your document

from your computer, tablet, or other mobile device.

Upload Document

document ol
angela.weekes@edoclogic.com.
Jo Not Share this Email or Authorization Codes
h

xmail © a link that a toa

associated authoriza
About eDOCSignature

Adnant an alar

+rnnir sinnah s anlifinn that nnae hawnnd tha hagire tn car

When the requested document is uploaded into the
package, indexing for that package is automatically
added to it.

ﬂ\/iew Document

Farm Name: [PhOtOlD

Account: |1 23456

SSN: |nuunuuun

First_Name: ISaIIy

Last_Name: ISummer

Other: I

Created On: |2u1a—1 0-26 11:36:34

Created By: IANGELA,WEEKES

Ttems in yeliow do not match package data

The package will show the requested document status as Requested. When the signer uploads their requested
documentation, it will be added to the package and the status will change to Saved.

P}
Package Manager

V¥ QUICK FILTERS

Created By

CITE—E

STATUS NAME TYPE PRODUCT

IREQUY 10 Sher | INEVY FAUNAGE 20107 | WIRES o 11

Open NEW PACKAGE 2018- Carloan

Package Manager

- ok

eDOC Innovations

CREATEDON = CREATED BY

201071 1-0y WIRANSEIN

2018-11-02 MHANSEN

Status
p Completed
Type

‘NEW PACKAGE 2018- ‘Dlllans Test

‘2018-10-18 DILLAN FIE

All
D S [
Hide Closed Older Than

I

DOCUMENTS INDEXES

2018-10-17 KJOHNSON

p SEARCH

STATUS FORM CREATED ON

Optional New Hire Form

Missing newform

® Requested Loan Application

Sync Pending

CREATED BY PENDING AREA
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A

About ProDOC 5, 16

Access Code 35

Add Document to Package 28
Add Existing 32

Add Existing Documents 32
Add Fillable Field 11,13

Add Other 31

Add Other button 31

Add the document to package 8
Add this Document to Package 29
Always Connected 7

Always Connected box 7

Auth Code 25

authorization code 35
Authorization Code 35

B

Business card 10

C

Canceled - Discontinued by customer 35
Cash Tracker 17

Change Password 5, 15
Change User Password 15
Close Out 35

COom1 7

Configure Package Types 7
Create 5,7 19

Create a Package 28
Create New 28

Custom Print 5

Custom Print Commands 5

D

Declined, canceled by institution 35
Declined - Discontinued by institution 35
Delete Page 11,13

Display Options 5, 6

Document Selector 7,17, 18, 19, 31
Document Signing Status 26

DPI 9

E

Edit Package 28

eDOC Signature 4

eSign 19, 23, 33

eSign, 30

eSign Envelope Options 34

INDEX

eSign Form Order 34
eSign Signer 23
Exit 16

F

Fillable Forms 11, 13, 19
Find a Document 33
Find Document 32
Flip Vertical 11,13
Form Capture 18

Form Name 8

G

Generaltab 5
General Tab 6
Generate Authorization Code 25

Import File 12,13

Initiating eDOC Signature 30
Initiating eDOCSignature 22
InitiatING eSign 30

L

Load 14

Load Pending 5, 14

Load Pending Document 14
Log off 16

Log off current user 5

M

Main Menu 4, 5, 30
Main Menu Overview 5
Manage Document 26
Manage Documents 26
Missing documents 31
Mode 9

N

NAVIGATING ProDOC Packages 28
New Search 33
No pad 7

@)

Open- Re-open the package 35
Optional forms 31
Out for eSign 35
Override scanner settings 9, 10
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P

Package 17

Package Manager 30, 31, 34, 35
Packages 5, 14, 30

Pending 19

Pending Area 14

Photo 19

Print 19

Print data received. Choose form type 17
Printer ellipsis button 6

Print Setup 6

ProDOC Forms 4

ProDOC Packages 4

ProDOC Receipts 4

Product 28

Product Overview 4

R

Receipt Capture 17

Reload Form Definitions 5, 7
Renew 28

Request Docs 36

Retry 18

Rotate Left 11,13

Rotate Right 11, 13

S

Saved Documents 5, 15

Scan 5,8, 1

Scan Duplex 9

Scanning Options 10

Scan Options 8

Scan Size 10

Screen Font 6

Search 32

Search/Find Document 32

Select 33

Select a Document 33

Select Scanner 8

Sender Email Address and Name Required 24
Send eSign documents out for signature 34
Send eSign documents out for signature? 34
Send to 12

Setup 5

Show All Forms 5

Show... Buttons 5, 6

Show Printer Setup Dialog When Printing 5
Show scanner setting dialog 9

SigBox Type 24

Signature boxes to include 25, 30

Signature Capture 8, 11,13, 14, 17,18, 28, 30

Signature Capture Buttons 19
Signature Pad 7

Signature Pad Connected to 7
Signer ID 24

Signer Information 19, 24, 25, 30
Signer Role 24

Signin 4

T

Twain 9

U

Upload 5,7

Use personal data verification 30
User 19

Users and Groups 16

Use Signature Pad Connected To 7
Use Stored Settings When Printing 5

\Y

View 15, 33
View Document 15
View Saved Documents 5, 15
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