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INTRODUCTION

This guide describes the administrative features of ResourceOne, and provides detailed
instructions for performing ResourceOne administrative functions. Itis intended as a
supplement to the ResourceOne Users Guide.

Before you begin to use the Administrative Features you should first read the Introduction
Section of the User’s Guide, covering the following information:

1.

2
3
4,
5
6

What is ResourceOne?

Setting Up Your Internet Browser
Logging In To ResourceOne
Logging Out of ResourceOne
Main Menu Layout

ResourceOne Home Dashboard

Please be sure to make the necessary setting changes in your Internet Browser as described

in the User’s Guide before you begin using the Administrative features of ResourceOne.
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ADMINISTRATION

The Administration section of ResourceOne is only accessible by Users that have
administrative permissions. You can create multiple levels of administration by creating
new roles and granting varying features within administration to each new role. This is a
common practice and allows you to delegate work.

B8 APTEAN

ades i B D I wes [ @ 08 [Search Comtactt (By Company): (%]

Restart

ek the sratat s b0 e apvikatin Brsugh s 311 o e g, Fstart Agplication |

Eoent Types: To best AmeocrcmCr's acosse & your mad server by sending an emnal, cick "Test Bnal._,". Test Email...

MAIN ADMINISTRATOR MENU
Summary of Administrative Features

Application Status

The Application Status feature provides options to reset certain ResourceOne caches and
the application itself. On this page you will also see the current version of ResourceOne
installed at your organization. This information is found in the “Build Number” field located
in the upper left of the page.

Processing Log

The Processing Error Log in ResourceOne will list data that did not process successfully in
the update job. This page will identify when the error occurred, what type of error, the
account number related to the error (if applicable), the product code related to the error (if
applicable), the employee code tied to the error (if applicable), the customer number, and
the data file. For more detail information about the errors listed on this page please
reference the “ResourceOne Error Log Guide.”
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Districts
This feature lists all the districts that the financial institution has entered into ResourceOne.
You can add, edit or inactivate districts.

Regions
This feature lists all the regions that the financial institution has entered into ResourceOne.
You can add, edit or inactivate regions.

Branches
This feature lists all the branches that the financial institution has entered into
ResourceOne. You can add, edit or inactivate branches.

Departments

The Departments link displays a list of all Departments for your organization. Departments
are used to further group your employees and can also be used to grant access to queues
and run reports.

Case Areas (Service Center)
This feature allows you to add categories and subcategories for Case Management, such as
Check Card Inquiries (category) and Lost Card (subcategory).

Compensation
The Compensation screen allows you to Add, Review and Delete any compensation plans
created for a specific Role, Branch or Employee.

Documents

The Documents screen allows you to display documents through ResourceOne to your
users. The documents are organized by department. Documents can also be deleted from
this screen. An example of a document would be compliance or training materials.

Event Types
This feature allows you to add, edit, or delete the events in the standard list of Event Types.

Goals
This feature allows you to assign goals to users by role, employee or branch. This page will
also allow you to view, edit and inactivate existing goals.

Help Desk Ticket Categories

This feature allows you to create new categories to use when creating Help Desk tickets.
These categories will help define the nature of the ticket.
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Lost Reasons

When a pipeline opportunity is set to “Lost Lead,” ResourceOne requires you add a “reason
why” on the pipeline. On this page you can create, deactivate and sort Lost Reasons that
will populate the Lost Reason dropdown list on the pipeline page.

Onboarding
Onboarding functionality distributes events, notes or tasks to an account owner or queues
by creating a series of triggers.

Organizations
Edit the contact information and Welcome Message for your institution. You can also
modify some organizational level settings.

Outside Institutions

This feature allows you to add to add, edit, or delete any of the institutions listed in the
Outside Institutions dropdown. This dropdown is used by employees when they have
identified an account owned by a competing institution. The account can be added to the
Outside Accounts area of the contact profile tab

Products

All products on your core system must be kept up to date in ResourceOne by using the
Products feature. Make sure you use the exact product ID from your core when you create a
product in ResourceOne. If you add products that are not integrated to your core, you still
need to provide a product ID. The product ID for a non-integrated product can be any
alpha-numeric string, as long as it is unique.

Profitability (optional module)

Administrators can define FTP rates for products and product types along with identifying
the expense for each product and service. This information is then used in the monthly
calculation of contact and account profitability.

Queues

Building queues gives your organization control over how referrals are routed. Queues
dictate which users can claim specific referrals based on a product selected. It is within this
feature of ResourceOne that administrators can create and modify queues.

Relationships

This feature allows you to define and manage a list of possible relationship codes that come
from your core system and define the different ways in which a customer can relate to an
account. Once your relationships are defined and mapped from the core, users will see the
additional relationships on production accounts for a given customer such as Signor,
Underwriter, Guarantor, etc.
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NOTE: Your extracts must be provided in an “Expanded Relationship” format. Contact
CoreTrac Support for more information.

Referral Sources

This feature allows you to manage a list of possible referral sources that your users can
select when creating a referral or pipeline. This allows your organization to identify from
where new business is being generated.

Roles

This page displays all roles that have been created for your institution. From this page you
can create, edit, and deactivate roles. You can also assign permissions to roles and review
the users assigned to a role. Some permissions of ResourceOne will allow you to view pages
for other users, such as reports. Permission details must be set for the role in order to grant
users this access. An example is to allow users in a role the ability to see all employees or
only subordinates on a report.

Sales Stages

When users work on their opportunities they can edit their pipelines to indicate the sales
stage. By having users edit this field management will be able to run pipeline reports and
see these details. This page allows administrators to create, deactivate, and sort Sales
Stages that will populate the Sales Stages dropdown list on the edit pipeline page.

User Defined Labels
This feature provides administrators with an option to re-label the name of “Regions” and
“Districts”.

Training Modules (optional module)

This feature shows all the names of the training modules, the PDF or Microsoft Word file,
the month in which the training module is to be scheduled, and whether the module is
active or not.

Training Scores (optional module)
This section allows you to edit or view the training scores for an employee.

Transfer Activities

This feature allows you to transfer a user’s activities such as pipelines and production
accounts to another user within this feature. This can be helpful when the user is no longer
an employee. You can transfer production and lost accounts, but only for products that are
not integrated to your core.

Unmatched

The unmatched screen will display all users that have any unmatched items. From this page
you can complete any unmatched accounts for a user.
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Users

This feature displays all the ResourceOne users for the institution. You can add, edit, and
delete users from this page. Also, if you would like to customize the rights, or permissions,
for a particular user in a given role, you can do that on the user’s page. NOTE: If you
customize a user’s permissions, future changes to the standard role will not affect this user.

APPLICATION STATUS

The Application Status feature provides options to reset certain ResourceOne caches and
the application itself.

B APTEAN|

ades i B D I wes [ @ 08 [Search Comtactt (By Company): (%]

Restart
ek the sratat s b0 e apvikatin Brsugh s 311 o e g, Fstart Agplication |

Eoent Types: To best AmeocrcmCr's acosse & your mad server by sending an emnal, cick "Test Bnal._,". Test Email...

This page includes four options:

Reset Product Cache - While administrators have access to this feature this button is for
internal CTI use only.

Reset Resource Cache - While administrators have access to this feature this button is for
internal CTI use only.

Restart Application - NOTE: Selecting this button will reset the application and require all
users to sign in to the application again if your organization is not using Single Sign On.

The “Restart Application” will be used when the dashboard message is modified or the
Qualified or Conditional checkbox settings are changed using the
Administration>Organization feature. For more information on modifying these settings
please see the “Organization” section of this document.
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Test Email - This is used by CTI when testing the email notification set up. However, you
may test this whenever necessary to determine that the email notification is functioning
properly. If you select this button the following screen will display:

& | Test Email Connection -- Webpage Dialog M
Ipsss—————L ST
Test Email Connection

noreply@caretrac.com

gwashington@afibank.com

Subject: Testing Email Connection

Message: Thi=z is only a test. Please don't reply. &

| S0bmit Test Email | [Close ]

The Test Email Connection box will include an address that the email is sent from, your
email address, the subject, and a brief message. Once the “Submit Test Email” button is
selected, the test email should appear in your Inbox and the following dialogue box will
open in ResourceOne:

& | Test Email Connection -- Webpage Dialog ﬂ
e ——————

Test Email Connection

The email test succeeded. IF the email vou sent does not arrive, check SMTP settings,

PROCESSING ERROR LOG

The Processing Error Log in ResourceOne will list data that did not process successfully in
the update job. This page will identify when the error occurred, what type of error, the
account number related to the error (if applicable), the product code related to the error (if
applicable), the employee code tied to the error (if applicable), the customer number, and
the data file. For more detail information about the errors listed on this page please
reference the “ResourceOne Error Log Guide.”
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DISTRICTS

Districts are used to group Regions and this page displays a list of any district created for
your organization. Most of the standard reports will also provide an option to use the
District as a parameter.

e In this section you can add a new district by selecting the Update>New... menu
option.

e Existing district details can be edited by highlighting and selecting the appropriate
district icon or selecting the checkbox and using the Update menu to “Open...” This
will reveal a form pre-filled with the selected district's data. You can also group or
export a list using the menu options on this page.

e Districts can be removed from or added to reports by deselecting or selecting the
Active checkbox, respectively, at the bottom of the data form and clicking the "Save"
button.
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ADD A DISTRICT
To add a new district:

1. Under Administration, click Districts.
2. On the main Districts window select the Update menu and “New...” The New
District screen is displayed.

powes

Administration > Branches

Expaort
Diskrick

|
r -
& New District - Windows Internet Explorer_ [E=REER s

MNew District

New...

I Open..

Description:

3. Enter the Code. This is the unique identifier for this district — the district code. THIS
IS A REQUIRED FIELD.
4. Enter the Name of the district. THIS IS A REQUIRED FIELD.
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5. Enter a description.
6. Select Active or Inactive using the checkbox.

7. Click SAVE.

VIEWING OR EDITING AN EXISTING DISTRICT

1. Toview and/or edit a District in ResourceOne:

2. Under Administration, click Districts.

3. From the Districts main screen, select the district you want to view or edit by single
clicking the district icon or selecting the checkbox next to the district and using the
“Update>Open...” menu. This will bring up the Edit District <District Name> screen.

4. Make any necessary changes.

5. Click SAVE.

6. You will be returned to the District’s main screen where you can see this edited
district in the display list.

| & Edit District 1 - Windo

Edit District 1
Code: Dis1

Name: District 1

Description: District 1
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REGIONS

The Regions feature displays a list of all Regions for your organization. In this section you
can:

e Add anew Region by selecting Update>New... menu option.

e Existing Region details can be edited by highlighting and clicking the appropriate
Region icon or selecting the checkbox and using the Update menu to “Open...” This
will reveal a form pre-filled with the selected Region's data. You can also group or
export a list using the menu options on this page.

e Regions can be removed or added to reports by deselecting or selecting the Active
checkbox, respectively, at the bottom of the data form and clicking the "Save"
button.

Bl APTE=EAN

ast: AT I B s () @ (2 [Search Comacte (By Compangl v 0| Adianced Search

Repurts. ] H§ Repena Regen & Distriet 1
Ragen )

ADD A REGION

To add a new Region:
1. Under Administration, click Regions.

2. On the main Regions window select the Update menu and “New...” The New Region
screen is displayed.
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Administration > Branches

Update | Group  Export

New... | Region
Open... " N — = g
€ New Region - Windows Internet Explorer ‘ —m|
= Eﬁ Region TR
O §4 RegonD New Region

District: No District -

Description:

Active: O

1. Enter the Code. This is the unique identifier for this Region - the Region code. THIS
IS A REQUIRED FIELD.

Enter the Name of the Region. THIS IS A REQUIRED FIELD.

Identify which District the Region is assigned to.

2

3

4. Enter a description.
5. Select Active using the checkbox or leave blank if Inactive.
6

Click SAVE.
VIEWING OR EDITING AN EXISTING REGION

To view and/or edit a Region in ResourceOne:

1. Under Administration, click Regions.

2. From the Regions main screen, select the region you want to view or edit by single
clicking the region icon or selecting the checkbox next to the region and using the
“Update>Open...” menu. This will bring up the Edit Region <Region Name> screen.

3. Make any necessary changes.

4. Click SAVE.

You will be returned to the Region’s main screen where you can see this edited region in the
display list.
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__
/& Edit Region A - Windows Internet Explorer

Edit Region A

RegA

Region A

District: District 1

Description: Region A
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BRANCHES

The Branches link displays a list of all branches for your organization. In this section you
can:

e Add a new branch by selecting Update>New... menu option.

e Existing branch details can be edited by highlighting and clicking the appropriate
branch icon or selecting the checkbox and using the Update menu to “Open...” This
will reveal a form pre-filled with the selected branch's data. You can also group or
export a list using the menu options on this page. Branches can be removed from or
added to user visibility by deselecting or selecting the Active checkbox,
respectively, at the bottom of the data form and clicking the "Save" button.

ResourceOne

e A B B W [ @ (3 [Search Comtects (By Companyt: ]

¢ te

Hrparts - E A Ausn ~ Qe
i | (1 @ coeed o0 Begen B Hesiton ™ (R RHETE
] M Costad 203 Regen & San Arharia ™ (210 920267

| @ Oren o4 fegan & s ™ $12-555-1200

P I || NS 00 S & Vier ™ R
Procemiilig O @ Ceea 205 Beggen & Heasston ™ RLE R
1 @ Lesgin %ol Regen s ™ 90206134

L= O W e 1m fegen & s S 1
Reggers. 1 B odesa 3008 Fegen A okas ™ (234 Hos1
Bk ] @ Sy B Riegion A A =) [512) 1261575
| B The Commane » fegana A ] 13555

ADDING A NEwW BRANCH
To add a new branch:
1. Under Administration, click Branches.

2. On the main Branches window select the Update menu and “New...” The Add
Branch screen is displayed.
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© N ok

Branches

Administration > Branches

Update | Group Export
| Mew... |ranch Branch Code
r o =¥ )
Open... @ MNew Branch - Windows Internet Explorer ‘ E@g
Courtland
B | Courtien New Branch
[[] [ Dryden
[] F  EastHil Code:

Name:

Region: No Region

Address1:

Address2:
City:

Country:
Primary Phone:
Fax:

Description:

Enter the Code. This is the unique identifier for this branch - the branch code. THIS
IS A REQUIRED FIELD.

Enter the Name of the branch. THIS IS A REQUIRED FIELD.
Identify the Region the Branch is assigned to.

Enter the branch Address information, City, State, Zip, and Country.
Enter the Primary Phone and Fax numbers for the branch.

Enter a description. This can be directions to this branch from the main branch, or
just the nearest crossroads to the branch. Some organizations list the names of the
officers at the branch to make it easier to find contact information.

Select Active or Inactive. If you want users to be able to see this branch in drop
down lists for reports or for sending referrals you will make this branch Active.
Making the branch Inactive removes it from view on drop down lists, but leaves it
available to be associated with historical user, account or activity records. THIS IS A
REQUIRED FIELD.

10. Click SAVE.

You will now be able to see the new branch in the listing on the Branches main screen.
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VIEWING OR EDITING AN EXISTING BRANCH

To view and/or edit a Branch in ResourceOne:

1. Under Administration, click Branches.

2. From the Branches main screen, select the branch you want to view or edit by single
clicking the branch icon or selecting the checkbox next to the branch and using the
“Update>Open...” menu. This will bring up the View Branch screen.

3. Make any necessary changes.

4. Click SAVE.

You will be returned to the Branches main screen where you can see this edited branch in

the displayed list.
/& Edit Lexington - Windows Internet Explorer— EL@LQ

|| Edit Lexington

BranLexington
Name: Lexington
Region: Region B
Address1: 9300 Manitou Springs Lane, Suite 300
Address2:
City: Lexington Zip: 76703
Country: us
Primary Phone:  830-266-1346
Fax: 830-266-1350

Description: Corporate Branch
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DEPARTMENTS

The Departments link displays a list of all Departments for your organization. Departments
are used to further group your employees and can also be used to grant access to queues
and run reports. In this section you can:

e Add a new Department by selecting Update>New... menu option.

e Existing Department details can be edited by highlighting and clicking the
appropriate Department icon or selecting the checkbox and using the Update menu
to “Open...” This will reveal a form pre-filled with the selected Department's data.
You can also group or export a list using the menu options on this page.

e Departments can be removed or added to reports by deselecting or selecting the
Active checkbox at the bottom of the data form and clicking the "Save" button.

ADD A DEPARTMENT

To add a new Department:
1. Under Administration, click Departments.

2. On the main Departments window select the Update menu and “New...” The New
Department screen is displayed.
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Administration > Departments

Update ‘ Expart

‘ New... ‘partment
partment

- - -
/& New Department - Windows Internet Explorer ‘ [E=NEEE

Open...

[] FE  Mew Accounts

New Department
Code:

Hame:

Description:

Active: ]

3. Enter the Code. This is the unique identifier for this Department - the Department
code. THIS IS A REQUIRED FIELD.

4. Enter the Name of the Department. THIS IS A REQUIRED FIELD.
5. Enter a description.

6. Select Active using the checkbox or leave blank if Inactive.

7. Click SAVE.

VIEWING OR EDITING AN EXISTING DEPARTMENT
To view and/or edit a Department in ResourceOne:

1. Under Administration, click Departments.

2. From the Departments main screen, select the department you want to view or edit
by single clicking the department icon or selecting the checkbox next to the
department and using the “Update>Open...” menu. This will bring up the Edit
<Department Name> screen.

3. Make any necessary changes.

4. Click SAVE.
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You will be returned to the Departments main screen where you can see this edited
department in the display list.

& Edit Lending - Windows Internet Explo [E=REEe)

Edit Lending

23455

Lending

Description: Lending Group

CASE AREAS

The Administration>Case Areas feature will allow you to add new Case Categories and Case
Subcategories. You may also edit Case Subcategories. Selecting Case Categories and
Subcategories is required when building cases in ResourceOne and are designated to define
the type of service case.
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On the main page you will find:

e (Category - the name of the parent category
e Subcategory - the subcategory linked to the parent category
e Linked - this identifies if the subcategory is currently used or “linked” to a service

case

e Active - is the subcategory active or inactive

ADD A NEW CATEGORY/SUBCATEGORY

To add a new Category or Subcategory:

1. Select the Case Areas link from the Administration menu.

2. Using the Update menu select the appropriate link to add a new category or

subcategory.

| (& ResourceOne

File

w# Home
#Y Service Center

‘.~ Opportunities

" Training
Fi Reports

" ; Administration
Departments

Case Areas

o

3. Ifyou choose “New Category...” which is the root of the case categories, the

following window will display.

New Category

My Account  Portals  Help

Update | Expart

Hew Category...

Mew Sub-Category...

Open
Cherck Card Inquiries
Check Card Inguities
Check Card Inquiries
F rharl mavd Trovivias

[ @ New cotegory - Windows L

Category

(o=l S|

Category:

Status: Inactive =

Save | | Cancel I

a. Category - enter the name of the category

b. Status - select whether the category is Active or Inactive

c. SelectSave

Administrators Guide
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4. Ifyou choose the “New Subcategory...” the following window will appear.

New SubCategory

Category:  |Check Card Inquiries
SubCategory: [rarq Activation Failed X]
Default Queue: |Se|ect Default Queue
Status: I Inactive .

Private: O

Remindear: | |
Restrict By Rele: | select Role Restriction

a. Category - Select the correct category that your subcategory should fall
within

b. Subcategory - Create a name for you subcategory

c. Status - Select whether your subcategory is Active or Inactive

d. Private - Select this checkbox, to grant/restrict permission to mark notes as
Private.

e. Restrict By Role - Select a role from this menu list, to restrict the case notes
visibility.

f. Select Save

EDIT A SUBCATEGORY
To edit a subcategory:

1. Select the Case Areas link from the Administration menu.
2. Select the correct subcategory from the list, the Edit Subcategory screen will appear.
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Edit SubCategory

Category: | Check card Inquiries v]
SubCategory: |giolen Card |
Default Queus: |Se|ect Default Queue ﬂ
Status: [active T~]

Private: O

Reminder: | |
Restrict By Role: | Sglect Role Restriction V]

Category - use this dropdown to re-categorize your sub-category
Subcategory - you can rename your subcategory

Status - you can change the Active or Inactive status of your subcategory
Restrict By Role - You can change a role for the case notes visibility
restriction.

e o o

NOTE: Any changes that need to be applied to your Categories will need to be directed to
CoreTrac Support (support@coretrac.com).

COMPENSATION

ResourceOne allows you to establish compensation plans for your users. Plans can be
created for roles, employees or branches. The Compensation system is similar to Goals in
structure but they serve two different purposes. The Goals system is tracking a percentage
of performance against a fixed target (e.g. “Bring in 10 Successful Referrals this month”),
while Compensation establishes rules that are used to pay employees incentive or
commission-based bonuses. You can create three types of compensation plans: Role,
Employee, and Branch based plans.

COMPENSATION PLANS
A compensation plan contains a collection of compensation details that allow a user or a
branch to earn bonus pay.
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Compensation Plans

Update Export

Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Role:
Rl

P

3 e o e e o
CECTEECETEOTTETOOTEEEE

Type
Back Office
Branch Manager
Branch Manager
Loan Officer
Loan Officer
Loan Officer
Loan Officer
Loan Officer
Loan Officer
New Accounts
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager
Regional Manager

B eninnal Manamer

Filter: Roles -
Name

Blah1
Annual Production
Referral Plan
Production
Referrals sent for DDA
Mew Home Loan Incentive
Referrals Sent
Mew Home Loan Incentive
Successful Referrals
Succ Referrals
Ref Sent
Test for PE
Suce Referral - November
Suce Referral - Oct
RM Production Plan
June Plan
Test Plan #1 for Role
May Plan
Test for PB - Mov
test
TestPlan #5
Tect far PR - M

-

Description

test

Loan Officers that Garner Mew Business

Loan Officers that Garner New Business

DDA's

test

test

Suce Referral - November

test

Ref Successful Plan
test

Referral Success
test

TestPlan #5
Siire Refarral - Mer

Search Comp Plans: l:l C‘:" Q @

Year

Year

Year

Year
Quarter: 4
Quarter: 1
Year
Quarter: 2
Year

June
October
February
November
October
Quarter: 1
June
January
May
November
October
Quarter: 1

Niermmber

Period Active Replicate

¥
~

o
o
o

Replicate

3

Replicate

Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate
Replicate | W

IR EE

I
v

NOTE: Compensation plans automatically carry over to subsequent years. For example, if
you create a Q3 2012 compensation plan for successful referrals, that plan will not apply as
of Q4 of 2012. When Q3 of 2013 comes, however, the plan will re-activate itself. This rule

applies to all plans regardless of period type: month, quarter or year.

To CREATE A ROLE OR BRANCH BASED COMPENSATION PLAN:
The example below creates a Role Based Compensation plan, but you can follow the same
steps to create a Branch Based Compensation plan, with the exception of Step 1 in which
you would select “Branches” instead of “Roles” to create a branch based plan.

1. Click on Administration>Compensation, and select the Roles for the Filter Section
in the center of the toolbar.
2. Inthe Roles dropdown, in the center of the screen, select the role for which you
wish to create a compensation plan. In the picture, the “Branch Manager” role is
selected.

Compensation Plans

Update  Export

Type

[] & Role: Branch Manager
[ & Role: Branch Manager

Filter: Roles
Name
Annual Production
Referral Plan

¥ |Branch Manager

Description
2012
2012

3. C(Click Update and then “New...” from the tool bar.
4. Enter the Plan Name. THIS IS A REQUIRED FIELD.

Administrators Guide
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Year
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New Compensation Plan

Comp is for: IRUle ~

Role: IBranch Manager ~

Plan Mame: | |
Description: | |
Period Type: I[Select] ~

Period:

Conditional:

Display Order: l:l

Status: Ilnacti\.re ~

Save Cancel

5. Enter a Description for the plan.

6. Select the Period Type for which the plan applies. Your choices are Year, Quarter

and Month. THIS IS A REQUIRED FIELD.

7. The "Payout Conditional" field indicates the minimum amount that must be earned
from this plan before the payout occurs. Zero is an acceptable value. For instance, if
you set a Payout Conditional of $500, a user would have to accumulate equal to or
greater than $500 to get any payout. An accumulated amount of $499 would yield
no payout. An accumulated amount of $525 would yield a total payout of $525.

8. Enter a Display Order value. This field determines the display order for multiple
plans on the Opportunities>Performance screen. All plans for a given user and that

user’s branch will display on the Opportunities>Performance screen. The values

entered should be greater than or equal to 1.
9. Click the Save button.

To begin adding compensation details (or rules under which an employee can earn

compensation) skip to the next section “Compensation Details”. Or, to learn how to

add a compensation plan for a specific employee, continue reading.

To CREATE AN EMPLOYEE BASED COMPENSATION PLAN:

1. Click on Administration>Compensation, and select Update in the tool bar and

select “Customize User...” from the drop down.

Administrators Guide
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2.

In the Users dropdown, on the left side of the screen, select the employee for which
you wish to create a compensation plan. “Fred Bulback” has been selected in this

picture.

If you want this user to continue having only role-based compensation, select Start with
records from a Role. If you wish to modify this user outside of the normal role-based
compensation, you have the following options:

Customize User Compensation

Step 1 - Selecting to "Start with a clean slate", allows you to remove existing
compensation plans and create Custom Compensation plans from scratch.

Bulback, Fred -

Select a User from the dropdown above to customize, To optionally start with an already defined set of Compensation
Plans, choose a User or Role below to use as a starting point.

() Start with a dean slate (do not bring existing role defined records over for this user)
(®) 5tart with records from a Role
() Start with records from a User

Regional Manager [l

Choose whether to Preserve or Delete existing historical data. If this user has historical data from any existing
compensation records, do you wish to preserve or delete the data? This response is required regardless of your selections
above, If you choose to preserve below, any record without historical data tied to it will be deleted. Any record with
historical data will be kept, but inactivated so that you can still run reports and view the historical data. If you choose to

delete below, all historical data for this user's previous records will be deleted.

() Prezserve | Delete

Save || Cancel

Administrators Guide

Or...

Step 1 - You can select to replicate a current Role or User's compensation plan
for the selected user.

Step 2 - This step allows you to Preserve or Delete any historical data that the
selected user has in the system. For example, if this user has had a role based
compensation plan for several months and during that time has accumulated
months’ worth of compensation. If you want to be able to keep this data for future
reports and payment, you will need to select Preserve. This step is required
regardless of the selection made in Step 1.

Step 3 - Click On the "Save" button.
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Now the screen displays whichever plans you opted for (plans of another role, user, or
no plans). This user is now set to Custom Compensation and you can modify this users
plan if necessary. You can change this user back to role-based compensation by editing
the user’s info on the Administration> Users screen

Compensation Plans

Update  Export Fiter:[Users = [Bulback, Fred - Seschcomprlans:[ | % O [
Type Name Description Period Active Replicate
O %5 User: Bulback, Fred RM Production Plan test Quarter: 1 ~ Replicate
O J:E;s User: Bulback, Fred Succ Referral - Movember Succ Referral - November MNovember ~ Replicate A
O J’é& User: Bulback, Fred Ref Sent test Qctober ~ Replicate
O Jjég User: Bulback, Fred Test for PB - Mov test November ~|  Replicate
O J’és User: Bulback, Fred test October ~ Replicate
O J:&s User: Bulback, Fred May Plan Referral Success May i Replicate
O &&5 User: Bulback, Fred TestPlan #5 TestPlan #5 Quarter: 1 ~ Replicate
O %5 User: Bulback, Fred June Plan Ref Successful Plan June ~ Replicate
O J:E;s User: Bulback, Fred Succ Referral - Oct October ~ Replicate
O J’é& User: Bulback, Fred Test for PB test February ~ Replicate
O Jjég User: Bulback, Fred Test Plan #1 for Role test January ~ Replicate
O J’és User: Bulback, Fred RM Succ Referral Plan test Quarter: 1 ~ Replicate
O J:&s User: Bulback, Fred TestPlan 2 test Year i
O &&5 User: Bulback, Fred Test for PB - DEC Succ Referral - Dec December ~
O %5 User: Bulback, Fred RM Succ Referral Plan test Quarter: 3 ~ Replicate
O J:E;s User: Bulback, Fred Monthly Production Monthly Production January ~ Replicate
O J’é& User: Bulback, Fred Monthly Production Monthly Production February ~ Replicate
O Jjég User: Bulback, Fred test test Year o
O J’és User: Bulback, Fred Monthly Production Monthly Production March ~ Replicate
O J:&s User: Bulback, Fred Test Plan #2 TestPlan #2 January i Replicate
O J’:és User: Bulback, Fred Monthly Production Monthly Production April ] Replicate | W
154 llser: Rulhack Fred Tect Blan #7 Tect Blan £7 Fahrizry 7 Danliata

3. To add a new plan for this user, click Update and the “New...” in the drop down.
4. Enter the Plan Name. THIS IS A REQUIRED FIELD.
5. Enter a Description for the plan.

6. Select the Period Type for which the plan applies. Your choices are Year, Quarter
and Month. THIS IS A REQUIRED FIELD.

7. The "Payout Conditional" field indicates what the minimum amount earned from
this plan by a user is before the payout occurs. Zero is an acceptable value.

8. Enter a Display Order value. This field determines the plan order on the
Opportunities>Performance frame. All plans will display on the
Opportunities>Performance window. Values entered here must be greater than or
equal to 1.
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New Compensation Plan
Comp is for: User

User:

Plan Mame: | |

Description: |

Period Type: [Select]

Period:

Conditional:

Display Crder: I:l
Status: IInactive.

9. Click the Save button.

To DEACTIVATE A COMPENSATION PLAN:

1. Click on Administration>Compensation, and select the compensation plan from
either the Role, Branch or Employee section.

2. Click the Active field dropdown menu and select Inactive.

3. Select “Save” when finished.
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Edit Compensation Plan
Comp is for: Iﬁ

User: |Eu|back, Fred |

Plan Mame: |Ma1,.r Flan |

Description:

|Refe rral Success |

Period Type: I Month %
Monthly Period: I Ma "
Conditional:

Display Crder:
Status: IACtI'UE .

Existing Comp Details: Add a Comp Detail |
Delete Edit Comp Type ?::I;:IW ‘l;ml:fﬁtrod uct Value Min Balance Type Active

i) i Incentive :EI?Q:SIM LOANS Al ';,i;;gl:m none IYE!S.

i) i Incentive EEEE;ZIM CoaAfal Z:I)I(;IZICI.:DD none IYE!S.

Note: Making a compensation plan Inactive automatically deactivates all compensation
details within the selected plan. If the plan is reactivated, each detail must be set to Active
manually. The business rule for this is to ensure you select only the details that are still
relevant within the plan at the time of reactivation.

COMPENSATION DETAILS

There are two types of compensation details, Incentive and Commission based details. A
Compensation plan can contain any number of details. The total compensation plan amount
is determined by the sum of all compensation detail results. To add details for any of the
compensation plans defined above (role, user, or branch) follow these steps.

ADD AN INCENTIVE BASED COMPENSATION DETAIL

The following steps guide you through the creation of an Incentive based compensation
detail for a sample Teller compensation plan. In this example, we want to create a rule that
pays Tellers $10 for sending successful Loan referrals, but only after the first 5 successful
Loan referrals. In other words, the teller will only receive $10 on their sixth successful Loan
referral.

Administrators Guide Page 33



<Lorelrac,,

An Aptean Company

1. Click on the Compensation plan in Administration>Compensation for which you
wish to add a detail. The following Edit Comp Plan window is displayed.

Edit Compensation Plan
Comp is for: Role W

Role: |Tel|er |

Plan Name: |Te|ler Comp Plan - Incentive based |

Description: |Incenti\.re based Comp plan |

Period Type:

Annual Period:

Payout

Conditional:

Display Order:

Status:

Existing Comp Details: Add a Comp Detail |
Delete Edit Comp Type ?:;':Iw '?ﬂl:f;tmduct Value Min Balance Type Active

i ﬂ Incentive Referral Sent  DDA/AI 'i:Z:I(IZ?IIJj.:EIEI 0 I‘T’E-S.

The plan in our example is "Teller Comp Plan - Incentive based". This plan spans a year
and has a Payout Conditional value of 0, which means there is no minimum
compensation that must be reached before a user is paid.

2. Click the "Add a Comp Detail" button to add a detail located in the lower right hand
corner of the Edit Comp Plan screen.
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New Compensation Plan Detail

C Detail ;

TS;"EF: =t |Ince ntive

E:;"EE Activity |Referra| Successful
Product Type: I LOANS
Product: I All
Threshaold: |5 |

Accrual: (®) Fixed Value () Range

Comp Amount |1EI| b 4 |

Save || Cancel

3. Select the Incentive Comp Detail Type. For instructions on adding a Commission
based detail, please see the section below by that name.

4. Select the Comp Activity Type. Recall that in our example, we want to reward the
teller for a successful Loan referral. So, we select the Referral Successful option.
This option recognizes when a Teller has sent a successful referral.

The Activity Types available on an Incentive based detail are as follows:
o Referrals Sent - Compensation is earned for sending a referral.

o Referrals Sent with Conditional - Compensation is earned for sending a
referral where the conditional checkbox is checked.

o Referral Successful - Compensation is earned when a referral becomes
successful, which is achieved either by the pipeline owner checking the
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Qualified checkbox (if your institution has opted to use that) and/or if the
referral becomes an Opened Account.

o Referral Successful with Conditional - Compensation is earned when a
referral meets the standard of “successful” as defined above, and has the
Conditional checkbox checked (if your institution has opted to use that).

e Production - Compensation is earned for booking an account.

e Production with Conditional - Compensation is earned when booking a
production account and that account has the Conditional checkbox checked
(if your institution has opted to use that).

5. Next select the Product Type. You can select a specific Product, Product Type, All
Product Types, or all Products within a specific Product Type. Once you select a
Product Type, the Product field is displayed and you can select any or all Loan
products. In our example, the Teller compensation plan focuses on all Loan
products by selecting the LOANS product type and selecting the All Products
option.

6. Setting the Threshold value specifies a minimum number of activity types meeting
the requirements in the compensation detail before a user begins to accumulate
compensation. In our example we entered ‘5’, meaning a Teller must send 5
successful referrals before they begin to earn compensation on this detail. You can
leave this field blank if you do not want to set a threshold.

7. Select the Accrual Type. Your choices are Fixed Value or Range based
compensation. If you select All Product Types in the Product Type field above, you
will not be able to use the range accrual type because the range requires a product
type specific currency field.

Fixed Value - The Compensation earned is a fixed amount on each valid
instance of activity for this compensation detail. In our Teller Comp Plan
example, we set a fixed value of ‘10’. For every successful referral after the
fifth successful referral, that Teller earns $10.

Range based - This method of accrual allows you to set ranges of currency
values for the account, and then pay the user a fixed dollar value when they
have an account that falls within that range. For instance, you may want to
pay Tellers more compensation if their successful referral for a Loan has a
balance between $5,000 and $10,000.

First you must select the currency field for the chosen product or product
type. The Currency Field dropdown list will contain all currency fields
(product type balances) for the selected product type. You should select the
currency field that you think best represents the true value of the account
(e.g., for DDA accounts that may be “90 Day Average Balance” or for Loans
perhaps it is “Original Loan Amount”.)

Administrators Guide Page 36



<Lorelrac,,

An Aptean Company
Note: Range based accrual is not allowed for All Product Types because you
cannot select a single currency field that is valid across all Product Types.

Please see the screenshot below for an example of establishing range based
accrual.

New Compensation Plan Detail

Comp Detail ;

Type: | Incentive
Comp Activity
Type:
Product Type: I LOANS

| Referral Successful

€l

Product: I All
Threshold: |5 |
Accrual: () Fixed Value (® Range

Currency Field: |Select Product Type/Product

Define Ranges:

Start Finish Value

0 5000 10 [
5001 10000 15 Q
10001 20000 20 o
20001 40000 25 [
Q
Q
Q

Save || Cancel

Enter the Start and End range values and the corresponding fixed payout
value. In the screen shot above, we see that the larger the Loan Amount
balance is the more compensation the Teller will earn. In the example
above, for any successful referrals for Loans with a Loan Amount balance
greater than $40,000, Tellers earn a maximum compensation value of $25.

8. Click Save to finish your detail. This will take you back to the Edit Comp plan.

Administrators Guide Page 37



<Lorelrac,

An Aptean Company
9. Repeat this process to add as many compensation details to the plan. There is no

limit.

10. Click Save on the Edit Comp Plan screen to finish.

ADD A COMMISSION BASED COMPENSATION DETAIL

The following steps explain how to create a Commission based detail for a Loan Officer
Compensation plan. In this example, we want to create a rule that pays Loan Officers a
specified amount of compensation based on the “Loan Amount” balance for any loan
opened.

1. Click on the Compensation plan in Administration>Compensation for which you
wish to add a detail. The following Edit Comp Plan window is displayed.

Edit Compensation Plan
Comp is for: I role W

Role: |Loan Officer |

Flan Mame:

|L|:|an Officer Comp Plan - October |

Description: |L0an Officer Comp Flan - October |

Period Type: I Month

Monthly Period: | - -+

Payout
Conditional: 200

Display Crder:
Status: IACtIVE .

Existing Comp Details: Add a Comp Detail

Activity Product

Delete Comp Type Type Type/Product

Mo records to display.

Value Min Balance Type Acti...

This plan in our example is named "Loan Officer Comp Plan - October”. This plan
has a Payout Conditional value of $500, which means users must earn greater than
or equal to $500 before they will be paid on their accumulated compensation.
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2. Click the "Add a Comp Detail" button to add a detail located in the lower right hand
corner of the Edit Comp Plan screen.

New Compensation Plan Detail

C Detail -

T:]E."EF: =tal |Cnmm|ssmn

Comp Activi :

T:E."EF: vity |Prnduct|nn

Product Type: I LOANS

Product: I all

Threshold: |EI |

Currency Field: |Se|ect Product Type/Product

Accrual: (C)Multiplier (®) Range

Values: IDDIIar .

Define Ranges:
Start Finish Value

0 5000 50 Q

5001 10000 100 o

10001 15000 150 Q

15001 30000 300 ()

30001 100000 500 (%)

100001 1000000 1000 (% )

Q
Save || Cancel

3. Select the Commission Comp Detail Type. For instructions on adding an Incentive
based detail, please see the section above by that name.

4. Select the Comp Activity Type. In our Loan Officer Comp Plan example we select

the Production option. This option recognizes when a Loan Officer has booked a
loan account.

The Activity Types available on a Commission based detail are as follows:

o Referral Successful - Compensation is earned when a referral becomes
successful, which is achieved either by the pipeline owner checking the

Qualified checkbox (if your institution has opted to use that) and/or if the
referral becomes an Opened Account.
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Referral Successful with Conditional - Compensation is earned when a
referral meets the standard of “successful” as defined above, and has the
Conditional checkbox checked (if your institution has opted to use that).

Production - Compensation is earned for booking an account.
Production with Conditional - Compensation is earned when booking a

production account and that account has the Conditional checkbox checked
(if your institution has opted to use that).

5. Select the Product Type. You can select a specific Product, Product Type or all
Products within a specific Product Type. In our example, the Loan Officer
Compensation plan focuses on all Loan products by selecting the LOANS product
type and selecting the All Products option.

6. The Threshold allows you to enter a dollar amount if you wish to establish a
minimum requirement before a user begins to accumulate compensation. Our
example above does not have a minimum threshold value. Let’s say you wanted to
pay for loans only where the balance was greater than $5,000. You would enter
‘5000’ in the threshold field.

7. Select the Accrual Type. Your choices are Multiplier or Range based compensation.

Multiplier - The Compensation earned is a set percentage of the currency
field selected for this compensation detail. For example, every time a user
books a production account, you could set that he/she earns 1% (.01) of the
specified currency field on that account. The Currency Field dropdown list
contains all currency fields for the selected product type. You should select
the currency field that you think best represents the true value of the
account (e.g., for DDA accounts that may be “90 Day Average Balance” or for
Loans perhaps it is “Original Loan Amount”.)

Range based - This method of accrual allows you to set ranges of values for
the account, and then pay the user either a fixed dollar value or a multiplier
when they have an account that falls within that range.

You need to select the currency field for the chosen product or product type.
The Currency Field dropdown list will contain all currency fields for the
selected product type. You should select the currency field that best
represents the true value of the account (e.g., for DDA accounts that may be
“90 Day Average Balance” or for Loans perhaps it is “Original Loan
Amount”.)

In our Loan Officer Comp Plan example, shown in Image 1 above, we created
ranges for booked Loan accounts and established fixed dollar payouts for
each range. (We could have established a percentage multiplier for the
ranges instead of fixed dollar values.) For any booked Loans with a Loan
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Amount balance greater than $100,000, Tellers earn a maximum

compensation value of $1,000.

8. Click Save.

REMOVING A COMPENSATION DETAIL
There are two ways to remove a compensation detail. You can delete the detail or you set it
to Inactive.

Existing Comp Details: Add a Comp Detail

Activity Product
Type Type/Product

i f Commission  Production LOANS fal Range ] Im d

Delete Edit Comp Type Value Min Balance Type Active

To delete a detail:
Click the [ button located on the left side of the detail listed in the Existing Details
section of the Edit Comp Plan screen.

NOTE: If any historical records exist for this detail, you can only set the detail to
Inactive status. You cannot delete a detail that has historical or archived data.

To deactivate a detail:
Select No on the Active flag of the specified compensation detail.

PAYING ON COMPENSATION

The compensation in ResourceOne provides you the ability to set compensation plans for
employees and use that information to reward them for their efforts. There are specific
rules and timing around the process for when to run reports to get the most accurate
compensation data. If you plan to use ResourceOne to pay employees based on their
ResourceOne activities, it is VITAL that you read and fully understand the information
below. If you have any questions, please contact CoreTrac’s Support department.
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IMPORTANT INFORMATION ON COMPENSATION REPORTS!!!

Every month, ResourceOne’s SQL database runs an archive job to store data on users’ and
branches’ compensation. If your institution processes data on a daily basis from your core
system, as 99% of our clients do, then your compensation archival job runs on the 5t day of
the next month. If your institution processes data on a weekly basis from your core system,
then your compensation archival job runs on the 8t day of the next month.

Why is there a delay between the actual end of the month (say January 31st) and when the
archive job for compensation runs?

There are several key reasons we delay storing archived data for your reports, and all of
them are centered around trying to make sure the employee has a fair chance for all of

his/her compensation earning activities to count. Here are the specific reasons:

1. Depending on the precise timing of your regular batch downloads from your
core system, it can take between 1 to 3 business days for ResourceOne to
receive the latest data. You would not want to measure and pay
compensation on, say, February 1stif the last update in January has not been
processed yet.

2. Considering data may be a day to a couple of days behind, this means that
for accounts that open at the very end of a month, employees are getting
their first chance to match these records into ResourceOne a day or few days
into the next month. You want to give employees a few days to complete
their matching so that all of the latest accounts are calculated in the
compensation numbers.

3. Providing a delay allows for management to fix any matching mistakes
(using the Corrections Tool) or core-based miss-assigned responsibility
codes.

It is for these reasons that we delay the running of the ar chive job. What does this
mean to you exactly?

This means you need to wait until the 6" day (if your institution is a nightly
processor) or the gth day (if your institution is a weekly processor) before yourun
the Compensation Summary report.

It is possible that an account that was opened or a referral that was qualified becomes
closed or unqualified, respectively, in those few days after the month closes but before the
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archive jobs have run. In that case, those activities are not included as part of the user’s
compensation because they were no longer present by the time the compensation archive
job ran. This risk is a trade-off for giving some time for data, users, and managers to get all
of the compensation data in order before the archive jobs run. Many of our clients have
stated that this risk is acceptable because if a referral does not stay successful nor an
account stay active for more than those few days, then it should not count toward an
employee’s compensation.

UNDERSTANDING THE COMPENSATION REPORTS

[t is extremely important that you fully understand the function of each of the
Compensation Reports.

COMPENSATION INFO REPORT
The Compensation Info report defines for the user the rules that make up their
compensation plans. A user runs this report to find out how they can earn compensation.

COMPENSATION DETAIL REPORT

The Compensation Detail report displays the activities (referrals, production, etc.) that have
earned the user compensation. It also shows the plan, the rule and how much
compensation each activity is worth.

This report is commonly run after the user sees the snapshot summary of their

compensation on the Opportunities > Performance dashboard and wants to get a detailed
listing of the activities that are calculated for the compensation he or she is earning. This
report is also useful for a manager who needs to justify or explain compensation payouts.

PLEASE NOTE: The Compensation Detail report runs off of dyvnamic data. This means
that as data in the database changes (referrals that were once “qualified” become
unqualified; accounts that were open become closed; dollar values used to calculate
commission change), the details and totals in the report can change.

For instance, let’s say an account was booked on January 15t%. On February 10t, you run the
Compensation Detail report and see that account counting for production compensation.
However, the account closes later in February. A few months go by and some question
comes up about whether compensation was paid properly for the month of January. So, you
go back to run the January 1 - 31st Compensation Detail report. Because that account has
closed, it will not show up in the January report.

It is for this reason that we recommend saving a hard copy of each month’s Compensation
Detail report on the day you originally run it (see Best Practices below).

It is possible to get fixed numbers on compensation in the Compensation Summary report.
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COMPENSATION SUMMARY REPORT

The Compensation Summary report only displays a summary of the historically archived
compensation data for a user or branches’ compensation plan. The Compensation Summary
report does not display individual details. It was written to be a simplistic view of what a
user or branch is owed in compensation. Ideally, you can export this report into its CSV
(comma separated value) format and send it over to your payroll department for possible
import or at the very least simple manual entry.

Once the archive compensation jobs run (5t or 8th of the next month depending on nightly
or weekly processing), you can run the Compensation Summary report for the previous
month and see the new compensation amounts. If you run the Compensation Report before
the archive jobs have run, you will not see updated data in the report.

For example, if you run the Compensation Summary report for the month of January on
February 1st, the jobs will not have run yet and so you will not see any compensation
summary information for January.

You need to be aware of when your archive jobs run (5t or 8t of the next month depending
on nightly or weekly processing) and plan for the creation of your compensation summary
reports accordingly.

RECOMMENDED SCHEDULE FOR RUNNING COMPENSATION REPORTS

If your institution processes nightly, your compensation archive jobs run on the 5t day of
the month. (Note: it is the 5t day, and not the 5t business day).

Therefore you should wait and run the Compensation Summary report until the 6t day of
the month (or the soonest business day thereafter). You should run the Compensation
Detail report immediately after you run the Compensation Summary report and save a copy.
The hard copy Detail report will provide you a listing of all of the activities that explain the
numbers in the Summary report. If you wait and do not save off a copy of the Detail report
at the same time that you run the Summary report, you run the risk of the details changing
over time.

You can save the Details report either by exporting the detail report out of ResourceOne and
saving it as an Excel file (in a location and with a file name you can recognize) or by printing
a hard copy. You may need to justify the compensation numbers in the Summary report
some time later, and because the Compensation Detail report is dynamic, you need to
capture a copy of the detailed report as it was on the day the compensation summary
numbers were archived.
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If your institution processes data on a weekly basis, the same concepts above apply, but you

would start running the reports for the previous month on the 9t day of the current month.

BEST PRACTICES FOR COMPENSATION PLANS

The following are provided to you as good recommendations for working with
Compensation Plans:

To save time in creating compensation plans for employees, start with Role-based
compensation plans. For example, if you establish a Role-based compensation plan
for the Loan Officer role, every user within that role gets the same plan. Then, if you
want to modify individuals’ plans after that, you can do so.

When setting the balance threshold value on a commission-based compensation
detail, please note that any opened account whose balance is less than the minimum
threshold will not earn the user compensation. For example, if you assign a
minimum amount of $100 on the opening balance for an account on a particular
commission-based compensation detail, and an employee opens five $99 accounts,
those accounts do not count toward the compensation plan totals.

The incentive-based threshold measures the number of a certain activity, as
opposed to a balance. An example of an incentive compensation detail would be “$1
for every successful referral”. If you set a minimum threshold value of, ‘3’ on this
detail, a user will only begin to earn the $1 on the fourth and subsequent successful
referrals. The first 3 successful referrals do not count in that example.
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VIEW COMPENSATION

Once compensation plans are created for a user they will see them listed in the display
order you indicated in the Opportunities > Performance window. Here is a sample view:

Performance: Featherston, Stuart

Change View...

Opportunities > Performance
e
Description Goal Type Period Goal Actual To Date
Checking Succ Referrals Successful Referrals Month 1 1 100,00 %
Send 10 DDA Referrals Referrals Sent Quarter 10 0,00 0,00 % )
Open 25 Services Product Type Quarter 25 0.00 0.00 %
Send 50 Referrals Referrals Sent Quarter 50 9.00 18.00 % W
nd 50 rherking Baferrals Dafarrale Sant Ouarter L3} 0 nnn e
Compensa
Plan Description Period Historical This Month To Date Threshold Payout
RM Production Plan test Quarter £0.00 £1,500.00 5£1,500.00 50.00 £1,500.00
Test for PB test Month £0.00 $0.00 $0.00 £0.00 soo0 ™
TestPlan #5 Test Plan #5 Quarter 0,00 40,00 £0.00 £0.00 £0.00
RM Succ Referral Plan test Quarter $0.00 $2.50 $2.50 $0.00 §2.50 WV
Testblan 2 tect r &n nn &0 on &0 on &0 on &non
Pipelines Mext 30 Days Month to Date| v |
# Sales Stage Amount Account Type Accounts Amount
49 (Mo identifisble Sales Stage) £0.00 Loan o £0.00
0 1st Appaintment Set .00 ™| | Deposit 0 £0.00
0 Fact Gathering 40,00 Other 1] £0.00
0 Final Stage 0,00
0 General $0.00 v
[} Initial Stage $25,000.00
55 Employee Total %25,000.00 Employee Total 0 $0.00

CORRECTIONS TooL

The Corrections Utility is a tool that allows ResourceOne Administrators to delete contacts
and activities or merge activities and related data between two contacts.

Access to the Corrections Utility has been relocated; please see the screenshot at the bottom

of the next page.

Key Definitions:

e “Activity” - refers to pipeline or production.

NOTE: Deleted contacts or activities cannot be recovered.
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WORKING WITH A SINGLE CONTACT

Working with a single contact you can:
e delete a specific activity;
e delete the complete Contact record.

i Contact Correction Utility

SOUrCeE: @ Consumer, Jack |

J Quick Updates || Advanced | @

Choose to work with one Contact or two.

Do you want to work with one Contact or two?

@ One Contact OTwo Contacts

[E% Reset Utility [ Save Changes | [:# Delete Source | | (%) Cancel |

DELETING AN ACTIVITY (PIPELINE, PRODUCTION, LOST)

To delete an activity:

1. Search for your contact and select the Contact by clicking on his name in the search
results screen.

2. Hover over the Admin button on the tool bar and select Corrections Utility.

[ Information I Profile ]

Relationship Hame

First Name: -
Related Contacts | Mario

Last Name: |Andretti
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3. Select 'One Contact'.

4. Click the Advanced tab.

, Contact Correction Utility

TS |:E Andretti, Mario

Quick Updates || Advanced |
[

Activity

Cases

Notes

Events

Tasks
Attachments
Contact Profile

Outside Accounts

&
i)
[
=
&
B
]

HCIear Merge... ISummary .

+ Reset Utility [ Save Changes | [# Delste Source | | (%) Cancel |

5. All of the Associated Items will be displayed for that contact.
6. Click on an Associated Item to show the items in that specific category.

B : R
.= Contact Correction Utility
‘ SrlEE FE Consumer, Jack | ‘
o B
= | Product Amount Status Owner Outside Modified
[1 & Cheding $125,100.00 InProgress  Taylor, Zachary 4/17/2012 2:56:08 PM
O ‘ 36 month CD 40.00 In Progress Featherston, Stuart 10/18/2013 4:41:41PM
O ‘ Escrow Product 0,00 Open Lead Test Queue for PType ... 8/13/2014 11:02:41 AM
' Delete | | Ecleal | ‘ %Melge... | Opportunities
ik Reset Utility [ Save Changes | \# Delete Source | ‘ @ Cancel ‘
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7. From this screen you can select any of the items you wish to delete. Click on the

item to highlight it with a checkmark and then click on the Delete button in the
bottom left hand corner.

| ‘ Source: P andretti, Mario | ‘
Quick Updates || Advanced @
| d O Product Amount Owner Medified
L=l Lead
) : ~
| N&. | Basic checking | $50000 | | 3/12/20149:26:39 AM |
=l stiveemsphed A t
[0 ® BasicCheding $1,500.00 6/10/2005 10:33:44 AM
[0 % checkcad $1,500,00 £/4/2004 10:50:22 AM
O m Visa Gold Variable £50,000.00 12/27/2004 1:02:08 PM
[1 % CcheckcCad £15,000.00 3/2/2005 6:06:54 PM
N m Mortgage Loan £0.00 5/23/2005 2:59:18 FM
O m Auto Loan - 36 Mo MNew $268,999.00 4/9/2008 1:44:11PM
O &] Home Improvement £50,000,00 11/23/2005 1:45:13PM
=l Status: Lost Lead
[] & Basic Cheding £10,000.00 12/20/2002 3:16:56 PM
[0 & BasicCheding $50,000.00 5/13/2004 2:11:40 PM
O ‘. Mortgage Loan 50,00 5/23/2005 3:08:31PM
O ‘. Mutual Fund £50,000.00 8(2/2005 2:27:23 PM
=l status: Closed Account
O m Youth Savings 50,00 6/16/2003 2:41:39 PM v
[ .
- Reset Utility H Save Changes | Ei Delete Source | | @ Cancel |

8. Once the Delete option is selected a blue “X” will appear next to the activity you have
chosen. Select the “Save Changes” button to remove the information.
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172 contact Correction Utility - Intemet [P =

i Contact Correction Utility

SrbiiE Eﬁ Andretti, Mario

Quick Updates || Advanced |

B O Product Amount Modified
: Open Lead
2 | & | Basic Checking £500.00 3/12/2014 9:26:39 AM
: Opened Account
Basic Checking §1,500,00 6/10/2005 10:39:44 AM
Check Card $1,500,00 6/4/2004 10:50:22 AM
Visa Gold Variable $50,000,00 12{27/2004 1:02:08 PM
Check Card §15,000.00 3/2/2005 6:06:54 PM

-3
3
=3
m Mortgage Loan 50,00 5/23/2005 2:59:13 PM
=3
-5
ead

Auto Loan - 36 Mo New £268,999.00 4/3/2008 1:44:11PM
Home Improvement £50,000.00 11/23/2005 1:45:13FPM

oOoOoOoooo

=] Status:

-

ost L
6 Basic Chedking £10,000,00 12{20/2002 3:16:56 PM
@& Basic Checking $50,000.00 5/18/2004 2:11:40 PM
6 Mortgage Loan 50,00 5/23/2005 3:08:31PM
& Mutual Fund $50,000.00 §/2/2005 2:27:23PM
s: Closed Account
O ﬁ Youth Savings 50,00 6/16/2003 2:41:39 PM v
B,

| 'Delete | RCIear || Merge... | Activity
| Delete Source | | (%) Cancel |

oood

DELETING A CONTACT

To delete a contact use the ‘One Contact' screen only if you wish to delete a contact without
attempting to merge any of its activities or related data to another contact. If you do wish to
merge any of your contact’s data, you should start from the main Corrections page and
select the option to work with ‘Two Contacts’.

To delete a single contact:

1. Select ‘One Contact' from the main Corrections Utility page.
2. You should see the contact you selected at the top of the window
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if = Contact Correction Utility

SOUrCe: |89 Consumer, Jack |

J Quick Updates || Advanced | @

Choose to work with one Contact or two.

Do you want to work with one Contact or two?

@ One Contact OTwo Contacts

[E% Reset Utility [ Save Changes | [:# Delete Source | | (%) Cancel |

3. C(Clicking on the Delete Source button while prompt you to confirm your choice.

¢ Contact Correction Utility

SILEE |E§| Consumer, Jack |

J Quick Updates || Advanced | @

Choose to work with one Contact or two.

Do you want to work with one Contact or two?

@ One Contact OTwo Contacts

B Reset Utility [ Save Changes | | Delete Source | {Z) Cancel |

( |

Message from webpage

Are you sure you want to delete this record and any of its remaining
related information?

oK ] [ Cancel
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4. Clicking OK will permanently delete the contact and all of its information.

WORKING WITH TWO CONTACTS
Working with two contacts you can:
e delete an activity for a contact;
e merge an activity from one contact to another;
e merge or delete related data (notes, events, documents) for a contact;
e delete the complete Contact record (often used to remove duplicate contacts).

i Contact Correction Utility

Source: EConsumer, Jack Feaniminie

B & =

J Quick Updates || Advanced | @

Ch to work with one Contact or two.

Do you want to work with one Contact or two?

() One Contact ® Two Contacts

[k Reset Utility (& Save Changes | |.# Delete Source | | (& Cancel |
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MERGING ACTIVITY
To merge an activity:

1. Identify your contact and open the Corrections Utility. The option for One Contact
will be selected.

2. Click the Advanced tab and select “Activity”.

g i i Utility - Internet _

iF_ Contact Correction Utility

TS LEaAndretti, Mario

Quick Updates || Advanced |

d [ Product Amount Meodified

=| Status: Open Lead

O ‘, Basic Checking £500.00 3/12/2014 9:26:39 AM
=| Status: Opened Account
Basic Checking $1,500.00 6/10/2005 10:39:44 AM
Chedk Card £1,500.00 6,/4/2004 10:50:22 AM
Visa Gold Variable £50,000,00 12272004 1:02:08 PM
Check Card $15,000.00 322005 6:06:54 PM
Martgage Loan 50,00 5/23/2005 2:5%:18 FM
Auto Loan - 36 Mo Mew £263,999.00 4f9/2008 1:4%11PM
Home Improvement £50,000.00 11232005 1:45:13 FM

gooooono
TR g g g g g

)

Basic Checking §10,000,00 12/20/2002 3:16:56 PM
Basic Checking &50,000,00 5/19/2004 2:11:40 PM
Martgage Loan £0,00 5/23/2005 3:08:31FPM
Mutual Fund §50,000,00 8/2/2005 2:27:23 PM

oodoo f

‘Youth Savings £0.00 6/16/2003 2:41:39 FM v

I]IZI

+ Reset Utility [ Save Changes | | Delete Source | | (%) Cancel |

3. Select the two activities you wish to merge together (usually an Opportunity
and an Account) and click the “Merge” button.

Administrators Guide Page 53



<Lorelrac,,

An Aptean Company

i b
72 Contact Correction Utility - Internet (=N S

¢ Contact Correction Utility

SIiE EE Andretti, Mario

Quick Updates Mvanoell|
a []

Status: Open Lead
O ‘ Basic Checking £500,00 3/12/2014 9:26:39 AM
. ned Account

Product Amount Modified

$1,500.00 6/10/2005 10:39:44 AM
Check Card £1,500.00 6/4/2004 10:50:22 AM
Viza Gold Variable $50,000,00 12/27/2004 1:02:08 PM
Check Card £15,000,00 322005 6:06:54 PM
Mortgage Loan £0.00 5/23/2005 2:59:18 PM
Auto Loan - 36 Mo MNew £268,999.00 4/9/2008 1:44:11FPM
Home Improvement £50,000.00 11/23/2005 1:45:13PM

& | Basic Checking $10,000.00 12/20/2002 3: 16:56 PM
‘ Basic Chedking £50,000,00 5/19/2004 2:11:40 PM
O -‘ Mortgage Loan £0.00 5/23/2005 3:08:31PM
O ‘ Mutual Fund £50,000,00 822005 2:27:23 PM
[zl Status: Closed Account
O H Youth Savings £0.00 6/16,/2003 2:41:39 PM v

—/ [ - 1 "

+ Reset Utility [ save Changes | | Delete Source | | (%) Cancel |

4. From this page you can select which information you wish to “merge”. In
this example, we will move information from the Opportunity to the
Account, a scenario used when matching is not done properly.
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oot e S T o

e Activity Correction Utility I

gmml‘ Basic Checking (Andretti, Mario) Destination: |h Basic Checking (Andretti, Maria) |

Quick Updates || Advanced |

d O Associated Items Associated Items
O Activity Data Activity Data
O Notes Notes
Events 0 Events
Tasks 0 Tasks

Attachments 0 Attachments

'Mwe ‘Delele H(]EEI’ %Merg&... Summary
| | | [®]

+ Reset Utility [ Save Changes | |.# Delete Source | | (Z) Cancel |

5. As an example, in the “Activity” group your options include: Referrer,
Campaign, Qualified and Conditional. Select any options that are
appropriate and click the Move button then click on Save Changes.
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Source: |6 Basic Checking (Andretti, Maria) Destination: |ﬁ Basic Checking (Andretti, Mario)

Advanced |

Field Value Field
Referrer: Washington, George Referrer: Ford, Gerald
Campaign: [MNo valug] Campaign: [Mo value]
Qualified: [Mo value] Qualified: [Mo value]
Conditionak [Mo value] Conditionak [Mo value]

IActivity Data .

| - Reset Utility I| [ Save Changes |I [ Delete Source || () Cancel |

Note: Any data moved during this process will overwrite that data element on the
destination record. For example, as pictured above if you elected to move the
Referrer from the Opportunity to the Account pictured on the right, George
Washington become the “referring” employee once you saved your changes. If
George Washington was eligible for a “Successful Referral” Goal or Compensation
plan he would receive credit for this account.

MOVE ACTIVITY

The ‘Move’ option allows you to move an opportunity, event, note, task, attachment or
outside account from one record to another record in ResourceOne.

1. First, identify the “Source” contact you wish to move information from and open the
Corrections Utility.

2. Select the option to work with “Two Contacts” and then search for your Destination
record.

3. Select any of the data groups in the list or if you only wish to move a particular
activity, event, task, note, attachment or outside account select the group name and
a detailed list will appear.

Move a group of data:
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{2 Contact Correction Utility - In

i< Contact Correction Utility

mtﬁhndretti, Mario | H e Eaird, Larry

Quick Updates || Advanced |
4 ]
[zl status:
[ = ContactData
[0 & Activity
[0 @ Ccases
@ e
[0 f{# Events
[0 [ Tasks
@ Attachments

O
[ [ contactProfie
a

h Outside Accounts

Contact Data
Activity
Cases

Motes

Events

Tasks

Attachments
Contact Profile

Outside Accounts

FPRODITOHEA [

’Mu\re | 'Delele || Ecleal || %Merge... | Summary

| - Reset Utility | | | Save Changes | | |# Delete Source | | (&) Cancel |

Move a specific item:

(= Contact Correction Utility - Internet Explore PENEERTX

2 Contact Correction Utility

TTLEE Lﬁﬂndretti, Mario = |@ Bird, Larry || G |
Quick Updates || Advanced |

|3 ] Subject Author Date Subject Author Date

O L—J Ford, Gerald 9/30/2008 2:52:04FM |:1 Ford, Gerald 2/22/2007 9:35:57 AM

O L—J Ford, Gerald 4/2f2008 12:55:55FM
Ford, Gerald 3/28/2008 2:43:26 FM
| Ford, Gerald 3/19/2008 11:00:25 AM
Ford, Gerald 2252008 11:30:17 AM

Ford, Gerald 8/2/2007 10:36:12 AM

| Ford, Gerald 6/8/2007 4:21:34FM

Ford, Gerald 6/3/2007 3:32:30 FPM

Ford, Gerald 7212003 5:14:34 PM

<

|I 'Deleie || HCIear || %Merge... | INotes .

| - Reset Utility | | gSa\reChanges | | H Delete Source | ’T@Cancel |
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4. Choose the information that you wish to append to the Destination record and then

select the “Move” button.
5. Select “Save Changes”

DELETE THE CONTACT

From the Contact Correction Utility screen, you can delete the Source Contact by clicking the
‘Delete Source’ button located in the lower right of the screen. Before deleting the contact,
be sure you have merged or moved any activities you wish to save.

To delete contact:
1. Click the Delete Source button.

2. You will be prompted to confirm the deletion.

Message from webpage = 23 |

'0 Are you sure you want to delete this record and any of its remaining
R -

" related information?

| | Cancel

NOTE: All information or contact records deleted will be purged from the database
and cannot be recovered. Please contact CoreTrac Support with any questions: 512-
236-9120 option 1.

DOCUMENTS

The Resources module allows you to display and organize documents by department. All
users that have access to the Resources module can view and open all listed document
references. Access is granted by editing the Role Permissions or User Permissions.

Steps to add a document reference:
1. Click on Administration>Documents.

2. Click on the Update>New.
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st AT 1B v [ B [Seaceh Contacts (B Compans (v

[0 w03 Eioker Croms Fromatunal Fier SINA0T 10000 A
[0 Addeas Labe EUIT007 12:00:00 4
L o Loan Aophcation Standard Apokcation for & Car Loan. G204 12200000 AW
1 [ ek G Opanng Latter ranch Gred Dioaring Lattar U007 12506000 A
[ Brarch Grand o Latter A16/007 L0000 AN
Branch Grand Coening Letter 162007 12:00:00 AM
Colatersl appeniesl 04 13:00:00 AN
trgnal Lo dgp B0 12500:00 A
Standard Apebeation fer & Contructian Loan G40 1290000 AM
Comds pplenton $/22/200H 13:00:00 A
FE/2005 12:00:00 AN
61972007 L2:00:00 AM
R L0000 A
AWEGT 12:50:00 A
11472008 12:00:00 AM
SNIT00T 1L0N00 M
ik Faperne Rt A0 130000 an
LT 12030 M
TFVE0005 12:00:00 AN
This i ot o dtals of $a plan TN 13:00:00 AN
Thes plen ot o detisks of the plen I 120000
Ths plen outires of detals of the plan 20T 12:00:00 AN
This pin ctires ol detale oF ha plan Y007 13:00:00 AN
Thes plon ot ol et of e plan 22T 12:00:00 Ane
Ths plan outines ol detals of the plan TI00T L0000 AN
This lan sl ol detals of e plan 2373007 123:00:00 A
Ths plon cutirees o detids of the plan AUTTONT 12:00:00 AN
Ths plan outines o detals of the plan TN00T L0000 AN
This plan ouines ol detals of the plan 007 L0000 AH

minfininis/nlnininioinininisininjain]n]

Department: | A|l pepartments
Location: | |

3. Typein a name and description for the Group Document Reference.
4. Type in the Location of the file.

a. To make this file accessible to other ResourceOne users, you must ensure
that the full network pathname is displayed in the Location (URL) field. An
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example of a network path name is \ \your_pc_name\files\document.pdf. If
a local pathname is chosen, such as c:\My Documents\network_policy.doc,
other users will not be able to access the document.

5. Select a Department from the drop down menu. This field organizes the list of
documents by department. It can include All Departments or a single Department.
By selecting only one department access to the Document Reference will be
restricted.

6. Click on the Save button to add the document to the list of viewable documents.

The following screen displays the date and time the document was added, the
department name, and the document name.

D —
4# Home Manage Resources Add Document Reference
prs—1
o

Date Added Department Document Name #

m
2

8/18/2004 3:36:57 PM All Departments. General document
4/7/2010 3:07:21 PM All Departments. Users Guides

[~

6/10/2010 3:17:47 PN All Departments. What's New 3.25

Case Areas
Campensation
Carrections

Districts B
Documents

Event Types

« Resources

Steps to edit a document reference:

1. Click Administration > Documents.

2. Click the edit button ) of the document you want to edit.
The following screen appears:
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Edit Document Reference

Mame: |test |
Description: test

Department: IF\II Departments
owner: admin, ri

Location: |\\cti- corp03\files\ActDatabaseInfo.bd |

| Deletel | Save H Cancel |

3. Make your changes to each of the fields.

4. C(Click the Save button when finished.

Steps to delete a document reference:
1. Click Administration>Documents.

2. Click the edit button b of the document you want to edit.

3. Click the Delete button. The following popup appears:

F B
Message from webpage g

e
i 3

Are you sure you want to delete this docurnent reference?
R -

| ok || Cancel

4. C(Click OK to delete the document reference.

EVENT TYPES
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Event Types are options used by employees to define the type of Event. This dropdown list
is displayed when an event is created in ResourceOne.

| & New Event - Windows Inte nlore | o

Save and Close

New Event

Details

User = Washington, George

Phone Call

\5‘ Al day event

Letter
General
In Person Meeting

Font Name ~|8pt A |iE & = A- 8

ADD NEW EVENT TYPES

To add a new event type use the Administration>Event Types link:
1. Select the Update>New... menu

2. The New Event Type screen will appear.
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Event Types

Export

Mew... Event
| Open...
O [0 General M
8 New cent e Wi ot o= === L
[ [ InPerson Meeting

[ [0 CustomEvert New Event Type

Hame:

Description:

3. Add the Event Type name in the Name field.

4. Create a description of the event type.

5. Select Save.

EDITING EVENT TYPES

You can edit existing event types by selecting the icon next to the event type or
using the checkbox and then selecting the Update>Open... menu.

2. The Edit Event Type window will appear.
3. You can modify the event type name or description.

4. Select Save when your changes are complete.

& Edit Event Type - mmmmmlm@éu
il Edit Event Type

Hame: Letter

Description: Send letter to client
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DELETING EVENT TYPES

Event types can be removed using the blue “X” on the right side of the
Administration>Event Types page.

& - < [ = v Pagew Safety~ Tools~ @~

| @ ResourceOne

add: @8 B £ view: (9 @ % Search Contacts (By Any Mame): ~ john consumer Advanced Search

File My Account

®) Service Center

=

Update  Expart

Opportunities
Event Name Description ';elete
el [ phone cal Clignt would ike a cal, F ]
7 Reports [0 Letter Send letter to client E 3
o [1 General General event E
« Administration
= [ Person Mesting Client will come in ta reet, 2
Application Status I [ custom Event Custom Evenk Type 2

Processing Log

Branches

i

Case Areas
Compensation
Corrections
Districts

Documents

Event Types
Goals

Lost Reasons

Janizations

(" Marketing

 Resources

When deleting an event type you will be prompted to assign all events tied to the event type

to another active event type with the following screen:

&  Confirm Delete Event Type: Custom Event - Webpage Dialog g

L ————————————— 5
Confirm Delete Event Type: Custom Event

/By Allevents must be have an Event Type. Please select a new Event Type
to assign to all existing Custorn Event events,

Reassign events to:

[ Delete Event Type I [ Cancel ]

GOALS OVERVIEW

ResourceOne allows you to establish goals for your users. Goals can be set for users,
branches or roles. The goals system has great flexibility and many options to select from.
Based on market research, we have identified 21 possible goal types under which you can
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set up many different goals. Any goal you set must be one of these types. The goal types are

as follows:

NOTE: Ifa goalis set up for a branch, the goal numbers will be reflected on the Branch
Performance Report.

Goal Type Description Samples (variables underlined)

Production This goal will track the number of Employee/Role/Branch should
opened accounts or the total dollar | book 10 accounts this month.
amount for Production by
Employee/Role/Branch. Employee/Role/Branch should

book $100,000 worth of new
accounts this quarter.

Product Type | Specify a product type (i.e. DDAor | Employee/Role/Branch should
Loans) and you can set the goal book 50 new DDAs this Quarter.
based on the number of accounts or
the total dollar amount opened Employee/Role/Branch should
within that Product type. book $1,000,000 worth of Loans

this month.

Product Specify a product (i.e. Basic Employee/Role/Branch should
Checking) and you can set the goal | have 50 new Roth IRAs this month.
based on number of accounts or
dollar amount opened. Employee/Role/Branch should

book $100,000 worth of 5 yr. CDs
this month.

Referrals Sent | You can set the goal based on Employee/Role/Branch should
number of referrals sent by Product | send 10 Loan referrals this month.
Type or Product (or all Product
Types).
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Successful You can set the goal based on Employee/Role/Branch should
Referrals number of accounts or dollar send 10 successful CD referrals this

amount of successful referrals sent | month.

by Product Type or Product (or all

Product Types). Employee/Role/Branch should

send $100,000 worth of successful

“Success” for an Integrated product | CD referrals this quarter.

means the account was booked on

the core system as a result of the

referral and matched in

ResourceOne.

“Success” for a Non-Integrated

product means the referral was

opened as an account in

ResourceOne.

All referrals, integrated or non-

integrated, can be marked as

successful if the qualified checkbox

is selected. Your organization must

turn this on (see Organizations in

this guide).
Average $ per | Seta goal to track the Average Employee/Role/Branch should
Account Dollar Amount of production maintain an average of $10,000 for

accounts by Product Type or the product type of loans this year.

Product.
Average $ per | Seta goal to track the Average Employee/Role/Branch should
Contact Dollar Amount per contact. This maintain an average of $5,000 per

goal will sum the total number of contact this quarter

accounts opened by a user during a

specified time period. Then divide

by the number of contacts involved,

resulting in an average $ amount by

contact.
# of Days to Set a goal for the average number of | Loan referrals should not take more
Open a days when a referral was created than an average of 25 days to turn
Referral and when the account should be into an account.

opened. Referrals sent that do not

become accounts (production) do CD referrals should not take more

not count toward this goal. than an average of 10 days to turn

into production.
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Forecast The average number of days Employee/Role/Branch should
Variance between the forecasted date of a maintain an average of a 5 day
pipeline and the actual account variance between the forecast date
open date. of his/her pipelines and the actual
book date of the pipeline to a new
account.
Net Opened The number of new accounts Employee/Role/Branch needs to
Accounts opened subtracted by the number have a net gain of 5 new DDAs this
of accounts closed by Product Type | month.
or Product (or no product based
filter)
Events Specify an event type (i.e. “Phone Employee/Role/Branch should
Occurred Call” or “In Person Meeting”) and perform 50 phone calls per month.
you can set the goal based on the
number of events that have
occurred.
Conditional You can set the goal based on Employee/Role/Branch should
Production number of accounts or dollar book 10 accounts this month that
amounts for the production created | have met the upsell condition,
(opened accounts) that have also where conditional has been defined
met a certain condition defined by | as an upsell.
your organization.
Employee/Role/Branch should
book $100,000 worth of conditional
Production this quarter, where
conditional has been defined as an
upsell.
Conditional Set goals for referrals that have Employee/Role/Branch should
Referrals Sent | been sent and that have also meta | send 10 Loan referrals this month
certain condition defined by your that have met a certain condition.
organization.
Employee/Role/Branch should
send $100,000 worth of referrals
this quarter that have met a certain
condition.
Conditional Set goals for referrals that have Employee/Role/Branch should
Successful become successful and have met a send 10 successful CD referrals this
Referrals certain condition defined by your month that also met a defined
organization. condition.
Referrals become successful when | Employee/Role/Branch should
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they have been marked as qualified,
opened as production, or an in
person meeting has occurred. Each
depends on how your referrals are
set up.

send $100,000 worth of successful
CD referrals this quarter that also
met a defined condition.

# of Set the total number of households | Employee/Role/Branch should

Households that a User/Role/Branch should be | manage 10 households for the 4th
managing. guarter.

Avg. # of Specify the number of unique Employee or Branch should

Services Per product types that each household | maintain and average of 2 product

Household should have within a certain time types per household.

period.

Total Growth
Amount of
Loan
Business

This goal will sum the total amount
for all Loans that are currently
open.

*This goal type does not allow you
to select specific products or
services when building the goal.

Employee / Role / Branch should
have $10,000 of loans open for the
month of November.

Total Growth

This goal will sum the total amount

Employee / Role / Branch should

Amount of for all Deposits that are currently have $10,000 of deposits open for
Deposit open. the month of November.
Business *This goal type does not allow you

to select specific products or

services when building the goal.
# of New This goal tracks the number of new | Employee / Role / Branch should
Households accounts divided by the number of | add 5 new households for the
Added groups associated to the accounts month of November.

within a specified date range.
# of New This goal tracks the number of lost | Employee / Role / Branch should
Households accounts divided by the number of | only lose 1 household for the month
Lost groups associated to the accounts of November.

within a specified date range.
Product Type | Seta Production goal by Product Employee / Role / Branch should
Category Type Category (Loans, Deposits, or | open 20 Loans each month.

Other). This can be tracked by
dollar amount or number of
accounts.

Employee / Role / Branch should
open $100,000 worth of Deposits

per Quarter.
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BEST PRACTICES IN SETTING UP GOALS

Here are our recommendations for the best practices to set up your goals:

UNDERSTAND THE GOAL TYPES

Only goals that fit within the twenty one defined goal types can be measured in
ResourceOne. Spend some time reading the descriptions of each and understanding how
your desired goals can be fit into this system. Please consult with CoreTrac Support if you
are unclear about the goal types.

CREATE THE GOALS IN RESOURCEONE

ROLE BASED GOALS FIRST

It is much easier to create a standard set of goals for a particular role and then customize
base goals as needed for users within the role. NOTE: If you customize a user, subsequent
changes to the role goals will no longer apply to that user. Any additional modifications for
that user must be made individually from that time forward, unless you reset them back to
standard role goals.

CREATE USER GOALS AS NEEDED

After you have created your role based goals, modify more specific user goals as needed.
You can add or remove goals for a user, or just change the goal targets. NOTE: Any
additional modifications for a user with custom goals must be made individually, unless you
reset them back to standard role goals.

CREATE BRANCH GOALS AS NEEDED
Branch goals are independent of role or user goals. Branch goals represent the cumulative
progress of all of the users in a particular branch.

RUN REPORTS AS NEEDED
Each goal you set up has one of three possible time frames:

e Month
e Quarter
e Annual

Administrators Guide Page 69



<Lorelrac,

An Aptean Company
After you set up your goals, you should wait until at least one day after the time frame has

elapsed before running your reports. You can run reports during the time frame, but the
progress toward the goal may change. Waiting until after the goal interval has elapsed
ensures that the results are fixed. All goals are stored historically and can be accessed by
reports.

ROLE GOALS

Role Goals displays a list of goals set for the currently selected role (changed via the drop-
down list in the top-center of the window). If you are an administrator this list contains all
roles created for your organization.

Update Export Filter: Roles ¥ |New Accounts v Search Goals: l:l C\‘t Q[
Type Goal Description Goal Type Period Target Active Replicate
O @' Role: New Accounts Send 5 Referrals Successful Referrals June 5 ¥| Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals July 5 +|  Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals August 5 ¥| Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals September 5 +|  Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals October 5 ¥| Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals November 5 +|  Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals December 5 v
O @ Role: New Accounts test Product Type Year 5000 v

ADDING ROLE GOALS

From this page you can also add a new goal for the role by clicking the Update and then
“Add New...”.
To add a Role Goal:

1. Under Administration, go to Goals and click on the Roles drop down in the middle
of the tool bar.

2. Next to the Roles dropdown, select the role for which you wish to set a goal.
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Update  Export
Type
Role: Regional Manager
Rale: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager
Role: Regional Manager

Rale: Regional Manager
Role: Regional Manager

Role: Regional Manager

OO0O00O0O0oOooooooooooooooo
QAQAAAAAAAAARAAAAAAAAAAA

Filter: Roles
Goal Description

AVG § Per Account Test
Avg & Per Customer Test
# of Days Open Referral Test
#of HH's Test
Conditional Production Test
Conditional Referrals Sent Test
Conditional Succ Referrals Test
Avg # of Services Per HH
Growth of Loans TEST
Growth of Depasits TEST
# of New HH's Added
#of HH's Lost Test
PTYPE Cat Test
Checking Succ Referrals
Send 10 DDA Referrals
Open 25 Services
Send 50 Referrals
Send 50 Checking Referrals
Forecast Variance Test
Events Occurred Test

Open $50K in Successful Loan R....

TEST PTYPE CAT - Quarter

~ |Regional Manager
Goal Type

Average § per Account
Average § per Customer
# Days to Open Referral
Number of Househalds
Conditional Production
Conditional Referrals Sent
Conditional Successful Referrals

Average Mumber of Services Per. ..
Total Growth Amount of Loan Bu...
Total Growth Amount of Depasit...
Number of New Households Add...

Number of New Households Lost
Product Type Category
Successful Referrals

Referrals Sent

Product Type

Referrals Sent

Referrals Sent

Forecast Variance

Events Occurred

Successful Referrals

Product Type Category

Period
January
January
January
January
Tanuary
January
January
January
January
January
January
January
Tanuary
February
Quarter: 1
Quarter: 1
Quarter: 1
Quarter: 1
Quarter: 1
Quarter: 1
Quarter: 1
Quarter: 1

schoods[ |90 [
Target Active Replicate
5500 ¥| Repliate
$1000 ¥l Replicate |
2 o Replicate
10 ~| Replicate
5 v Replicate
100 o Replicate
500 ! Replicate
10 v Replicate
100000 | Replicate
5000 V| Replicate
5 v Replicate
1 ~| Replicate
$75000 v Replicate
1 o Replicate
10 ~| Replicate
25 v Replicate
50 ! Replicate
50 ~| Replicate
1 v Replicate
25 | Replicate
$50000 v Replicate
$100000 o Replicate v

3. C(Click Update then "New...".

Add Goal

Goal is for:

Role:
Goal Type:

Period Type:

Period:
Taraet Value:

Description:

Status:

[Select]

[[select]

[Select]

Display Order:

&

Active

Save || Cancel

4. Enter the Goal Type. THIS IS A REQUIRED FIELD.

5. Select the Period Type for which the goal applies.
THIS IS A REQUIRED FIELD.

6. Enter the Target Type and Value. Remember, this number should take into account
all of the users assigned to this role. An example for the Loan Officer role might be
$50,000. While senior loan officers may have higher target dollars, this figure may

be appropriate for the role in general. You can adjust the target amounts for

seasoned employees individually after the goal framework is complete. THIS IS A
REQUIRED FIELD.
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7. Enter a description.

8. Display Order - this field determines the goals display order in the Opportunities >
Performance window.

If you are setting up a goal type with a period of monthly and if you want this

particular goal type to always be in the top position, you would set the display order

for each of the 12 goals to '1' because the goals will only display in their respective
month. THIS IS A REQUIRED FIELD.

9. Select Product Type and Product (if applicable). THIS IS A REQUIRED FIELD.

10. Click SAVE.

You will now see this role goal on the main Goals screen when you select the role from the

drop down box.

VIEWING AND/OR EDITING ROLE GOALS

Existing role goals can be viewed by highlighting and clicking the selected goal's data. Goals

can be removed from or added to user visibility by setting them to "inactive" or "active”,
respectively, at the bottom of the data form and clicking the "Save" button.

1. Under Administration, go to Goals and click on the Roles drop down in the middle
of the tool bar.

2. Next to the Roles dropdown, select the role for which you wish to edit.

P— e e @m;w) N
Type Goal Description Period Target Active Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals June 5 ¥ Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals July 5 ¥ Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals August 5 +  Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals September 5 +  Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals October 5 ¥ Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals MNaovember 5 ¥ Replicate
O @ Role: New Accounts Send 5 Referrals Successful Referrals December 5 "
O @ Role: New Accounts test Product Type Year 5000 v

3. Click the name of the goal you wish to modify. The Edit Goal screen will display.
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Edit Goal
Goal is for: IRD|E N

Rale: |New Accounts |
Goal Type: |Successfu| Referrals
Period Type: Month *w

Monthly Period: IJIIHE—V
TargetType:  Ipollars W

Target Value: | 5 |

Description: |Send 5 Referrals

Display Order:
Status: |Acti».re v

Product Type: I all "

Product: Y

Delete Save || Cancel

4. Make your changes as needed.
5. Click SAVE.

You will be taken back to the main Goals screen where you will see this role goal in the list
displayed for this particular role.
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USER GOALS

Set up goals by user when you want to customize goals for each user, as opposed to apply
the same goals for all users in a role. We recommend that you start with Role based goals,
and only change Users goals as needed, because it is significantly less manual work and
reduces the chances for error.

Goals displays a list of goals set for the currently selected user (changed via the drop-down

list in the upper-right corner of the window). This list contains all users for your
organization. Goals can be entered for monthly, quarterly or annual periods.

ADDING USER GOALS

From this page the administrator can add a new goal for a user by simply clicking Update
then "Add New...".

To add user goals:

1. Under Administration, go to Goals and click on the Roles drop down in the middle
of the tool bar.

2. Select Users in the Filter drop down.

3. Inthe dropdown menu, next to Filter, select the user you wish to set a goal for. Now
go to Update in the top left and click on “New...” in the menu.

Upcate  Export Fiter: Users  [Bulback Fred 7| sahads| w0 [2
Type Goal Description Goal Type Period Target Active Replicate
0 @’ \ser: Bulback, Fred Test Production Quarter: 3 825 4|  Replicate
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4. This will display the Add Goal screen.

Goal is for: Usar
]
]

Period Type: [Select]

User:

Goal Type:

==
"5 "y
[ AR
m m
ala

Period:

Target Value: | |
Description: |

Display Order: I:I

Status: |Acti».re v

Save || Cancel

5. Inthe Goalis for: drop down choose User from the drop down list.

6. Inthe User: drop down select the User you wish to create the new goal for

7. Inthe Goal Type: drop down select the type of goal you with to create. The
following choices are dependent on this selection, e.g., a Target Type field may
appear if certain goal types are selected. Goal Type descriptions are listed in the
table above. THIS IS A REQUIRED FIELD.

8. Inthe Period Type: drop down select the time frame for which the goal applies.
The period will default to current if Year is chosen; otherwise, you will need to
select a period. THIS IS A REQUIRED FIELD.

9. Inthe Target Value field enter the value for the goal. THIS IS A REQUIRED FIELD.

10. In the Description field enter a description for the goal.

11. In the Display Order field enter a value that determines the goals display order in
the Opportunities > Performance window.
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If you are setting up a goal type with a period of, say, monthly, and if you want this
particular goal type to always be in the top position, you would set the display order
for each of the 12 goals to '1' because the goals will only display in their respective
month.

12. In the Product Type drop down select the product from the drop down list. THIS IS
A REQUIRED FIELD.

13. Click SAVE.

You will now see this user goal on the main Goals screen when you select the user from the
drop down box.

VIEWING AND/OR EDITING EMPLOYEE GOALS

Existing employee goals can be viewed by highlighting and clicking the selected goal's data.
Goals can be removed from or added to user visibility by setting them to "inactive"
or "active", respectively, at the bottom of the data form and clicking the "Save" button.

1. Under Administration, go to Goals.

2. With Users selected in the Filter drop down, select the employee for which you wish
to modify a goal.

Update Export iteri Users~  |Bulback, Fed | sachos| %O B
Type Goal Description Goal Type Period Target Active Replicate
O @ User: Bulback, Fred Test Production Quarter: 3 §25 ¥  Replicate

3. Click the name of the goal you wish to modify. The Edit Goal screen will display.
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Edit Goal
Goal is for: ||_|5er N

User: |Eu|ba ck, Fred |

Goal Type: | Froduction

Period Type: IQLIEIr‘tEI’ W
Quarterly IThird W
Period:

Target Type: IDDllarE s

Target Value: | 25 |

Description: |TES’E

Display Order:
Status: IActive V]

Delete Save || Cancel

4. Make your changes as needed.

5. Click SAVE.

You will be taken back to the main Goals screen where you will see this employee goal in the
list displayed for this particular employee.

BRANCH GOALS
Branch Goals display a list of goals set for the currently selected branch (changed via the

drop-down list in the middle of the Goals tool bar). If you are an administrator this list
contains all branches for your organization.
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o

Update

lololelalololole!

Export F\lher:|Branchs v |Austm Branch v | Search Goals: l:l@% Q [
Type Goal Description Goal Type Period Target Active Replicate
Branch: Austin Branch testl Average Number of Services Per... Quarter: 1 25 ¥ Replicate
Branch: Austin Branch Open 25 DDA Accounts Product Type Quarter: 1 25 ¥ Replcate
Branch: Austin Branch Core Checking Product Type Quarter: 1 54 v  Replicate
Branch: Austin Branch Open 25 DDA Accounts Product Type Quarter: 2 25 ¥  Replcate
Branch: Austin Branch Core Checking Product Type Quarter: 2 54 ¥ Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 3 54 ¥  Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 4 54 "
Branch: Austin Branch Testing A Production Year 3 v

ADDING BRANCH GOALS

From this page you can also add a new goal for the branch by clicking Update and then
"Add New...".

To add a Branch Goals:

Under Administration, go to Goals and click on the Branches drop down under
Filter.

Select the Branch you want to set a goal for under the drop down next to Filter.
Under Update select “New...” to add a goal.

oooooooo
QRAAAAAQ

Update

Export Filter: Branches #/Austin Search Goals: l:l@ﬁ QR
Type Goal Description oal Type i Target Active Replicate
Branch: Austin Branch testl Average Number of Services Per... Quarter: 1 25 v  Replicate
Branch: Austin Branch Open 25 DDA Accounts Product Type Quarter; 1 25 +|  Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 1 54 v  Replicate
Eranch: Austin Branch Open 25 DDA Accounts Product Type Quarter: 2 25 v  Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 2 54 v  Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 3 54 |  Replicate
Branch: Austin Branch Core Checking Product Type Quarter: 4 54 v
Branch: Austin Branch Testing A Production Year 3 v
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3.

8.

The “Add Goal” screen will display.

Goal is for: Branch

Branch: ]
]
Period Type: [Select]

Quarterly
Period:

Target Value:

Goal Type:

==
"5 "y
[ AR
m m
ala

Description:

Display Crder:

Status: Active

|

Save || Cancel

Enter the Goal Type. THIS IS A REQUIRED FIELD.

Select the Period Type for which the goal applies. THIS IS A REQUIRED FIELD.
Enter the Target Type and Value. Remember, this number should take into account
all of the users in the branch. So if you expect each user of a branch to create
$50,000 in new business, and there are 5 users in the branch, the production goal
would be $250,000. THIS IS A REQUIRED FIELD.

Enter a description.

Display Order - this field determines the goals display order in the Opportunities >

Performance window.

If you are setting up a goal type with a period of monthly and if you want this particular
goal type to always be in the top position, you would set the display order for each of
the 12 goals to '1' because the goals will only display in their respective month. THIS IS
A REQUIRED FIELD.

9.

Select Product Type and Product (if applicable). THIS IS A REQUIRED FIELD.
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10. Click SAVE.

You will now see this branch goal on the main Goals screen when you select the branch
from the drop down box.

VIEWING AND /OR EDITING BRANCH GOALS

Existing branch goals can be viewed by highlighting and clicking the selected goal's data.
Goals can be removed from or added to user visibility by setting them to "inactive"
or "active", respectively, at the bottom of the data form and clicking the "Save" button.

1. Under Administration, go to Goals and click on the Branches drop down under
Filter.

2. Inthe Branches dropdown, in the middle of the screen, select the branch for which
you wish to modify a goal.

Update Export Filter: Branches Search Goals: l:loi Q [
Type Goal Description Goal Type Period Target Active Replicate
O @ Branch: Austin Branch testi Average Number of Services Per... Quarter: 1 25 +|  Replicate
O @ Branch: Austin Branch Open 25 DDA Accounts Product Type Quarter: 1 25 +|  Replicate
O @ Eranch: Austin Branch Core Checking Product Type Quarter: 1 54 +| Replicate
O @ Branch: Austin Branch Open 25 DDA Accounts Product Type Quarter: 2 25 |  Replicate
O @ Branch: Austin Branch Core Checking Product Type Quarter: 2 54 |  Replicate
O @ Branch: Austin Branch Core Checking Product Type Quarter: 3 54 «|  Replicate
O @ Branch: Austin Branch Core Checking Froduct Type Quarter: 4 54 W
O @ Branch: Austin Branch Testing A Production Year 3 v

3. Click the name of the goal you wish to modify. The Edit Goal screen will display.
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Edit Goal

Goal is for: IBFEII'I':"I (W)

Branch: |hustin Branch |

Goal Type: |Fwerage MNumber of Services Per Household
Period Type: IQl_larter LW

Quarterly I i W

Period: e

Target Value: | 25 |

Description: |test1

Display Order:

Status: IActive .v

Delete Save || Cancel

4. Make your changes as needed.

5. Click SAVE.

You will be taken back to the main Goals screen where you will see this branch goal in
the list displayed for this particular branch.
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VIEW GOALS

Once the goals are created for a user they will see them listed in the display order you
indicated in the Opportunities > Performance window. Here is a sample view:

far - v [ dm v Pagev Sefetyv Toolsv @+

I g ResourceOne

File My Account Help add: A 7 £ 1view: (F) @ @ Search Contacts (By Any Name]: ~
" Home Performance: Washington, George

®) Service Center

Advanced Search

Opportunities > Performance

Opportunities

Goals
Performance Description Goal Type Period Goal Actual To Date
Pipelines Mo, of Accts Successfully Referred Successful Referrals Year 100 1 1.00 %
Production aects for DDA Successfuls Successful Referrals Month 100 1 1.00 %
successful Brokerage referrals goal - 2nd Quarter Successful Referrals Quarter 15 0 0.00 %
Referrals
Queues ‘Compensation
Lost Plan Description Period Historical This Month To Date Threshold Payout
Mo records to display.
Pipelines Next 30 Days = | |lilsel Month to Date »
oo # Sales Stage Amount Account Type Accounts Amount
= 10 (Mo identifiable Sales Stage) £30,000.00 = | | LOAN 1 £50,000,00
gl e 0 Approved £0.00 E DEPOSIT 2 $15,000.00
. Administration Q First Call 0,00 OTHER 0 $0.00
T ] Initial 50,00 i
n None &0.00
" Resources 12 $80,000.00

HELP DESK TICKET CATEGORIES

This feature allows you to create new categories to use when creating Help Desk tickets.
These categories will help define the nature of the ticket.
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ResourceOne

A A B 2 e ([ 0 [Seurch Contcts 1By Commparnyl: |

ADDING HELP DESK TICKET CATEGORIES

To add a new category:

1. Select the Help Desk Ticket Categories link from the Administration menu.
2. Select the “Update>New Category...” menu and the New Category screen will appear.

& Edit Category - Windows Intemnet Expl

| Ele Help

New Category

Name;

Parent: Root Categary -

Description: -

Status: Active -

a. Name - name of ticket category
b. Parent - this will determine if the category is the root or a subcategory
(meaning it's part of another root category)
c. Description - this area is used to describe the help desk ticket category
d. Status - Active or Inactive
3. Select the File menu and Save
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EDITING HELP DESK TICKET CATEGORIES
To edit a category:

1. Select the Help Desk Ticket Categories link from the Administration menu.

2. Select the “ 7" icon and the Edit Category screen will appear.

/€ Edit Category - Windows Internet Explarer EIL

File Help

Printer not working

Name: Printer not working

Parent: Root Categary -

Description: For all printer related issues

Status: Active -

3. Make any necessary edits and select the File menu and Save.

LOST REASONS

Lost Reasons are displayed in the Reason dropdown list when the status of “Closed
Account” for a production activity or “Lost Lead” for a pipeline been selected. The status of
“Closed Account” is only available for those products that are non-integrated. See figures
below.
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Exasting Relationship
Brokerage App was Confusing
Loan request withdrawm

Terms

Uniable to provids loan structure reg

, | MovingLocation
Loan request decined
Rates.

o competiter

= ,ﬂnlrpﬂunyb!nmmmemnd_

Sessage:  Qualfied Prodabty % d o offces
application ]

Product Detais
Potential Loan Amount:  $100,000,00

Term fnant

ADDING LOST REASONS
To add a Lost Reason:

1. Under Administration, click Lost Reasons.

2. Click on Update>New... located in the upper left hand corner of the screen.
3. The following screen appears.

F?sou rceOne

Lost Reasons

3 Better priong/terms with compeioe
B e

T3 metineested

T3 MetCumenty n Market for Pracuct

5 Powsenae

T wnchlecaten

3 othe

Tl Prgured productfiees net olfered
T3 st Relstirenp.

i wrckaeage Ao wae Canfeng

T Lo st e
Terms:
TE bl o b etructure recueatid
3 mowghecnsen
TH Loan remuest dedned
T3 Losttn compestor {rensan unknosn)

O0oOo0000000000000000000j
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-

(= New Lost Reason - Internet Explorer Elﬂu
New Lost Reason

Lost Reason: | |

Status: IInactive .

Save || Cancel

o The Lost Reason field is the title of the lost reason and is displayed in the
dropdown list.
e The Status will indicate if the Lost Reason is Active or Inactive. Active Lost

Reasons appear in the dropdown menu for end users, whereas Inactive Lost
Reasons do not.

e C(lick Save when you are done.

4. The Sort Order can be defined by using the up/down arrows on the right side of the
screen.

DEACTIVATING LOST REASONS
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1. Under Administration, click Lost Reasons.
2. Click on the Lost Reason from the list that you are going to deactivate.

3. The following screen will appear.

(=2 Edit Lost Reason - Internet Explorer @M

Edit Lost Reason

Lost Reason: . . . . -
ElEoleld

L -

Status: Active

Save || Cancel

4. Select Inactive from the Active dropdown list.
5. Click Save.

The name of a Lost Reason cannot be changed. If you wish to edit a lost reason, you will
need to inactivate it and add a new one. This is necessary in order to preserve historical
data.

ONBOARDING

Onboarding is the process of laying a solid foundation in the early days of a new client
relationship and welcoming the new client with special offers for services, constant
communications for any support issues, and any follow-up inquiries. The ResourceOne
Onboarding functionality distributes events, notes or tasks to an account owner or queues
by creating a series of triggers.
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ResourceOne _ Bl APTEAN

At AT I B e () @ (2 [Search Comacte (R Compangy v ][ § Aduanced Sesch
|

I - Tithe et Attack rigger D rgger Trmger Alter{days) D tafdays) Action Delete
|| S SR T want Dbt Product Type. CONLIMIR CHECKDG 1 2
MO [ sdrerusegeca Even Contact Produe i Barking My 5 ¥ 2
|| 1 [ Trastrolowie Event Contact Froduct Brokerage Services 3 5 v "
BI| (] [ weskeoma omer van Actraty fraduct Type. CORARR DECERE 2 O
Al tration O [ hiew oo Folow i Event Contact Praduct Type: CORELMER CHECKPE z T 7 ®
[ — 1 [ tndrect Ao Offer Event Qe Produst Type. DOMMERCIAL CHEOKING 3 5 vy »
b S8 Cal 1 [ e deooont Falow i Tk Actnaty Pracict Type CONBIMER OHECKING E] S
. O [ 2mensflowamca Event e ot Type: CONEMEN CECKP ] i ¥ #
Ditricns O [ mdrect soer Offer Event Artraty Produst Type. ERKERACE 13 3 ¥ »
Egen ] [ vieaCard Cumt Sat . Event Actraty Fraduct Vien Gokd Yeriable 3 3 “ ®»
O [ 20eyFoesnca et Qe ot Type CONMER DHECKPG 1 v 2

When selecting the Onboarding administrative link the main page displays the following
information:

e Title - Name of trigger.

o C(reate - the activity that needs to be generated once the account is opened.

e Attach To - this will either send the event, note or task to a queue or assign the
activity to a user.

e Trigger On - this identifies that the onboarding activity is generated when a product
or products within a product type are opened.

e Trigger - outlines the product type or product used to define the trigger.

o Trigger After (days) - this is the number of days (after the account opens) when the
activity will be distributed.

e Due In (days) - this is the number of days provided to complete the activity after it
has been assigned.

e Active - the trigger is either active or inactive.

e Delete - the blue “x” allows you to delete the trigger.

CREATE A NEW ONBOARDING TRIGGER

e Using the Update menu select “New Onboarding Trigger...”
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The “New Onboarding Trigger” window will appear.

r ol
€ New Onboarding Trigger - Windows Internet Exp\nre‘ E@g
New Onboarding Trigger

Title:

Create: Select... -
Create Type OF:

Attach Ta: Select... -

Attach to Select..
Conkack Criteria:

Attach to Mo Queles available
Quene: |

Trigger Type: Select.. -

Trigger on
Product:

Trigger on Select...
Product Type:

Trigger After
{days):

Due In:

Default Text: =

i
i

e S L RS CEE R Y A'QZUUm - &

I Font Mame

Apply (]

Retroactively:

Status: Inactive A

| Save | | Cancel

Title - the name of your onboarding trigger.

Create - this dropdown includes options of Event, Note or Task. Select the activity
you wish to automatically generate with this trigger.

Create Type of - if you select “Event” in the Create dropdown, this dropdown menu
will activate with the list of your event types. Select which event type you would
like the trigger to generate.

Attach To - this includes options of Activity, Contact or Queue. The event, task or
note will be appended to the account record, contact record or sent to the queue.
Attach to Contact Criteria - when the “Contact” option is selected in the Attach To
menu, this dropdown menu will activate. This dropdown will include all marketing
lists defined in your Marketing Manager module. The event, task or note will be
appended to only the contacts in your list if you make a selection in this menu.
Attach to Queue - when the “Queue” is selected in the Attach To menu and you are
creating Events or Tasks (notes cannot be queued), then you can choose which
event or task queue you’d like to use.

Trigger Type - you can choose to use a product or product type as the trigger to
create the event, tasks or notes.

Trigger on Product - if you choose a trigger type of product you will use this field to
identify which product to include.

Trigger on Product Type - if you choose a trigger type of product type you will use
this dropdown to identify which product type to include.
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o Trigger After (days) - this value equals the number of days post account opening
before the activity is added to ResourceOne.

e Due In - this value equals the number of days until the activity is due to be
completed once it has been added to ResourceOne.

o Default Text - this is the default note that will append to the activity added to
ResourceOne.

e Apply Retroactively - this is an option that will apply the trigger to all previous
production that matches the same product or product type. This will only apply to
production opened within the timeframe of your “Trigger After” setting. For
example, if you set your “Trigger After” to 1, only the correct products opened
within the last day will automatically receive the onboarding activity.

e Status - select Inactive or Active from the dropdown menu.

EDIT AN ONBOARDING TRIGGER

o Select the Onboarding link within the Administration menu.

e Your list of Onboarding triggers will appear to the right. Select the trigger you wish
to modify using the “ 17 icon.

e The onboarding trigger screen will appear.

£ e Crtpondios Trgges - Winduows Infeenet Explorer

Mew DDA Account Opening

Title: New DO& Account Cpening
| creste: Event, - I
Crese Typs Of: 222 Confact - 2 Wesk Call

Bgtach To: sy

Artach to

Contact Criteria:

attachto Markinting Evint Quinat
Qe

Trigaer Type: Product Type

Trigger on
Product:

Trigger ey
Product Type:
Trigoer After 1
{dwys):

Do In: 1

Defok Text

Aoy
Retroactsvetyi
Status: Acthve -

Save | | Cancel

e Modify all fields necessary and select Save to save your changes.

DELETE AN ONBOARDING TRIGGER
e Select the Onboarding link within the Administration menu.
e Your list of Onboarding triggers will appear to the right.

e Select the blue X icon ( 4 ) to remove your trigger.

Administrators Guide Page 90



<Lorelrac,,

An Aptean Company

NOTE: The onboarding process utilizes a job that runs each night, so once your triggers are
defined the job will begin adding activities when applicable.

ORGANIZATIONS

Organizations displays the name of your financial institution currently registered with this
instance of ResourceOne. Click the financial institution name to update the organization's
information. Most of the information does not change on a regular basis with the exception
of the Welcome Message.

EDITING ORGANIZATION INFORMATION
To edit organization information:

1. Under Administration, click Organization.

ResourceOne E1 APTEAN

e I B fvwws ) @& [ [Search Commeta (By Compuny: [

2. Click your organization’s name. This will display the View Organization screen
where you can view or edit the organization information.
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& View an Organization - Windows Internet Explorer Elﬂléj
— cee———
| View Qrganization | Save [ Cancel |
I Name: AFI 3.4 Organization I
Address1: 123 Main St
Address2:

City:  Austin

State: Texas A

(| Country:  UNITED STATES

URL:  www.coretrac.com

m

Primary Phone:  512-236-9120
Alt. Phone:

Fax: 512-236-9121
Division:

Qualified

Method:  Qualified Checkbox ~

Use

Conditicnal: Yes ~

Enable
Logging:

Active:  Active -

No -

Documents
Label:

Message:

Welcome to Resourcelne v3.40! =

4 T k

& Local intranet | Protected Mode: Off fa v HWI0% -

3. Modify the information as needed.

4. Click Save.

ORGANIZATION LEVEL SETTINGS

There are a few fields on the Organizations screen that allow you to apply global settings to
ResourceOne. These settings are described below.

QUALIFIED METHOD

An organizational level setting called “Qualified Method” is available to streamline how a
user receives “Successful Referral” credit. Typically, referrals for integrated products
(standard banking products like Checking, Savings, Loans, etc.) are considered “Successful”
if they became a booked account. If this is true for your organization, then the default
setting in ResourceOne will apply. However, one of two additional alternatives can be
activated that will assign “Successful” credit even if the opportunity does not become
production.

If you enable the “Qualified Checkbox” setting, a checkbox displays on the Edit Pipeline
screen that the pipeline owner can check to indicate the referral is successful.
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[ ™
/& Opportunity: 3 Year Roth Conv Certificate {Castanza, George) - Windows Internet Bphn@u

File [save] [ SaveandAdd |[ SaveandClose | [Close]

Opportunity: 3 Year Roth Conv Certificate (Castanza, George)

' Overview 1

Information

Contact: |_E§| Castanza, George

Product: |3 Year Roth Conv Certificate

Owner: |User: |Washington, George

Status: In Progress

Quick Notes: Font Name - |8pt B 7 U

Referrer: |Wa shington, George

Created: |6/1/2010 10:52:13 AM Forecast: | 8/12/2010

Funds Source:  Inside - Referral Direct Mail
Source:

Sales Stage: Initial - Probability %: |

Qualified Conditional

Product Details

Potential Amount: 0

This checkbox applies to both integrated and non-integrated products. This is significant
because now a user gets “Successful Referral” credit as soon as the qualified box is checked,
and retains that credit whether the business is booked or lost.

If this setting is enabled, a user will still get credit on either integrated or non-integrated
referrals that become booked business whether the qualified flag is checked or not.

If you enable the “In Person Event”, setting then a user will receive successful referral
credit when an “In Person Meeting” event is scheduled and marked as completed.

If this setting is enabled, a user will still get credit on either integrated or non-integrated
referrals that become booked business whether the qualified flag is checked or not.

The following screenshots display examples of how the Opportunities>Referrals and
Referral reports display Qualified Referrals.

Administrators Guide Page 93



<Lorelrac,,

An Aptean Company

‘gRsourceDne - v [ @ v Pagev Safety~ Tools~ @~

File My Account Help add: A B £ 1 view: [ @ (% Search Contacts (By Any Name): ~

s Home Referrals

o
Oy Opportunities > Referrals

. Opportunities
Update Group Export
Performance

Product Contact Amount Status Sales Stage Referrer Owner Outside Modified ~ fQual
Pipelinss & estatements R1 40,00 Open Lead Waiting in credit Ford, Lyle [&] &i1/2010 []
Production ) Basic Checking Consumer, John $500.00  Opened Accou... Ford, Gerald [d] 6112010 [}
— & Trust Account RLLLC $0.00  Open Lead Bush, George O sfzafzotn [
— @& Commercial Construction L... R1LLC §50,000.00  Open Lead Bush, George O sfzgjzotn | [
Queuss @& Direct Dsposit ABC Bricks 40.00 Open Lead Waiting on ap... Bush, George O 528i2010 O
Lost ‘ 180 Day CD Doe, John 41,500.00 In Progress Trittial Jefferson, Thomas O 4/5/2010 O

" Training

Fi Reports

* ¢ Administration

¢+ Marketing

~ Resources

USE CONDITIONAL

The Use Conditional field, located on the View Organization screen, can be set to either Yes
or No. When set to Yes, your users will see a checkbox on all activity screens (Send Referral,
Add and Edit Pipeline and Production).

NOTE: When modifying the setting of the conditional checkbox the application will need to

be reset for the change to take effect. Please see the Administration>Application Status
section for more information.
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-

ile

[ ‘& Opportunity: 3 Year Roth Conv Certificate {Castanza, George) - Windows Internet E:l:]:uk:irer_[Elﬂu1

(Save|[ SaveandAdd || SaveandClose || Close]

Opportunity: 3 Year Roth Conv Certificate (Castanza, George)

o -

|~
| < [F) castanza, George DESE
Product: |3 Year Roth Conv Certificate |[Qv]
w Owner: |User: |Washington, George || Me ” Push... ]

Status: In Progress -

Quick Notes: FontMame  «[gpt /B 7 U A |[iE &= = i=| A - 8

Referrer: |Washingt0n, George |

Created: |6/1/2010 10:52:13 AM Forecast: | 8/12/2010 |

Funds Source:  Inside A Referral Direct Mail A

Source:
Sales Stage: Initial A Probability %b: | |
Qualified

Product Details

I Conditional I

Potential Amount:

0

When set to No, your users will not see this checkbox.

NOTE: When modifying the setting of the conditional checkbox the application will need to
be reset for the change to take effect. Please see the Administration>Application Status
section for more information.

The meaning of the conditional checkbox is defined by your institution. It was designed
originally because many institutions wanted an easy way to identify a cross-sell. If your
institution intends to use it similarly you would train your users that when the referral,
pipeline or production they are working is a true cross-sell (by your own definition) then
the user should check the box. Then, you can set up Compensation Plans that provide
different payout values for activities that are or are not “conditional”.
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— Miew an Orgamization - Windows Internet Explorer
2 p

View Organization | Save |l Cancel

Mame: |America's Financial Institution

|
Addressi: [8200 N Mopac |
|
|

Address2: |

City: | Austin

State: | Texas v
Country: | United States [V]

URL: |

Primary Phone: | 512-236-9120

Fax: |

|
|
Alt. Phone: | |
|
|

Division: |

Referrals: | Both [V]

Another possible definition that could work in this model would be to use the conditional
checkbox to indicate whether the activity is for a new client versus existing client. Many
institutions have expressed an interest in differentiating one versus the other, and paying
compensation accordingly.

If you choose to use this checkbox, please ensure all users understand your organization’s

definition of Conditional, such as the two examples provided above, train your staff to check
the box at the right time, and set up compensation plans that reward users accordingly.
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ENABLE LOGGING
For use by CoreTrac Support only.

ACTIVE
For use by CoreTrac Support only.

DOCUMENTS LABEL
You can change the label of the Administration>Documents screen as shown in the image

below.

nnnnn add: 5 BB B4 | view: & @

Search Contacts (By Any Namel: ~

) Service Center Document Name /

W
R

Date Added
B/18/2004 3:38:57 PM All Departments General | documen it
47712010 3:07:21 PH All Departments. Users Guides
6/10/2010 3:17:47 PM All Departments. What's New 3.25

Department

ACTIVED ACIVE v | |
Documents
Label:

Message: Welcome to Resourcelne v3.40! =

MESSAGE

There is one field inside Organization which you may choose to change on a daily basis:
Message. You can change the Message text every day to reflect any new message that users
should see.

Click SAVE to save your changes.

NOTE: You can format your message with HTML tags to make it more noticeable.

Once you save your changes, you will need to reset the application and the message will
appear in the ResourceOne Home dashboard.

To Reset the Application, go to Administration>Application Status and select the “Restart
Application” button.

NOTE: If you do not use Single Sign On then all users currently logged into ResourceOne will
be required to login again when the application restarts. For those organizations using
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Single Sign On your users will not be affected. It is recommended to restart the application
before or after business hours.

Resou rceOne

Resourcetns Application Administration

vt Types Fuad e by tedie d, ok Tost Uad,..", Test Emai...

bt | r—
biad AF] Dem Version 375 ~ || ther Production A fa
- Thene are 3 recands. | v | full Geach View
Customer Service Remander Type. At Amaunt ® Amaunt
i ey L e i 50000 Preduction
Riscen Actions. 7 bemset s ]
3 ore L] 200 i
+2° SRS
User Prpeline o
[Mecen 2 [Pt dragh view
Ssleistige  Fwehaes _ Cress Gross_Teral
1 podest. 4 47,7000 Pipeline
Metw QL. § $28,000.00
3 PopeA 1 w0
4 5 #55,123:00
5 meweah o B
5 hmhd 1 42,0000
7 Koo o 00
& wamgan.. 1 w0
1 Qa3 L0000 s
o Aty Queses
G el nomt et - Trowibied Lo 7
B Autsloes 3
i 008 Queue 1
i Cove G
i Froc sert a
= B seraee Contir Gueus 3
B un Sere Queue 5
i O lmes 2 kg |

ADDING HTML FORMATTING TO WELCOME MESSAGE
This method uses Microsoft Word to enhance the text as much as you want and then uses
Word to do the work of creating the HTML.

1. Open Microsoft Word and create your message.
2. Under the File menu, select Save As.
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3. Enter a File Name.

Under Save As, select Web Page, Filtered.

Save the file to an easy to reach area such as your desktop.

Right click on the new document and select “Open With” and choose Notepad.

You will now have a notepad document open that has all of the HTML tags ready to

go.

8. Open ResourceOne and navigate to the Organization area like you normally would
to edit the Welcome Message.

9. Select the text from the notepad document and past it into the Organization’s
Message text box.

10. Save the Organization information.

N o us

OUTSIDE INSTITUTIONS

Outside Institutions appear in a dropdown menu in the Outside Accounts section of the
contact profile tab. Outside Accounts is an area where your employees can identify
accounts that your clients or prospects own at other institutions.

Tl ]

File = [ Print Contact ][ Save and Close I

Contact: John Consumer

-

Related Contacts Mo outside accounts have been entered for this contact.
e — Delete Account Add Account

When adding a new Outside Account one option for the user is to select the institution that
owns the account:
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"4 — [r——
& Mew Outside Account -- Webpage Dialog w— |
New Outside Account I

Account Type: Select type from list

Institution: Select institution from list or type in name

Purpose: Select institution from list or type in name

Bank of America
Bank One
Balance: Citibank

Rate:

Maturity Date:  |[JP Morgan Chase
Motes: Merrill Lynch

ADD NEW OUTSIDE INSTITUTIONS

To add a new outside institution you can use the Administration>Outside Institutions link:

| EH APTEAN

oOoon

ooopoooooon

| Esaet e vefa Ui g eanatas

1. Select the Update>New... menu and the New Outside Institution screen will appear.
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Outside Institutions

Update | Export

:

[ n

ank of America

ank One

' Citibank T ——
@ New Outside Institution - Windows Intemet Explo, . s (5l e |
e ——

JP Morgan Chase

| Open...

ooO
i it |
L

8 reriinen New Outside Institution

Save | | Cancel

2. Add the Outside Institution name in the Name field.

3. Select save.

EDIT OR DELETE OUTSIDE INSTITUTIONS

You can edit the Outside Institution by selecting the icon next to the institution name or the
select the checkbox and then use the Update>Open... menu. The Edit Outside Institution
screen will appear.

| & Edit Qutside Institution - Windows Internet Explore

Edit Outside Institution

Citibank

Save | | Cancel

Once your changes have been made, select Save.

You can delete an Outside Institution using the blue “X”:
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ResourceOne B APTEAN
Hﬂm Help - . s g |

Bk of e Otarks.
Bark Ore
Citbank

| Esxad e tof1 1 o 1> ot 5

PRODUCTS

You can add and edit products in ResourceOne as the product offerings of your institution
change.

The Products feature lists all products currently available at your organization. Products
can be added by selecting Update>New Product..., while existing products may be edited by
clicking the product name and making the necessary changes. Using the menu options you
can group your list by product type or export information as necessary.

_ Help B [Search Contacts (By Companyk [w] [
Products
Administration > Products.
Product Type Product Code  Gen  Int  Active Uescriptsn
L] B 1Yewrfoth Corw Certificate T4 1% #
[1 B iYewfoth@ACosdeate A 121 =) it
[1 B 17ear Roth A Crrtitente mA =] o
[ B9 12Merthsiper @ ™ ™0 ) 5
[ B mopeyen HE 0 = 150 Dary €, duits rollrver
[ B 3YewRothCorn Cortifiats  TRA s 5 =
08 ox oTHER RET 401 =} o Maruged 4310 Pl
i [0 B Mreosce Fodst INSURLANCE 1 v
Regiors. [0 B aolom CONSUMER LOWS n_aso ) 7 mm
Branches [0 B Actoiosn -3 Mohew CONRMER LOWE 4 ¥ Autolosn I
O B actobosn - aghice > 100k CONEMIR O 10003 W Aubo Loan - Hghine > 100k '
[0 B bascchedong CONSMER CHECKING 5 base ¥ W Bascchedirg
Cast Areas O B tascoo CONSMER CHEONG ddbasc
Compansaton [ & voosw®a 1 ] E
Cocannie [1 E§ rokerage Services ERONIRAGE 8 ¥ tesng 123
[ B9 BusressArshssCheding  COMMERCIAL CHEOTMG BAC ¥ et
Everd Types. Oos cash letter offered tn FI's
Gk ] g
[m] dhedang
T | 1 0§ Commeroal Cormimuctioninan  COMMERCIAL LOMNS £ Commertial ConsFucton Losn
Lo H [ 0 Gommercialloan COMMERCIAL LONS 3 Comemestial Lo
Crboarding [ B Cormume BiPay INTERNETRANS Bt Bll pury nerces - Cheddeee phg
PO (mpy- | it prochuct
0O 9
0O Direct Deposit
O9 et
~
-
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Adding a Product
To add a product:
1. Under Administration, click Products.

2. Select Update>New Product.... The Add Product screen will display.

File My Account Help

# Home

8y :
PPEIRECEC IR Administration > Products

‘.~ Opportunities
Updite| Group  Expart
Training

: e
— New Procuct... =
i Reports | | 75 New Product - Intermet Exp s s =) |
o Open... il
© Administration y
i & L vear Foth IRA Ce File Save and Close
New Product
Overview
Product Data
CodeID: | |
| Tvee [BROKERAGE
Descripti = = = "
I ription: |§ﬁ’=5 = = BIHM%%'*%@%@?|
¥
fl | FontName - Real..~ Zoom '|
¥
]
(|
(|
I [ generic
[service
\ Dlntegrabed
: [active
i
i
|
| User fwadingln Gerge © ReamwdSttuster

3. Enter the Code/ID - this is the product number, or unique identifier for this
particular product. This is a required field and if this is an integrated product it
must match what is coming from the core.

4. Enter the Name of the product. The name is what users of ResourceOne will see
when selecting a product.

5. Select the product type. The type should match the extract file that the product
comes from in your daily processing.

6. Enter a description of the product.
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7. ldentify if this is a “Generic” product. Generic products can be used if you want to
restrict the number of products viewable by a role (show only generic or all) or
these can be used if there are users who are not familiar with the entire suite of
products offered by the organization. Users can select generic products when
creating referrals and pipelines.

8. Indicate whether or not this product is integrated with your core system. Select the
checkbox if accounts of this product type will be uploaded from the core extracts to
ResourceOne. Do not select the checkbox if these accounts will NOT be imported
from the core. Even if a product resides on the core does not mean that it is
integrated. A good example is ‘ATM Card.” ATM Card is usually stored on the core,
but it is not an integrated product (usually not present in an extract file).

9. Select whether this product is active or inactive. If it is active, it will display in the
Product dropdown list on the add/edit referral, pipeline, production and lost

screens.

10. Select Save or Save and Close.

You will now be able to see this new product in your Products list.

VIEWING AND EDITING A PRODUCT
To view or edit a product:

1. Under Administration, click Products.
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2. Click the product you wish to view or edit. This will display the View Product screen

in which you can edit and save changes.

File

[ Owerview ' MNotes I Attachments I Auto-task 1

78 Product Bac Chacing T E e P
Product: Basic Checking

IE” Save and Close || Close |

Product Data
Code/ID: | 5_basic |
Hame: | Basic Checking |
| Tvpe [ CONSUMER CHECKING
Descripti = = = = . =
! PHOT | g4 SIS B 7 Uae A K D B & E Y
L
i |FontName +| Real .. Zoom -~
L Basic Chedking
Ll
]
i
| DGeneric
DService
| [+]Integrated
: Active
|
i
i
| User Washingion,George @) RecordStatwsisaveswecesstl
A

w

Make any necessary changes.

4. Click SAVE.

You will now be able to see your edited product in the Products list.

SEARCH FOR A SPECIFIC PRODUCT

You can type in part or the entire product name or product code (product number) and click
the magnifying glass icon to search and narrow the viewable list of products. To redisplay

the full list select the icon with the blue “x”.
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Bl APTEAN
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0 1 ¥ear Roth Conv Certitheate TRA % ¥ -
(m} 1 ¥ear Rath IRA Certficate ma m b i
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O 12 Month Super O THE 1240 v ®
(| 80 Dy O TIHE n v 80 Dy 2, o rolover
(m| 1vear Roth Conv Certeate  TRA = ¥
O W OTHER. RET 401 ¥ o Mansged H01K Pan
(m] Al Ingurance Products INRRNAE u v
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0 Auts Laan - Highine > 100k CONSMER LOME o0 o AuAnLoan - Hghine 3 K0k 1
O Buanic Cherking CONSLMER CHECKING 5_basic ¥ ¥ Be Cheding
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SETTING AUTO-TASKS FOR A PRODUCT

ResourceOne allows the setup of an automated task list for each product. Each time a new
pipeline is created for a product that has Auto-tasks created, those tasks are assigned to the
pipeline owner. For example, if all Loans need to follow the same specific steps before the
account is opened:

o fill outan application

e run the credit score

e appraisal

Individual tasks, those outside of Auto-tasks, can still be added to an individual pipeline
basis using the Tasks tab.

Below is an image showing the Auto-Tasks tab from the View Product screen.
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g Preduct: Commercial Loan - Windows Internet Explorer

Il Product: Commercial Loan

Overview l Notes l Attachments ‘ Auto-task ]

Update  Export
Delete Title Duration (in days) =
Pre-Qualification
City Permit
Apprasial
Loan Application
Finalization

The Auto-tasks tab displays:
e Delete Icon - the blue “x” will allow you to remove an auto-task.

e Title - the name of Task.

e Due (in days) - the number of days this task should take to complete from the start
of the pipeline.

e Active - indicates status of each individual task.

ADDING AN AUTO-TASK

To add a new task, follow the steps listed below:
1. Open a Product through the Administration>Products screen.

2. Under the Auto-task tab, click on the Update menu “New Task...”
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/& Product: Commercial Loan - Windows Intemet Explore o 0 3
I

Il Product: Commercial Loan

Overview ' Notes ] Attachments ] Auto-task ]

T r— e

MNew Task... | Title Duration (in days) Active
hation 65 [E]
| Open. ualification 30 =
O @ cityPermit 50 |
[ #® apprasal 60 =
[1 @  Loan Application 60 Ed|

3. The Add an Auto-task window displays.

New Auto-task

Product: Commercial Loan

Title:

Due {in days):

Default Mote: Fant Mame vB I U

Status: Inactive -

4. Select a name for the Task and enter it in the Title field.

5. Enter the number of days in the “Due (in days).” This is the number of days after
an opportunity becomes active (either a referral becomes “In Progress” or a
pipeline is created) that the task should be completed.

6. Enter a Default Note. The Default Note is a brief description of the task that
will be displayed on the Auto-tasks Tab.

7. Click Save, this will add the task to the Auto-task Tab view.
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EDITING AN AUTO-TASK

Clicking on a Task from the Auto-task tab brings up the following window.

£ Edit Auto-task - Windows Internet Explorei

|| Edit Auto-task
Product: Commercial Loan

Title: Pre-Qualification

Due {indays): 30

Diefault Note: Font Marme

Pre-Gualification

Status: Active -

Save | | Cancel

Edit your information. Click Save when you are done.

ResourceOne users will now see the Tasks assigned to them for each new referral under the
ResourceOne Home> Tasks screen. This is described fully in the ResourceOne Users guide.

APPLYING AUTO-TASKS FROM ANOTHER PRODUCT
This functionality gives you the ability to apply a set of Auto-tasks from one Product to
another. After assigning Auto-tasks to any product, you can apply the same tasks to another

product without having to recreate them.

The image below shows the Auto-tasks tab for a Product that does not currently have any
Auto-tasks. Perform the following steps to assign Auto-tasks from an existing Product.

1. Select the “Copy Tasks” button.
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‘
S e e T e

: 5
<) [ svend lose | (Close] |
Product: Home Improvement

Overview ’ Notes ' Attachments ] Autn—bsk]

Update Export I Copy Tasks I

Delete
No records to display.

Title

Duration (in days) Active

L

2. A dropdown listis dlsplayed showmg all products that contain Auto tasks.

&l Copy Auto-Tasks for

Copy Auto-Tasks for Home Improvement

Copy tasks from:

Finalization
Loan Application
Pre-Qualification

Apprasial

Mortgage Loan(4)

Auto Loan{s)

Basic Checking(g)

Estate Planning(2)

Brokerage Services(2
Mortgage Loanis)

All Insurance Products(2)

1 Year Roth Cony Certificate(2)
Personal Loan(2)

Super Savings Money Market(S)
Free Checking(4)

Horme Equity Loan(=)

1 Year Roth IRA Certificate(3)
Commercial Loan{S)

Duration (in days)

4. Select Copy Tasks.
NOTE: You can also edit the tasks applied from another product.

QUEUES

Copy Tasks

3. Select the product that contains a similar set of Auto-tasks to assign to the current
product.

Queues can be created to give your management control over how referrals, events, tasks or
service cases are handled. User roles and/or departments within ResourceOne are assigned
to queues. Product types or products are assigned to the “Opportunity” type queue. A
product type or product can only be assigned to one queue, however a role or department
can be granted access to multiple queues. Only administrators can create or modify queues.
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Below is an example of what the employee will see when managing Opportunity queues:

ResourceOne

'| Queue Management

10000000

Garer Proshict Cppartaity
ot Seonces ] i Cppertanity
Bokee (m} Irestmenss Ooperunity
P Loan Queue: Spperianity ¥

O ooooc

SETTING UP A NEW QUEUE
To Setup a Queue:

1. Under Administration, click Queues.

2. On the main Queues screen, select the Update menu and click “New...” The New
Queue screen will be displayed.
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et Explore .:.LEX |

New Queue

Mame:

Type: Case -
Active: Inactive A
Restrictions

Time Limnits Mone - Max Open: I:l

Enter a Name for the Queue. This must be a unique name, for instance, North
Branch IRA Referrals.

Select the type of Queue (your options include Case, Event, Opportunity, and Task)

Case Queue - queue for service cases.

Event Queue - queue for events (calls, meetings, letters, etc.)
Opportunity - queue for referrals.

Task - queue for tasks.

a0 o

Select whether this queue is active or inactive.

Enter a Time Limit. You can specify the amount of time that an activity can remain
unclaimed. Once the limit has been reached, the oldest activity must be claimed
before any other activities can be claimed.

Enter Max Open (for Opportunity queues). This is the number of opportunities
allowed in a person’s pipeline at any given time. If you enter 5, for example, a user
with 5 or more pipeline opportunities cannot pull opportunities from this queue
until they have fewer than 5 pipeline opportunities. Setting the value to ‘0’ will
remove the limit on the number of pipelines that can be claimed by a user.
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8. Select Save and the queue screen will refresh. You will see new options on the left,
Members, Products, Notes and Attachments.

9. To grant access to the queue you will need to assign roles and/or departments.
Select the Members tab.

e

RA (Opportunity)

L | | cuafications | users

Members IE]
| Department Role

Products
No members selected

10. Using the dropdown menus at the bottom of the page you can identify which
Departments and/or Roles will have access to this queue. Once you select a
Department or Role select the “Add Rule” button. To remove any Departments
and/or Roles that have access you will need to select the checkbox next to the
department or role and click the “Delete Selection” button.

~ | addiule | [ De

To view which users have been granted access to the queue you can select the
“Users” tab. You can open user records, add new users, group by branch or
department or role and export a list if necessary from this page.
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11.

File Save and C| Close

Checking Queue (Opportunity)

Group  Export  ------ Alafaya Branch ------ - uo Search Users: Q Q
User Branch Department Role Email Added By Rule on Role
4% Ford, Gerald Main Branch ResourceOne Admin  Gford@afi.Com L]

1> | Page lofl | Items 1-10f1

You can also add individual users from this screen using the following dropdown:

Saveand Close | [ Close

Group  Export ------ Alafaya Branch ------ ‘ - uo Search Users: @k 0
| user e - | ok = Added By Rule on Role

— * Filmore, Milard | Loan Officer Mk 5 B,

& Ford, Gerald |« Pok, James | Regional Manager sourceOne Admin - Gford@Afi.Com L]

*\u, Daniel | Resourceone Admin

Austin Branch ——

* Adams, John | Regional Manager
Colonial Branch ——-

* Ajax, 1im | New Accounts

East Branch ——

* Eisenhower, Dwight | Teler

* Harrison, Berjamin | Regional Manager
* Kennedy, John | Loan Officer

* Mondale, Walter | Resourceone Admin
* Roosevelt, Frankln | Back Office

First Street Branch — T

S et LU Grant, Ulysses | Regional Manager
— Jolyville Branch —
h] * Featherston, Stuart | Regional Manager
— e e — — Lake Buena Vista Branch —-

If any individual users need to be removed from the queue, you can select the

m

checkbox next to their name and use the |Q‘ icon to remove them from the list.

When you are finished, click “Save and Close” to save your changes and return to the
View Queue screen.

Click the Products tab.

NOTE: Event, Tasks, and Case queues do not require products.
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=ET)

A (Opportunity)

Qualifying Products

Product Type Product Code Active
No products selected

Delete Selection

Add Products...

Using the “Product Type” dropdown, select the product type that needs to be
assigned to the queue. Once identified you can use the individual checkboxes to
isolate products within a product type or select the top checkbox to select all. Select
the “Add to Qualifiers” button to assign these products to the queue.

o s oy s poes WL

North Branch IRA (Opportunity) Products

Product Type: BROKERAGE

Product
All BROKERAGE Products

Brokerage Services g

Group Fund test_prod2
Mutual Fund 5454

RREREE

Brokerage Product Type -

-

l Add To Qualifiers I lclose I

To remove products from the queue, select one or more products or product types
using the checkbox and click the “Delete Selection” button.
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: ch IR 5 [F=SFERES)
;
North Branch IRA (Opportunity)
| =
[men ] 2
| e i —
| =5 | BrOKERAGE Al Products TEr

12. When you are finished, click “Save and Close” to save your changes and return to the
Queue list.

IMPORTANT RULE: Once you have used a product type or a product for a queue, you
cannot include that product type or product in another queue.

VIEWING AND EDITING QUEUES

You can make changes to existing queues as the needs of your organization change over
time.

To view and/or edit an existing Queue:
1. Under Administration, click Queues.

2. Select the Queue you wish to view or edit. Single click the queue to display the View
Queue screen.
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North Branch IRA (Opportunity)
% e

Restrictions
Attachments

Information

Name: ‘North Branch RA

‘Dpportumly

Active: Active

Time Limit: None

3. The View Queue screen allows you to modify the name of the queue, identify if this
queue is active, edit the time limit, or change the maximum number of open

activities a user can have before being denied new queue activities.

4. Ifyou want to view or edit the users associated with this queue, click the Members
tab. Once you click Members, you will see the current roles or departments assigned

to the queue.

Identify any new Department(s) or Role(s) that need access using the drop down

North Branch IRA (Opportunity)

Qualifications ! Users

Department

{3 Personal Lending

Any department

~ Anyrole

~ [_AddRule ] [ DeleteSelection |

menus at the bottom of the page and select the “Add Rule” button.
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To remove users from the queue, select the checkbox next to the role or department
and select the “Delete Selection” button.

When you are finished, click “Save and Close” to save your changes and return to the
View Queue screen.

5. If you want to view or edit the list of products associated with this queue, click the
Products tab.

S

l? Queue: North Branch IRA - Wind =t Explor =

Quialifying Products

[ Product Type Product Code Active
= = BROKERAGE All Products
T

Delete Selection

Add Products...

Identify any new Product Type(s) or Product(s) that need to be assigned using the
“Add Products...” button at the bottom of the page. You will then use the Product
Type dropdown to identify the product type and the checkboxes to select with
product(s) will be assigned to the queue.

To remove products from the queue, select the checkbox next to the product or
product type and select the “Delete Selection” button.

When you are finished, click “Save and Close” to save your changes and return to the
View Queue screen.

6. When you are finished with all your changes, click SAVE.
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RELATIONSHIPS

This feature allows you to define and manage a list of relationship codes that come from
your core system, which will identify how a customer is related to an account. Your users
can see additional relationships on activities for a given customer, such as Signor,
Underwriter, and Guarantor.

IMPORTANT NOTE: Your core extracts must be formatted as “Expanded Relationships” to
use this function. If you have any questions about the format of your extracts please contact
CoreTrac Support (support@coretrac.com).

Relationships

Update Expart

P
cu
T
cus
5

u
i
W

i i i i i i G i Gl

o

Code

Description
Principal
Cust
Test
Custodian
Signer
Underwriter
Mew Code
VIP

To add a new Relationship:

1. Under Administration, click Relationships.

2. Select the “Update>New..." menu.
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N

& Mew Relationship - Windaws Intemet Explo

New Relationship

Code:
Descripkion:

Primary Indicator: ~ No -

Sork Order:

Status: Inactive

Save | | Cancel |

Code: Type in the relationship code that identifies the relationship on the account.
The code should exactly match the code from the core extract files.

Description: Type in the name of the relationship that you are identifying.
Primary Indicator: The primary indicator determines whether or not the contact
should be considered primary on the account. If there is more than one primary
on an account then that account will show up once for each primary on the
Production Report. Select Yes if the relationship code is a primary indicator and
No if the relationship code is not.

Select the Sort Order.

Status: Active or Inactive

Click Save.

Note: All fields can be edited by clicking the code displayed on the
Administration>Relationships screen.

REFERRAL SOURCES

Referral Sources can be used to identify how leads are originated. This administrative
option allows you to manage the list of possible referrals sources that your employees can
select when creating a Referral or Pipeline. You can use this field as a filter later in
reporting, which can be helpful in determining the value of referral relationships, marketing
campaigns, distributing bonus compensation, etc.
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Examples of referrals sources are:
e Radio Campaign
e Brokerage House

e Website
e Direct Mail
e WalklIn
ADD A REFERRAL SOURCE

1. Toadd a new entry to the list, click Update>New... The New Referral Source screen
will display.

New Referral Source

Referral Source:

Status: Inactive =

Save | | Cancel

2. Enter the name of the new Referral Source.
3. Select Active.
4. C(Click Save.

Click SAVE when you are complete.

VIEWING OR EDITING A REFERRAL SOURCE
To view or edit a referral source:

1. Go to Administration>Referral Sources
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Referral Sources

f
i

O G2 e o
[ B colces =
[] I3 Conter o trlance jcon} w
Bl| O 3 comentorn =
[ &3 Orectvat =3
[] i Crelked W
[ 0 frhowme 5
ueat Reasans. O] B b fontact =
Criosning ] & rrencs Tmes ad =5
O] 3 Gres oo
=] 5 Ertiated by Merber ¥
Outsie Instiutins OB wise ¥
raduct 1] (1 B revepaer =
Frafitabity O B e &
O & ote £
Sueucs [] 3 outhoundcals W
Rrlatortgn O 0 wekin o
O [ website £
efoudSanc o8

2. Click on the entry you wish to view. This will bring up an Edit Referral Source
screen.

& Edit Referral Source - Windows Intemet Explurer_ [E=REER

Edit Referral Source

Referral Source: |Direct Il

Status: Active -

Save | | Cancel

3. The name of a Referral Source cannot be changed, you may only edit the status. If
you wish to rename a referral source, you will need to inactivate it and add a new
one. This is necessary in order to preserve historical data.

ROLES

By default, user rights in ResourceOne are determined by the user’s role. In ResourceOne
you can modify existing roles, add new roles, or establish/modify role permissions and
change the role permissions.
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ADDING ROLES

Each ResourceOne installation begins with a default set of roles that already have default
rights set up. If you need to add to or modify these roles and their rights, you can do so.

If you cannot fit a user into an existing role, to add a role:
1. Under Administration, go to Roles.

2. Select “Update>New...”

e i3

[Save] [ savesnd Close cm_

Boke Data

Mame: Now Acoounts Rep 2
Dot [ Rercoy o3
[ ncmve
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3. Enter the role name. THIS FIELD IS REQUIRED.
4. Enter a description.

5. Select whether the role is active for use. The role will default as active, but you can
select inactive if you do not want this role to be available. THIS FIELD IS
REQUIRED.

6. Click SAVE. You will now be able to view and edit this role from the listing on the
Roles main screen. You can also identify users assigned to this role, edit/assign
permissions or add notes and attachments.

VIEWING AND/OR EDITING EXISTING ROLES

To view/edit an Existing Role:
1. Under Administration, click Roles.

2. Select the role which you want to view or edit. Single clicking the role icon or
selecting the checkbox and then using Update>Open will display the Role screen.

3. Here you can make modifications to the name, description and status of the role in
the “Overview” tab.
[ rote: New Accounts ep ———

Role: New Accounts Rep 2

Overview ' Users ’ Permissions rNutes Ia‘-\ﬂachmenis ]

Role Data

Name: | Mew Accounts Rep 2 |

Description: | Mew Accounts Rep 2 |
Active

e e L —

4. When clicking the “Users” tab you can view which users are currently assigned to
this role. Within this tab you can review existing user records, add new users to the
application, group users by Department or Branch, or Export the users list.
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G

Role: Manager

Overview ‘ Users ' Permissions ' MNotes ] Attachments ]

Update Group Export @
User Branch Department Email

| & | Carter, James Odessa Personal Lending | jecarter @afibank. com |

B Eisenhower, Dwight  Cornell Executive deisenhower @afibank.com

& Humphrey, Hubert ~ Sycamore  Mew Accounts hhumphrey@afibank.com

B Kennett, Gina gkennett@memberonefcu.com

& Lincoln, Abraham Sycamore  Teller alincoln @afibank. com

B Manager, Daniel Main noti@realaddress.org

& Rockefeller, Nelson  Cornell Teller nrockefeler @afibank. com

5. Permissions of a role can be modified using the “Permissions” tab. Using the
permissions hierarchy any checkbox that is selected will assign that permission to
the role (please keep in mind that by assigning the top level permissions such as
“Administration” ResourceOne does not automatically grant all detailed Admin
features). Please see the “Role Permissions” section for more information.

P =)

Role: Manager

Qverview I Users ' Permissions l Notes I Attachments }

Permissions

Home
Administration
Notes
Opportunities
Contacts
Reports
Marketing
Service Center
Resources
Training

6. Notes can be added to the role using the “Notes” tab.
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/& Role: Manager - Windows Intemet Explorer [ e

Role: Manager

Qverview ’ Users ’ Permissions ' Motes ' Attachments 1

Update Group Export &) Read View - [2
Delete Note Related Entity
Mo notes to display.

7. Attachments can be added to the role using the “Attachments” tab.

- —
(& Role: Manager - Windows Internet Explarer E.L

File

Role: Manager

Overview , Users , Permissions , Notes ' Attachments \

Update Group Export &l [
Hame Added By Date Details
Mo attachments to display.

You will now be able to see the changes you made to this role in the Roles Main Screen.

DELEGATE FUNCTIONALITY

To assign the Delegate User Permission to the entire role:

e C(lick on Administration-> Roles and then select a role by double clicking on the
role. Select the Permissions tab to view the Permissions tree. Under
Administration you will see a box for Delegate User Permission. Check this box to
assign the permission to the selected role. This will add the “Change View” button at
the top of several pages (Calendar, Events, Tasks, Performance, Pipelines,
Production, Referrals, and Lost) to allow these employees to manage the data of
other users.
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Role: Teller

Overview I Users I Permissions I Notes ‘ Attachments ' Delegate User I Delegate Role ]

Per

E| Administration

- [] Add Institution

- [] Application Status

-] Branches

- [] case Areas
D Compensation

- [] corections

" D Custom Item Types
[] Custom Items

r" N Delegate User Permission I

o D Departments

-] Documents

[ Goals

- [] Help Desk Ticket Categary
-] Lost Reasons

- Onboarding

[ organizations

o The Delegate User tab will allow you to add employees individually who can then
edit all users within the role you are currently viewing/editing. This will also show
all users that were added by role. Users added by role will be “grayed out”, and
cannot be removed individually. In the example below, the “Teller” role is already
assigned as a delegate role to “Business Development”, therefore all Tellers are
listed as “Current Delegate User(s)” in gray text.

(= Role: B

_lgl—g

Save and Close E

Role: Business Development

Overview ] Users ] Permissions ] Notes ] Attachments ' Delegate User ‘ Delegate Role ]

Type: |User
Branch: .

Available User(s)
User

S
Department: I .

Mo records to display.

Last Name: |

| | Search

Role: I .

Current Delegate User(s)
User

Hoover, Herbert
Truman, Harry
Filmore, Millard
Van Buren, Martin
Jackson, Andrew

Teller, Daniel

Kennedy, John

o The Delegate Role tab will allow you to add roles that can edit all users within the
role you are currently viewing/editing. In the example below, anyone in the “Teller”
role is a delegate of any user in the “Business Development” role.
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Role: Business Development

Overview ] Users ] Permissions ' Motes ' Attachments ] Delegate User I Delegate Role I

Available Role(s) Current Delegate Role(s)
Role Role
Back Office ITeIIer

Call Center Agent
CoreTraclink Admin

CSR1

Executive
Insurance Broker

Intern

To assign the Delegate User Permission to an individual user (only used when you have
“custom” user permissions active):

e C(lick on Administration-> Users and then select a user by double clicking on a
specific user. Select the Permissions pane to view the Permissions tree. Under
Administration you will see a box for Delegate User Permission. Check this box to
assign the permission to the selected user.
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T )
-

User: Jackson, Kyle

User Information
— First Name: Middle Name: I:I Last Name: | Jackson |

Permissions

urertame sy s sone: i
Tickets

Core User ID: | |
Events

Branch: [Main Role: [ gan Administrator
Tasks

Department:  [parsonal Lending Manager: | Manager, Larry
Mot : ion:

ores Goals: IRoIe—based Goals Compensation: |Ro|e—based Comp V] custom Perms

Attachmente Out of Office: ac o

[l
Save and Close

=3 Jackson, Kyle - Inte cplo

File Change Password

User: Jackson, Kyle

ervi rer i i
i
5 £l Administration
- [] Add Institution

i

SCores

Delegate 1|

Delegate T

" e
[ case Areas
- [ Custom Ttem Types
[ Custom Items

Delegate User Permission

[

Attachments

The Delegate User pane will allow you to add employees who can then edit data for
the user you are currently viewing/editing. This view will also show all users that
were added by role. Users added by role will be “grayed out”, and cannot be
removed individually. In the example below, user “Kyle Jackson” is a delegate for
employee “Patrick Smith”, therefore Kyle can manage the activity of Patrick.

r
ﬁ Smith, Patrick - Internet Explorer

Change Password

| User: Smith, Patrick

Save and Close

Overview
Type: User First Name: Last Name: I:laCkS‘-"l'1 " Search |
Permissions Branch: . Department: I . Role: I .
Tickets Available User(s) Current Delegate User(s)
Events lser yser
Mo records to display. IJad(son, Kyle I

Tasks
Notes

Attachments

W
=
@
"]

Delegate User

Delegate Role

The Delegate Role pane will allow you to assign employees of a role(s) so that these
users can edit data for the employee you are currently viewing. In the example
below, the “Teller” role is a delegate to “James Carter”, therefore any “Teller” can
manage data for James.
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g Carter, James
User: Carter, James
SvErac Available Role(s) Current Delegate Role(s)
Role Role
Back Office I Teler I
Tickets ~
Business Development
Tasks CoreTraclink Admin _
Notes Rl
Executive
— Insurance Broker w
<13 | Page 1of1 | Items 1- 150f 15 <1> | Page1of1 | tems 1-1of 1
Delegate User
Delegate Role
Viewing Permissions

Users can view their own delegate permissions by clicking on My Account-> My User and
then on either the Delegate User or Delegate Role buttons to view their permissions.

| My Aceount | vieip
s Dashboard

Current Delegate Roke{s)
Rate
= |

Sample

Below is an example of a pipeline opportunity highlighting which fields a delegate user can
modify:

Before - all pipeline details remain locked and John Adams cannot edit this information:
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ﬁ Opportunity: SBA 504

| Opportunity: SBA 504 (Community Industries)

I Overview

Information

Contact: = r N
Events ‘ Community Industries

Product:
Tasks ‘ TR T

Owner:

‘ Bernson, Corbin
Attachments

Status: ‘In Progress

Acct #: ‘

@ EFESiE B Da M5

Quick MNotes:

||FontName '|Real...'| ‘Zoom '|

Referrer: ‘V-.'ashlngtonr George

Referrer Branch: ‘ Lexington

Created:

9/2/2014 12:00:00 AM | Forecast: 5/14/2006

Funds Source: ‘Inmde | REFErraIScurcE:|Bi“hoa[d

Referr ;
Coracty [ Unassigned

Sales Stage: ‘Qualiﬁed | Probability %6 |50

O conditional
Product Details
Potential Loan Amount: |$75 000.00

After - various pipeline details are now unlocked and John Adams can edit this information:
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P e e . ]

i Save and Add Save and Close

| Opportunity: SBA 504 (Community Industries)

Owerview 1

Totes Information

Contact: -
Events |E Community Industries

Product:
= [s8A 504

[&~]

Owner: i
IUser: .v Bernson, Corbin
Attachments . ‘ Z

|F‘ipelme|

Status: IIn Frogress

Quick Notes:

[ EEEIEE B 7 Uae Hda|ld 2 B &GP

|FuntNamE ~ Real ..~ Zoom -

Referrer: |Washingt0n, George

Referrer Branch: Lexington

Created: 9/2/2014 12:00:00 AM |

Forecast: | 5/14/2006

Funds Source: |1n5|de ReferraISouroe:IBIHboard

Referring i
. |ﬁj Unassigned

Product Details

Sales Stage: IQuaIiﬁed FProbability %6 | 50

[ conditional

Potential Loan Amount: $75,000.00

ROLE PERMISSIONS

ResourceOne Permission

Description

Home>
Calendar

Grants/Restricts access to the
ResourceOne calendar. The
calendar is used to view
scheduled events and tasks or add
generic events.

Administration

Grants/Restricts access to the
Administration tab.

Administration>
Add Institution

Grants/Restricts access to the
Outside Institution link. This link
is used to add additional financial
institutions to the list in the
Outside Accounts section.

Administration>
Application Status

Grants/Restricts access to
Application Status. Application
Status allows you to reset the
product cache and the
application.
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Administration>
Branches

Grants/Restricts access to the
Branches feature. Branches allow
you to create, edit, and deactivate
branches.

Administration>
Case Areas

Grants/Restricts access to Case
Areas. Case Areas allow you to
create, edit, or deactivate Case
Categories Sub Categories. Within
Case Areas you can also create
new Case Categories.

Administration>
Compensation

Grants/Restricts access to the
Compensation feature.
Compensation allows you to
create, edit, or deactivate
compensation plans for user,
roles or branches.

Administration>
Corrections

Grants/Restricts access to the
Corrections feature. Corrections
allow you to delete contacts,
opportunities, or accounts and
merge data.

Administration>
Departments

Grants/Restricts access to the
Departments link. This feature is
used to add new Departments to
ResourceOne which are used to
grant access to queues, run
reports, and group users.

Administration>
Documents

Grants/Restricts access to
Documents. Documents allow
you to create, edit, or remove
documents in ResourceOne.
These documents will appear
within the “Resources” tab.

Administration>
Goals

Grants/Restricts access to the
Goals feature. Goals allow you to
create, edit, or deactivate goals
for users, roles or branches.

Administration>
Lost Reasons

Grants/Restricts access to Lost
Reasons. Lost Reasons allow you
to create or deactivate Lost
Reasons.

Administration>
Onboarding

Grants/Restricts access to the
Onboarding link. The Onboarding
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feature is an administrative
process that defines the rules
used to auto generate post
production events or tasks.

Administration>
Organizations

Grants/Restricts access to
Organizations. The Organizations
feature is used to define or edit
the dashboard message, qualified
method, the conditional checkbox,
or general information about the
organization.

Administration>
Processing Log

Grants/Restricts access to the
Processing Log. The Processing
Log is updated each time new files
are processed and displays any
records that have not processed
successfully.

Referral Sources

Administration> Grants/Restricts access to
Products Products. Products allow you to
create, edit, or deactivate
products. In addition Auto-Tasks
can be created, edited, or
removed from products.
Administration> Grants/Restricts access to
Profitability Profitability. Profitability is an
optional module that your
organization can purchase.
Administration> Grants/Restricts access to
Queues Queues. Queues allow you to
create or edit Opportunity, Event,
Task, or Case queues.
Administration> Grants/Restricts access to

Referral Sources. Referral
Sources allow you to create or
deactivate Referral Sources.

Administration>
Relationships

Grants/Restricts access to
Relationships. Relationships
allow you to create or edit
additional account relationships
in ResourceOne (NOTE: your core
extracts will need to be created in
the “Expanded Relationships”
format).
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Administration> Grants/Restricts access to Roles.
Roles Roles allow you to create, edit, or
remove roles, view users of the
role and define permissions for
the role.
Administration> Grants/Restricts access to Sales

Sales Stages

Stages. Sales Stages allow you to
create or deactivate Sales Stages.

Administration>
Training Modules

Grants/Restricts access to
Training Modules. Training
Modules allows you to create or
edit training documents.

Administration>
Training Scores

Grants/Restricts access to
Training Scores. Training Scores
allow you manually update
individual scores for users.

Administration>
Training Scores>

Administer_Subordinates_Training_Scores

Grants/Restricts access to edit
training scores for a user’s
subordinates.

Administration> Grants/Restricts access to
Transfer Activities Transfer Activities. Transfer
Activities allow you to transfer
pipelines, production (non-
integrated), or lost activities
(non-integrated).
Administration> Restricts your ability to only
Transfer Activities> Transfer Activities for employees

Transfer_Activities_For_Subordinates

they manage.

Administration>
Transfer Activities>

Transfer_Activities_For_All

Grants you the ability to Transfer
Activities for all users of the
organization.

Administration> Grants/Restricts access to
Unmatched Unmatched. Unmatched allows
you to view or complete
unmatched activities for users.
Administration> Grants/Restricts access to Users.
Users Users allow you to create, edit,
and remove users.
Attachments
Attachments> This permission either grants or

Allow Private Attachments

restricts a user’s ability to mark
an attachment as “Private”.
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Without this permission the
checkbox is hidden.

Collaboration

Collaboration> Grants/restricts access to the

Calendar Calendar link. Employees can
manage Events and Tasks from
the Calendar.

Collaboration> Grants Grants/restricts access to

Events the Events link. Employees can
manage Events and Event Queues
from this page.

Collaboration> Grants/restricts access to the

Tasks Tasks link. Employees can
manage Tasks and Task Queues
from this page.

Contacts Grants/Restricts access to search
contact records in ResourceOne
using the keyword or Advanced
search options.

Contacts> Grants/Restricts access to the

Manage Managed Contacts link in the
Home menu. The managed
contacts will be a list of contacts
that employee has worked with in
the past.

Contacts> Grants/Restricts access to view

Product Recommendations the recommendation snapshot
window that will automatically
appear for clients and prospects
(when applicable).

Contacts> Grants/Restricts access to the
Profitability profitability data at the contact
level.

Contacts> Grants/Restricts view of the
Related Contacts Related Contacts tab on a contact
record.

Contacts> Grants/Restricts view of the

Relationship Relationship tab on a contact
record. The Relationship tab will
contain any opportunities,
accounts, lost opportunities, or
closed accounts that contact has
with the organization.
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Organization Message

Contacts> Grants/Restricts access to search
Search contact records in ResourceOne
using the keyword or Advanced
search options.
Dashboard Grants/Restricts access to the
dashboard widgets.
Dashboard> Grants/Restricts access to display
Cases all cases where the status is
“Open - Waiting on Customer”.
Dashboard> Grants/Restricts access to display
Data Review any accounts that need reviewing.
Dashboard> Grants/Restricts access to display

messages you wish to broadcast
to the organization.

Tasks and Events

Dashboard> Grants/Restricts access to display
Reports all reports that the user is able to
run.
Dashboard> Grants/Restricts access to display

Events, Tasks or Queues that need
your attention.

Dashboard> Loan Source

Grants/Restricts access to the
LoanSource application.

Dashboard> Loan Source
Compensation

Grants/Restricts access to
Compensation widget in
LoanSource application.

Dashboard> Loan Source
Compensation> Compensation Branch

Grants/Restricts access to
Compensation Branch in the
Compensation widget in
LoanSource application.

Dashboard> Loan Source
Events

Grants/Restricts access to Events
in the LoanSource application.
The user can Add, Edit, Delete and
Mark as Occurred an event
through the LoanSource
application.

Dashboard> Loan Source
Goals User

Grants/Restricts access to Goals
widget in LoanSource application
for the user.

Dashboard> Loan Source
Goals User> Goals Branch

Grants/Restricts access to Goals
widget for the Branch in
LoanSource application.

Dashboard> Loan Source

Grants/Restricts access to Loans
in Progress in the LoanSource
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Loan Progress

application.

Dashboard> Loan Source
Pipeline User

Grants/Restricts access to
Pipeline widget in the LoanSource
application.

Dashboard> Loan Source

Pipeline User> Pipeline Branch

Grants/Restricts access to
Pipeline widget for the Branch in
LoanSource application.

Dashboard> Loan Source
Production User

Grants/Restricts access to the
Production widget in the
LoanSource application.

Dashboard> Loan Source

Production User> Production Branch

Grants/Restricts access to
Production widget for the Branch
in the LoanSource application.

Dashboard> Loan Source
Tasks

Grants/Restricts access to Tasks
in the LoanSource application.
The user can Add, Edit, Delete and
Complete a Task through the
LoanSource application.

Dashboard> Loan Source

Grants/Restricts access to the

Allow Private Notes

Timeline Upcoming Activities widget in the
LoanSource application.
Marketing Grants/Restricts access to the
Marketing Tab
Marketing> Grants/Restricts access to the
Campaigns Marketing Campaign features.
Marketing> Grants/Restricts access to the
Marketing List Marketing Lists features.
Notes
Notes> Grants/Restricts user permission

to mark notes as Private. When
restricted the employee will not
see the Private checkbox.

Notes>
Delete Notes

Grants/Restricts user permission
to Delete notes they own in
ResourceOne.

Notes> Grants/Restricts user permission
Modify Notes to Modify notes they own in
ResourceOne.
Opportunities Grants/Restricts access to the
Opportunities tab.
Opportunities> Grants/Restricts access to Lost.
Lost The Lost link will display a user’s
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lost opportunities.

View_Subordinates

Opportunities> Grants/Restricts access to
Performance Performance. Performance will
display a user’s summary of goals
and compensation in addition to
pipelines and production.
Opportunities> Grant’s a user access to view the
Performance> Performance page of those

employees they manage.

Opportunities>
Performance>

View_All_Users

Grant’s a user access to view the
Performance page of all users in
the organization.

Opportunities>
Pipeline

Grants/Restricts access to
Pipelines. If a user does not have
access to pipelines they will be
unable to view the quick link to
pipelines, create pipelines, or
receive a referral from another
user.

Opportunities>
Pipeline>

View Details

Grants/restricts access to the
details of pipelines. If a user does
not have access to the detail they
can view the opportunity but any
“Product Details” will be hidden.

View Details

Opportunities> Grants/Restricts access to
Production Production. If a user does not
have access to Production they
cannot view the accounts owned
by a customer.
Opportunities> Grants/Restricts access to
Production> Production details. If a user does

not have access to Production
details then they can view the
production account, but Product
Details will be hidden.

Opportunities> Grants/Restricts access to view
Profitability the profitability data at the
account level.
Opportunities> Grants/Restricts access to
Referrals Referrals. If a user does not have

access to Referrals they will be
unable to send referrals to other
users or queues.
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Opportunities>
View Generic Products

This permission can be set so that
arole will only be able to view
Generic products when creating
pipelines and referrals. Generic
products are typically used to
condense the product suite for
those employees who may not be
as familiar with all products.

Reports

Grants/Restricts view of all
reports.

Reports>
(Report Name)>
View_All_Users

This permission is available for
most of the standard reports and
is accessible by selecting the plus
(+) sign next to the report name.
Selecting this checkbox will grant
access to view the report for all
users of the organization.

Reports>
(Report Name)>
View_Subordinates

This permission is available for
most of the standard reports and
is accessible by selecting the plus
(+) sign next to the report name.
Selecting this checkbox will grant
access to view the report for any
user that the employee manages.

Reports>
Branch Performance

Grants/Restricts access to the
Branch Performance report. The
Branch Performance report
summarizes the branch’s goals,
compensation plans, pipelines
and production.

Reports>
Case Comm (Case Communication)

Grants/Restricts access to the
Case Communication report. The
Case Communication displays the
communication between contact
and user in a Service Case.

Reports> Grants/Restricts access to the
Case List Case List report. The Case List
report will display the details of
services case created in Service
Center.
Reports> Grants/Restricts access to the

Comp Detail (Compensation Detail)

Comp Detail report. The Comp
Detail report will display the
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details of each activity where an
incentive was earned.

Reports>
Comp Info (Compensation Info)

Grants/Restricts access to the
Comp Info report. The Comp Info
report will summarize the details
of a compensation plan.

Reports>
Comp Summary (Compensation Summary)

Grants/Restricts access to the
Comp Summary report. The
Comp Summary report will
display the summary of
compensation details. NOTE: this
is an archived report and will not
populate data until after the 5t of
every month (unless otherwise
modified for your organization).

Reports>
Events

Grants/Restricts access to the
Events report. The Events report
is used to track the events
scheduled by users.

Reports>
Goals

Grants/Restricts access to the
Goals report. The Goals report
will display summary information
for goals that are created in
ResourceOne.

Reports>
Lost

Grants/Restricts access to the
Lost report. The Lost report is
used to view lost opportunities or
closed accounts owned by users.

Reports>
Pipeline

Grants/Restricts access to the
Pipeline report. The Pipeline
report will display the details of
pipelines created in ResourceOne.
A user’s pipeline is populated by
opportunities referred to them or
those they create themselves.

Reports>
Production

Grants/Restricts access to the
Production report. The
Production report is used to view
the details of accounts opened by
users.

Reports>
Referral Summary

Grants/Restricts access to the
Referral Summary report. The
Referral Summary report groups
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a user’s referrals sent, successful
referrals and production in a
given date range.

Reports> Grants/Restricts access to the
Referrals Referral report. The Referral
report will display the details of
referrals created by users.
Reports> Grants/Restricts access to the
Tasks Tasks report. The Tasks report

will display tasks created by a
user.

Top Accounts by Profitability

Profitability report that will show
the most profitable accounts.
Only accessible when
organization has the profitability
module.

Top Contacts by Profitability

Profitability report that will show
the most profitable contacts. Only
accessible when organization has
the profitability module.

Top Households by Profitability

Profitability report that will show
the most profitable households.
Only accessible when
organization has the profitability
module.

Reports> Grants/Restricts access to the
Training Training Report.
Reports> Grants/Restricts view of the
Unmatched Unmatched report. The
Unmatched report will produce a
list of users who have unmatched
accounts.
Reports> Grants/Restricts access to the
Upsell Upsell report. The Upsell report
is used to identify users who have
opened more than one account
for one customer in a given date
range.
Resources Grants/Restricts access to view
the Resources tab.
Resources> Grants/Restricts access to view
Documents the list of documents posted in

the Resources feature.
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Service Center

Grants/Restricts access to the
Service Center Tab.

Service Center>
Cases

Grants/Restricts access to My
Cases. My Cases is a managed list
of service cases created by a user
or referred from another user.

Service Center>
Help Desk Homepage

Grants/Restricts access to Help
Desk. Help Desk allows a user to
generate and track Help Desk
tickets.

Service Center>
Help Desk>
Help Desk Home Page Knowledge Base

Grants/Restricts ability to
generate knowledge base articles
within the Help Desk.

Service Center>
Help Desk>
Help Desk Home Page Tickets

Grants/Restricts ability to
generate Help Desk Tickets.

Service Center>
My Desk

Grants/Restricts access to
Support Desk. Support Desk
displays a user’s goals and
summarizes their monthly Top
Case Categories and Case
Priorities.

Service Center>
My Desk>
View_All_Users

Grants access to view the Support
Desk of any user in the
organization.

Service Center>
My Desk>
View_Subordinates

Grants access to view the Support
Desk of any user managed by the
employee.

Service Center>
Knowledge Base

Grants/Restricts access to the
Knowledge Base. Knowledge
Base is a tool providing users a
means to search for tips, guides,
and documentation to perform
organizational tasks, application
tasks, and even submit articles to
be approved by an Administrator.

Training Grants/Restricts access to view
the Training tab.
Training> Grants/Restricts access to view
Modules the modules assigned to the

Training tab. The Modules are
grouped by month in the
application.
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Training>
Scores

Grants/Restricts access to view
the user’s training report. This
feature does not grant permission
to view other user’s training
scores.

To add or remove the rights of an existing role:

1. Under Administration, click Roles.

2. ldentify which role needs to be modified and select the icon to the left of the role
name. On the Permissions tab, you will see which permissions are currently granted
to the role. (see screenshot on next page)

(7% vor varsge - vinsor mer e Ep e — )

Role: Manager

File

Overview I Users ' Permissions INobes T Attachments ]

Permissions

= Home
Calendar

: Tasks

# [ Administration
® [ Motes

=2 Opportunities
] Pipeline

: Production

[¥] Performance
D

__

3. You can either grant additional access for the role by selecting the checkbox of any
feature or removing access by deselecting any of the checkboxes.

For some features, you can view permission details by expanding the permission
using the plus (+) sign. For example, many of the standard reports provide these
additional options to control whether users in this role can view reports for all
users, for their subordinates, or only their own information. As you can see below
there is an option to “view_subordinates” or “view_all_users.” If you grant the role
to “view_subordinates” then a member of that role will have access to run that
report on any user they manage. If you grant the “view_all_users” permission then
any member of that role can run that report on any user in your organization. If
neither checkbox is selected, but the role is given permission to the report then
members can only report on their own information.
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|| File Saveand Close | [ Close | ||
i
Role: Manager

I Qverview ' Users ' Permissions ' Notes TAttachmems W I

=[] reports -
El

airing

[T view_all_users

view_subordinates n

view_subordinates

P [ view_all_users

m

vents
view_subordinates

view_subordinates

1[0 view_all_users

i [] Branch Case List

= ipsel
view_subordinates

og

view_all_users
Tasks
view_subordinates

H [ view_all_users
2 [¥] comp Detail
{0 view_all_users

! view_subordinates

|

4. Click Save or Save and Close to save your parameter changes.

SALES STAGES

Sales Stages define where in the sales process an opportunity currently resides. These
options are displayed in the Sales Stage dropdown list when you add or edit pipelines. See
figures below.

Administrators Guide Page 145



<Lorelrac,,

An Aptean Company

p

Potential Loan 1 iting on application

Waiting in credit

Term {months): Approved

Opportunity: Auto Loan (Al , James) - Windows Internet .L‘ —
Opportunity: Auto Loan (Abernathy, James)
- 8
-
— i
m Contact: Lgmemamy, James ®|%>]
o [ iom &)
Owner: User: = |]ef'ferson, Thomas || Me ‘[ Push... ]
Status: In Progress -
Quick Motes: Font Name -lept B I U A iE = A - 8 wm -
Referrer: |B Jefferson, Thomas |
Created: [s/4/2010 11:25:55 Am | Forecast: | ]
Funds Source:  Inside - Referral Direct Mail -
Source:
Sales Stage: - Probability %e: ‘ |
Quahﬁad [Tl conditional
None
Product Detdj Initial
Qualified

|
|

Coordinating F1: ||Won - but not funded
T

Maturity Date:

ADDING SALES STAGES

To add a Sales Stage:
1. Under Administration, click Sales Stages.

2. Select Update>New... to add a Sales Stage.

8 ResourceOne

T = B - & @@ v Pager Sefetyr Toohw @

e B Qe [ @ 7 search Contacts By Ay M -

s Hame

&> Berviee Center

, Dﬂlllrl\l;rl[in

Training

1 Reparts

a

roe—— B & s
. Pdministration n 3 24
[ T wetngon spohcstion 22
[ 5 Waliginwsd *3
1 R pproend +3
[ T3 won- but oot funded +&

3. The following screen appears.
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f New Sales Stage - Windows Internet Explores B.L

New Sales Stage

Sales Stage:

Status: Inactive -

Save | | Cancel

e The Sales Stage field is the title of the sales stage and is displayed in the
dropdown list.
e Select “Active” to add to the dropdown list.

4. Click Save when you are done.

5. The Sort Order can be defined by using the up/down arrows on the right side of the
screen.

DEACTIVATING SALES STAGES

1. Under Administration, click Sales Stages.
2. Click on the Sales Stage from the list that you are going to deactivate.
3. The following screen will appear.

& Edit Sales Stage - Windo

Edit Sales Stage

Sales Stage: |First Call

Status: Ihactive -

Save | | Cancel

4. Select Inactive from the Status dropdown list.
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5. Click Save.

The name of the Sales Stage cannot be changed. If you wish to edit a sales stage, you will
need to inactivate it and add a new one. This is necessary in order to preserve historical
data.

TRAINING MODULES

The Training feature of ResourceOne allows your organization to provide training
information to your employees, and to track test scores if employees are tested on the
information read. Training modules need to be stored in PDF or Microsoft Word format.
Your users must have Adobe Acrobat Reader installed to read the PDF files and/or
Microsoft Word installed to read the Word files.

[ v (7 b v Pagev Sefetyv Toolsv @~

| (& ResourceOne

File MyAccount Help add: A B & | view: [ @ % Search Contacts (By Any Name): ~ Advanced Search

{s Home Training Modules

ervice Center

Update  Export [
pportunities
Module Name = Description url Month Active
Training =] Mortgage Lending Rates Mortgage Lending Rate 105-Mortgage Lending Rates-KEY pdf 7 &
B Reports ] Referral Tips Overview 45-Referral Tips. pdf 7 =
B Traits of an EFfective Employes Traits of an EFfective Employes 115-Traits of an Effective Employee. pdf 7 =
~ Administration : -
> & User Guide User's Guide 3.0_UserGuide.pdf 12 =

Products
QueLes
Relationships
Referral Sources
Regions

Roles

Sales Stages

mn

Training Modules

Training Scores

Transfer Ackivities

(" IMarketing

© Resources
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Training Modules allows you to add and schedule a specific document in a month of the
year. From this page you can add a new training module by clicking the "Add Module"
button at the top of the page. Existing module details may be edited by highlighting and
clicking the appropriate module row. Details that can be edited include:

e the module's Name

e description

e month in which the module will be displayed

e the filename of the module (PDF or DOC)

o whetheritis active (available) to the user

If you use the training modules and a user has permissions to access them, they can be
accessed by selecting “Modules” under the Training link on the left. The appropriate month
and lesson can then be selected as well.

‘@RasourceOne - v [ o= = Pagew Safety~ Tools~ @~ >

File MyAccount Help ndd: @ [ £y | view: (9] @ @  Search Contacts (By Any Name): ~ Advanced Search

a Home

Training Modules Click here to view scores.
#) Service Center

s | July
Sl L Mortgage Lending Rates (New Window)
Training Traits of an Effective Employee (New Window)
Referral Tips (New Window)
Modules

Scores

m

December
User Guide (New Window)

Fi' Reports

(] ministration

~ Resources

It is the user’s responsibility to click on the link, read the lesson, and learn the material.
Then, if you distribute a quiz about that material (outside of ResourceOne), you can record
the scores for each training module inside ResourceOne. These scores can be tabulated in a
ResourceOne report and used for reward programs, employee annual reviews, etc.
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VIEWING AND EDITING TRAINING MODULE INFORMATION

A training module can be viewed and/or edited by single clicking the module name to bring
up the Edit Module screen.

1. Under Administration, go to Training Modules.
2. Click on the module you wish to modify. The Edit Module screen will display.

3. You can change the name that displays to the user, the month in which it is available,
the description, the file associated with the module and whether it is active or not.

ViewEdit Module | Save | Cancel |

Mame: |IFA Dversiew

Maonth: |4 »

Description:  |Basics of Individual Betirement Accounts
POF: | 4P-IRA Ohverview pdf

Active: | Wasg

4. Make your changes and click SAVE.

ADDING NEW TRAINING MODULES

You can add new training modules with this feature. The file containing the training
information must be in either .pdf format (and the users must have Adobe Acrobat installed
on their machines) or in .doc format (and the users must have Microsoft Word installed on

their machines).

NOTE: Any file you wish to add as a training module must be stored locally on the
ResourceOne server. The file location is:

\\servername)\e:\Www\ coretrac\groups gtraining \modules
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To add a new Training Module:
1. Under Administration, go to Training Modules.

2. Click on the Add Module button at the top of the window. This will display the Add
Module screen.

Add Module | save W Cancel |

Mame: |kMergers and Acquisitions
Month: |8 %
Description:  |oing staff deal with Mergers and Acquisitions
PDF:  |mergers.pdf

Active: |Yag w

3. Enter the module name. This is the name of the training module as seen by users.

4. Enter the Month - select from 1 - 12 to indicate which month the module should
display on the home page to users.

5. Enter a Description -the description is only seen by the Administrator.
6. Fill in the PDF field by entering the file name with the file extension. The system
was designed for PDF files, but can accept Word documents. The file must be stored

at \\servername\e:\www\ coretrac\groups\training\modules

Select Active (or Inactive) - indicate whether this module is active and therefore
accessible by users in the assigned month.

7. Click SAVE.

TRAINING SCORES

Once your users have read the training module(s) for a given month you can have them take
an exam; the exam is to be created, distributed, and taken outside of ResourceOne. The
exams are currently graded manually and the scores entered into the system.
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Training Scores displays a list of users for which you can enter/edit training module scores.

v [ @ v Pagev Safetyv Toolsv @v

@ ResourceOne

&,Ivizw: ﬁ ‘ @ Search Contacts (By Any Name): - Advanced Search

File My Account

-
w# Home
m ) Manage Training Scores
¥ Service Center
" User Name / Branch Name Email Address Phone Active
“. Dpportunities
John Adams Lexington jaedams@sfibank.com 830-266-1346 Adiive
Training 1 =dmin Lexingten radmin@Carstrac.com (512) 5551234 Active
Fl Reports Spiro Agnew Odessa ssgnew@sfibsnk.com 540-982-8811 Active
Chester Arthur East Hill carthur@afibank com 5405223811 Active
- Administration @
Gorbin Bemson Dryden Bemson@m.com 555.1212 Adtive
Products
Jsmes Buchanan Odessa jeuchansn@afibank.com 540-982-8811 Active
Quees George Bush Sycamaore gwhush@afibank com 540-982-6811 Active
Relationships James Carter Odessa jecarter@afibank.com 5405323811 Adive
- Grover Cleveland Odessa goleveland@sfibank.com 540-982-8811 Adtive
Willism Clinten Odessa wiclinton@sfibank.com 540-982-8811 Active
Regions
b Calvin Coslidge Lexington cooolidge@sfibank.com 830-266-1346 Active
Rales Dwight Eisenhower Comell deisenhower@afibank com 540-882-8811 Adtive
Sales Stages ||| mitard Filmore East Hill miilmere@sfibank.com 540-982-8811 Adtive
Trairing Modules Gersld Ford Lexington glord@sfibank.com 830-266-1346 Active
Lyle Ford Lexington tford@afi.com 830-266-1348 Active
Training Scores
James Garfield Lexington jgarfield@afibank com (820) 2686-1348 Adiive
Transfer Activities John Garner Lexingten jgamer@sfibank.com 830-266-1346 Active
i* 'Marketing Ullysses Grant Courtland usgrant@sfibank com 540-982-8811 Active
o Warren Harding Comell wharding@afibank com (713) 4181818 Active
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VIEWING TRAINING SCORES

Click a user to display the user's scores for each of the user’s assigned modules. You will see
a blank if no score has been entered.

Score Administration Print| Cancel
Jan 1, 2007 - Jan 1, 2008 Gerald Ford: America's Financial Institution

3
=
2
5]
2

D Referrals
ity Overview
g Checking Refers

nce Overview
Expectations
e Staff Meetings

‘ Average
Recognizing Loan Referrals
The Angry or Irate Customer
Product Ma
Good Workplace Morale
Mutual Fund Overview
Effective Mty Partici
Effective
Cross-Sell a
IRA Basics
Business
Telephone Skills Il
Good Workplace Morale
Proper Follow Up
Customer Service

James Buchanan
Training Legend

Retake Retake with Explanation

[ ,_’_,_’_,_,_‘\3 Lacal intranet ST

ENTERING AND EDITING TRAINING SCORES

To record users’ scores for training exams in ResourceOne:
1. Under Administration, go to Training Scores.

2. Click the user for whom you wish to record or edit a score.
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3. Click in the white box under the module you wish to score. An Edit Score screen will

display.
. @D
S| 3 I
= |« =
e | = ==
HHEIE
- - m
e =
=] e
= |-
Zachary Taylor
Training Legend h
Retake
L4
Edit Score

Module Name: Time Mgmt. 1
Module Score:

Date Taken: | August V ‘IB_V: 2008 V

Update “ Cancel I

i &J Local intranet FA00% -

4. Enter the score and select the date the exam was taken.

5. Click UPDATE.
When you view the scores for this user, or run the Training Scores Report, the training score

you just entered will be displayed under its module name, and will be included in the user’s
Training Scores average.

REPORTING ON TRAINING SCORES

To run a report on the scores you have recorded:
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1. Under Reports, go to Training.

2. Select the branch, user, and year for which you wish to run the report.

3. Click RUN REPORT in the upper right hand section of the window.

@ ResourceOne

P v B - [ @ v Pagev Safetyv Teolsv @~

IResourceOne

add: & BB B |view: (9] @ 2 Search Contacts (By Any Name): ~

File MyAccount Help

Advanced Search

| Training Report

Run Report

Branch:  All Branches ~

User:  Washington, George  ~
Goals

Lost Training Year: 2010 =

Pipeline

Production

Referral Summary
Referrals

Tasks

Iraining =
Unmatched Report

Upsell

Zachary Taylor

Martin Van Buren

Thomas Yilson |90 | 98 [100| 96 |100| 57

Test User

Theodore Roosevel

Abraham Lincoln

Insurance

Hubert Humphrey

Richard Mixon
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TRANSFER ACTIVITIES

Transfer Activities allows activities of one user to be transferred to another user. For
example, if one employee leaves your organization, you may want to transfer their activities
to someone else to prevent those business opportunities from becoming lost.

If you try to transfer Production or Lost activities, only nonintegrated products will transfer.

The reason for this is the ownership of any account (product) that is integrated to your core
should be dictated by your core, and not ResourceOne.

TRANSFERRING ACTIVITIES FROM ONE USER TO ANOTHER

To transfer activities from one user to another:

1. Under Administration, go to Transfer Activities.

2. Select the branch to filter the list of users.
3. Select the user on the left whose activities need to transfer to another user.
4. Select the user on the right to whom the activities will be transferred.

5. Click on one of the activity types in the middle to select which group of activities will
be transferred.

The activities are now transferred. You can repeat these steps for other activity types.
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UNMATCHED

When data is uploaded into ResourceOne from your core system, any new contact or
account must be matched to its corresponding prospect record or pipeline, respectively, if
one exists.

Unmatched items can be viewed in two places.

1. Ifyou are an administrator with sufficient privileges, you can view the entire list of
outstanding matching items for the organization under Administration >
Unmatched.

2. Ifyou are a user, and your responsibility code is linked to a new contact/account,
you can view your unmatched items in the Data Review section of your home
dashboard.

This section shows the administration view of unmatched items. Please see the separate
ResourceOne Matching Guide for complete instructions on matching.

et 8 e ) 9 [ Cortcs By T 1|

_'_' Unmatched Accounts:

Contact

Star, Ponck /1372014
Wade, Myssa S

On the Unmatched screen you can see all unmatched accounts for each employee.
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To MATCH THE NEW ACCOUNTS:
1. Under Administration, click Unmatched.

2. Review each User with unmatched accounts. You can complete the necessary Phase
[ or Phase Il match from this page.

This page will allow you to sort by branch using the dropdown menu in the upper right
hand corner. Additional grouping options are available using the Group menu and selecting
either Employee or Branch. You can also drag any column header into the top menu bar to
group by that value.

Aeeount  Help

ResourceOne

17014

From this point, please follow the separate ResourceOne Matching Guide for complete
instructions on matching.

USERS

In this section of Administration you can search to View, Edit, Add or Delete Users.

The main Users screen displays all users registered in ResourceOne for your

organization. From this page you can add a new user by selecting the Update> “New User"
menu and completing the required fields in bold type. Data for an existing user may be
viewed and edited by single clicking the user name.
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SEARCH FOR A SPECIFIC USER
Using the “Search Users” text box, you only need to enter a portion of a First or Last name

and select the magnifying glass icon to search for users. The search criteria currently looks
at both name and email address. To display the full list again, select the icon with the blue x.
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On the main screen you will see summary information about users (employees) in the
ResourceOne application. The information displayed here includes:

a. The User’s Name: Last name, First name

Administrators Guide Page 159



Lorelrac.,

An Aptean Company

b. The User’s Office Status: Indicates if the user is currently in the office or out
of the office.

c. The User’s Ekey: This is the unique value that defines the user record
(typically an employee code, officer code, etc.)

d. The User’s Branch Name: Branch assigned to this employee.

e. The User’s Department: Department assigned to this employee.

f. The User’s Role: Role assigned to this employee.

g. The User’s Email Address: User’s email address.

VIEWING AND EDITING USER INFORMATION
To view or edit an existing user:
A user’s profile can be viewed and/or edited by selecting (with a single click) the user’s
name. The “Edit a User” screen will appear.
1. Click Users under Administration.
2. Inthe Users screen, find the name of the user you wish to modify. The names are

listed in “Last, First” order, and are alphabetized by last name. A single click will
bring up that user’s profile screen.
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I Change Password I Save and Close ] [ Close]

User: Ford, Gerald

[ Delete User ]

User Information

——
—

Main Branch

Last Name: | Ford

Middle Name: I:I

Permissions

Status:  Active

Tickets

Branch: Role: ResourceOne Admin

Department:  Default Department - Manager:

Goals: Role-based Goals * Compensation: Role-based Comp ~  [Ccustom perms

Out of Office: In Office -

Windows Login {[domain] \llogin]):

Contact Information

|=

Wark Phone: | |

| gford@afi.com Alt, Email: |

Email:

Wark Fax: |

Mobile: | Pager: |

Address:

|
|
Address (cont): |
|

City:

3. Edit the information as needed. All Bold fields are required.
4. Click SAVE.

Note: The following table describes the possible impacts on a user when you change the
Compensation status from one status to another:

Current Setting | Possible Choice Actions Taken

No Comp Role Based All Role Based Compensation plans are applied to the

Tracking Comp user based on their currently selected role.
No changes take place. When you view the user in

No Comp . . . .

Trackin Custom Comp | Administration > Compensation, you will have the

8 ability to copy another role or user’s compensation

plans to apply to this user (as a means of saving time)
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or you can create compensation plans designed for the
user.

The user’s compensation plans will be deleted. If this
user has historical records for previous months, you
will be given the chance to preserve these historical

Role Based No Comp )
i records for reporting purposes. If you choose to
Comp Tracking _ _
preserve, all compensation plans with preserved
historical data are deactivated; any plan that has no
historical data is deleted.
The user’s compensation plans will be deleted. If this
user has historical records for previous months, you
Role-Based Custom Comp will be given the cbance to preserve these historical
Comp records for reporting purposes. If you choose to

preserve, all compensation plans with preserved
historical data are deactivated; any plan that has no
historical data is deleted.

Custom Comp

No Comp
Tracking

The user’s compensation plans will be deleted. If this
user has historical records for previous months, you
will be given the chance to preserve these historical
records for reporting purposes. If you choose to
preserve, all compensation plans with preserved
historical data are deactivated; any plan that has no
historical data is deleted.

Custom Comp

Role Based
Comp

The user’s custom compensation plans will be deleted.
If this user has historical records for previous months,
you will be given the chance to preserve these
historical records for reporting purposes. If you
choose to preserve, all compensation plans with
preserved historical data are deactivated; any plan
that has no historical data is deleted. All Role Based
Compensation plans are applied to the user based on
the role currently assigned.
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There are three different types of users in ResourceOne: Active, Inactive, and Nonuser:

e Active - This user has the ability to log in and use the features of ResourceOne
based on the permissions you set. An Active user can also be assigned activities by
other Active Users.

o Inactive - This user is a former employee of the company; someone who is no
longer with your organization. Although you can delete a user from the system it is
recommended that the user is set to inactive unless that user’s responsibility code is
removed entirely from the core systems extract files. Any accounts or records in the
core system with the responsibility code of the deleted user will not be recognized
and those accounts or records will fail to process into ResourceOne. Inactive users
will not be able to log into the system or to have any new activities assigned to them.

e Nonuser - This is for users who are employed at your institution but will not be
using ResourceOne. Nonusers cannot log in to ResourceOne. The purpose of this
designation is to allow the accounts linked to the responsibility code of a Nonuser to
skip the daily matching process and go directly into the ResourceOne database. If
they are not using ResourceOne, then there are no pipelines to match to accounts.
This is intended to save you time. Please do not make someone a nonuser if a
pipeline could exist for the account linked to the employee’s responsibility
code.

To add a user:

1. Click Users under Administration.
2. Inthe Update menu, select “New User...”

3. The Add a User screen will appear, allowing you to enter the appropriate
information.

NOTE: All bold fields are required.
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"g Mew User - Windows Internet Explore

File I Change Password I

New User

User Information

)

[ Delete User ] ’ Save and Close ] [ Close]

T
ervome: |

Password:

Branch: Austin Branch -

Department:  Default Department -

Goals: No Goal Tracking

Out of Office: In Office -

Middle Name: I:I

Last Name:

Status:

Confirm:

Inactive -

Role: Back Office -

Manager:

* Compensation:

No Comp Tracking - Custom Perms

Windows Login ([domain]\[login]):

Contact Information

Emaik: | |=
|
|

Work Phone:

Mabile:

Alt. Email; | |=

Wark Fax: |

Pager: |

Address (cont):

|
|
Address: |
|
|

City:

I

State:

4. Enter the user’s First Name and Last Name. THESE ARE REQUIRED FIELDS. The
Middle Name or initial is not required.

5. Enter a user name that will be used to login to ResourceOne. The username must be

unique for each user. THIS IS A REQUIRED FIELD.

6. Enter the ExternalKey_ID. This is the unique identifier used in your host system for
this employee. Most organizations input the user’s responsibility code in this field.

THIS IS A REQUIRED FIELD.

7. Choose the User Status for this user. The choices are: Active, Inactive, or Nonuser.
An explanation of each status can be found on the previous page. THIS IS A

REQUIRED FIELD.

8. Enter a password for which this user will login to the ResourceOne application.
Passwords must be at least 8 characters in length and must be alpha numeric. You
will also need to Confirm this password using the “Confirm” text box. THIS IS A

REQUIRED FIELD.

Administrators Guide

Page 164




Lorelrac.,

An Aptean Company

10.

11.

12.

13.

14.

15.

16.

17.

Select the Branch where this user is physically located. This field contains a drop
down list of all branches which have been set up for your organization through the
Branches feature. THIS IS A REQUIRED FIELD.

Select a Role for the user. This will establish the basic permissions assigned to this
user in ResourceOne. This field is a drop down box containing a list of all the roles
which have been set up for your organization through the Roles feature in
ResourceOne. THIS IS A REQUIRED FIELD.

Select the Department where this user works. This field is a drop down box
containing a list of departments which have been set up for your organization. THIS
IS A REQUIRED FIELD.

Select the Manager to whom this user reports. This field is a drop down box
containing a list of all the Active Users currently set up in ResourceOne. The
manager cannot be defined until the user record is saved.

The Goals Status designates whether the user is using Role based goals, Custom
goals, or No goals tracking at all. For more information on Goals in ResourceOne
please visit the “Goals” section of this guide.

The Compensation status designates whether the user is using Role based
compensation plans, custom based compensation plans or no compensation
tracking at all. For more information on Compensation in ResourceOne please visit
the “Compensation” section of this guide.

The Custom Perms checkbox indicates if this user has modified permissions outside
of their assigned role. Once the user record has been created, if you need to grant or
restrict permissions for this user you can select the checkbox, Click SAVE and then
using the Permissions tab on the left identify which custom permissions should be
assigned for this user. Using the custom permissions functionality will remove this
user from any future Role modifications as they are no longer part of the role, so
these users will need to be manually updated. For more information see the
following section “User Permissions.”

Office Status dropdown allows you to set the user to “Out of Office” or “In Office.”
This needs to be completed by an Administrator only if the employee cannot access
the software.

Enter the user’s Windows Login. This is for organizations using Single Sign On
(SS0O) only. When the users click on a ResourceOne link or shortcut they will be
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18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

automatically logged into ResourceOne. This must apply to all users or no users.
The format will be Domain\Username.

Enter the user’s Email address. THIS IS A REQUIRED FIELD.
Enter the user’s Alternate Email Address.

Enter the user’s Work Phone.

Enter the user’s Work Fax.

Enter the user’s Mobile Number.

Enter the user’s Pager.

The user’s Street Address in the Address field will automatically update to the
address of the current branch selected for this user.

Enter additional address information for the user in the Address (cont.) field.

The user’s City will automatically update to the city of the current branch selected
for this user.

The user’s State will automatically update to the state of the current branch selected
for this user.

Select the user’s Country.

The user’s Zip Code will automatically update to the zip code of the current branch
selected for this user.

When you have finished entering all the appropriate information, click SAVE. You will now
be able to see your new user in the Users screen.

DELETING A USER

A user’s profile can be deleted by opening the user’s page and pressing the Delete button at
the top of the Edit User page.

NOTE:

Please read each item below carefully prior to removing any user.
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1. All accounts that are associated with this user’s responsibility code
(ExternalKey_ID) will no longer have a known user assigned to them.

2. Prior to deleting a user, all Production will need to be reassigned to another user
on the Core. If you attempt to delete a user with integrated accounts assigned to
their officer code you will see the following image. Notice below this user has 2
accounts on the core that need to be reassigned before ResourceOne will allow you
to remove this user record.

‘

notes and tasks Transfer To:

campaign distribution

.
* (Selecta User) -
+ events
+ tasks
| |
Error Integrated i
2 Integrated Accounts Accounts Exist
117  Events exist will be deleted
Transfer To:
35 Service Center: Cases exist

(Selecta User) -

Transfer To:
610 Document References exist

(Selecta User) - E
Transfer To:

25 General Notes exist
(Selecta User) -

1 Compensation Plans exist will be deleted

9 Goals exist Will be deleted

You must handle the integrated accounts in the external system before deleting this user

The delete user page allows administrators to transfer or delete all activities and associated
data with that user.
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{2 Delete User - Windows Internet Explorer -0 x|

FY
& (Delete) Calvin Coolidge | cancer |
Caution: This operation will delete Calvin Coolidge's user record and all associated data will either be
transfered or deleted. Please make your selections below:
152 Activities exist and Mon-Integrated Accounts and all of their
related data:
+ notes and tasks Transfer To:
+ campaign distribution (Selecta User) ﬂ
+ events
+ tasks
0 Integrated Accounts MNone
17 Events exist Will be deleted
Transfer To: =
2 Service Center: Cases exist
|[Se|ecta User) j
Transfer To:
1 Document References exist
|[Se|ecta User) j
Transfer To:
0 General Motes exist
|[Se|ecta User) j
|Done l_l_l_l_’_|_|\ﬂ Local intramet |'1'§"ng0°.-’0 4

To transfer activities or associated data:

1. Select the user that you would like to transfer the activities to in the “Transfer To”
drop down box.

2. Once you have selected all of the users to transfer to click the “Transfer Data and
Delete User” button at the bottom of the page.

0 Goals exist Will be deleted

Click this button to process the user delete: Transfer Data and Delete User I
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USER PERMISSIONS

User Permissions allow you to modify the default rights of a role for a particular user
without affecting the rights for other users in the same role.

NOTE: Once an individual user’s permissions have been edited that user then has Custom
Permissions. Any changes to the user's assigned role will not be reflected to this user.

£ Ford, Gerald - Windows

File ’ Change Password

|| User: Ford, Gerald

Overview User Information

T First Name: Gerald Middle Mame: I:I Last Name: | Ford |
Permissions

— aoms | sews Adwe -
Notes

———— | Branch: Lexington Role: ResourceOne Admin -
Attachments
Poimem me e e b Cawrmmirbiven - Mlmim mmmns -

VIEWING AND EDITING USER PERMISSIONS

In the Users feature of ResourceOne, you can view and edit the specific permissions
assigned to a specific user. The user is initially assigned a role with a set of default
permissions. (Roles are created in the Roles feature of ResourceOne. See the section Roles
to learn more.)

Once the role has been assigned, the rights associated with that role (the Role Permissions)
are now associated with the user. Using the Permissions tab in the user’s record you can
add rights to a user’s default permissions or remove rights from the user’s list of
permissions.

To add or remove the rights of an individual user:

1. Under Administration, click Users.

2. Select the correct employee from the list of users. To modify the user permissions
you will need to first select the “Custom Perms” checkbox and select Save.
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Permissions

Attachments

|| User: Ford, Gerald

C=RECE
[ Delete User ] [ Save and Close ]

User Information

ot s | astnome
User Hame: el(evllx Status: Active -
Branch: Lexington - Role: ResourceOne Admin -
Department: Executive - Manager: -
Goals: Role-based Goals ~ Compensation:  Role-based Comp -
Cutof Office:  In Office -

Windows Login {[domain]flogin]): | |

3. On the left side you will find a Permissions tab. The permission hierarchy will
display, and any checkbox currently selected identifies an existing role permission.

& Ford, Gerald - Windows Intel

_ — -y
File [ Delete User ][ Save and Close ]

Permissions

Attachments

| User: Ford, Gerald

Permissions

x

| »

= [ Home

El Adrministration

Corrections

- V| Goals

- |¥| Branches

Processing Log

Compensation

Cl Transfer Activities
transfer_activities_for_subordinates
transfer_actvities_for_all
Case Areas
Queues

- || Products

- || Referral Sources

Documents

;] Users

mn

4. You can either increase rights for the user by selecting the checkbox of additional
features or restrict access by deselecting any checkbox.

For some features, you can view permission details by expanding the permission
using the plus (+) sign. For example, many of the standard reports provide these
additional options to control whether this user can view reports for all users, for
their subordinates, or only their own information. As you can see below there is an
option to “view_subordinates” or “view_all_users.” If you grant the user
“view_subordinates” then they will have access to run that report on any user they
manage. If you grant the “view_all_users” permission then they can run that report
on any user in your organization. If neither checkbox is selected, but the user is
given permission to the report then they can only report on their own information.
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/@ Role: Manager - Windows Internet

|| File Save Close] ||
i
Role: Manager

Overview ' Users ' Permissions ' Notes f Attachments 1
l = [ reports - I

3 [#] Trairing

[T view_all_users
H
i+ [¥] Unmatchedrpt

=[] production

o view_subordinates

i [0 view_all_users

view_subordinates n

m

view_subordinates
[ view_all_users

ost
view_subordinates
H [ view_all_users

i [] Branch Case List

= [¥] Upsel

view_subordinates

[T view_all_users
=[] Tasks
:
H [ view_all_users

2 [¥] comp Detail

[ view_all_users
view_subordinates

v O st |

view_subordinates

5. Click Save or Save and Close to save your user permission changes.

RESTORING DEFAULT ROLE RIGHTS

If you decide to restore the default rights of a role to the user, verify that their current role
is correct. Then, you will need to deselect the “Custom Perms” checkbox and select Save.
[ Delete User | [ saveandClose |

T el | tetene
:l eHev]D:’99—| Status: Active -
ton - IRnle: ResourceOne Admin - I
ive - Manager: -
ased Goals ~ Compensation: Role-based Comp -

e -

Togin]}: |

ADDITIONAL USER RECORD OPTIONS
Along the left hand side of each user record you will find the following options:

e Tickets - these help desk tickets are owned by the employee and can be viewed in
this section of the user record or when viewing Help Desk>Tickets.
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o Events - these are events for the employee and can be created from the calendar,
the Events list or by selecting “My Account” and choosing Event. These events are
not associated with any client, prospect, opportunity or account within
ResourceOne.

o Tasks - these are tasks for the employee and can be created from the Tasks list or
by selecting “My Account” and choosing Task. These tasks are not associated with
any client, prospect, opportunity or account within ResourceOne.

o Notes - these are notes for the employee and can be created by selecting “My
Account” and choosing Note. These notes are not associated with any client,
prospect, opportunity or account within ResourceOne.

e Attachments - these are attachments for the employee and can be created by
selecting “My Account” and choosing Attachment. These attachments are not
associated with any client, prospect, opportunity or account within ResourceOne.

e Scores - these are scores entered for the user based on exams completed for any
documentation listed in the Training Module.

o Delegate User- these are users that this employee can “manage” through delegate
rights.

e Delegate Role - these are roles that this employee can “manage” through delegate
rights.

Adams, John Quincy - Internet

=l
File | Change Password Delete User Save and Close Close

User: Adams, John

Overvi User Information
—_— e o |
ErMmISsIons
— el | e
Tickets

Core User ID: | |
Events

Branch: ILexington Role: I'I'eller
Tasks ! .

Department:  |news Accounts Manager: |Ford, Gerald
Notes Goals: IRoIe—based Goals Compensation: IRoIe—based Comp [ custom Perms
Attachments Out of Office: IIn Office

T Windows Login {[domain]\[login]}: | |

Delegate User Contact Information

iz i Email: |jgadams@aﬁhank.com |B Alt. Emal: ‘ |E
WorkPhone:  [§30-256-1346 | WorkFax: | (830) 266-1350

Mobile: | | Pager: ‘

|
|
Address: | 9300 Manitou Springs Lane, Suite 300 |
Address (cont): | |
|
|

City: | Lexington
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CoreTrac Headquarters

6101 West Courtyard Drive
Bldg. 2, Suite 100, Ore rac
Austin, TX 78730 ‘ '
512.236.9120 An Aptean Company

coretracinfo @aptean.com
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