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Getting Started in CodySoft®’s 
Collateral Management 
Module® 
Logging in for the first time 
CodySoft® sends you a confirmation email when you are first added to the list 
of registered users at the start of a project. 

1. From the confirmation email, click the link to confirm your email address. 
When you log in for the first time, you are prompted to create a new 
password. 

2. In the New Password field, enter a new password 

3. In the Confirm New Password field, enter the new password again. 

4. Click Submit. The login screen displays. 

5. Enter your user name and password 

6. Click Login 

7. Click Launch csCM to begin working in that module 

Changing your password (existing users) 

1. On the login screen for CodySoft, click Forgot or need to reset 
your password? 

2. Enter the email address that you use to access CodySoft 

3. Click Submit. You will receive an email with a Reset Password link 

4.  Enter a new password that meets the criteria shown on that screen. 

5. Click Submit. You will be redirected to the login page where you can 
login with this new password. 

Main Dashboard 

The main dashboard is the first screen you see after you log in to CodySoft®. 
It provides you with access to the different modules your company has 
licensed.  
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The csCM on the menu bar on the left side of the screen is an acronym for is 
CodySoft®’s Collateral Management Module®. To launch the Collateral 
Management Module®: 

1. Click csCM. The Launch csCM button appears 
2. Click Launch csCM.  
NOTE: To access Collateral Management directly in the future:  

1. Bookmark http://cm.codysoft.net in your web browser.  
2. Select the bookmark to go to the login screen 
3. Enter your username and password. The Collateral Management 

Dashboard displays.  

csCM® Dashboard 
The dashboard is the first screen you see after you log onto the Collateral 
Management Module®. It provides you with at-a-glance views and convenient 
access to your projects, tasks, discussions and compliance submissions. Your 
view is customizable and is unique to your access role. There are five tabs on 
the Dashboard: 

My Projects—displays your list of current projects. See Setting up the 
Project. 
Tasks—displays the list of all tasks assigned to you.  
My Discussions—displays the list of all active discussions that you are in. 

Submissions—displays the list of all submissions that you have filed.  
Approvals—displays the list of all pending approval items in three 
categories:  

• Assets 
• Templates 
• Versions 

 

Customizing your dashboard view 

1. To minimize or expand a section, click the lightbulb  on 
the lower right of the My Projects list.  

2. Click the Show entries dropdown:  
to expand your view to 10, 25, 50, or 100 entries on the 
Dashboard. 

http://cm.codysoft.net/
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3. To sort a column on the Dashboard, click the column header. 
4. To filter results in a column, type the first few letters of the 

information you are looking for.  
5. You can sort by date also. Click the Due Date header to change the 

sort order to Ascending or Descending. 
6. To reorder the tabs on the Dashboard, simply drag and drop the tab 

into the desired position.  

csCM Menu 
Above the dashboard are links to other areas of the Collateral Management 
Module®: 

 

1. Home –Returns you to the csCM dashboard. If you pause the 
pointer on this link, the Main Dashboard Link appears. Click Main 
Dashboard to go to the CodySoft® platform dashboard, where you 
can launch other CodySoft® modules your company has licensed. 
For more information on these modules, please contact your 
CodySoft® administrator. 

2. Projects – Takes you to a list of active projects. If you pause the 
pointer on this link, you can access other Project links: 

 

a. New Project – to create a new Project 
b. Projects – to display the list of your project 
c. Schedule Templates – to see the list of existing schedule 

templates 
d. New Schedule Template – to create a new schedule template 
e. Search Projects – to search for a project  

3. Rules – Takes you to a list of the rules that have been created for 
use within the CodySoft® editor. If you pause the pointer on this 
link, you can access other Rules links: 

 

a. New Rule – to create a new rule 
b. Rules – to see the list of existing rules 
c. Search Rules – to search for a rule 
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4. Library – Takes you to the Collateral Management Module® library of 
digital assets for use within the application. These assets include 
images, logos, content, data assets and final versions of documents 
created with the application. If you pause the pointer on this link, you 
can access other Library links: 

 

a. Assets – to see the list of existing assets 
b. New Asset – to create a new asset 
c. Versions – to see the list of versioned documents 
d. Document Kits – to see the list of created document kits 
e. Create Kit – to create a new document kit 
f. Search Assets – to search for a particular asset 
g. Search Legacy – to search for uploaded legacy (pre-CodySoft®) 

materials 
h. Create Legacy – to upload legacy materials 
i. Data Grid Tools – to access the list of existing data grids 

5. Inventory –Takes you to a list of items that have been uploaded into 
the application for inventory management purposes. If you pause the 
pointer on this link, you can access other Inventory links: 

 

a. View Inventory Records – to see the list of existing inventory 
records 

b. Upload Inventory Records – to upload new inventory records 

c. Create Inventory Reorder Level – to set a level for reordering 
inventory 

d. Inventory Reorder Levels – to see a list of established inventory 
reorder levels 

6. Reports –Takes you to a list of standard reports that are available in 
Web and XLSX formats, along with a link to Custom Reports which 
allows you to create custom reports using the CodySoft® reporting tool, 
and a Chart Visualizations tab that provides data analytics in graphic 
formats.  

7. Archives – Takes you to a list of archived projects. If you pause the 
pointer on this link, you can access other Archive links: 

  

NOTE: The Archives tab is available only to users who have the proper 
user role in CodySoft®. If you are unsure of your role, please contact 
your System Administrator. 

a. Projects – to see a list of archived projects 
b. Schedule Templates – to see a list of archived schedule templates 
c. Rules – to see a list of archived rules 
d. Assets – to see a list of archived assets 
e. Final Versions – to see a list of archived final versions of documents 
f. Legacy – to see a list of archived legacy material 

8. Search Regulatory Rules – Launches the CodySoft® Regulatory 
Analyzer®, where you can search and update your regulatory rules 
database.  
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NOTE: This link is only available to users who have licensed the 
Regulatory Analyzer®. 

9. Admin – Brings you to the admin page, where admin users can manage 
content and users. 

NOTE: The Admin tab is available only to users who have the proper 
user role in CodySoft®. If you are unsure of your role, please contact 
your System Administrator. 

 

Notifications 
The Collateral Management Module® sends messages to notify you of 
various project-related activities such as when a project request has been 
approved, when you have been assigned a project task, or when a 
discussion has been created for your project. The Collateral Management 
Module® has a Message Center where you can access all notifications. 

 

 

Turning off notification emails 
To opt-out of receiving email notifications: 

1. Click Profile 

2. In the Edit Settings dialog box, select the Do not send me system 
emails checkbox 

3. Click Save  

If you want to continue receiving notifications, leave this checkbox unselected 
and add the CodySoft.com domain to your Safe Senders/Recipients lists in 
Outlook. 



   

8 
© Copyright 2020 Cody Consulting Group, Inc. All Rights Reserved. Patent Pending. CodySoft® Collateral Management Quick Start Guide. CODY’s Collateral Management Module does not relieve users of responsibility to understand 
and comply with applicable federal regulations. 

 
 

Steps in a CodySoft® Project 
Follow these general steps to complete a CodySoft® project: 
1. Setting up the Project 

a. Creating a New Project 

b. Populating the Data Grid 
c. Uploading the Data Grid  
d. Populating the Rules Grid 
e. Uploading the Rules Grid  
f. Creating an Asset Application Grid (if applicable) 

g. Uploading the Asset Application Grid (if applicable) 
h. Populating the Operational Grid (if applicable) 
i. Uploading the Operational Grid (if applicable) 
j. Creating Data Assets 

k. Uploading the Data Assets  
2. Creating and Editing the Template 

a. Creating the Template 
b. Adding Elements 

c. Adding Rules 
d. Testing the Template 

3. Reviewing the Project Documents 
a. Creating individual plan versions  
b. Creating review tasks 

c. Updating Template based on review comments 

4. Completing the Project 
a. Creating a Compliance Record 
b. Archiving the Project 

This Quick Start Guide covers these project steps at a high level. See the 
CodySoft® User Guide at https://support.codysoft.com/kb/a20/codysoft-user-
guide.aspx for more details on all the steps identified in this list. 

https://support.codysoft.com/kb/a20/codysoft-user-guide.aspx
https://support.codysoft.com/kb/a20/codysoft-user-guide.aspx
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Setting up the Project 

Creating and submitting a draft project 

1. From the dashboard, click New Project link on the right side of My 
Projects. The Create Project page displays: 

 

NOTE: Items on the form with red asterisks (*) are required fields.  

2. On the Create Project page, enter the following information:  

a. Name – Enter a Name for the project 

b. Plan Year – Enter the plan year covered by the communication. 

c. Start Date – Enter the project start date using the calendar 
widget 

d. Due Date – Enter a project Due Date using the calendar widget 

e. Audiences – Select your material’s audience from the drop-
down list. 

f. Line of Business – From the drop-down list, select the 
checkboxes for the lines of business that apply to this project. 

g. Departments – Select the appropriate departments from the 
drop-down list. 

h. Plan Name/C#/ID – From the drop-down list, select the 
checkboxes for the contract numbers that apply to this project. 

i. Description – Enter a brief Description of the project 

j. Budget Estimate – Enter a preliminary budget number. When 
the project is complete, come back to this tab and enter the 
final budget amount in this field. 

k. Request date – This is the date you are submitting your 
request. It is an auto-generated field. 
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l. Media Type – From the drop-down list, select the Media Type 
for this project. 

m. Copy Supplied – Select the Yes option if written copy is 
included in the request (If you select Yes but do not attach any 
copy in the Attachments tab, you receive a reminder to do so.)  

n. Plan types – Select the plan types from the drop-down list (for 
example, Classic Gold HMO MAPD).  

o. Requested Services – Select all requested services required for 
the creation of your material. Note that you can select Other 
and enter your own requested service.  

p. Optionally click Add Attachment on the Attachments tab below 
to attach any relevant documents that apply to this project. For 
example, if you choose Copy Supplied=Yes you must upload 
material for the project as an attachment. 

q. If known, select the Project Manager on the Project Overview 
tab below. Select the user responsible for managing the day-to-
day details of this collateral material project from the drop-
down list. You can do this now or after you save the project. 
The project must have a project manager to be approved. The 
Traffic Manager is responsible for selecting the project 
manager if none is selected here. 

r. Click Save. The project is created with an auto-assigned 
number and placed in Submitted status. 

You will receive a notification email from CodySoft® that your project request 
has been submitted for review and approval. The Traffic Manager or Project 

Manager handles project requests. 

Populating the Data Grid 
CodySoft® supplies you with a standard Excel spreadsheet data grid 
template for capturing variable benefit information for use in the Collateral 
Management Module.  

Example: 

 
For each benefit, you enter the value for the previous year and the current 
year in the appropriate cells. The values are identified as attributes. For 
example, the attribute IPHA_LRD_IN in column C in the preceding figure is 
the name that you insert as an element in the template to retrieve the 
data in the cells in the plan columns, based on rules you create and apply 
to the attribute in the template. Once you have populated the data grid 
with values, you upload the data grid to CodySoft® and create rules to 
insert the values in the data grid into your template. The CodySoft®-
supplied template has an initial set of attributes, and the template is 
customizable. See https://support.codysoft.com/kb/a19/cody-consulting-
anoc-eoc-data-grid-creation-notes.aspx 

Uploading the Data Grid 
You upload the data grid just like any other asset. See Adding a New Asset to 
the Library. 

https://support.codysoft.com/kb/a19/cody-consulting-anoc-eoc-data-grid-creation-notes.aspx
https://support.codysoft.com/kb/a19/cody-consulting-anoc-eoc-data-grid-creation-notes.aspx
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Populating the Rules Grid  
To manage your rules, you can set up a Rules Grid. The Rules Grid is an Excel 
spreadsheet like the Data Grid. The Rules Grid is set up with a list of rules in one 
column, the plans in columns to the right of the rules, and x’s in the plan 
columns denoting which rules apply to which plans. Because the Rules Grid is 
an Excel document, you can’t edit it in CodySoft®, but you can have it open 
from a local source and re-upload to CodySoft® if you make changes from what 
is already uploaded in CodySoft®. Here are some guidelines for setting up a 
Rules Grid: 

• Put the PBPs (the plans) in the same column order as they appear in 
your Data Grid. 

• In the attribute row, add the plan type, service area/state, or other 
information that you choose 

• Populate the x’s in the plan columns based on the current plan year’s 
data that you have. Update it when you receive new or changed data 
from the data grid or PBP reports. 

Here’s a sample portion of a rules grid: 

 

Rules Grid Format 

All grids must have this exact text in the following cells before uploading: 
1. C1: Plan Name 
2. C2: Variant 
3. C3: Attribute 

Use all lowercase x’s in the applicable PBP cells. The capitalization of the “x” 
affects the rules you’ll enter in CodySoft®. 

Uploading the Rules Grid 
Upload your Rules Grid as you would the data grid or any other data asset. See 
Adding a New Asset to the Library. 
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Alternate Grid Options 

Populating the Operational Grid 

In addition to the data grid for benefit and copay information, you can set 
up an Excel spreadsheet as an Operational Grid for capturing other variable 
information for use in the Collateral Management Module®. This 
information might be items like addresses, phone numbers, and website 
URLs that vary from plan to plan, or it might be pieces of text that change 
from plan to plan, require no special formatting, and can be imported 
directly from the Excel spreadsheet. 
Example: 

 
The attribute Referralmustmay in column C in the preceding example is the 
attribute name that you insert in the template to retrieve the data in the cells 
based on rules you apply to the attribute in the template. In this example, the 
combination of attribute and rule would put the text in cell D98 in the HMO 
plan document and would put the different text in cell G98 in the HMO-POS 
plan document. When you have populated the operational grid with values, 
you upload the operational grid to CodySoft® and create rules in CodySoft® to 
insert the values in the operational grid into your template. 

Uploading the Operational Grid  

You upload the operational grid like any other asset. See Adding a New Asset to 
the Library. 

Creating an Asset Application Grid 

When you are creating a template in a CodySoft® project, you may create 
assets that you want to associate with a project. These assets may be Word 
documents that you want to bring into the template as separate sections, 
already formatted. They may be other assets such as ID Card images. You 
create and develop these assets outside of CodySoft®, and then upload 
them to the Library. See . The Asset Application Grid allows you to associate 
Rules and Assets to multiple plans from one data source. CodySoft® supplies 
you with a standard Excel spreadsheet asset application grid template for 
that gives you a method of assigning data assets to specific plans in the 
Collateral Management Module®. 

1. Open the Asset Application Grid on your local machine 
2. Add a row for each Asset you want to use. These may be Word assets, 

or they may be other types of assets like ID Card images and so forth. 
a. In the Asset column of each row, enter the asset name 
b. In the Rule column of each row, enter the rule name 

3. Add a column for each plan in which you want to insert assets. The first 
four rows in each column include the following information: 
• PlanName: The plan number and contract number of the plan, in 

this format: nnn(Hnnnn) 
• Variant: The contract year 
• Attribute: The state in which the plan is in effect 
• Plan_Name: The full plan name as listed in the data grid, for 

example: PrimeMedicare Gold HMO 
4. In the row for each asset, enter an “x” in the cell for each plan for 

which you are going to bring the asset into the template. 
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Example: 

 

In the preceding example, the Diamond_Bene rule in cell C6 inserts the 
asset named Plan 1 benefit changes table defined in cell A6 into the 
plans marked with an “x” in columns D and G. You can customize the 
asset application grid to set up rules for as many assets and plans as 
you have in your project. 

5. Click Save to save your changes 
6. Close the asset application grid 

Uploading the Asset Application Grid 

You upload the asset application grid like any other asset. See Adding a New 
Asset to the Library. 

 

The Assets screen 
The Assets screen provides you with methods for filtering, searching, reviewing, 
editing, and creating new assets. 

From the Library menu, select Assets. The Assets screen displays: 

 
The screen provides two work areas: 

• Active Asset 
• Canceled Assets 

From the Assets screen you can create a new asset by clicking Create 
Asset. 
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Active Assets area 
The Active Assets area of the Asset screen provides the following columns and 
their associated functionality: 

• Name — Click the underlined document name to access the Edit Asset 
screen. 

• View — Indicates if the asset is editable (the pencil editing icon) or read 
only (the eye icon). Click the appropriate icon to open the asset for 
editing or to view in read only mode. 

• Category — Displays the Asset Category selected when the asset was 
created 

• Type — Displays the Type selected when the asset was created 
• Status — Displays the Status of the asset:  

o Draft 
o Approval Pending 
o Approved 
o Published 

• Created By — Displays the name of the person who created the asset 
• Created On — Displays the date the asset was created 
• Last Modified By — Displays the name of the person who last edited 

the asset 
• Date Modified — Displays the date the asset was last edited 

• Validate — Click the green arrow  to validate that the asset 
contains no errors 

• Review icon — Click the review icon to send a document for review and 
approval 

• Cancel icon — Click the cancel icon to cancel the asset 
• Plus sign (+) icon — Click the plus sign (+) icon to view previous 

versions of the asset and roll back if necessary.  
NOTE: You can roll back an asset to any previous revision. The 
Revisions history screen displays revision(s) that have been created 
from a prior revision in bold and identifies the prior revision number 
from which they were created. 

 
NOTE:  A blank row underneath the column name indicates that you can search 
and filter on those columns. You can filter on multiple columns to find an asset 
or a group of similarly named assets. 
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Adding a New Asset to the Library 
1. From the Library choices, select Assets. The Assets screen displays. 

 

2. Click Create Asset. The Create Asset dialog displays: 
 

 
3. Enter an asset Name 
4. From the Asset Category drop-down list, select a category from these 

choices: 
• Content – files for use in CodySoft®, either as File templates for 

CodySoft® Editor templates, or other asset content files. 
• Data – Data files. (The required format for use with rules for the 

Document Editor: Microsoft Excel.) 

• Images – Graphic files for layout. (Required formats for use 
with rules for the Document Editor include:  jpeg, jpg, png, 
gif and bmp.) 

• Logos – Graphic files for your company’s identity. (Required 
formats for use with rules for the Document Editor include:  
jpeg, jpg, png, gif and bmp.) 
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5. From the Type field drop-down list, select the asset Type. Your choices 
depend on the Asset Category you have chosen: 
• For Content: 

o File Upload  
o CodySoft® Editor 

• For Data 
o File Upload 
o Excel Data Asset 

• For Images or Logo, Type is File Upload 
 
The Status field defaults to Draft for Create Asset 

6. From the Line of Business drop-down list, select all lines of business 
that apply to this asset.  

7. Enter a brief Description of the asset 
8. In the File to Upload field, click Browse 
9. Navigate to the asset 
10. Click to select it 
11. Click Open 
12. Click Save. The asset appears on the list of assets. 

NOTE: Please check your Asset for formatting if you encounter any errors 
during the upload process. Make sure that formatting is applied only to 
active cells in your Asset, and not to rows and columns outside the 
populated area. 

Edit an Asset 
To edit an asset:  

1. Click the document name 
2. On the Edit Asset screen, click Edit Document 

3. Edit the document 
4. Click Save 
5. Close the document 

NOTE: If you edit an asset in Published status it moves back to Draft status 
automatically. Previous versions and their status are kept in CodySoft®. Click 
the plus sign (+) to view versions 

Send an Asset for Review  
To send an asset for review: 

1. Click the review icon on any asset in Draft status. 
2. Change the Status to Approval Pending 
3. Identify the Approval Method, either Concurrent or Routing 
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4. Select approvers from the list: 

 
NOTE: the project manager who submits the asset for approval is 
included automatically as an approver when Approval Pending is 
selected. The project manager can also approve the document on their 
own by selecting Approved and clicking OK without selecting any other 
approvers. 

5. Click OK. The document now displays as Approval Pending on the 
Assets tab. 

Review an asset 

1. To review and edit an asset, click the PDF file icon  for the asset. 
2. Review the document and add comments as you would in a Template 

review. 
3. When you have completed your review, close the Review window. 

Cancel an Asset 

To cancel an asset: 

1. Click the red x icon  on any asset. The asset is cancelled and moved 
from the Active tab to the Cancelled tab on the Assets screen. 

You can also cancel an asset by this method: 
1. Click the review icon on any asset 
2. Change the Status to Cancelled. Do not select any approvers. 
3. Click Ok. The asset is moved to the Cancelled assets list. 

Notes on cancelling assets: 
• You cannot cancel an asset in Pending Approval status. 
• If you try to cancel a Published asset that is in use in one or more 

projects, you will get a message listing those projects.  

Validate an Asset 

To validate the correctness an asset before it is published: 

1. Click the green arrow  on the row for any asset. If the asset is 
correct, you’ll receive a confirmation message: 
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If the asset contains errors, you’ll receive an error message with detail 
on where you need to edit the asset to make correct t, as in this 
example message 

 
2. Edit the asset and select the green validation arrow again to re-validate. 

 

Publish an Asset 
To publish an asset after it has been approved: 

1.  Click the version icon  on any approved asset. A confirmation 
dialogue appears: 

 
2. Click Yes to publish the asset and make it available for use in projects. 

Working in the Template 

Adding a New Template 
You can add three types of templates to a Collateral Management Module® 
project: 

• File 

• CodySoft® editor 

• Excel 
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This guide explains how to access each of the three types of templates, edit the 
templates, and save them to the CodySoft® server. 

To add a new template: 

1. From the home page of a project, click the Templates tab. 
2. Click Add Template 
3. Enter the following information: 

a. Name – give the template a name 
b. Type – from the drop-down list, select the type of template you 

are creating—File, CodySoft® Editor, or Excel. 

Note: If you are going to use this document to add elements 
and rules, select CodySoft® Editor 

c. Plan Number – From the drop-down list, select the plan 
number of the plan for which this will be the template 

4. Browse to the file you want to upload 
5. Click to select it 
6. Click Open 
7. Click OK. The new template appears in the template list. 

Viewing and editing a CodySoft® Editor Template 

1. Click the filename of the template you wish to access. The following 
screen displays:  
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The toolbar icons across the top of the template editor page are as follows:  

 Save template 

 Unlock Template and Return to Project 

 Complete review (for use on the Review process only; not enabled 
 on the template editor screen 

 View file (read only) 

 Show validation errors 

 Edit Template 

 Test the Template 

2. Click the Edit Template icon. 

NOTE:   Once you open the template document, this document is 
available in Read-Only view only for other users. To unlock this 
template, save and close the file and click the Unlock Template 
and Return to Project icon. 

3. Make edits to your documents. 
4. Click Save. 
5. Close the file.  
6. Click the Unlock Template and Return to Project icon 

Navigating on the template editor screen 

Use the navigation toolbar to move easily through the document: 

 
o Use the left and right arrows to go forward and backward 
o Enter a page number to jump to that page 
o Click Pages to view a screen of thumbnails and jump to any page 

via the thumbnail 
o Click Find to find and go to text in the document 
o Click Bookmarks to find Bookmarks and go to them 
o Click the magnifying glasses to zoom in or out on the page 
o Use the percentage dropdown to change (zoom) the screen 

image size 
o Click the horizontal double arrow icon to Fit Width 
o Click the vertical double arrow icon to Fit Page 
o Use the list of page numbers down the left side to go to a 

specific page 
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Fixing Validation Errors 
If your template has validation errors, you can access and fix them from the 
template editor screen.  

1. Click  Show validation errors. The list of validation errors 
displays: 

 
2. Click the page number to go to the page number in the PDF view on the 

left side of the template editor screen.  

3. Review the page and identify the errors and then edit the template to 
correct them. 

4. Alternately, click Download to download the list of validation errors in 
an Excel .csv file that you can use or save for making future corrections 
to the template.  

 

Editing a File Template 

1. Click the template name to open the file template screen.  
NOTE:   Once you open the File template document, this document will 

only be available in Read-Only view for other users. To unlock 
this template, you must save and close the file.  

 
2. Click the Edit Template icon to edit the document 
3. Make edits to your documents. 
4. Click Save in your document. 

5. Close the file. Your changes are saved and uploaded to the CodySoft® 
server. 

 
NOTE: If you have made changes to a local copy of the template, you can 
replace the existing template instead of editing it, by clicking the “Upload 

Replacement Template” icon . 
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Viewing and editing an Excel Template  

1. Click the pencil icon  to open the Excel file.  

NOTE: When you open the Excel template document, it is available 
in Read-Only mode for other users.  

2. Make edits to your Excel document. 
3. Click Save. 
4. Close the Excel Document. Your changes are saved and uploaded to 

the CodySoft® server. 
5. Click Unlock Template and Return to Project 

Adding Elements 
In your CodySoft® Editor template, you create elements using the attribute 
names you established in your data grid, rules grid, operational grid, and asset 
application grid. You can copy and paste attribute names directly from your 
grids to use as element names in the template.  

1. From the dashboard, select the project that contains the template you 
want to edit  

2. From the home page of the individual project click the Templates tab 
3. From the list of templates, click the Name of the template you want to 

edit. The template appears in a three-column format: 

Page 1 of the 
current template in 
the left column 

The list of Elements 
on the current page 
in the center column 

The list of Rules in 
the right column 

4. Click Edit Template 
5. Open the document in Word when prompted 

6. Click Enable Editing if prompted 
7. Navigate to the page where you want to add elements to the template. 
8. Add elements from your data grid, rules grid, or operational grid. The 

format for these elements is to surround them with double brackets. 
For example, if your data grid attribute is Plan_Name, you would create 
an element called [[Plan_Name]] in your CodySoft® template. 

9. Save the document in Word  
10. Close the document 
11. Click Save 

Creating CodySoft® content using IF statements 

IF Statement Concept 

Using IF statements, document creators and reviewers can see all content 
embedded in the template, including variations by plan. 
NOTE: If you are a CodySoft® user already and you want to continue working as 
you do currently, using an operational grid and assets to store content rather 
than using IF statements to have the content appear in the template, the system 
will continue to work that way and you don’t have to use the IF functionality. 

IF Statement Syntax 

To bring content into a CM template, you surround the desired content with a 
pair of IF/END IF tags that tell the system to insert this content when rule 
conditions are met. Then you create rules to specify the conditions and apply 
them just as you would to other elements in a CodySoft® template. 
The content within the IF statement pair can be a word or phrase, or it can be a 
longer, fully formatted piece, for example, a bulleted list or an entire section 
with a header. 



   

23 
© Copyright 2020 Cody Consulting Group, Inc. All Rights Reserved. Patent Pending. CodySoft® Collateral Management Quick Start Guide. CODY’s Collateral Management Module does not relieve users of responsibility to understand 
and comply with applicable federal regulations. 

 
 

IF statements act like other elements. You can create rules and drag rules onto 
the IF statements on the template screen, just as you would with any other 
element. See Rule Conditions for IF Statements. 
To add content to a template: 

1. Add an IF element pair with the syntax [[IF:Rulename]]CONTENT 
HERE[[ENDIF:Rulename]] 

2. Create the Rule. See Rule Conditions for IF Statements 
3. On the template screen, drag the rule onto the IF element. The 

[[IF:Rulename]] now reads [[IF:RuleId={xxx}]] and 
[[ENDIF:somerulename]] is also replaced to read [[ENDIF:RuleId={xxx}]] 

NOTE: Dragging the element or rule brings up a dialog box with the 
auto-populated with the element name that was used in the drag and 
drop action so that you don’t have to search for it. For example, if you 
are applying a rule to the element Plan_Name, the dialog filters and 
displays as in this example: 

 

4. Click OK to use the selected element. The mapping must be an exact 
match or else an error message displays. 

5. Click the Commit Changes icon  to save your changes 

The content in the template either appears in the plans you generate or does 
not appear, based on the conditions you set in the rule. See Rule Conditions for 
IF Statements. 
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Here’s an example of two IF statements in a template, with the rules applied, to 
bring in bulleted lists with different text: 

  
 

IF Statement Variations 

You can create several variations of IF statements in your template. 

Nested IF statements 

You can have nested IF statements. For example: 

 

IF statements on a single line 

If you need to replace a single word or a short phrase in a sentence instead of 
inserting a longer piece of content, you can use an IF statement. Here’s an 
example: 

Our plan [[IF:RuleId={FBDE}]]also[[ENDIF:RuleId={FBDE}]] provides 
coverage for 
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Rule Conditions for IF Statements 

To set up a rule to use content within an IF statement, create the rule as you 
would any other rule, with the following exception: in the Asset field, instead of 
selecting the Asset, select Embedded to indicate that the asset is embedded in 
the template. See also Creating CodySoft® content using IF statements 

 
The confirmation message displays: 

 
Set the conditions for the rule as you normally would. For example, you can use 
the rule to identify when to include the asset in a document by Plan Name or 

Plan ID. 

Creating Rules 
In CodySoft® you create rules that you apply to elements in your template to 
insert data from your data grid, rules grid, operational grid, or assets from your 
asset application grid. This combination of elements and rules is the method of 
retrieving information from these grids. 
There are two types of rules in CM: 

• Template rules—are used to bring in data for a specific attribute. There 
is one template rule for each attribute. See Creating a Template Rule. 

• Data Asset rules—are used to bring in data from a grid for a variety of 
attributes. For example, you may have a rule that can be used to bring 
in any number of different attributes from a data grid, or embedded 
content for a variety of rules in a rules grid. See Creating a Data Asset 
Rule. 

Rules Wizard 

CodySoft® also provides a Rules Wizard for creating multiple rules at one time 
from a template. For detailed instructions on the use of the Rules Wizard, please 
see the full CodySoft Collateral Management User Guide in the Knowledge Base 
on the Cody Support portal. 
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Creating a Template Rule 

1. From the CodySoft Editor screen in the Templates tab, click Add Rule 
The Create Rule screen displays: 

 
2. Enter a rule Name. (Use letters and numbers only—do not use any 

special characters such as dashes) 
3. From the Type field drop-down list, select Template Rule to use the 

rule in your template 
4. Enter a brief Description of the asset 
5. Select all lines of business that apply to this asset. 
6. In the Asset field, leave the default as None if this rule does not apply 

to a specific asset. If the rule applies to a specific asset: 
a. Click None 
b. From the Type field, click the asset type, for example, Data. You 

can filter on the list of available assets by entering the first 
letter(s) of the asset name in the Name field. 

c. Select the option button next to the to the asset you want to 
use 

d. Click OK. The asset name displays in the Asset field 
7. From the first Property field drop-down list, select the property to 

which the asset applies. The pull-down list displays the default list of 
project properties such as Start Date, Requested By, and Media Type.  

8. In the second Property field, enter the condition you want to set for 
that value for the property, or select it from a drop-down list. For 
example, if you chose Media Type as the property in the first Property 
field, select a Media Type that you wish to set as your condition (such 
as “EOC”) from the drop-down list in the second Property field so that 
Property = “Media Type” and Media Type=“EOC”. 

9. Click the appropriate modifier for your property.  

 
In this example, you would select Equal To. As soon as you chose the 
modifier, the condition is set in the rule: 

 
10. Optionally set additional conditions, using the modifiers provided to 

construct each additional condition: 

 
For example, you might have a condition that reads: (Line of Business = 
Medicare AND Plan Type = PDP) AND Media Type = Flyer 

11. Build a string of modifiers and properties that create each additional 
condition. 
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Use the up and down arrows to change the order of your conditions 
and click the red x circle to delete any conditions you don’t want to 
keep as part of the rule. 

12. Click Save when you are satisfied with your conditions. Your new rule 
appears in the list of rules on the Template Editor screen. 

Creating a Data Asset Rule 
You create data asset rules to apply attributes from data assets to specific plans 
in your project. 

1. From the CodySoft Editor screen in the Templates tab, click Add Rule 
The Create Rule screen displays: 

 

1. Enter a rule Name. (Use letters and numbers only—do not use any 
special characters such as dashes)  

2. From the Type field drop-down list, select Data Asset to apply the rule 
against an item in your data grid, operational grid, asset application 
grid, or rules grid.  

3. Enter a brief Description of the asset 
4. Select all lines of business that apply to this asset. 
5. In the Applies to field, leave the default as None if this rule does not 

apply to a specific asset. If the rule applies to a specific asset like a grid 
with rules you’ve created to bring in content within IF statements, 
follow these steps: 

a. Click None 
b. From the Category field, click the asset type. In most cases, 

because you chose Data Asset as the Type, this choice is Data. 
c. Select the option button next to the to the asset you want to 

use 
d. Click OK. The asset name displays in the Applies to field 

6. In the Asset field, leave the default as None if this rule does not apply 
to a specific asset. If the rule applies to a specific asset: 

e. Click None 
f. From the Type field, click the asset type, for example, 

Embedded, which will bring in the variable content that you’ve 
placed between IF statements in your template. 

g. Optionally use the Name field as a filter to reduce the number 
of assets in the list. For example, if you enter Bene in the Name 
field, only assets with Bene in the name display 

h. If you are applying your rule to an asset type instead of using 
embedded content, select the option button next to the to the 
asset you want to use 
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i. Click OK. The asset name or category displays in the Asset field 
j. From the first Property field drop-down list, select the property 

to which the asset applies. The pull-down list displays the list of 
attributes in the data asset that you entered in the Applies To 
field. For example, if you are creating a rule that uses a rules 
grid in Applies To, the list will be of the rules in the grid. See 
Creating a Rules Grid. 

k. Use the second Property field to set the conditions for your 
rule to follow. For example, if you are using a rules grid in 
Applies To and you chose “altlanguage,” as the property, 
populate the second property field with whatever marker you 
used on your rules grid to indicate which plans this rule applies 
to, for example, you may use a lowercase “x” in the columns 
for the plans for which this rule applies. 

l. Click the appropriate modifier for your property.  

 
In this example, you would select Equal To. As soon as you 
chose the modifier, the condition is set in the rule: 

 
m. Optionally set additional conditions, using the modifiers 

provided to construct each additional condition. 

7. Click Save when you are satisfied with your conditions Your new rule 
appears in the list of rules on the Template Editor screen. 

NOTE: From the Rules tab you can copy rules using the Copy to clipboard icon 

 at the end of each Rule row. See Add Rules to Project. 

Naming a Rule for Embedded Content Using IF Statements 

Rule Name and Beginning Syntax 

Rule Name 
CodySoft suggests that you use the following naming convention when creating 
rules. The Rule Name is a combination of two-digit plan year (optional) + plan 
type abbreviation (see below) + the rule name from Column C of the rules grid. 

Plan Type Abbreviations: 

Plan Type Abbreviation 

HMO MAPD H2 

HMO MA Only H1 

PPO MAPD P2 

PPO MA Only P1 

DSNP Dx 

PDP Rx 

EGWP Ex 

PFFS Px 

Use the same beginning syntax for all rules associated with each Rules Grid.  
Beginning Syntax = two-digit plan year + plan type abbreviation 
In this example, the beginning syntax for Generic 2018 HMO MAPD Rules Grid 
will be GW18H2. 
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Follow the two-digit plan year (optional) + plan type abbreviation with the rule 
name from Column C of the rule grid to create the full syntax for each rule 
name. 
NOTE: Do not use spaces or special characters in your rule name. 

Using Rules 
1. From the dashboard, select the project that contains the Cody Editor 

template you want to edit  
2. From the home page of the individual project, click the Templates tab 
3. From the list of templates, click the Name of the template you want to 

edit. The template appears in a three-column format: 

Page 1 of the 
current template in 
the left column 

The list of Elements 
on the current page 
in the center 
column 

The list of Rules in 
the right column. 

4. Navigate to the page with the element to which you want to apply a 
rule 

5. Click and drag the rule from the right column onto the element in the 
center column or drag the element from the center column onto the 
rule in the right column. Dragging works the same in either direction. 
NOTE: Dragging the element or rule brings up a dialog box with the 
auto-populated with the element name that was used in the drag and 
drop action so that you don’t have to search for it. For example, if you 

are applying a rule to the element Plan_Name, the dialog filters and 
displays as in this example: 

 

6. Select the Variation (plan year) that you want to apply to this element 
7. Click OK. The mapping must be an exact match or else an error 

message displays. 
8. Scroll down if necessary and click Test the Template on the lower right 

of the page. 
9. Verify that the rule has been applied to the element. 

10. Click the Save Template icon  to save your changes. Click the 

Undo dropdown if you want to revert to the 
template’s state before you made the changes, for example if you find 
an error in the way you applied a rule that you don’t want to commit to 
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the template. You can undo changes from the dropdown list one at a 
time working backwards until you have undone all the changes you 
want to back out of your edits. 

Adding Rules to Project 
If you are a project manager, you can add previously created rules to your 
project. See Creating Rules for instructions on how you can create rules in your 
project. 

1. From the Rules tab of your project click Add Rules to Project. The Add 
Rules to Project screen displays: 

 
2. Filter your search criteria using the fields provided: 

Name: Enter the rule name if known 
Type: Select Template Rule (for Data grid rules) or 

Data Asset (for IF Statements). See Creating 
Rules. 

Created By: Select a username to search for rules created 
by that person 

Last Updated By: Enter a username to search for rules edited by 
that person most recently 

Asset: Select asset associated with the rule from a 
dropdown list of all assets  

3. Click Search 

Your search results display in the table below: 

 
4. Click the plus sign (+) at the end of the row to add a rule to your 

project. When you have added all rows you want to add, click Close. 
Your rules display on the Rules tab in the project and are available for 
use in the Rules column on the Template Editor screen. 

Viewing Unassigned Elements 
You can run a report that will identify all elements in that template that don’t 
have rules assigned to them. This report allows you to quickly identify and 
resolve any issues with unassigned elements. 
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1. From the Edit Template screen, click the View Unassigned Elements 

icon:  

The Unassigned Elements dialog box opens. 

 
2. Click any element in the list to navigate to the page number of the 

element you want to work on or click OK to close the list. 

3. On the template editor screen, click and drag the rule from the right 
column onto the element in the center column, or drag the element 

from the center column onto the rule in the right column. Dragging 
works the same in either direction. 

NOTE: Dragging the element or rule brings up a dialog box with the 
auto-populated with the element name that was used in the drag and 
drop action so that you don’t have to search for it. For example, if you 
are applying a rule to the element Plan_Name, the dialog filters and 
displays as in this example: 

 

6. Click OK to use the selected element. The mapping must be an exact 
match or else an error message displays. 

When you have identified all unassigned elements and assigned rules to them, 
you are ready to test the template. 

Testing the CodySoft® Template 
To test a CodySoft® Editor template to validate rule selection and execution:  
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1. Click the Test the Template icon from the template editor screen. 
 

 
 

2. From the popup window, choose the plan number for the plan you 
wish to test.  
NOTE: When the project is set up in CodySoft®, your project manager 
selects the plans to which the project applies.  

3. Select the type of output you would like, either a Word file or a PDF. 
4. Click OK. The Template Testing dialog box opens. 

5. Click Preview. A new browser window opens, and a plan-specific 
version is displayed as a PDF for your review or opens in MS Word. You 
can open or download this test the template file. 
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NOTE: If errors occur when you test a template, an error message displays 
as in this example: 

 
You can download the error(s) in an Excel .csv file and then edit the 
template or asset to address the error(s).  
NOTE: CodySoft removes blank rows and end of row paragraph marks in all 
tables in your document as part of the Test the Template process. 
CodySoft updates all Tables of Contents in your document with any page 
number changes and any new, changed, or deleted headers also. 

Review Process 
As an end user, you can respond to review tasks you are assigned, and you can 
mark up documents using the Markup Tool during Concurrent review or edit 
copies of Word documents using Edit File during Routing Review, to indicate 
where changes are necessary. Reviews take place both on the Template and its 
draft plan documents, and on the versioned documents after the template has 
been approved. The top tab of the reviews process is Reviews. Review tasks is a 
heading on both the Template Reviews and Version Reviews tabs. 

Accessing your tasks for review 
There are several ways you can access your tasks for review: 
From the email you receive when you are assigned a task. Here is a sample 
email: 
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1. From the email, click the Project link. 
2. The document opens, ready for editing. 

You can also get to your tasks after you log in from the Review tab in the 
project in which you were assigned a task: 

1. Open a Project 
2. Click the Review tab. Your tasks for review are listed: 

 
3. In the Edit Method column, click the Markup Tool if a Concurrent 

review (or click Edit File if a Routing review) to open the file for editing 
You can also get to a task after you log in from the Notifications icon at the top 
right of the main CodySoft® screen.  

1. Click the “You May Begin Your Task” message to open the task email 
2. Click the Project link to access the document for editing. 

Marking up documents with the Markup Tool 
The PDF Markup tool is an easy-to-use editor that provides document 
reviewers with a simple interface to make edits: 

 
 
The screen is divided into three main areas: 

• Annotations area – The center area where you add annotations 

• Users Annotations section – On the right, where all annotations made 
to the document are listed. 

• Navigation area – On the left, available by clicking the arrow to expand 
it, where you can navigate through the document, filter the 
annotations, chat with other reviewers, and export your annotations. 
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Annotations Area 

Adding an edit or comment is as easy as clicking in the annotations area. 

1. Click, or click and drag to identify a section where you want to make an 
annotation. As soon as you click, the annotations dialog box displays: 

 
2. Click the HIGHLIGHT dropdown to change the annotation type. The 

dropdown list displays the choices for annotation type: 

• Highlight—marks the text with highlight 

• Underline—marks the text as underlined 

• Insert—allows you to insert text in the annotation 

• Strikethrough—marks the text as strikethrough 

• Edit—copies the selected text into the annotation for editing 

• Mark section—to mark an entire section for annotation. 

3. Enter text in the text box that describes the annotation, for example 
“Check plan types” or “Update contract year.” 

4. Click the TO dropdown in the upper left of the dialog box to select 
whether to make the annotation visible just for yourself or for all users 
assigned to the review. 

Optionally select one of the tags to enable you and other reviewers to 
narrow the annotations to a subset, for example, Benefits questions. 
Your system administrator sets up the appropriate tags for your use. 
Highlight color is based on the tag type: 

o Benefits in purple 

o Comments in red 

o Questions in green 

5. Click Save to save your annotation or click Cancel to cancel your 
annotation. 

The tool uses your last selection of annotation type for the next annotation. 
You can change the type when you make the next annotation. 



   

36 
© Copyright 2020 Cody Consulting Group, Inc. All Rights Reserved. Patent Pending. CodySoft® Collateral Management Quick Start Guide. CODY’s Collateral Management Module does not relieve users of responsibility to understand 
and comply with applicable federal regulations. 

 
 

Users Annotations Area 

The Users Annotations area keeps track of your annotations and those of 
others: 

 

If more than one person is reviewing the same document, their annotations 
appear in real time while you are in the review. 
You can reply (add a comment) to an existing annotation in the document, and 
edit an annotation you have made: 

 
NOTE: You can only delete annotations you have made, not the annotations of 
others. 

Navigation area 

Navigation 
The Navigation area provides many tools for working in the review: 

 
View menu 
From the View menu you can choose where to show the Notes, or to hide 
them, and you can also access a view of all pages as thumbnails for navigation 
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purposes. 

 
Window menu 
From the Window menu you can change your view of the annotations by 
zooming in or out or setting the view to fit the width or the page size or rotate 
the page view. 

  
Tools menu 
From the Tools menu you can use the Find functionality to search the 

document, locate Word bookmarks, or bring in material from the Clipboard. 

 

Chat 
The Chat choice enables you to chat with other users who are on the review. 
This feature is useful for real time conversation about a document. Chats are 
not saved in the Markup tool. 
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Notes 
The Notes choice gives you the opportunity to Filter the list of annotations by 
date, by tags, and by authors of annotations. You can find notes using a search 
bar and group the notes by various elements also. 

 

Thumbnails 
The Thumbnails choice allows you to view the pages of the document as 
thumbnails in a variety of sizes. Click any thumbnail to go to that page. 
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Sizing icons 
The review space provides these additional navigation tools: 

• The plus or minus looking-glass icons  increase or decrease 
the display of the annotations area. 

• The sizing dropdown  gives you a set of choices for 
resizing the annotations area 

• The vertical double-arrow  positions the entire annotations area 
vertically as a single page 

• The horizontal double-arrow  positions the entire annotations area 
horizontally as a single page 

Complete review 

Click Exit Review to leave the review without completing it. All changes you 
have made during the review session are saved automatically. All changes you 
have made during the review session are saved automatically.  

When you have made all annotations and added all comments to other 

reviewers’ annotations: 

1. Click Complete Review to end your review. The Confirm Commit 
Changes dialog box displays: 

 

2. Enter the time you spent on the review. 

3. Click Commit. 

Your changes are committed to the database and available to the document 
creator or project manager, and the task is marked as complete automatically. 

Click the eye icon  on a completed task to see a PDF of the completed 
review file with all collated markups or click the .CSV icon to download a 
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.CSV file of the comments in Excel format 

 
When all reviews in a round of review are complete, it moves to the 
Completed reviews section. 

 

 

Editing documents in Edit File 

If the review is Routing and the Edit Method is Edit File, click Edit File from the 
Review tasks section on the Reviews tab page. The document opens in 
whatever format the document was created. This might be a Microsoft Word 
file, an Excel spreadsheet, a graphic image, or several other formats. If you are 
working in Microsoft Word, be sure to turn on Track Changes so that other 
reviews can see your changes. 
NOTE: If more than one reviewer is assigned an Edit File review, the file is 

locked by the first person who opens it; only one person can edit the file at a 
time. You’ll need to wait until the file is available for editing. 
NOTE: You can save your changes in CodySoft® and return to a review later to 
complete it. When you return to the file, you can add, edit, or delete previous 
changes. 

Completing tasks on the Review tab  

When you have made your changes and saved the file, you can mark the task as 
complete: 

1. From the projects list, go to the project for which you just completed 
the task. 

2. In the project, click the Reviews tab 
3. From the Reviews tab, locate the task and select the checkbox at the 

right to mark the task complete.  

 
4. At the confirmation prompt, click yes to confirm you have completed 

the task: 
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5. Enter the number of hours and minutes it took you to complete the 
task: 

 
6. Click Ok. A red checkmark indicates you have completed the task. 

 
When a review is complete, it moves to the Completed Reviews section. Click 
the template name in the template to see a PDF of the completed review file 
with all collated markups. 

 
 

Creating Individual Plan Versions 
These are the high-level steps for creating versions. For more information on 
approving templates and versioning different document types and customizing 
the version filenames, please see the full CodySoft Collateral Management User 
Guide in the Knowledge Base on the Cody Support portal. 

1. From the home page of an individual project, select the Template tab 
2. On the Templates tab: 

a. Click the Name of the template from which you want to make 
individual plan versions 

b. On the template editor screen, click the Approve or Change 

Status  icon 
c. In the Approve or Request Approval dialog, select Approved 
d. Click OK. The status updates to Approved and you are returned 

to the project templates screen. 

e. Click the pencil icon  on a template row to create a 
version for one or all plans from a template 

NOTE:   After you have made updates to the template from the reviews of the 
individual versions, you may need to re-version the individual plans. 
Follow the steps above. 

Completing a Project 
Follow these general steps for completing a project: 

Creating a Compliance Record 
When the plan versions have been reviewed and internally approved, and you 
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have received CMS approval for the uploaded documents, you can create a 
Compliance record in CodySoft® to record the successful completion of the 
project. 

1. From the dashboard, select the project that contains the file for which 
you want to create a Compliance Record 

2. On the Versions tab: 
a. Click the Filename 

b. Change status to Approved 

c. Click the shield icon to create a Compliance record 
d. Select the Compliance Type from the drop-down list. 

e. Select the Submission Type from the drop-down list. 
f. Enter the Submission Date. 
g. Click OK. 

3. On the Compliance tab: 
a. Enter the Disposition Date 

b. Change the Status to CMS Approved 
c. Click OK 

4. On the Versions tab: 
a. Click the Filename 

b. From the drop-down list in the Status field, change the Status 
to Complete. The document is published to the Final Version 
list in the Library as a completed Compliance Record. 

Completing the Project 
After the all the tasks in your project have been completed, change the project 
status from In Progress to Complete status to archive the project. 

1. From the home page, choose the project you want to complete 
2. Change the Status to Complete 

The project is archived automatically. 

Support 
In the Support Portal, CodySoft® provides several ways to get more information 
about how to use the CodySoft® product. 

1. From any screen in CodySoft®, click Help in the upper right corner of 
the screen to enter the Support Portal. The Support Portal home screen 
displays: 

 

2. From the Support Portal home screen, you have four choices:  
a. Knowledge Base 
b. Community 
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c. Tickets 
d. Search the Portal 

Using the Knowledge Base 
1. Click Knowledge Base to enter the Knowledge Base 

a. Enter a Search term 
b. Click Search to look for topics related to your search criteria. 

The system displays a list of relevant Knowledge Base topics. 
c. The Knowledge Base choice also provides links to these 

documents for reference: 
i. CodySoft® User Guide 

ii. Cody Consulting Group ANOC-EOC data grid template 
iii. Collateral Management Module® Quick Start Guide 
iv. How-To Videos 

Community 
From Community you can search Community threads for discussions of known 
ideas, problems, or questions. 

1. Click Community 
2. Enter Search Criteria 

3. Filter your search by thread type: 

 
4. Click Search to search for related threads 

You can also start a new Community thread by clicking Create Thread: 

 

Open a Ticket 
1. Click Tickets to enter a new support ticket. The ticket entry screen 

displays: 
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2. Enter the following information: 
a. Contact Name – Enter your CodySoft® display name. This is 

your full name. 
b. Email – Enter the email address associated with your CodySoft® 

account 
c.  Phone –Enter a phone number where you can be reached for 

additional information  

d. Subject – Enter a subject name for your ticket that reflects your 
issue, for example “Login problem”, or “Test the Template 
issue”. 

e. Description – Enter a description of your issue.  Give the 
support person as much detail as you can to help them solve 
the issue—for example, which project, which plan, which file, 
any error messages received, and so forth. 

Search the Portal 
You can search the entire Support Portal: 

1. Enter Search Criteria in the Search field 
2. Click Search 

The program returns any matching entries from the Knowledge Base, 
Community, and Tickets 
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3. Click Submit. A confirmation message displays: 

 
  

Support email address: support@codysoft.com 
Customer Service: 855-990-2639 

 

mailto:support@codysoft.com
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