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Accessibility
After you are added as a user in the ACD Module®, a username and temporary password are emailed
to you for your initial login to the system.

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.

¢ @ 9 a- cdyofinet PasswordRe KAt heot . RSO AKKVM g HAVGA 2SN HEEAMaTe5 v+ © 1 noe :

CC:?‘V:QF"‘ billias@codyconsulting.com ~

Reset Password

sword

2. In the New Password field, enter a new password. Follow the instructions for meeting the
password requirement.

In the Confirm Password field, enter the new password again

Click Submit. The login screen displays.

3

4

5. Enter your user name

6. Enter the password you just created
7

Click Sign in. You are logged in to the main dashboard of CodySoft.

NOTE: If your company uses Single Sign On (SSO) then you will not be asked to create a CodySoft
password when you log in for the first time.

Intro to Allied Central Dashboard

Abstract:

This user’s guide introduces the features and function of the Allied Central Dashboard. The primary
purpose is to provide a comprehensive resource for users to refer to when learning to use the portal. An
introduction to basic concepts serves as a foundation for conveying information about your jobs as they
progress through the production process. This guide describes how the information is organized for both
quick updates as well as more in-depth detail about each job. Finally, a "how-to’ section provides
detailed instruction on dashboard usage.

Nomenclature

Allied Central Dashboard terminology is straightforward. Features are labeled by their function. To
expedite the learning curve and promote recognizability, these terms in the guide are emphasized in
bold text, allowing the novice to build proficiency.
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Introduction to Concepts

Data Hierarchy

The Allied Central Dashboard is a versatile portal designed to provide comprehensive information about
jobs submitted to Allied Services as well as alerts should something go wrong. It is powered by an
automated workflow system that executes pre-defined steps and makes decisions on what actions to
take based on the inputs provided and the outcome of each step.

Data supporting the steps is organized in a four-level ,
hierarchy. ‘ 01| Files Leve
File Level: This is the driver file you provide that is used to - 02 | Jobs Level
generate output. For example, Member Requests are ‘

generally delivered in a CSV or Excel file with member

names, addresses, and requested materials.

Job Level: Each driver file generates one or more jobs
within the automate workflow. This level provides a view Individual Account
of the when the job is created, its status and SLA.

Job Details Level: While related to the Job Level, this level provides more detailed information relative
to the characteristics of the job. For example, it indicates the output and how many units were received,
rejected, and approved (passed validation).

Record Details Level: Many jobs generate communications that are sent to your members. As such the
records are ingested from the driver file and details of each record are viewable at the Record Details
Level.

In the stream of data processing, the pyramid diagram displays the hierarchy of data in the system.
These Levels of Data have a direct relationship with the Portlets on the Files and Search Tabs.

€9 Dashboard |j, Reporting @, Search

Files T = &

FILE ID FILE NAME FILE SIZE STATUS QUANTITY MESSAGE

After a File is received, it is visible in the Files Portlet. When selecting a file from the list, it is highlighted
in blue and opens the corresponding record in the Jobs Portlet. After selecting the Job, the Job Details
are visible in the Job Details portlet, and subsequently, the record details are visible in the Record
Details Portlet when a row in the Job Details is selected.

Allied Services has designed the views of data at each level to be just the most relevant fields for quickly
communicating information to you. There are many other fields that can be captured, organized, and
shared. Further, each Portlet supports searching, sorting, and filtering for most fields. So, if there are
additional data items or features you need apart from the basics, please let us know.

Portlets also interactive capabilities such that you can store information about files, jobs and records in
user comments and/or work directly with the job. For example, the Dashboard supports Review-and-
Approve processes, job and data archival, and file/job/record deletion.
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Automated Workflow and Data Validation

When files are received and jobs are run, the automated workflow typically performs validations on
several levels. If all validations pass, the job, for example, is sent to operations for print or mail services.
When complete, audit (and often shipping) reports are provided that are automatically linked back to
the jobs and records. In this way, you have a comprehensive view of what was sent and when.

When jobs do not complete as planned, you need to have sufficient information on-hand quickly to
react appropriately. The Allied Central Dashboard not only displays information on the dashboard that
describe the issues, but automatically sends email alerts to as soon as the issue is encountered. These
emails provide sufficient information to guide you back to the dashboard to view additional information.

Allied Central Dashboard: The Files Tab | PDF Editor | Proof for Approval | Approve &
Reject Status

Notice the Files Portletis locatad s o b g b | -
directly below the Files Tab — =~ ' e T e P e e
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Email a PDF for Approval
By sending a PDF for approval, the recipient will receive an email with a Personal URL (PURL), which
links back to the PDF file in the system.
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Manually Change Job Status: Approve or Reject

As a File moves through the Workflow, a User can manually alter the Status on the Files Tab with the
Portlet Action Bar. To locate the File that is ready for Approval or Rejection, a User can sort the list by
clicking the File ID column or the Received Date column. After selecting a File, when applicable each
successive Portlet will be activated. Next, select the Job in the Jobs Portlet. Click on the Portlet Action
Bar located in the Jobs Portlet. Select Approved or Rejected according to the chosen outcome:

Jobs Pending Approval B Y@

STATUS

E Pending Approva Pending Approval
Approved

= Rejected
Items

Allied Central Dashboard: The Dashboard Tab

The Dashboard Tab

An exhibition of charts, with data chosen by the User, each chart contains a legend with a list of variables
located at the base. Every section of a chart is clickable. Once clicked, a separate window is prompted
with all of the data about that specific section. (Visibility of a section of the chart can be removed by clicking
the corresponding section in the legend.)

The Dashboard Tab

Hover over the ellipses icon (...) located in the top right corner. The User can modify the view on this Tab
under the Customize View option. Other options on this drop-down menu include Print and Refresh.
Additionally, every chart also contains the ellipses icon, for options applying only to this chart. Options
include What'’s This?, Customize, Refresh and Delete. (See screen capture for the location of the ellipses
icon, and the respective drop-down menu options.)
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B Customize View
= Print

& Refresh

© What's this?
& Customize

= Refrash

B Delate

The Ellipses Icon: Customize View

Selecting the Customize View option prompts the Dashboard Charts Setup window. (See screen capture
below.) The User can select from any of the Available Charts on the left and move them to the right, to
the Used Charts section, to make them visible on the Dashboard Tab screen.

Lise thie up and down amow keys to reamange the order in
which the charts display

Allied Central Dashboard: The Reporting Tab

The Reporting Tab

The Reporting Tab includes a collection of production reports de- signed to display metrics based on
data the system is tracking. Stored Procedure Based Reports and SQL Based Reports can be generated in
this Tab. The Report Builder button allows Users to create, edit, and delete reports. The Reporting Tab
includes a collection of production reports designed to display information based on data tracked in the
system. Reports are generated from queries to the Dashboard database. Please contact Cody to
collaborate with engineers who can develop queries and provide you with Stored Procedures and SQL

Queries to use in the report specification. The Report Builder button allows Users to create, edit, and
delete reports.

Report Builder

The Report Builder functionality allows generation and editing of Custom Reports. Certain
configurations are available via the interface, Report Building is based on SQL queries.

How to Build A Simple Report

1. Click the Report Builder
2. Click the New button
3. Enter the Report Name
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4. Enter Query (Stored Procedure or SQL)

5. Validate Query

6. Save Report
Validate SQL Query
To validate the SQL query or stored procedure associated with the Custom Report, enter valid SQL
syntax into the textbox provided. Click the Validate Query button. A notification will appear letting you
know if the query validated or not. If the query validated, the Assigned Column list will populate with
the columns and names specified in the SQL query. A valid SQL query or Stored Procedure that validates
is required to add a new Custom Report.

User Functions of the Reporting Tab
The Reporting Tab contains Sub Tabs (All Reports, Recommended Reports, My Custom Reports) that
provide quick access pertaining to the reports. Users are able to run, edit and schedule reports.

The All Reports Sub Tab
This Sub Tab displays all of the reports created. Each report has a short- cut function to run a quick
report, to edit and customize the existing query, and to schedule to a different date.

The Recommended Reports Sub Tab
This will display all reports that are pertinent to the User role. This can be enabled in Report Builder.

The My Custom Reports Sub Tab
The My Custom Reports Sub Tab displays all of the reports that have been created through Customize
Another Report. Custom Reports can be scheduled to export report on a set date.

Exporting Reports

Exporting Reports can be configured in the Report Builder. You can select the Export type from the
drop-down. You can use export types Excel and PDF or both. Once you run the report, an option to
export will be available.

To Create New Report Group:
1. Click Configure Group
2. Click New button to open New Report Group window
3. Fill out Group Name (a description but it is not required)
4. Click Save
To Edit Report Groups:
1. Select the Group Name
Click the View/Edit button to ope Edit Report Group window and make changes
Save the updated Report Group
To Edit Report Group Roles
Select the Group Name
Click Edit Roles to open the Report Group Roles window
Select one or more users in the Available column
Click the arrow right button to move users to Assigned Roles
Click Save

©PNOUV A WN
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To Delete Report Group:
1. Select the Group Name
2. Click Delete button
3. Confirm Deletion

Sub Tabs
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Allied Central Dashboard: Four Levels of Data & the Search Tab
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The Four Levels of Data and the Search Tab
The 4 Levels of Data (Files, Jobs, Job Details and Record Details) are visible under the Search Tab as Sub
Tabs. (See the default horizontal menu layout above.)

% Below the 4 Levels of Data are (3) options:

1. Advanced Search - performs robust, multi-criteria search
queries hased on the Level of Data

2. My Recent Queries-astorage bank of every search query,
from the most recent to the oldest

3. My Saved Querias - alist of search query resultsin which
the User elects to save

Running an Advanced Search

User must run an Advanced Search first, before the system begins automatically storing all search query
results under My Recent Queries. A User may opt to save or delete a search query result, under My
Recent Queries.

Save or Delete a Search Query Result

To save or delete a search query result, navigate to the My Recent Queries view. Save a result by
selecting the Add to My Saved Queries, in the Action column. (Exclusive to the Advanced Search based
on Record Details, a User can elect to Save Query.) In all events to Save, a new window is prompted
where the User can name the query result and click the Save button. Delete a search query result by
selecting the Remove from My Save Queries, in the Action column, or selecting the Trash Bin icon. (See
screen capture below.)

Advanced Search My Recent Queries My Saved Queries

)

Search From Recent Queries

QUERY NAME QUERY PRODUCT LAST ACCESSED - ACTION
] Record_Save {"accountNumber":["contains","0"]} 2020-01-05 17:33:12 EST Remove from My Saved Queries
w {"accountNumber":["contains","0"]} 2020-01-05 05:24:17 EST Add to My Saved Queries

Allied Central Dashboard: The Search Tab

The Record Details Sub Tab

Files, Jobs, and Job Details Sub Tabs have the same search fields while the Record Details Sub Tab can
be configured to show different search fields and columns based on Company, Parent Product or Child
Product. (See screen capture below.)

Save as New Tab Button
Click the Save as New Tab button, to create and save the latest search results as a new Tab.

Setting up the Search Sub Tabs
1. Navigate to the Admin View > Role Administration Tab
2. Filter the Role of the User you are currently using
3. Click View/Edit button
4. In the Edit Role pop up page, Search tasks are assigned (i.e.: Files Search, Job Search,
Job Option Search and Record Details Search)
5. Click Save button
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6. Logout and re-login using the same User
7. Navigate to the Search Tab and verify the assigned Search task is displayed properly.

T Ml Lot ol P

Allied Central Dashboard: How-To Adjust the Column View Preferences

Allied Central Dashboard Data Layers

Data Layers are designed to simplify the complexity of the underlying data source and allow information
to be understood clearly. The Data Layer refers to the column view preferences to adjust the

information displayed on the Dashboard for each Portlet. The changes can be made for Company and
Product Data Layer as well as the Data Layer icon on Portlets.

Steps to Modify Field Names and Column Placement
1. Select the Column View Preference Icon for the Data Layer
2. Configure and change labels according to preference
3. Click the Save button and exit the screen; changes are immediate

Fevard Dotaily B T 3 = &
ACTIONS BER  ADDRESS! ADORESED ADDRESST cY | CcRl STARTRAGE = EMDRGGE
snow il SO

- [V~ MATTHEW FRANKLIN 3841 EAST ST LIMCOLN ME 88513 Ea20 E AR 4006 Q060D -AT
LA B CHATINELESTERS V13350 KRAMZTON ST HRAMER NE £2313 028 O6C-EA3-DED
- [~ ] TERENCE L ROEERTS 5217 LUGHTENING ROD CIR LIMCOLN ME 68511 EA36
» Wdd JEFE 5 LYOMS 7532 W 4OTH 5T LIMCOLN ME B85 16 Ea44
¥ Wd g | vesa BRANDY SANDERS 1324 COLEMAM SVE SEWIRAD NE 68433 [T

poens e page |8 Page 1 it

File Archive

The Dashboard can store one or many files associated with each job and each record. For example, the
originally processed file can be stored in the Files Portlet and PDFs of each document generated can be
stored for each record in the Record Details Portlet.

To access those files:
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1. Click the down arrow in the far left column of the Record Details Portlet

Record Details

RECORD ID f
- 50782001 |
Pt 50782002 |

2. Select the Associated Files option from the drop down list

Audit History
0 Mail Tracking
£l Associated Files
|} Delete Record Detail
EA’ Comment
| - - i |

7 ™. View XML Data r
B Edit Record

3. Depending on the application, files of different types can be stored at each Portlet level. In this
example, complete documents including book Covers and Guts as well as the address page are
listed.

Associated Files + X

Upload Download Open Rename Edit Permissions

P MDC-450_CVR_31180.pdf Detailed Information

MDC-450_GUTS_31180.pdf Path:
\99999\5\Dashboard_Files\22766\17497\13582\50782001\M

PHP_UPSMI_CarrierSheet_31180_MDC-450.pdf
450_CVR_31180.pdf

Uploaded By: N/A

Last Modified: 2020-12-08 06:05:17 AM

EVENT DATE EVENT NAME FIRST NAME LAST NAME

Some file types can be opened directly, like text files. Other files require another application to open
them. You can download these files to view them.
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Support
Open a Ticket

1. From the main ACD screen click Contact Support to enter a new support ticket

= - >
5 = . 48 = }
' | &N
— ...
CODYSOFT
Archive Assets Batching Inventory Messaging
ks ° _ Wy =]
[ ° 65 b & o
@ I. =,
Password Production Proofs Reporting Reprint Sampling
L = S
[1 Remember me Forgot Password i [A,g"‘_j ; ‘ﬂ

SLA's Tracking Workflow Scan Station Summary
SIGN IN
§ | —R
Trouble signing in? Contact Support E‘ *%—@

Search Escrow
Contact Us | Terms of Use
The screen for submitting a ticket opens:
Contact Us
= |+  Automatic Zoom
MName*®
Company*

Email Address®

:)
Phone Number®

CODYSOFT,

Allied Central Dashboard roblem Descrintion”
User Guide

2. Enter your Name
3. Enter your Company’s Name
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4. Enter your Email Address

Enter your Phone Number

6. Enter a Description of the problem. Please provide as much detail as possible within the 500-
character limit.

b

7. Click Send. An email is sent to the Allied Central support team email box. After you submit the
email you will receive an email with a ticket number acknowledging receipt; please do not reply
to this email. A member from the support team will contact you within the defined Service Level
Agreement (SLA) between CODY and your organization.
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