
 
 
 
 

 

 
 

 
    

 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Datamatic cannot accept any responsibility, financial or otherwise, for any consequences arising out of the use of this 
material. The information contained herein is subject to change. Revisions may be issued to advise of such 
changes or additions.  The information and techniques contained in this document are the property of Datamatic 
and may not be disclosed in total or in part without the written permission of Datamatic. 

 
© 2018 Datamatic All rights reserved. 

 
 
 
 
 

 
 
 
 

System Settings | PDF Documents 
 
 
 
 

  



   
 

PDF Documents | Table of Contents 
 

                                                                                                  
      Page  2                                                     

TABLE OF CONTENTS 
 

PDF ADMINISTRATION ...................................................................................................................... 3 

Overview ................................................................................................................................................. 3 

Getting Started ........................................................................................................................................ 4 

Third Party Setup ...........................................................................................................................................4 

Hardware Setup .............................................................................................................................................4 

Teller Security ................................................................................................................................................4 

Setup Screens ................................................................................................................................................4 

PDFs ........................................................................................................................................................ 5 

Add PDF ................................................................................................................................................... 6 

Edit PDF ................................................................................................................................................. 10 

Delete PDF ............................................................................................................................................. 12 

 

 
 
 
 
 
 



     

PDF Administration | Overview 
 

                                                                                                  
      Page  3                                                     

PDF ADMINISTRATION 
 

Overview 
 

VIEW has the ability to add custom credit union forms that will populate with member information.    PDF 
documents give the credit union flexibility to view and save the documents before printing.  The forms that can 
be added to the system must be a fillable PDF with associated tagged fields.  There are several document types 
with field definition based on the document type. 
 
The following document types are currently available: 
 

• Adverse Action 

• Certificate 

• Collection 

• Credit Bureau 

• Debt Protection 

• Loan Application 

• Loan Document 

• Loan Extension 

• Membership 

• Name and Address 

• Notice of Right to Cancel 

• Open End Plan 

• Safe Deposit Box 

• Stop Payment 

• Subsequent Action 
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Getting Started 
 

Third Party Setup 
 
There are many third-party vendors that offer credit union forms such as their Credit Union League, CUNA, 

and Oak Tree Business Systems, Inc.  Many credit unions use CUNA LoanLiner forms for all their loan 
documents.  Another option is covert Microsoft Word documents into fillable PDFs.  Some credit union have 
Adobe Acrobat or another software solution to convert PDFs to fillable PDFs, others have Datamatic convert 
these documents for them. 
 

Hardware Setup 
 
No additional hardware is needed. 
 

Teller Security 
 
PDF Document security is required for staff that will create the documents in VIEW.  [Main Ribbon > 
System Settings > Tellers > System Tab > Document Administration]. 
 
Security to access member documents in VIEW is based on the normal teller security. 

 

Setup Screens 
 
 Each fillable PDF needs to be added using the PDF selection in System Settings. 
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PDFs 
 

This document will provide instruction for setting up PDFs in VIEW.  The PDF selection is located in [Main 
Ribbon > System Settings > PDF].  
 

 
 

 
 

 
Note 
List order is defined by the PDF sort option [Main Ribbon > Tools > Options]. 
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Add PDF 
 

The Add PDF screen allows user to create a new PDF document.  The screen can be launched by: 
  

Click Right Click Shortcut Key 

 
  

 

 
 

Field Comments 
Name  Display Name of Document 

Type Defines which print fields will be available and which area the document can be printed. 

 Adverse Action  

Certificate  

  Collection  

  Credit Bureau  

  Debt Protection  

  Loan Application  

  Loan Document  

  Loan Extension  

  Membership  

  Name and Address  

  Notice of Right to Cancel  

  Safe Deposit Box  

  Stop Payment  

  Subsequent Action  

Memo Document description or revision number  

 
Enabled after document type is selected.  Launches import wizard 
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Field Comments 

  Email PDF setup screen 

 Print PDF setup screen 

 
 
Click on Import                            after selecting the document type to add the fillable PDF.   Select the fillable PDF 
by browsing to the saved PFD. 
 

 
 
This will import the background of the PDF with all the tagged fields associated with that fillable PDF.   
 
The Tags will be listed on the righthand side of the listview box.  To map a VIEW field to the tag, double click on 
the tag name. 
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Select the VIEW Field from the available list that pertains to the tag and click SAVE. 
 

 
 

Column Comments 
Field VIEW field name 

Number VIEW field Number (for Datamatic reference only) 

Text Desired text for fields that need to remain constant 

Print N/A Option to Print n/a if zero or blank 

 Do not print n/a if zero or blank 

Print n/a if zero or blank 

 

 
User Tip 

To print static text in a field, select the field of (none) and enter the desired text in the 
Text field 
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The VIEW field will display in the second column. Continue to map all the fields and then click SAVE. 
 

 
 

 
Note 

Some for Vendors do supply tag field names in subsequent documentation.  Some tag 
field names can be identified by just looking at the form.  The software solution that 
applied the tag fields can also show the tag names. 
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Edit PDF 
 
The Edit PDF Detail screen allows user to modify information.   The screen can be launched by: 
 

Double Click Right Click Shortcut Key 

Item None 
 

 

 
 

 
Important 

When importing a revised fillable PDF make sure to answer YES to replace the PDF and merge it’s tags. 
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User Tip 

To preview the PDF click Preview PDF link on the lower left. 
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Delete PDF 
 
PDFs can be deleted by: 
 

Click Right Click 
Shortcut 

Key 
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