System Settings

Pages

The Pages selection is used to enter the fields needed to design a new page for a document or to make
changes on an existing page/document on the system. Designing the individual pages is the first step in
creating a document to be used on the system. (**Note: All pages need to be made into a document
even if just one page. The exception to this is the “receipt” page type for laser receipt backgrounds.
Only the page needs to be designed.) The maximum number of pages allowed on the system at one
time is 999.

After making the selection, the system displays the pages currently on the system.
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Figure 1

This window can be used to create a new page, make changes to an existing page or delete a page that
is no longer used.
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System Settings

Add Page

To add a new page, click on the Add icon on the ribbon.

Datamatic VIEW b4
Add Page bl &
MName:
Type: w
Format: ¥
Lenath: Lines Per Inch: w
Figlds: ' . ” . -
Field Line  Position Length  PrintMNf&  Descriptii
£ >
Import Save
Figure 2

To create a new blank page, enter the information and make selections from the drop down lists, when
applicable.

Name: Enter a descriptive name for the new page being created.

Type: Select the type of page being created. The selections are:

Address Change *** Loan Document

Adverse Action *** Loan Extension

ARM Initial Notice *** Membership ***

ARM Rate Change Notice *** Notice of Right to Cancel
Arta (third party software) *** Open End Plan ***
Certificate *** Receipts ***

Collection (notice) *** Safe Deposit Box (Form) ***
Courtesy Pay *** Safe Deposit Box Notice ***
Debt Protection *** Stop Payment ***

Loan Application Subsequent Action ***

*** Laser format only.
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Format: Select the appropriate format for this page for printing. The options for this field are:
Dot Matrix **
Laser

**Note: Dot Matrix formats (for Okidata printers) are only available for new pages for the following
types:
Loan Document Loan Application
Loan Extension Notice of Right to Cancel
The Length and Lines per Inch fields are for Dot Matrix forms only.

Length: Enter the appropriate length of the form in inches.

Lines per Inch: 6 lines perinch
8 lines per inch

To add new fields to be included with the page, click on the green plus sign on the right side of the
window. The system displays.

Datamatic VIEW o
Add Field
Field: Field Length s @
**Note: The
Address Line 1 25 system
Address Line 2 23 4 displays the
City, State Zip 36 maximum
First Mame 15
length for
Last Mame 15 g
each data
Marme 31 W .
field.
Line: | |
Position: | |
Length: | |
Print N/A: Do nat print M/A if zero or blank >
Description: | |

Figure 3

All of the available fields for the “Page Type” selected will be listed in the “Field” section. Different
“Page Types” will display different fields that can be used. Use the up and down arrow keys or the scroll
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bar to scroll through the options. Use a ruler to measure the page for the Line Number and the
starting Position for each field required. Dot Matrix formats use either 6 or 8 lines per inch vertically
and 10 characters per inch horizontally. Laser formats use 300 positions per inch both vertically and
horizontally. After selecting a data field, enter the following information:

Line: Enter the Line number (vertically) for the information to be printed.
Position: Enter the starting Position number (horizontally) for the information to be printed.
Length: Enter the Length (number of possible characters) of the field being used.

Print N/A: Enter the appropriate value for this option. The value selected will dictate whether or not
N/A (not applicable) prints in place of a field. If there is not a printed output value, it will print either
nothing or N/A depending on the option selected.

The selections are: Do not print N/A if zero or blank
Print N/A if zero or blank

If “Do not print N/A if zero or blank” is selected for this field, the output value will be “blank”, if no
data was entered in the loan document setup.

Example: For example, some loans may have a Filing Fee and some may not. When no Filing Fee
amount is entered on the loan document window, nothing will print in the space indicated by the
Position and Line for the Filing Fee data field.

If “Print N/A if zero or blank” is selected for this field, N/A will print if the printed output value is
blank.

Example: For example, some loans may have a Filing Fee and some may not. When no Filing Fee is
entered in the loan document window, N/A will automatically print in the space indicated by the
Position and Line for the Filing Fee data field.

Description: This is used to add small amounts of additional information that are not on the form itself.
Select “none” for the data field and enter the description to be printed on the document in this space.
The description entered will print all of the time.

Example: If an “X” is to be placed in a box every time the form prints then select “none” for the
data field. An “X” would be entered in the Description field. This would cause an “X” to be printed
in the start position and line number indicated.

Example: If the words “$15.00 Late Fee” are to be printed every time the form prints then select
“none” for the data field. The words “$15.00 Late Fee” would be entered in the Description field.
This would cause “$15.00 Late Fee” to be printed in the start position and line number indicated.

For the Credit Union Defined fields, enter the data field (Credit Union Defined Field 1, Credit Union
Defined Field 2, etc.). The system will print the information entered on the User Defined window in
Loan Paper. A description can be entered in the Description field for reference only, if desired. Select
OK, when finished entering the information for the field.
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The system displays the information for the mapped data field.

Datamatic VIEW pod

Add Page B S

Marme: Test page

Type: Address Change w

Format: || zeer

Length: Lines Per Inch:

e Field Line  Position Length  PrintN/&  Descripti ED:\
Mame 00 300 3 Mo

Import Save

Figure 4

To add more fields, click on the green plus sign on the right side of the window. Add the information for
the next field in the same manner as the first field was added.

TIPS: A faster and easier way to add numerous fields to a page is to only fill in one field when initially
adding the page (or none) then use the “Edit Page” selection to add the remaining fields. Right click on
the page then select “Edit Page” from the drop down list.

A “Dot Matrix” form requires that at least one field be added when adding a new page. A “Laser” form
does not require a field to be added when adding a new page. This is by design.

If changes need to be made to a field that was already added, highlight the field and press enter or
double click on the field. A window will be displayed to make the changes. Select OK, when finished
with the changes.
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The system displays.

Datamatic VIEW pod

Add Page bd &

Marme: Test page |

Type: Address Change w

Format: || zeer

Length: Lines Per Inch:

e Field Line  Position Length  PrintN/&  Descripti ED:I

Mame 00 300 31 Mo
Address Line 1 a50 300 25 Mo

Import Save

Figure 5

Continue adding the fields in the same manner until all of the fields have been entered OR use the “Edit
Page” selection to add the remaining fields as described in the first TIP on the previous page.

When all of the fields have been added, or after adding one of the fields, select the Save button. The
new page is now displayed on the Pages window as the next available page number.
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Right click on one of the page numbers under [Main Ribbon > System Settings > Pages] and the system
displays.

‘b Add..

Adjust Page

Copy Page

M Delete

Add Page - This is used to add a new page to the system.

Adjust Page - This is used to adjust all of the existing lines of print fields for a specific page in the
direction selected and by the number of lines or positions entered in the adjustment field.

Datamatic VIEW * Direction options:
. - Up
Adjust Page (2) - Down
- Right
- Left
Direction: 1 o
- Adjustment: Enter the
Adjustment: number of lines or
positions for the
adjustment.
Cave Select Save.
Figure 6

Copy Page - This is used to copy an existing page to a new page being added under [Main Ribbon >
System Settings > Pages]. This can be useful when a new page being added is exactly like or similar to an
existing page on the system. The data fields are carried forward to the new page. **Note: The “Copy
Page” option is only for laser forms.

After selecting “Copy Page”, the page is copied and is titled “Copy of xxxxxxxxxxx”. The system also
assigns the next available page number. The copied page can be edited, as well as, a new page “Name”
can be entered.

Delete Page - This is used to delete a page that is no longer needed. After selecting a page to be
removed, a window is displayed asking “Are you sure you want to remove ‘XXxxxxxxxxxxx'?”. Select the
appropriate answer of “yes” or “no”.
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Import instructions

To import definitions that have been previously exported in order to create a new page, select the
“Import” link in the bottom left corner of the window.

The system imports the Name, Laser Format and mapped fields to the new page being created. See
example below.

Datamatic VIEW pod
Add Page B S

Marme: Adverse Action MXX073 p1

Type: ~
Format: || gzer >
Length: Lines Per Inch:
Fields: ! . . ! A
Field Line Posiion  Length PrintMfA&  Descrip
Date 360 200 10 Mo
Account 430 2000 14 Mo
Mame 430 400 99 Mo
Address 490 400 7 Mo
City, State and Zip Code 440 1200 50 Mo
Purpose 550 975 31 Mo
Amount of Loan Request 675 1700 12 Mo
Date of Loan Reguest 675 400 10 Mo
725 16 1 Mo
733 1125 1 Mo
765 1450 12 Mo
MM 44mr 4 Ela v
£ >
Save
Figure 7

**Note: If the page is being imported, the exported page can be put in the Datamatic folder on C:Drive
(C:\Datamatic) or another directory chosen by the credit union.

Also, the import page selection can only be used for laser forms. For Dot Matrix users, the
selection of new page will need to be used.

If applicable, change the Name for the new page. Then select the appropriate Type for the new page. If
changes need to be made to the mapped fields, make the appropriate changes. Select the Save button,
when finished.
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After selecting an existing page (Laser) to make changes, the system displays.

Datamatic VIEW

Edit Page

System

Settings

Mame: |i|'est page

**Note: The Type: Address Change w
a 4
Export Page Format: || ooar
button is used
Length: Lines Per Inch:

to export the
definitions so Feis Field Line  Position Length  PrintNf&  Descripti ‘:D:\
that they can Name 900 300 31 Mo
be imported Address Line 1 950 300 25 Mo
(see Figure 2) AFIdress LII‘IE. 2 1000 300 25 Mo

City, 5tate Zip 1050 300 36 Mo
to a new page. Previous Address Line 1 1900 300 25 No

The exported
definitions will
be placed in
the Datamatic
folder on
C:Drive.
(C:\Datamatic.)

~

Export Backaround

Figure 8

Save

To “Edit” an existing field, highlight the field to make the changes and press enter or double click on the
field.

The “Background” button allows the credit union to import the PCL background for the laser document
into VIEW. Prior to using this import feature, the laser document background must first be received
from the third party vendor and on the PC. See pages 11 - 13 for details on importing the background.

Documents supported for importing: Microsoft Word - “Print to File” documents
Adobe Acrobat
CUNA and CU League forms**

**Contact Customer Support before purchasing CUNA Loanliner or CU League forms.

Note: Recommended driver — HP Laserjet 4L (300 dpi) when the document is created.
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The system displays.

Datamatic WIEW ot

Edit Fields - Previous Address Line 1

Field: Field Length A @

MNatice City, State Zip 36 .
Note: The
Motice Date 10 t
Cld Email Address an < Zys Tm )
Old Text Address e ISp.ays the
Previous Address Line 1 25 maximum
Previous Address Line 2 25 length for
Previous City, State Tip 36 v each data
_ field.

Line: |1‘HJD |

Position: |SUD |

Length: | o |

Print N/A: Do not print M/A& if zero or blank ~

Description: | |

Figure 9

The field that was selected on the previous window is automatically highlighted and the information for
that field is displayed.

In this example, the 1400 in the “Line” field is being changed to 1500.

Make the appropriate change(s) and select OK.
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The system displays.

Datamatic VIEW pod
Edit Page bd &
X
Marme: Test page |
Type: Address Change w
Format: || zeer
Length: Lines Per Inch:
Fields: ) ) n ) L
Field Line  Position Length  PrintN/&  Descripti
Mame 00 300 31 Mo
Address Line 1 a50 300 25 Mo
Address Line 2 1000 300 25 Mo
City, State Zip 1050 300 36 Mo
Previous Address Line 1 1500 300 25 Mo
£ >
Export Background Save
Figure 10

The field that was “edited” is automatically highlighted. More data fields can be edited, if needed.
Select OK, when finished.

This option can also be used to “remove” a data field, if necessary. Highlight the field and press the
delete key to remove a data field.

**Note: This window can also be used to add a new data field to the page. Click on the green plus sign
on the right side of the window.

The “Printer” icon can be used to print out the definitions.

The “Background” link allows the credit union to import the PCL background for the laser document into
VIEW. (See example on next few pages.) Prior to using this import feature, the laser document
background must first be received from the third party vendor and on the PC.

Click on the “Background” link.
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The C:\Datamatic window is displayed to select the PCL background to be imported. If the background
is saved in another location, select the appropriate directory.

The system displays.

Open X
NN > ThisPC » Local Disk (C:) » Datamatic » v O Search Datamatic »p
Organize « New folder ==~ O @
Software Overvie Mame Date modified Type Size ~
System Adminis | | DORMMA 5/4/2016 1:35 PM File 1KB
|| Draft Return List 5/11/2016 11:14 AM  PDF File 2KB
% OneDrive E] Draftscu 47152016 11:32AM  Text Document 1KB
[ This PC |=| Drafttest 10/28/2016 1:35 PM  Text Document KB
£3/2014 1:03 PN 01Fi 475 Kl
I Deskiop | | Escrowannual2012.01 /3/20141:03 PM 1 File 425 KB
. | | Escrowannual2013.01 / 01 File 66 KB
. Documentation - - — - —
| | Final Address Notice.pr 7PM PRN File 25 KB
& Documents [ Giraffe 12/20/2012 316 PM  JPG File 17KB
¥ Downloads [#] Hometown Credit Union 12/4/2014218PM  HTM File 3KB
b Music & 1CO702_cuf 01410:52 AM  PDF File 38 KB
| Pictures | | Loan Accrual Report 9/2016 2:26 PM File 17 KB
[ Support (lan-dc) & MiMan 1D 3/26/20151:40PM  JPG File TTKE
3/26/2015 2:20 PN i 86 Kl
m Videos E Ml Woman 3/26/201 PM JPG File 6 KB
. \=| newcardtest 5/24/2016 455 PM Text Document TKE
i Local Disk (C:)
=] oD 20/2016 8:27 AM  Text Document 1KE
¥ MNetwork W || Query02 /2016 11:46 .. File 11 KB -
File name: |Fina|Address Maotice.prn v| All Files (*.%) ~

cance'

Figure 11

This picture is for example only. The files in the Datamatic folder on C:drive (or another directory) will
vary per credit union.

Select the correct PCL file to be added by either using the arrow keys to highlight the file then pressing
enter or by double clicking on the file.

**Note: If more than one laser document background needs to be imported, each must be done
separately.

(v7.1) 12 Pages

Datamatic Confidential This documentation is proprietary and confidential information of Datamatic Processing Inc., and can
ONLY be used for its intended use. Any other distribution, dissemination, or copying use is strictly prohibited.



The system displays.

System Settings

Datamatic VIEW pod
Edit Page bd &
Marme: Test page |
Type: Address Change w
Format: || zeer
Length: Lines Per Inch:
Fields: ) ) n ) L
Field Line  Position Length  PrintN/&  Descripti
Mame 00 300 31 Mo
Address Line 1 a50 300 25 Mo
Address Line 2 1000 300 25 Mo
City, State Zip 1050 300 36 Mo
Previous Address Line 1 1500 300 25 Mo
£ >

Export Background

Figure 12

Save

The system returns to the Edit Page window. When finished, be sure to select the “Save” button to save

any changes done.
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After selecting an existing page (Dot Matrix) to make changes, the system displays.

Datamatic VIEW pod

Add Page bd &

Marme: Test page2 |

Type: Loan Document w
Format:  pot Matrix w
Length: |88 | Lines Per Inch: | & Lines per Inch P
Fields: i : . ! L

Field Line  Position Length  PrintN/&  Descripti

Account Mumber (Base f Chedk [ Suffix) 10 4 10 Mo

Mame (First) 50 4 15 Mo

Mame (Last) 50 25 15 Mo

£ >

P Import Save
Figure 13

**Note: The “Import” link is only available for laser forms.

To “Edit” an existing field, highlight the field to make the changes and press enter or double click on the
field.
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The system displays.

Datamatic VIEW pod
Edit Fields - Name (First)
_ **Note: The

Field: Field Length a EJ system
Mame {First Last) 30 displays the
MName (First) 15 maximum
Mame {Last) 15 < length for
Mew Maney 15 each data
Mext Payment Date 10 field.
Mext Payment Due Date or First Payment 10
MMLS ID 8 W

Line: |50 |

Position: |4 |

Length: |15 |

Print N/A: Do not print M/& if zero or blank e

Description: | |

Figure 14

The field that was selected on the previous window is automatically highlighted and the information for
that field is displayed.

In this example, the 4 in the “Position” field is going to be changed to 10.

Make the appropriate change(s) and select OK.
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The system displays.
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Datamatic VIEW oo
Edit Page bd &
Mame: Test page? |
Type: Loan Document >
Format:  pot Matrix
Length: |55 | Lines Per Inch: | Lines per Inch ~
e Field Line  Posiion  Length Descripti Eﬂj
Account Mumber (Base f Chedk [ Suffix) 10 4 10
Mame (First) 50 10 15 \
Mame (Last) 50 25 15
P >
Export Save
Figure 15

The field that was “edited” is automatically highlighted. More fields can be edited, if needed. Select OK

when finished.

This option can also be used to “remove” a data field, if necessary. Highlight the field and press the

delete key.

**Note: This window can also be used to add a new data field to the page. Click on the green plus sign

on the right side of the window.
The “Printer” icon can be used to print out the definitions.

Select the Save button, when finished.

**Note: The “Export” link is only available for laser forms.
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Edit Page

To edit an page, click on the Add icon on the ribbon.

System Settings

Datamatic YVIEW >
Edit Page bl &

Marme: |.-5.|:||:|ress Change Mtc w Email

Type: Address Change w

Format: || oaar

Length: Lines Per Inch:

Fields: | Faig line Positon  Llength PrintNfA Descr A:[r':\
Motice Date 500 310 10 Mo
First Mame 790 310 15 Mo
Last Mame 790 700 15 Mo
Motice Address Line 1 40 310 25 Mo
Motice Address Line 2 90 310 25 Mo
Motice City, State Zip 940 310 36 Mo
(text) 1100 720 1 Mo
First Mame 1100 430 15 Mo
First Mame 1430 310 15 Mo
Last Mame 1430 700 15 Mo
First Mame 1430 1360 15 Mo
| =et klama 143N 1775 1C Rl w7
£ >

Export Background Save
Select the Save button, to save changes.
(v7.1) 17 Pages

Datamatic Confidential This documentation is proprietary and confidential information of Datamatic Processing Inc., and can

ONLY be used for its intended use. Any other distribution, dissemination, or copying use is strictly prohibited.



System Settings

Delete Page

To delete a page, click on the delete icon on the ribbon.

VIEW

o Are you sure you want to delete "15293 pg1'?

tes

To proceed with deleting the page, select yes. Otherwise, select no.
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