=» Digital Forward

JOB AID

Digital Signature & ID Verification

Overview | OnBase

san

IRTA IR

Purpose

OnBase is a document hosting platform that is closely integrated with
Lightico. As an agent, it is of critical importance to be aware of
OnBase’s capabilities and the way in which you interact with the

platform when processing service requests.

Why we made it?
OnBase works in conjunction with the functionality of Lightico to
further streamline and improve the connect service process for both

customers and agents.

How will this benefit you?
You will know how to access and navigate OnBase, shortening
the time it takes to process a service request and, in turn,

driving increased customer satisfaction.
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Lesson A | Access OnBase

Purpose

To learn how to access OnBase.

1. Once a customer submits
their documents through
Lightico, you will receive a
notification in Workspaces.

2. The notification will
include the customer’s ‘B e
information and a link to . ¢
view the customer’s ' :

documents in OnBase.

3. Click the OnBase link to

open OnBase. -_—

Customer Information

- Name: John Doe

- Phone Number: 912-222-1234
Email: johndoe@email.com

Premise Address: 123 Doe Way Hahira, GA 31632
Account Number: 12345-67899

OnBase Link: https://www.sampleonbaselink.com
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Lesson B | Customer Search

Purpose

To learn how to search for a specific customer’s documents within OnBase.

1. In OnBase, you can use the left-
side panel to search for a specific
customer. Search parameters can
include Account Number,
Customer Name, Customer
Phone Number, Physical Address,

and more.

2. Enter your desired search
parameters and click the “Search”

button.

3. Lightico customer sessions
matching your search parameters
will appear in the “Document
Search Results” panel in the

center of the screen.

4. Select the appropriate customer
session, and their documents will
appear in the lower panel of the

screen.
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Lesson C | View Documents

Purpose

To learn how to view documents within OnBase.

® @ D Lightico LTD x @ OnBaseG442UA211111000[1 X+
1. You can view the documents the BT & e i osimcncom
. = Document Retrieval OnBase
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b OttO m p an el of on B ase ] Drag a column header here to group by that column
. occ v s —
 0CC - Customer Documents geiislu e :
0CC - Temp Document
9181145138 - TIFFANY Smith - 1/31/2024 13172024
2. Click “Document” to view the first 851672038 - JOSEPH SMITH - 1/31/2024 1/31/2024
LECTED 7179010173 - AMILLER - 1/30/2024 1/30/2024
~~~~~ 250292147 - Nicole test - 1/30/2024 1/30/2024
document. Losment Dale 5253144012 - Kim Rentz - 1/30/2024 1/30/2024

01/30/2024 [] - 01/31/2024 [3] < 1 [ - AgentPrepian MPCTest001 - 1/30/2024 1/30/2024

Search Type H 35264281 36-Momcaﬂhlley 1/30/2024
a. You can CyC|e through KEYWORDS  NOTES - Fred Stewart - 1/30/2024 1/30/2024
0CC - Account Number = - tems: 9
documents by clicking the g . S [ —
—_—)
. _ please retake the image considering the
" 4 0CC - Phone Number = Notes (0)
PFEVIOUS DOCU ment and following recommendations
0CC - Email =
«“ n No Notes Found
NeXt Document bUttonS‘ 0CC - Address — Image is too blurry. Retake it while it' Add Note
@ Full-Text Search in focus

‘ @ “@ Revision 1 of 1 0 Note(s)




	Slide 1
	Slide 2
	Slide 3
	Slide 4

