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Introduction

Intelligent Delivery Services (IDS) is the topic of this guide. After reading this guide you will
have a basic understanding of what the Intelligent Business Platform (IBP) is, how to access

the IBP cloud, and how to use the Service called IDS.

Overview

IDS is a solution for inbound communications management, specifically for mail. IDS offers
simple mail queue management from the main site called the “web portal.” The cloud software

provides an easy to use, well laid-out User Interface (Ul). The software Ul is web-based only
(there is no desktop version/app available). Users log in to view and manage mail pieces.

Accessing IBP

You can access IBP using any device type including laptop,
desktop, mobile (smart phone), or tablet. The URL can vary
by Customer. During onboarding, your Ricoh Admin will
share the URL for IBP website access and provide you with
additional support, as needed.

For new, non-SSO Users: First, you will need to verify your
User Account, create a password, and then authenticate
your email address. If this applies to you, please see
Support for New Users of IBP Enterprise.

Log in to your account using SSO:

1. Go to the IBP webpage.

2. Enter your Username in the SSO Username field.

Note: Your Username is typically your company email address.

RICOH
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Log in to your account

550 Username *

Login with Single Sign On

Figure 1-1: Login Page

3. Click Login with Single Sign On. One of the following occurs:

e You will be redirected to a login page. Follow the prompts.

e Depending on your IT policy, you may be taken straight to IBP. For this option (called smooth

SSO0O), you will not need to enter your password.
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Support for New Users of IBP Enterprise

This section describes the alternative login process and applies to IBP Enterprise Customers only.

Verify Email Address

New users are given access to the IBP platform by the Ricoh Admin responsible for your account. The
email address you provide during the onboarding process will be used. Your email address “on file” is your
Username for IBP.

The welcome email is sent from no-reply@ibp.com . Check your RICOH
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spam mail folder if no email arrives.

Hello [Your Name],
To complete account setup:

We're glad to have you joining our platform. To complete account setup and

1 i Open the Welcome emall ch;ss tlhe Jntellligent Business P(\jat(f)orm, simply fcli‘ck the ‘CrnTate Passtvlvjord‘
utton to create a new password. Once successtul, you can log in with your
. . . . company email address and password.
2. Click the Create Password button, which is a link to IBP. o ’
. . Create Password
e A new webpage window will open. -

3. Follow the prompts for creating a valid password:

This is an automated email. Please do not reply.

e Your password must be at least 8 characters and contain at

Powered by Ricoh Intelligent Business Platform

least 1 letter, number, and a special character.

e Enter the same password in both fields, then click Submit. Password *

e After creating a valid password, you are redirected to the IBP ‘ ‘

login page where you will need to complete “Multi-Factor
Authentication” (MFA). Confirm Password *

IBP Login Screen & User-Defined Settings ‘ ‘

Almost there!

The following describes the final step for first-time login and your user- m

defined setting.

1. Enter your Username and Password and click Login.

¢ An email is sent containing a 6-digit security code. RI ‘ 0 H

e The security code is unique to you (based on your email Intelligent Business Platform

address/account ID) and expires after 15 minutes.
A security code has been sent to your

2. Check for a new email (not shown) with the security code. email.

Enter the security code below.

3. Before proceeding, please note there is a checkbox for a
feature which you can choose to enable or disable.

e Observe the “Don’t ask again on this device” option. This is 6 Digit Code *
a User-Specific setting and site feature. The default setting
is enabled (the checkbox is selected by default).

e If you prefer, you may disable the feature each time you log

in and you will be asked to enter a 6-digit security code upon

Don't ask again on this device for the next 30 days.

your next login (each new session). Figure 1-2: Security code entry

4. Copy and paste the security code from your email (or enter it manually) into the ‘6 Digit Code’ field.

5. With both your preferred setting applied and your 6-digit security code entered, click Enter Code.
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o When the page refreshes, you can start using IBP! If you entered the wrong code or the code has expired,
follow the prompts to resolve (see Reset Password section).

More Information for non-SSO IBP Users

Using the “Don’t ask again on this device” feature

Occasionally you will be asked to re-authenticate your email address. Simply check for an email and then
enter the 6-digit code within 15 minutes time.

It is based on your web browser and device combination, so if you delete cookies or switch to a different
browser, you will need to re-enter your password (and re-enter a new security code).

General Tips for Password Security

Password IT security best practices should be followed. Keep your password secure. Do not share your
password with anyone. Do not use the same password as you use for other sites.

Ricoh will never ask you for your password.

Reset Password

If you forgot your password or wish to change it, click Forgot password? There is a captcha verification.
Follow the prompts. An email will be sent to your registered email so you can create a new password.

Account Lockout after 3 Failed Login Attempts

If you enter a wrong password 3 times in under 30 minutes, your account will be temporarily locked to
prevent possible unauthorized access. You can wait until your account is unlocked to try again or use the
Reset Password feature as described above.

RICOH
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Email Alerts

Email Alerts are the start of this guide because this is where Users often begin their IDS
routine.

Below is an example of the email from Ricoh to your company email address. These emails
are generated automatically, and they provide links to the Intelligent Business Platform and
Intelligent Delivery Services so you can get to your electronic mail quickly.

Gmail

Intelligent Delivery Alert inax

Mar 03 (3 days ago)

Fi_bank.

You have a delivery in your Work Queue.

Inbox View Work Queue >

Date Recsived Sender Addressed to Priority
04/142021 Michelle Morris Jhon Smith High
w1021 Michelle Morris  Jnon Smith High
04142021 Michelle Merris. Jhon Smith High

Forwarded

Date Forwarded  Sender

02142021 Michelle Morris
04/142021 Michelle Morris
04142021 Michelle Morris

Forward From Priority
Jhon Smith High
Jhon Smith High
Jhon smith High

Physical Delivery

Date Requested  Sender

05252022 Lincoln Peters

View Work Queue >

Requestor  AddressedTo  Status

Newnienss  MymeyMail  Apraves

Pickup Requests

Date Requested  Sender Racipient

View Work Queue >

Pickup Name  Pickup Logation

0526202 Michelle Morris MysteryMal  Neanlones 1 Fibank Campus Rl

‘You may have more communication than is shown in your Intelligent Delivery Alert.

Ta check, view work queue.

This is an automated emall. Please d nat reply.

Powered by Ricon Intelligent Business Platform

Fig 3-1: Email Alert
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Timing and Frequency

The daily email alert is sent to any User who meets pre-established conditions to receive the email alert. The
email alert provides an overview of new or forwarded digital mail delivered to you or your Team(s) since
yesterday’s alert.

The timing of the email is impacted by daylight savings time and is described in the chart below.

Your
Time Zone

Daylight Savings Time (Mar - Nov) Standard Time (Nov - Mar)

Eastern 10:00 AM (GMT -4:00) 9:00 AM (GMT -5:00)
Central 9:00 AM (GMT -5:00) 8:00 AM (GMT -6:00)
Mountain 8:00 AM (GMT -6:00) 7:00 AM (GMT -7:00)
Pacific 7:00 AM (GMT -7:00) 6:00 AM (GMT -8:00)

Note: Emails are sentat UTC 2:00 PM (UTC/GMT 2:00 PM). This is not configurable.

Who Gets the Alerts?

Daily email alerts are sent to IDS Customers. Customer End-Users of all Account Types can receive alerts.

Conditions for the Email to be Sent

You will receive an email alert if you have received new mail(s) in the last 24 hours or if you have an
outstanding Physical Delivery or Pickup request. This could be any mail sent to you (or your team) or
forwarded to you (or your team). Managers receive a daily email when one or more new Physical Delivery
Requests are awaiting their approval or denial. Non-Managers are now given insights on the status of delivery
requests they have made. When a status change occurs (e.g. Approved) the email alert which goes out the
following day will provide a summary. Pickup Requests are now included in their own dedicated section.

More information on delivery and pickup requests, and the email alerts associated with these request types,
are found later in this guide.

If you did not get the daily email, usually this means nothing new came into your Inbox in the last 24 hours.

Each unique User receives their own personalized Daily Email Alert when one or more new records have
been added to that User's Work Queue in the last 24 hours.

Physical Delivery Request, Approvals and Pickup Request Alerts

These new sections of the Daily Email Alert will provide a summary of all open items from the initial request
to eventual fulfillment or a rejection by your Manager if applicable for Physical Delivery request. This summary
email will allow you to keep track of the status of these applicable items beyond the initial request made. As
is the case with all Daily Email Alert sections, if you have a larger quantity of items, you will only see a subset.
You will be able to view the full list by clicking the link in the email alert and logging into IBP.

What If | Already Viewed all my New mail?

The Daily Email Alerts will include all mail received or requested action on (for physical delivery or pickup
requests) in the last 24 hours. It is possible that your daily email alerts may include items you have already
reviewed.

RICOH
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Email Content Breakdown
Subject: Intelligent Delivery Alert

From: <noreply@ricohibp.com>

To: <Your email address>

Email Body
Ricoh or Customer Logo
You have a new mail piece in your Work Queue

NEW ITEMS View Work Queue (link)

New Items List

e Date Received

e Sender
e Addressed To
e  Priority
FORWARDED ITEMS View Work Queue (Link)

Forwarded Items List

e Date Forward

e Sender

e Forwarded From
e Addressed To

e  Priority

PHYSICAL DELIVERY | PHYSICAL DELIVERY REQUESTS View Work Queue (link)

Physical Delivery ltems List

e Date Requested
e Sender

e Requestor

e Addressed To

e Status

PICKUP REQUESTS View Work Queue (Link)

Pickup Requests Iltems List

e Date Requested
e Sender

e Recipient

e Pickup Name

e Pickup Location
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You may have more communication than is shown in your Intelligent Delivery Alert. To check, View Work
Queue (link).

Note: The User may have more than 3 records in their “My Inbox” or “Forwarded Items” lists, but a maximum of 3 records will be
shown. The email is intended for preview purposes, so each Section contains at most 3 records (mail pieces).

Other Settings

Welcome Emails

IDS also sends a communication to Users in the form of a Welcome Email. The Welcome Email is sent upon
user creation (both using bulk import or using the IBP User Interface). Please note that User Management
features, including adding New Users to a Customer Account environment, is a Ricoh “Admin Only” feature.
The welcome email can be configured by Ricoh Administrators per customer request to be sent to all
employees registered or to not be sent at all. If you don’t receive a welcome email and are a registered user,
it may be due to your company opting to turn welcome emails off.

Note: Adding a new user must be handled by the Ricoh Administrator who supports your account.

The Welcome Email does NOT prompt the User to log into IDS, because the User may not have any mail
items at first.

The Welcome Email does contain a listing of an important email address (noreply@ricohibp.com). Users must
ensure their email software does not mark as spam (Junk) or block emails from this sender. Again, that email
address is: noreply@ricohibp.com

RICOH
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Dashboard

The Dashboard is the main landing page when you first log into IBP.

H RIEDH Fowerd by Mioh Intefigerm Busnen Fattors t Lbeary [} User's Full Mame ~
Brashbaard
Intelligent Delivery Services

RUAIL PIECES MAIL WOHLURAE TOF SMNDERS

Lo
79 8 +25%
| L e

Fig 3-1: Dashboard User Experience

The Dashboard is personal to you and will display pertinent
information to you. If your company subscribes to only IDS, then only
the IDS dashboard is displayed (see Figure 3-1).The Dashboard .

provides quick links to all Software Services for which you are — AR

subscribed. If your company subscribes to multiple services, each | e
service you are an authorized user for is displayed (see Figure 3-2).

! L 9% DZX O oK
Note: Claims Management is outside the scope of this document. Figure 3-3
shows you how Dashboard will display a Service besides IDS if your o e
company subscribes for a different service (see Services Library section). —— F—
The Dashboard also acts as a shortcut to specific data points. When TR | R ‘ Mo | g

you click on “high priority,” for instance, you will be redirected to your

RICOH | Avaut v o

Work Queue and the mail shown will be filtered to only show your

Fig 3-2: User with Multiple Services

high priority items. When you click “mail volume” you are redirected

to your analytics filtered on the last 30 days.

From the Dashboard, Customer Users can view/click on the
following choices:

30K *3.5% 0 139K 521K

e Mail Volume (% increase/decrease) ricom

e Mail Pieces

e Top Senders

Fig 3-3: User with Only Claims
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Features of Dashboard

Mail Pieces
MAIL PIECES

Mail pieces is the left-most section of the Ul display.

There are 2 large buttons: 2 1

New High Priority
e New

e High Priority

Note: Customer Manager and/or Executive User Account Types will see “Need Approval” rather than “New”.

The “Buttons” are also counters. The Dashboard Ul for Mail Pieces displays the real-time number of mail
piece(s) belonging to each respective category (see below for details).

New — The number of new unread mail in your inbox is shown.

Need Approval — The number of physical delivery requests that need your approval is shown (this applies
to Manager/Executive only).

High Priority — The number of High Priority Mail pieces is shown. Click the Button to go to the IDS Work
Queue table and see only your High Priority Mail pieces.

At the Work Queue, you will see High Priority only because the dashboard is designed to automatically
apply the Filters which show you this report.

~ Filters = B
Read Status Type Priority
l All ~ l l All Types ~ l l High ~ | l Reset l
C] Type Date Received Sender Sender Address Addressed To Priority = Columns
C] L Standard Date Sender Name Sender Address Your Name m Quickview E
C] L First Class Date Sender Name Sender Address Your Name m Quickview E
Below are the Filter parameters that provide this table Default
view: Priority
l High v l
Status: All

Type: All TypeS My Team

Addressed To Priority
Priority: High Toggle button
# Finance Team

«
Please note the Filter will still be applied if you toggle
from My Mail to My Team view (more on this later). #fnneten (R

Work Queue results will be updated (now showing
team mail). Notice the Filter is still applied!

11
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Mail Volume
T%increase or 1%decrease in Mail Volume compared to the previous 30 days.

When you click on Mail Volume, you arrive at the Analytics page, and the following
Filters have been automatically applied:

All Mail

Date Range: Custom Date

From: Today’s date

To: Today’s date minus (-) 30 days

Top Senders

The top-most frequently occurring Senders are shown. 0P SENDERS
There can be up to 6 Top Sender names displayed at

MAIL VOLUME

v25%

Last 30 days

maximum. Click on any Button (the name of the User) to
go to the Analytics drill down where the Sender Name is

automatically applied using the Filter settings. See
Analytics section for details.

Logqging Out of IBP

When you are done using IBP, you should log out to end the session. The session will
eventually expire but logging out is considered best practice. From Dashboard (or any

page), click your name in the top right, then select “Logout” from the menu.

12
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=

Downloads
Settings

Logout
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Work Queue

Work Queue is the main interface and allows navigation to mail pieces and more.

R'Co JH  Powered by Ricon Intelligent Business Platform More Services 0 Jonh Alan
Intelligent Delivery Services Analytics Work Queue  Help and FAQ's
Togele — IR Q sercr
Buttons
Inbox 1 Physical Delivery 1 Archive 1 Physical Delivery Request 1
o Your being delegated tasks from 3 users. Manage Active Delegations
v Filters 2 items selected Forward Delete Reject Mark as Spam Archive Physical Delivery Export EE
: Type Date Received Sender Sender Address Priority Addressed to %= Columns
- 315 Cathryn Dale Suite 786 . ) = Mail Detail
Y o & Priority 28 Nov 2020 Globex : Low Michelle Morris Quickview .
. Krischester, MO 28374 *  \iew
o 15 Cathryn Dale Suite 786 ) ) -
fort 315 Cathryn Dale Suite 786 " . sz " .
& Priority 28 Nov 2020 Globex Krischester, MO 28374 m Michelle Morris Quickview Details :

Fig 4-1: Work Queue

You can do various things from Work Queue (this chapter explains Actions to be taken, etc.).

Going to Details gives you the main interface for reading and/or searching the body of a mail piece.

Note: User can manage Delegations by clicking on the “Manage Active Delegations” on the blue ribbon shown in Figure 4-1.

To find out more about delegations click here.

Mail Detail

My Mail > Physical Delivery » Mail Detail

The mail detail window is where you can see your mail
piece (or other document) at full size, making it easy to
read and gather information about the person who sent
it, the date that it was received, and more.

Addressed to
Your Name

Sender
Name and

Address of sender

Document Type

Mail Standard v

Status
Approved Not approved
Received

Date Mail was Received

13

Envelope front
(Return address)

Envelope front
(Mail To, Postal
Mailing Address)
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Click here for more on the Mail Detail interface.
Fig 4-2: Mail Detail

Getting to Work Queue

Navigate to Work Queue by clicking any of the links shown below:

B2 RICOH  roretyhicon ntetiosnt usines Ftiom

Intelligent
Dashboard Delivery Services

2 RICOH -~

Bashboard

»umdugm Oelvery Services

MAIL PIECES MAILVOLUME TOF SENDERS.

[ e
79 8 +25% —
it o et [ ] ]

Fig 4-3: Each Service Name is a Hyperlink to Work Queue

Under “Mail Pieces” are two buttons with special functionality, redirecting you to a specific screen in Work
Queue with the results pre-filtered:

Intelligent Delivery Services

MAIL PIECES

1

High Priori

Note: Customer General User view shown

The buttons above are context sensitive (Manager will see different labels). The Ul buttons shown above
take the User to their Work Queue with Filters pre-applied. The filters applied depend upon the button
clicked regardless of User Account Type.

14
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Toggle View - My Mail or My Team Mail
The Ul features 2 Main Toggle Buttons: My Mail and My Team .

User Interface Info

My Mail
You can toggle between My Mail and My Team mail using the
Wnrk QI.IEI..IE side-by-side buttons. Work Queue opens with My Mail selected
by default. My Mail will display mail addressed to you or mail that
Wy e was forwarded to you from another user.
My Team

My Team offers you a tool see all the mail pieces that were
Wnrk QUEUE addressed to a Team(s) you are on, and/or mail pieces that have
been forwarded to a Team(s) you are on.

My Team

Using the Tabs

Tabs are an important feature used to navigate to items based on “Active Status” of each mail piece. A mail
piece cannot be in Inbox AND Physical Delivery “tabs” simultaneously, and therefore we can see what needs
to be done with each mail piece based on the organization under parent Tabs.

Tabs by Account Type

The Customer General User sees the following three (3) tabs.

Inbox 2 Physical Delivery 0 Archive 0

The Customer Manager/Executive User adds the fourth tab for Physical Delivery Request. Four (4) tabs total:

Inbox 128 Physical Delivery 0 Physical Delivery Request 3 Archive 19

The table explains more about each of the Tabs used to leverage the built-in Work Queue Features:

The inbox is where all mail is first delivered to either you personally (My Mail) or to your
team(s) (My Team). My Mail is mail sent directly to you or forwarded to you (and only you).
My Team mail includes mail pieces sent or forwarded to any Team you are on.

Pickup requests stay in your Inbox until fulfilled (you will see “Pickup Ready” status for the
Inbox record once available for pickup at the Customer location requested). After you pick up the
mail piece, the Ricoh Operator updates status to “Pickup Complete” and item is archived.
Additional actions that can be taken on your mail without moving the item to your archive
include export and forward. All mail will move from your inbox to your archive in accordance
with you company retention policy (see Appendix).

15
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Physical Delivery

Physical Delivery Requests you made are displayed when you click this tab. From here you
can see the live Status of the delivery request(s). Status info that will be displayed, per mail
piece until the piece is shipped, delivered or denied (not approved by your manager) at
which time the item will move to your archive.

Physical Delivery

Customer Manager and/or Customer Executive Users will see this “Tab.” This area allows
the Customer Manager/Executive User to see the delivery requests which require their

Request , . o o : .
approval before the Ricoh Operator will be notified to pull the original for physical delivery.
The Archive tab allows you to view all your mail pieces which have been archived. Archived

Archive means the mail piece has already been acted upon or the inbox retention schedule has

been met, whichever comes first. Archived documents can be viewed and, if necessary,
exported as a PDF until the digital retention schedule expires and the record is deleted.

Once you enter one of these “Tab” views, additional Filters can be set up (see the next section).

Using the Sort and Filter Options

The Sort feature is built into the work queue table. The column headings of the records display table are used

to sort. You can reorder your work queue records in ascending or descending order based on the column

heading that you click.

D Type Date Received Sender Sender Address Addressed To Priority

e Date Received
e Sender
e Addressed To

Setting up the column headings is covered in the next section (see Changing Column Selections).

You can Filter your work queue records by Read Status, Team, Type, or
Priority by making your selections and clicking on the Search button. To Read Mail )

access your filters in your Work Queue Inbox, click on the filters text or arrow

item has
been viewed)

to expand your view as shown below. Read Status is either Read or (]
Unread. Unread is indicated by the presence of the Green circle (®). There
is a different field called Status (one of the column headers).

[ ]
Unread Mail ———"

When any level of filtering is applied, the menu is “auto-expanded” to show you what filters are currently set

and which are available to select (or clear). You can still collapse the menu to provide more screen space

but will be able to clearly see what filters are in place. Your personalized settings are remembered across

sessions so if you apply a filter and log out and login later in the day, the filters will stay in place until you
decide to clear filters or make a change.

Q Search by: name, description, type |

Inbox 128 Physical Delivery 0 Physical Delivery Request 3 Archive 19

~ Filters

Read Status Team

Type Priority

Read | | All Teams w | | All Types ~ | | All Priorities e | | Reset l m
L

16
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You can reset your filters to “show all” by clicking on the Reset button shown here.

When there are more columns selected than fit in the display, you can slide to the

right to see the additional columns (see below).

D @ Mail m New

Quickview

R "
Details :

1to 10 of 14 items | Show 10 v

Fig 4-4: Slide Right when more columns need to be viewed

Changing Column Selection

Another custom configuration setting available to all user types is the Column Configurator. The Column
Configurator allows you to select the header columns you want to view in the list view of your Work Queue

screens. Your column selections made will be saved for you and will be applied upon subsequent logins until

a change is made.

D Date Received Sender

Sender Address

Addressed To Priority Status

When you select the “Columns” text a Columns Selection box will pop up, as
displayed at right. All available fields for selection will be visible. You can click
in a blank box to display a check mark meaning that header field will now be
displayed. You can also uncheck a box you don’t want to display by clicking
on the check mark next to the header field. Resetting to the default settings

can be completed by clicking on
“‘Reset to Default”. After clicking this
check marks automatically update to
headers.

Custom Fields

IDS supports up to 10 custom fields
available/unavailable depending on
agreement. Custom fields apply to
not an individual user. Custom fields
bottom of the Column Selection list
Default” button.

To exit and go back to the Work
click the X in the top right or simply
the main Work Queue page.

Note: Your Columns Selections will be

upon login/logout until you reset or

Columns Selection
Q Coarch

Type

Date Received
Sender
Sender Address

Addressed 10

iceity
Scan Site

Mtatus

Exclusive for
Managers

Cost

Scanned DataTime
Jepactment
Document Time

Forwarded Date
u Cugzom Field

Reset to Defaults

17

3= Columns

= Columns <

option, you will see the

select only the default
and are
each Customer

the entire application and
will be displayed at the
right above the “Reset to

Queue Screen, you can
click outside of the box on

saved and stay selected even
change the filters.
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The default column selections and “optional” column headings are listed below:

Defaults Other Built-In headings (not checked by default)
Type Status

Date Received Cost

Sender Scanned Date/Time

Sender Address Department

Addressed To Document Type

Priority Forwarded Date

Optional: Custom Fields you have added

As mentioned above, you can reset the Column Selections. This will restore all Default selections.

Note: “Scan Site” column selection is only available for Managers and Executive Users if there are multiple scan sites.
Managing Mail
Action Buttons

This section provides a detailed overview of the ways mail pieces can be acted upon. Certain actions,
specifically, the approval of physical mail requests, are manager only.

Note: One or more mail piece(s) must be selected for this to work!

When you select one or more Mail Pieces (as shown below), you will see the row of action buttons appear:

Inbox 128 Physical Delivery 0 Physical Delivery Request 3 Archive 19
~ Filters 1 item selecteq | [ Forward I [ Delete [ Reject I [ Mark as Spam I [ Archive [ Physical Delivery ] I Export I [ Pickup ]
= Type Date Received Sender Sender Address Addressed To Priority Status
Standard Date Sender Name Sender Address Your Name m Exported - Folder
D Standard Date Sender Name Sender Address Your Name m Exported - Folder

Using the check boxes, mail pieces can be selected individually, or multiple pieces can be selected at once.
You can also select all items by clicking in the box on the header field line. When multiple mail pieces are
selected, the action you perform gets applied to all selected mail pieces.

When the selection box is grayed out, this means the item cannot be acted upon because there is an
outstanding Pickup Request.

Forward

18
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Send the mail you received to another recipient in your organization. This is just the electronic copy which
you can send via forward to another User (single person) or to a Team within your organization. The optional
“Note” field is available for you to provide a short message to the recipient(s). Up to 250 characters, at
maximum which will be displayed in the detail view for the item(s).

Forward x

Select a user to forward mail piece(s):

‘ Q, select a Recipient ‘

Add a Note to the Recipient (optional)

Add Note

Auto-archive @
Turning auto-archive on will move item(s) to the archive Inactive
after you forward.

@ The mail piece was successfully forward to Username/Team

Cancel Forward Mail

After you click on Forward Mail you will see the green success banner appear (see above right). You can
turn auto-archive on to move the mail piece to your Archive when forwarded.

Forward Mail to Multiple Users

Any single mail piece can now be forwarded to multiple users. Additionally, a single mail piece can be
forwarded from one user to another user and then forwarded again; previously the system did not allow this.
The database prevents concurrent actions (you will get notified if you attempt to act on a mail piece but
another user has already done something with the item, and your page will refresh).

Certain actions are prevented after a mail piece has been forwarded and that mail piece was acted upon. A
forwarded mail piece that has no actions can have any action applied to it that any user or team has available.
If a user who also has a “copy” of the mail piece already took-action on the item, the subsequent User(s) are
blocked from trying to perform another action on the same mail piece. Actions taken after someone has taken
a prior action on a mail piece that are prevented include all actions where the physical mail piece is impacted.
For instance, a request for physical delivery, pickup or a rescan of a document are all actions that will be
prevented once one of these requests has been made by another user with access to the mail piece.

Physical Delivery (XD x

A Reject, Physical Delivery or Pickup action was already performed by a user. You can't proceed
b with this action,

Select a delivery address from your saved addresses or enter a new address.

Saved Addresses Q Search

Forward from Team Mail to My Mail

You can forward an item from your Team Mail queue to your inbox (My Mail) to take further action on the
item. This includes mail delivered to a “Mystery Mail” team that you may want to handle yourself.

H Type Date Received Sender Sender Address Addressed To

B Priority May 21 2022 Erza Kai 8450 JESSIE AVE < Mystery Mail
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Forward %

Select a user to forward mail piece(s): *

Delete

If you delete a document, it is removed from your Work Queue. For IDS when a Customer General User
deletes mail piece(s), the mail piece(s) are not visible to this User however, this is a soft-delete and the digital
image will be retained according to your company’s digital retention schedule.

Delete Mail (D x

Are you sure you want to delete the selected mail piece(s)?
This action cannot be undone.

The following explains the visibility of documents which have been deleted:

e Deleted documents (mail piece or pieces) do not show in the Archive of the Customer General User.

e Deleted documents are shown in the Archive of the Customer Manager and/or Customer Executive Users,
and the documents show status Deleted. The Manager/Executive cannot perform any action on a deleted
document. So, the checkbox and the ellipsis menu are disabled (not clickable).

e Deleted documents are available in Analytics for Manager/Executive users, and the Manager/Executive user
will be able to see the deleted documents after locating them using Analytics.

e Deleted documents are available in Analytics for the Customer General User, but only the document’s index
data. The actual content of the document will no longer be available to the Customer General User.

Reject

If the mail piece isn’t addressed to you or for a Teamwork queue, a person on your immediate team, you may
reject this mail piece with Wrong Recipient. If you view an item and see where content appears to be obscured
or illegible, you may reject it with Poor Quality Image. You must select the Rejection Reason as Inaccurate
Indexing, Poor Quality Image, or Wrong Recipient. Write in detail if you choose.

Important Tip

Consider the following before issuing a “Wrong Recipient” response: If you know who the recipient should
be, you can use the Forward option to send it to the appropriate user or team. This gets it to them sooner.
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Reject x

If this mail piece isn't for you or a person on your immediate team you can reject
this mail piece, we will attempt to redeliver the mail piece to its intended recipient.

Rejection Reason*

Select Reason v <mmm Select the Reason

Inaccurate Indexing
Poor Quality

Wrong Recipient

Cancel Reject Mail

Select the reason (you must pick one of the following choices):

Poor Quality Image — Choose this option when you can’t see the document well, or it has missing or
incomplete pages.

Wrong Recipient — Choose this option when you don’t know who the mail should be forwarded to (whether
an individual User or an existing Team in your company) and you are not the recipient listed on the
recipient address visible on the envelope.

Optional Note field — The note field is not required but you may provide a brief description to help the
Ricoh Operator handle the mail piece.

Click Reject Mail when ready. m-

@ Mail piece successfully rejected

What Happens Next?

Your company’s assigned Ricoh Operator will respond with one of the following: Accurate Routing, Poor
Quality Original, or Rescanned (and the newly scanned PDF will be included in mail piece). The Ricoh
Operator can also Reroute the mail piece, in which case you will not receive a response and you will not have
access to the mail piece after a Reroute.

Below are details on the 3 options that the Ricoh Operator has available to select when responding to a
Reject mail for the reason specified. As the Customer User, you should expect to receive one of the following
responses (and again, if Ricoh performs a Reroute, you will not see any response):

Accurate Routing — Ricoh will double-check the Addressee on the envelope. If the name on the envelope
matches with the user the mail was originally routed to, the Operator’s responsibility is to select Accurate
Routing. Customers, please refer to the Reminder section below discussing how to handle Forwarded
mail.
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Poor Quality Original — It is sometimes the case that the quality of the PDF is bad because it was a poor
quality original (not a scanning issue).

Rescanned — When the Ricoh Operator reviews the original and compares to the scan (PDF), if the
scan was of poor quality, the Operator rescans it and then replaces the original PDF with the improved
quality PDF. Currently, the Operator is ready to select Rescanned and send it back.

Reminder

Items Forwarded to you should not be rejected as Wrong Recipient for any reason. Ricoh's response to a
reject for Wrong Recipient forwarded by a User in your company will be a response that it was accurately
routed. Again, if the name on the envelope is correct and the mail was forwarded to you (or your team),
please do NOT reject such a mail piece. Please select a different action instead.

Mark as Spam

Choosing Mark as Spam will move the mail piece to your Archive and the Status will be “Marked as Spam.’
There will be a confirmation prompt/popup message. To finish moving the item(s) to the archive and
permanently set status to “Marked as Spam”), click Continue. The benefit of marking mail as spam instead
of just moving to the archive or deleting is it will allow you to get better analytics on the mail you receive. You
can see what is being counted as spam and what is not.

Since Mark as Spam moves the mail piece to archive, you will not be able to apply another action to it. You
can Export the mail piece before or after marking as spam. See Export From Archive section.

Physical Delivery

When you click Physical Delivery, this initiates the workflow to request a physical copy of the mail piece.
There are two popup messages (dialog boxes) where you need to configure the delivery request before it
can be submitted for approval (or entered without a second approval, for Manager/Executive users).

At the first dialog:

' Physical Delivery (T . Select the address from the address list that has previously been
Sl s o v s oo o e saved or enter a new address. You can also edit an address or
— delete an address you have previously saved by clicking the edit

: or delete buttons to the right of the “Deliver to this address” button

for a specific address. Your Physical Delivery address list may be

NewCustomerSelena User Deliver to this zl s
5555 2225t Street Address

=@ a combination of your Company location(s) that you will not have
to create andcustom addresses that you created that are retained

NewCustomer User
5575 VENTURE DRIVE UNIT

for your user account across login sessions.

At the second dialog:
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Delivery Address D . First verify the address and recipient name information. If you need to

[ e | | or-cotorm ~| | make changes, click Cancel to go back to the previous screen.

Zip Code Country

T | [t After verifying the address, scroll down to see the optional Cost Center
and Notes fields. If necessary, type in the details to be associated with
this record’s Audit trail. This is a helpful way to associate the expense of a

Add a Note to the Recipient (optional)

delivery with the appropriate cost center. The Notes field is where you
can enter any notes that will help the Ricoh Operator fulfill the mail
delievery request.

EE3  When ready click Submit.

Note: Company addresses present in the system per the Account level information will appear in the Dialog window for all Users.
Company Address information is configured by the Ricoh Admin responsible for the Customer acccount.
Pickup Request

pickup @D « When Ricoh supports your business in a Hybrid scenario, Ricoh
Operator(s) are physically present at one or more of your Company
Alpine ve (Beverly Hills) West Los Angeles California 90007 v
Location(s). If this is the case, you can request to pick up the mail piece

Cost Center (optional)

from the mail room by using the Pickup action button.

Add a Note to Pickup (optional)

You can select the pickup location from a preset list of locations where
pickup is available from a drop-down menu first, then enter optional Cost
e noe Center and Notes information as needed. A note could include that the

pickup request you are making will be completed by another employee
(list their first, last name). Ricoh has the ability to capture the employee’s name who actually picked up a
request if different than the requesting user so this can be tracked in your audit trail.

Daily Email Alerts will include Pickup requests and email alerts will continue to be generated until the
requests are fulfilled.

@ Pickup Request Successfully Submitted.

After a pickup request is submitted, you can check the Status of the mail piece to see real time updates.
Pickup requests will remain in your inbox and will not move to your archive until after the request is fulfilled.
You cannot select the mail piece to take any further action once the pickup request is made but you can
export the digital version to PDF from your archive if required.

D b 04 2021 Don Simmonds 910 Wolcott St wser 1 [ hih Pickup Requested @ Quickview H

Export

All Customer Users have the ability to export mail (documents) and save a PDF copy to your Downloads
folder for savings outside of the platform.
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You can select Export from the Actions button menu
(ellipsis) and/or from the Mail Details view.

Export .

Folder
If you select multiple mail pieces and then click the action

Document Name

button, you will notice the Ul displays the number of mail
pieces about to be exported.

-"“"" Type in your own Document Name, or else leave blank,

and the document will be exported with an auto-generated

Insert Document Name

name in the following format:
MailTypePrioritySenderNameRecipientNameExportDateExportTime

Optional export capabilities are enabled by customer and can include the ability to export directly to a Line
of Business (LOB) application or to another IBP Service and are not available to all.

Export from Archive

As of latest release, you can export mail pieces after they have been archived either due to an action taken
on the mail from the inbox or when a record reaches your company inbox retention policy. This feature is
available to all Users.

N .
Details H

Export

Details

Archive

Click on Archive to move the selected mail piece(s) from Inbox to Archive. Click “Continue” to confirm that
you want to archive this mail piece (same as Mark as Spam and Delete actions).

Archive Mail x

This action will permanently move the selected item(s) from your personal or team
Inbex and move them to the Archive

Do you wish to continue with this action?

ca " cel m

You may choose to Archive each mail you have read but no further action is required.

The mail piece will be assigned the Status of Archived. Once a mail piece/document is in your Archive, the
only ellipsis button action available is Export.

“My Mail/My Team Mail” button group: This button allows the user to filter the mail archive. Mails that are
sent to that user specifically and then archived should be displayed on “My Mail* category. Mail that is
addressed to the user’s team and then archived should belong the “My Team* category.

What Actions cause mail to be put into Archive?
e Archiving

e Marking as Spam
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e Deleting (if a Customer General User deletes a Mail Piece, it shows up in the Customer Manager’s Archive,
but NOT in the User’s own Archive).
e Request for Physical Delivery is fulfilled. (Physical delivery requests will move from the Physical Delivery tab
to the Archive).
e Request for Pickup is fulfilled
o After the pre-defined inbox retention schedule is met regardless of status (Read or Unread).
Note: As of IDS/IBP software version 1.4, exporting a mail piece no longer pushes the mail piece(s) to your Archive.

Note: As of IDS/IBP software version 1.5, forwarding a mail piece no longer pushes to archive. Forwarding a mail piece to
multiple users is now permitted, and again, forwarding does not automatically archive the mail piece(es).

Useful Tip/Best Practice

It is a common best practice for Users to export prior to performing any action that will result in Archive, so
you have access to the item after it is archived.

To Approve, Deny, or Export a Physical Mail Request

Customer General Users can make requests however the feature for Request Approval/Denial is only
available to Customer Manager and/or Customer Executive User Account Types.

Approve Reguest ] [ Deny Reguest ] ’ Export ]

Approve Request

This will approve the requester’s request for delivery and send the request to Ricoh to fulfill.

Deny Request
This will deny the request from the requester on your team. The item will move to the archive and the
requester will not get the physical mail sent to them. You can add a note to explain the reason for denial.

Deny Requests «

Are you sure you want to Deny the selected Physical Delivery Request?

Add a Note (optional)

Add Note

cancel m

Export
The mail which is being requested can be exported from this interface. You may wish to do this to have
access to a copy offline before the request is approved or denied.
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Advanced Features

Work Queue also has the following advanced features built in, all of which are available to any Users (all
Account Types and User Groups share this common functionality).

Viewing Mail and Search Contents (OCR Recognition)

Click on the Details button in the row (or select Details from the drop-down menu of actions).
This interface enables the User to read the mail in a large viewing window.

The mail piece selected will open in the Details View main screen. The Ul makes the Index Field data
available (left side window), allowing Users to add notes or select a different Document Type, Priority, etc.
The index field data can be collapsed to view a larger version of the PDF clicking on the gray arrow on the
top right of the detail box. The window hide/show arrow is highlighted below and the view when opened and

collapsed is displayed below.

Detail View Actions

From the mail detail view, you can change the priority of the mail item by clicking on the priority
(High/Medium/Low) and selecting your preferred priority. This will drive your analytics and provide better
reporting and prioritization of your mail. You can also change the document type by selecting from pre-defined
document types or adding a new document type. Adding a new document type will apply for your entire
company and is not specific to only one user. When adding a document type you can also search for a
document type and edit or delete a document type. All of the selections options are shown on the next page.

Addressed to <
Mystery Mail

Sender @ ————— Change Priority

Rinne Scarlet

aRrON ROUGE, M. 70815 Change Document Type (Classify
Document Type _— this record as a document
existing in your system)

Exported - Folder "~ Add a Document Type (viewable
Receved by all Company Users afterward)
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Change Priority Change Document Type Add a New/Custom

(Select from Pre-Defined list) Document Type
D t T Document Types x
Change Priority x ocument vee ument Typ
I Unclassified ~ I = Existing Document Types Q
Low ~

~ Accounts Payable Custom Document Type
Select an item
Select an item

HR Standard Document Type z ®
High Accounts Payable

Invoice Standard Custom Document Type
Medium
- il HR Mail Standard Custom Document Type
Low

ME Test Standard DocumentType @ @
Invoice Standard
« Id Note

Medical Claims Custom Document t Tune v

PDF Viewer Features

In the mail view window, this is where users can perform full document keyword search assuming OCR text
recognition has been performed successfully upon the mail piece. You can also view the PDF properties and
perform other page viewing (zoom in) and navigation (go to page) features familiar in PDF viewers.

g a7 1]or2 — 4 az= v
Page Up / Zoom In / Out
Down buttons or fit width, etc.

Button to access
PDF Tools such as
Rotate page, etc.

OCR Accessible documents:

g @[ 2 = |+ fee v In this example, the User

searches the OCR accessible
document and finds 1 match

Dear Recipient A~ Highlight Il  Match case  Wholewords 1 of 1 match

Dear Recipient Name:

No match found.

[ AT e ea—m—

Dear Recipient Name:

af .1*\4,, 2 |or2 — |4 125m v

The option to “Highlight all” is available. Optional search features, “Match case” and “Whole words” are useful.

Note: If you click on the PDF or on the display window, your keyboard will be enabled and allow Page Up / Page Down control of the
PDF pages. You can click the Up / Down arrows to scroll through pages or slide up/down with the window vertical slider bar,
or even use your mouse’s scroll wheel.

Taking action on Mail in Detail View

All actions you can take on mail from the list or thumbnail view can be taken on an individual document in
the Detail View. Once you take-action on a mail item and it moves out of your inbox, you will remain in the
Mail Detail view. The next item in sequential order will be displayed and you can take-action as needed. This
will continue until you decide you want to move out of the Mail Detail View by clicking on either the Work
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Queue, Analytics, or Help and FAQ’s sections or following the Breadcrumb back to the Inbox or My Team/My
Mail.

To quickly scroll through your mail, use the Left and Right arrows in the top right-hand

< 1/832649 | >

corner. You will also see the number item you are on / total count of items in your inbox
as you scroll through.

Viewing Thumbnail / Switch to Preview View

The preview thumbnail view provides an icon view of the mail pieces in a grid layout. You E —
will know the grid view is selected when you select the icon with the 4 square boxes, and =
it appears in dark blue.

You can see the first 5 pages of the mail piece/document and click the eye icon to see detail to view all
pages of the document in the Mail Detail view. If there are more than 5 pages, you will get a message
directing you to mail details to see the entire document.

See hd

— k4 Details

— — — D Dania Wheeler @ Low

Standard Searching (Index Fields)

Q, Search by: name, description, type, ..

Searching is an important utility of the IDS Work Queue.

The search is considered an “Exact String Match.” What this means is that the Search Engine will search on
exact characters within a header field. For instance, you can search a sender name or a sender address
individually but if you type in a sender name and a sender address together you will get a message that there
are no items to show. Quotes (“ “) should be avoided, if you try to use quotes you will get “An Error has
occurred” message. Capitalization is ignored.
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Type into the search box any keyword or phrase, and the records will be filtered

l Q Driver License

to show only results matching the search criteria. All Tabs in the Work Queue are
searched at once! The Ul will update not only the active tab but the other tabs (such as

Physical Delivery and Archive). You will see the count of items change for all tabs based e genteenen tumeer
on your search so you will know if there are items where the search found a hit for each priver License

tab to help direct you on where to look. When you click into one of the different tabs, those

search results are present. Remember to clear the search field (delete any text in the box) when you are

finished using Search.

Only the Indexed fields are searched. The Mail Body is not included in this type of search. Keywords can be
searched within mail using Detail View which allows searching of the body of the mail piece (and only 1 mail
piece can be searched for a keyword at a given time) and can be reference here.
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Analytics

IDS Features for Reporting

The database records and each transaction that occurs are time-stamped, for example, a
simple archival of a mail piece is tracked in the IBP database. Because of this built-in feature
of data capture and extensive data storage, the User can access analytics and view reports on
a variety of meaningful data points. This section illustrates what the presentation formats are
(charts, graphs, lists, etc.) and then describes how to go about using the Reporting features
such as drill down. Depending on your user type, your analytics views and functionality will

vary as detailed below.

Customer General User Analytics reports:

e Top Senders

e Mail Types

e Document Type

e Mail Task Selection
e Volume Trend

e Priority

Customer Manager or Executive Analytics reports:

e Top Senders

e Top Recipients

e Top User Activity

e Mail Types

e Document Type

e Mail Task Selection

e Department Mail

e Volume Trend (by Scan Site)
e  Priority

e Average User Actions

e Unread Mail Top Recipients
e Document History

Analytics

s FEEYE
| |
...
N

Priority Histary e BZuerage User Adtions ot
e

9:35 AM 1045 AM
FaseLogn vt
01h35m oah 25m

Unread Mail Top Recipients o

mmmmm

Fig 5-1: Analytics Ul example
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Report Examples

This section shows the report types available and indicates whether or not the report is able to seen by all
users or not. If the report is available only to Managers and Executive account type users, you will see the
text “Manager only” below the image. Managers and Executives can filter reports based on “Scan Site” if

there are multiple scan sites.

List-based Reports

Top Senders
Based on the Sender Name index field,
Top Senders provides data on the mail
count from your sources who send in the
most physical mail.

Top Senders Export

NewCustomer User1 8
Alucard Hellsing 1
Alucard Hessian 1
Alucard Otanashi 1

Alucard Zee 1

View all senders

Unread Mail Top Recipients
The Unread Mail Top Recipients report
shows users or teams that have unread
mail pieces and for how long.

Unread Mail Top Recipients export ([
< P s [ Torat
Day oays Days Days Unread
o o 0 =

o ° o i

Franz User o

View all recipients

Manager Only

Top Recipients
Based on the Addressed To index field, Top
Recipients provides data on individual Users
and Teams who have received the most mail
pieces.

Top Recipients

Mystery Mai 1161227
Finance Team 72678
HR Team 72305
T Team 72303

Chandan Nagendra 239

View all recipients

Document History

Document History is another way to retrieve
records and activity detail by individual
document.

Document History Export

s2s0s28 Deleted

Manager Only
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Chart-based Reports

Mail Types
View the total classification of Mail Type.
Mail Types Export

First Class
®333%

.......

Standard
®333%

Priority

You can view the priority applied as a percentage or
count of total mail for a time range. The Priority of the
mail is determined initially by the automated rules
established but the priority of a mail piece can be
updated by end-users when the item is in your inbox.

Priority Export

High
@335%

Low
®33%

Top User Activity

o e ey —

Manager Only

The Top User Activity report shows by employee the mix
of actions they have taken during the selected time
period so you can view who is most active and what
actions they are most often taking.

Document Type

Shows how documents are classified before archival.

Document Type Export

voice Standard
@®100%

Miscellaneous
@100%

Medical Claims
®100%

Mail Task Selection

This report will show you the breakdown of actions over the
period of time you select. It includes the count of New items that
haven’t been acted upon yet.

Mail Task Selection Export

25

100

: I I

3 I Emw
o % o A
< &

& E L

%

3

&

Volume Trend

Volume Trends can be analyzed over the period of time
you select. You can however over data points on the chart
to view volume details.

Volume Trend Export

Volume Trend Export v

g 7,000

¥

< 6000

“ 5000
4,000
3,000
2,000

1,000
°

Manager Only

Volume Trend by Scan Site
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Average User Actions Department/Team Mail

Average User Actions Export Department/Team Mail Export m‘_'“‘
® ot .
09:14:02 AM 09:27:29 AM % ‘
riom S | L
01hssm 01h26m ! 7’
e ateing
ateting @ Finance
56%
Manager Only
Manager Only

Department/Team Mail provides a snapshot of the mail
received within specific departments or teams. This
includes mail addressed to employees within a department
as well as mail addressed to a team associated with the
department. You can toggle between Department and

Average User Actions will provide insight into when you
employees are logging in an taking action on their mail.

Team.
Exporting Basic Reports
All of the built-in reports have a feature for exporting as either CSV, Excel, or PDF. Below you csv
see an example of an exported PDF. Note that it shows the date range and the dataset EXCEL
associated with the reported data in view. PDF

DocumentTypeRe...xlsx ~

PDF

Analytics

Exported By: user 1

Exported Date: 4/15/2022 05:06:20 PM EST A B C D

Showing Data For: MyTeam Last 30 days from:  3/16/2022 to: 4/152022 1 |Selected Button I My Mail I I I
2 |Report Name Document Type

Priority 3 |Date Range Last 30 days
4 |From 3/23/2022
5 |To 4/21/2022
) ) 6 |Exported by User's Full Name
High (302719) Medium (300645) —1
®335% 3.2% 7 |Exported at 4/21/2022 02:36:03 PM EST
8
9 |Document Type Name Total Pieces Percentage (%)
10 |Invoice Standard 12 2
11 |Miscellaneous 7 4.24
12 |Mail Standard 42 2545
13 |Medical Claims 20 1212
e 14 |Accounts Payable 12 7.27

15 |Unclassified T2 43.64
16

After you click Export of a report from the main analytics page, allow a moment for the web browser to
generate the file. If you drill down into any of the analytics view and want to export from the drill down view,
due to the potential file size of these reports, the drill down reports will be asynchronously downloaded and
available from your Downloads view. For more details on the new Downloads for drilldowns, visit the
Downloads and Alerts Center section later in this guide.
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The Export file from the main analytics page is saved to your “Downloads” folder — unless you have specified
a different directory in your web browser settings. The filename of your report begins with the name of the
Report tool used (in this example, DocumentType), followed by the word “Report” and then the date, time,
AM or PM, and time zone (separated by underscores).

E@ DocumentTypeReport_04212022_040006_PM_EST.xlsx

Using Analytics to View Filtered Data

Use the Drill Down feature to get more data on a specific category of database records. Analytics is available
to all Users, however, Manager and/or Executive Users can access additional features.

Start a Basic Drill Down

When you select a range or apply other levels of filtering, you will see the Analytics Ul will automatically
update. When you see a data point of interest, you can click on it and you will enter what is known as the
“Drill down” view.

The Drill down view looks similar to your Work Queue but you will notice you are still in Analytics from the
breadcrumb trail on the top. Return to the analytics main page by clicking on the blue “Analytics” text.

Analytics > Mail Task Selection: Forwarded

You can Export the drill down information using the new “Downloads” feature (see Downloads and Alerts
Center). There are a few examples below where you can see a simple Drill Down has been performed.

Intelligent Delivery Services Work Queue Analytics Help and FAQ's

Mail Task Selection: Delivery Request Denied

Analytics > Mail Task Selection: Delivery Request Denied

sh data f;
owing data for Q Search by: name, description, type, ..

[ | [[sommion |

Date Range From To

| Custom v ‘ ‘ 05-15-2022 ‘ ‘ 06-13-2022

~ Filters ‘ Export

Type Priority

Al Types v ][ o = m
Type Date Received Sender Addressed To Priority Status. Delivered To ve %= Columns
standard May 28 2022 John Smith 3 James Parker [ ion ] Delivery Request Denied Fir  Quickview :
First Class May 17 2022 Rinne Azula Mystery Mail [ ign ) Delivery Request Denied Quickview :

1to2of2items | Show10 v
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Document Type: Unclassified

Analytics > Document Type: Unclassified

Sh data f
owing data for Q  Search by: name, description, type, ..

[ bewmes o [ Foincs |

Date Range From To

‘ Custom v ‘ ‘ 05-15-2022 ‘ ‘ 06-13-2022

Type Date Received Sender Addressed To Priority Status Delivered To 2= Columns

Note: Exporting is optional. Sometimes you just need to see the data or access a document that may be easy to find this way.

Set up an Advanced Drill Down

For any User, the first step to setting up a Drill Down is to make sure you have defined the dataset.

General User

My Mail (default view), My Team, and All Mail filters available. See Figure A below:

Analytics

Date Range From To

Last 30 days v I [ 04-06-2022 g\ [ 05-05-2022 g\ I Reset

m My Team ‘ All Mail

Fig A: General User Analytics features for data filtering

Manager / Executive User

Managers have a set of two (2) Drop-Down selection menus which work together to provide a greater level
of control over the filter parameters. See Figure B below:

Analytics

Showing data for 1o

All Mail v l

Select an item v ‘ rom I 04-05-2022 2}

05-05-2022 o] l i Reset

Fig B: Manager User Analytics features for data filtering

Manager/Executive users must first select the overall Category of data.
Choose from: All Mail (default), City, Department, Employee, Country, My Mail, State, and Team.

After you have selected a Category, then the second menu is enabled, and you can select the specific data
point based on the Index Field value for your mail pieces.

In one of the examples shown later, the IDS User first selects Team > IT Team. The selections available in
the second menu will vary based on your Customer Account level data.

Date Range Configuration

All users can select a custom date range.

04-21-2022 M| to 05-05-2022 Jas]
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If you click Reset the date default and the selections will restore to
defaults (last 30 days for Date Range).

04-05-2022 | to 05-05-2022 s3]

Select a custom date by clicking in the text field, then using the Calendar pop-up to select the date. If
referred, you can type in the date in MM-DD-YYYY format.

For General Users, to enter a Custom Date range, first select from the menu, then use the date fields (refer
to the above section.

Date Range From To

Custom Date v l l 05-04-2022 @\ l 05-05-2022 &

General Users can also choose from the predefined list of options, including Last 7 days, Last 30 days, Last
90 days, and Last year.

More Drilldown Examples

Here the User wants to look at the Invoice documents which have been classified by the Users who have
received them. Click in the pie chart to begin a drill down and see files classified as Invoice Standard.

Document Type Export

Document Type: Invoice Standard

Analytics > Document Type: Invoice Standard

Invoice Standard
@o7%

|\,1,5(E||;mx,\‘Is My Mail All Mail

9.7%

Date Range From To

Medical Claims

Unclassified 101%

©50.8%

Custom ~ ‘ ‘ 05-04-2022 ‘ ‘ 05-05-2022

As soon as you click, the webpage Ul will update, and the requested data is loaded.

Now you have line-item details on this data set. The top section is grayed out because your data selections
were already made at the previous screen. Click on Analytics in the breadcrumbs trail to return to the previous
screen and be able to reconfigure your data.

Below is another example based on the previous selections.

The Manager User is looking at all mails (Data records) for the Team named “IT Team” received with a
custom date range applied. This User wanted to see mail received by this team in the last 2 weeks.
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All Mail A

City
Department
H Top Recipients: IT Team
Analytics e
Employee SN
Showing data for | Team v ‘ [ IT Team o IS
Country
Date Range From To
; Gustom v | [ waram | [ ososanz2
My Mail
«des |
\ State Type DateReceived  Sender AddressedTo Priority status
Stondord Moy 042022 TTeam New
Team o e Meyoazz - -

Filter By Type or Priority

You can click on the Filters down arrow to refine your results. Only Type and Priority are selectable
because the other Index Fields are already applied using the selection menus previously described. Some
fields will be grayed out (they were previously applied). If needed, click the browser’s Back button (or follow
the breadcrumbs trail) and then change settings to modify those fields that are currently grayed out.

s (o]

Type Priority

[ A1pes v || e v | [ e ] m

Access Mail Detail from the Analytics Drill Down

You can click Details or take an available Action directly from Analytics screen drill down using the ellipsis
button on the right-hand side of the list view. The Actions are also available once you have accessed a mail
piece from Details. The breadcrumbs feature (see below) allows you to return to the previous screen.

Mail Detail

Analytics » Drilldown > Mail Detail

[Cewon | [ rorwert | [ ouew | [ e | [ werwsom ] [

Addressed to <
IT Team |

Downloads and Alerts Center
IDS can perform two types of Export. Drill down data views can be exported as described above. When you

export a drill down or View all list, the export type that IBP utilizes is called an “Asynchronous download.”

After initiating a download, the web browser will refresh the page and you can continue to use IDS while
the IBP cloud works on compiling the data asynchronously, behind the scenes. When the requested file

has been generated, the Alerts Center shows you a red icon with a number to show you the download is
ready.
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@ Export initiated. You will be notified in the Alert Center when
. 1
the file download is ready. es Library Js  UsersFull Name v

Downloads

Exports are available for download during 24 hours or until the limit of 15 is reached.

Service Date Requested Status Completed On File Name

Intelligent belivery May 31 2022, May 31 2022, Drilldown_Top_Senders_Rinne_Otanashi_05312022_040340_PM_EST.pdf Download
Services 04:03:43 PM S 04:04:23 PM riidewn_fop_senders_finne_ttanasii - —Ee

Click the Download button on the right in each row, corresponding to the specific file. The Status will show
Completed as soon as it is ready to download. The other Status messages are shown below.

Status

Completed

Complete the Process

Remember that the file is first generated by IBP cloud and does NOT automatically get saved to your PC’s
downloads folder. To finish the download process, you must navigate to the “Downloads” page (see below)
and then click the Download button per file.

There are 2 ways to navigate to Downloads:

e Click on the Alert icon, then click View Downloads.

e

Exports Ready @ x
Your files are ready and available for & Downloads

3
— download for the next 24 hours.
f % settings
[ Logout

e Click on your Username to show the drop-down menu, then select Downloads.

Maximum number of files in Downloads list per user

Currently the files reside in downloads and are not automatically deleted until 24 hours pass by. The file
management system is per User. A maximum of 15 files can be stored per user, with a First In, First Out
(FIFO) rule to handle when a large number of files are downloaded, all within 24 hours.

Whether the file was downloaded to your local PC or not, the files are automatically deleted after 24 hours
from the time of the request.

If you need to download more than 15 files, you will need to download some of the files and then allow
them to be deleted by IBP, as they are replaced by new files (your 16" file downloaded replaces the 15! file
downloaded, and the 17" downloaded replaces the 2", etc.). You can check the time created on each file
to make sure you have identified the correct files (or check the file name itself) to keep track. Downloading
files is typically a quick process and if you miss or forget to download your file(s) within 24 hours you can
download the file again.
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Maximum Export Size (Number of Rows CSV Data)

Also need to describe the # of CSV rows and workaround to export 16+ files in a single day.

A maximum of 1,000,000 rows of CSV data per file can be exported as a single file. It will automatically
break the file into multiple CSV files if 1M records is exceeded.
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Extended Features

IDS software has several “extended features” that you can utilize as needed. All functionality described in

this section will be used in certain situations or scenarios (such as when you take a short-term leave of
absence), but the features are typically not used on a daily basis.

Delegation

Delegation is available to Customer End Users of all account types. Delegation means that one IDS user,

Customer Admin, Customer Manager, or Executive user from within a Company will assign another IDS user

from within the same Company to be their delegatee — the person who receives all mail intended for the
delegator until the delegation period ends or delegation is stopped. There are two common use cases:

Vacation and/or a Short-Term Leave of Absence, when the User who is going on leave can enter the Date
Range (time period). You can set up delegation to begin on a future date (or delegation can begin immediately
if you choose the current date).

No End Date. In this scenario, an IDS user will be assigned responsibility for the “delegator’'s” mail on an
ongoing basis. Typically, this would be a manager giving the responsibility of receiving mail to a subordinate.
However, there is no restriction based on User Account Type, so you could assign any User type to be the
delegate for your mail.

To set up Delegation to another user:

1.
2
3.
4

. Enable or disable “Delegate all my teams’ tasks”. Enable if you want to delegate all your

6.

Click on your Username on the top right and select Settings.

ﬂ User's Full Name w»
. From the Delegation screen, select a user from your company’s user list. & Downloads
Set up the time period or apply the No End Date setting. & seuinc:
# Logout

tasks and the tasks assigned to your teams.

Enable or disable e-mails. The default setting is enabled (emails are sent). This determines whether you
receive your daily email alerts during your delegation period.

When ready, click Save Delegation.

Note: Only Customer Admins, Managers and Executives can see the tab 'Other Users' when setting a new delegation on

behalf of others.
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New Delegation x  New Delegation x

My Tasks Other Users My Tasks Other Users
Services
Services [
‘ Inteligent Delivery Services - ‘
Inteligent Delivery Services v ‘
Start Date End Date No End Date
Start Date End Date No End Date ‘ 01-01-2022 = ‘ ‘ 01-01-2022 =
| 01:01-2022 Q ‘ | 0101-2022 Q
From
o ‘ Q, Search by user ‘
| Select a User v ‘ To
‘ Select a User ~ ‘
Delegate all my team(s)" tasks. Inactive
Delegating all of your team(s) tasks will delegate all of your tasks as well as the Delegate all of the user's team(s) tasks. Inactive

tasks assigned your team(s). Delegating all of the user's team(s) tasks will delegate the users tasks as well as

the tasks assigned to the user's team(s).

Don't send mail notifications during the delegation period.

Save Delegation

Figure 6-1: User Delegation — configured from User “Settings”

u Don't send mail notifications during the delegation period.

Save Delegation

@ Delegation is now saved for the selected user.

My Tasks

Users can view “My Delegations” and “Delegated to Me” under “My Tasks” tab. Users can search the tasks
he has assigned by username and team name. Users can see active and upcoming delegations. Users can
also add “New Delegation” from this screen.

Delegations @ Delegation has ben saved sucessfully.

- Olther U;ers

My De|egati0n5 Stop All Delegations
My tasks I've delegated to someone else

To Services Start Date End Date

Arlene McCoy All Serivces December 4 2022 January 4 2023 Stop Delegation
Delegated to Me Stop All Delegations I Q, Search by user I
Tasks being delegated to your Wark Queus

From Services Start Date End Date

Jonh Alan's Team1  Team2  BigTeam1 | Big Team 3 Intelligent Delivery Services December 4 2022 January 4 2023 Stop Delegation

Jonh Alan’s (Team 1 Team2 | BigTeam1 | Big Team 3 All Serivees December 4 2022 January 4 2023 Stop Delegation

Jonh Alan All Serivees December 4 2022 January 4 2023 Stop Delegation

Jonh Alan All Serivees December 4 2022 January 4 2023 Stop Delegation

lonh Alan All Serivees December 4 2022 January 4 2023 Stop Delegation
1to 5 of 10 items < u 2 >

E—
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If necessary, at any time during the Delegation period or before it starts, you can enter Settings and click
Stop Delegation. You MUST be logged into the User Account that has set up delegation in order to stop the
delegation period.

Stop Delegation Save Delegation

You can also Stop Delegation if you log in to your account during the account period and click the link from
Dashboard (see section below). Confirm at the message prompt if you want to stop delegation immediately.

If you are the Delegatee (another User has delegated their mail to you), you are able to request the delegation
to stop at any time during the delegation period from the popup banner within your Work Queue inbox. If you
request to stop, you will see a popup box requesting you confirm to stop delegation. Stopping delegation will
cause immediate loss of access to the Delegator’'s documents and cannot be reinstated by anyone other
than the Delegator. Once you request a delegation to stop, you will receive a green confirmation banner the
request was successful and lose access to the Delegators documents.

© You're the delegatee for John Smith's tasks until June 22, 2022. Request to Stop

Stop Delegation x

Are you sure you want to stop delegation?
You'll lose all access to John Smith's documents immediately.

| Stop Delegation
E @ Your delegation has been successfully stopped. H

‘ue AldIyuly ARIP diu FAY 5
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Other Users

Customer Admin, Manager, and Executive user can see the complete list of Active or Upcoming delegation

for other users.
Delegations

My Tasks

Other Users Inactive Users

Other Delegations

Delegations set up for other users

DTu

D Kathryn Murphy

Dianne Russell

Dianne Russell

Dianne Russell

J
() Atene mccoy
J
O

From

3 Users & Teams.

3 Users & Teams.

1 User & Teams

3 Users & Teams

3 Users & Teams

Select the user to view details.

Other Delegations

Delegations set up for other users

2 users selected | Stop Delegations

DTﬂ

: Kathryn Murphy
Kathryn Murphy
Kathryn Murphy

Kathryn Murphy

U]
U]
D Dianne Russell

Arlene McCoy

Arlene McCoy

From

3 Users & Teams

Ronald Richards

Jane Cooper’s  Team1  Team2 + 2 More

Annette Black’s  Team1  Team 2 + 2 More

3 Users & Teams

1 User & Teams

Jane Cooper’s  Team1  Team2 + 2 More

Services

3 Services

3 Services

Intelligent Delivery Services

3 Services

3 Services

Services

3 Services

3 Services

Intelligent Delivery Services

3 Services

3 Services

Intelligent Delivery Services

Intelligent Delivery Services
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4 New Delegation ‘ Q, search by user

Start Date

Jan 4, 2022

Jan 4, 2022

Jan 4, 2022

Jan 4, 2022

Jan 4, 2022

End Date

No End Date

No End Date

No End Date

Jan 312022

Jan 31, 2022

View Delegators

View Delegators

View Delegators

View Delegators

View Delegators

4 New Delegation | Q, Darrell Steward

Start Date

Jan 4, 2022

Jan 4, 2022

Jan 25 2022

Jan 4, 2022

Jan 4, 2022

Jan 4, 2022

Jan 25, 2022

End Date

No End Date

No End Date

Jan 31, 2022

No End Date

No End Date

No End Date

Jan 31, 2022

View Delegators ~

View Delegators

View Delegators A
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Customer Admin, Manager, and Executive user can add other users as a new delegator, change delegator,
and stop all delegations for an already set up delegation by clicking on the three dots.

Delegations W

My Tasks Other Users Inactive Users

Other De|egatlon5 Q, Search by user

Delegations set up for other users

] From Services Start Date  End Date

'_] Kathryn Murphy 3 Users & Teams 3 Services Jand, 2022 No End Date View Delegators +
'_] Dianne Russell 3 Users & Teams 3 Sarvices Jan 4, ] Add User to Delegation View Delegators «

Change Delegatee
I 1 s & T Intelligert Delivery Servi View D o
_] Arlane McCoy ser & Teams ige ivery Services Jan 4, Stop All Delegations ew Delegators
'_] Dianne Russell 3 Users & Teams 3 Services Jand, 2022 Jan 312022 H View Delegators +
H

Customer Admin, Manager, and Executive user can bulk stop delegations by selecting Delegators and then
clicking “Stop Delegation”.

Other Delegations Q Darrell steward

Delegations set up for other users

2 users selected Stop Delegations

(] w From Services StartDate  End Date

= Kathryn Murphy 3 Users & Teams 3 Services Jan 4, 2022 No End Date E View Delegators -~
Kathryn Murphy Ronald Richards 3 Services Jan 4, 2022 No End Date E

D Kathryn Murphy Jane Cooper’s Team1  Team 2 + 2More Intefligent Delivery Services Jan 25 2022 Jan 31, 2022 E

D Kathryn Murphy Annette Black's Team1  Team2 + 2 More 3 Services Jan 4, 2022 Mo End Date E

D Dianne Russell 3 Users & Teams 3 Services Jan 4, 2022 No End Date E View Delegators -

Arlene McCoy 1 User & Teams Intelligent Delivery Services Jan 4, 2022 No End Date i View Delegators ~

Arlene McCoy Jane Cooper’s Team1  Team2 + 2More Intefligent Delivery Services Jan 25, 2022  Jan 31, 2022 E
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Inactive Users

Customer Admin, Manager, and Executive user can set up new delegations for users that are currently in
inactive status. They can see the list of users that have tasks and are currently inactive in IBP and the list of

delegations for that are set up for Inactive Users. Delegations can be stopped by selecting the user/s and
clicking on the “Stop Delegation” button under “Delegation for Inactive Users”. “Inactive Users” and

“Delegations for Inactive Users” can be searched by username.
Intelligent Delivery Services Work Queue Analytics Help and FAQ's

Delegations

My Tasks Other Users I Inactive Users I

Inactive Users I Q Search by user

Inactive Users who have tasks in Work Queue that have not been delegated

2 Users Selected | Delegate Tasks Assign To Me
_ ~ Pending Physical
= User Name Department Manager Days Inactive My Mail Inbox My Team Inbox B
Delivery Requests

Jerome Bell Marketing Peter Schiager 59 4 10 0

Bessie Cooper Finance Susan Sprinkles 1 10 32 o

_J Robert Fox Marketing Peter Schiager 12 4 51 0

_J Albert Flores Marketing sally Struthers 32 a 0

- Search by user

1tod of 4 items 5 ~ | tems per page

Delegations for Inactive Users I Q search by from, to

Inactive users who have delegations set up

2 users selected | Stop Delegations Show only delegations with inactive delegatees.

= From To Services Start Date End Date

Albert Flores  Inactive Jonh Alan  Inactive All Sarvices December 4 2022 January 4 2023
Albert Flores  Inactive Jonh Alan  Active All Sarvices December 4 2022 January 4 2023
] Albert Flores  Active Jonh Alan  Inactive All Servicas December 4 2022 January 4 2023
] Albert Flores  Inactive Jonh Alan  inactive Al Sarvicas December 4 2022 January 4 2023

To assign delagatee to an Inactive user click on the three dotes and click on “Assign Delagatee”. Tasks can
also be assigned to yourself by clicking on “Assign To Me”. “Assigning Deligatee” and “Assign to Me” can be

done in bulk by selecting multiple users at once.
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Inactive Users 4 Bew Delegation Q) Searth by user, department
Inactive Lsers whe have tasks in Work Queue that have not been delepated

2 Users Sefected . Dulagate Tidks ] . Husign Te Me ]
. . Pendasg Physical
H User Hame Department Mannger Days Inactive Pty M ail Inbax Pty Feamn bnboa )
Belivery Begquests
Jeradnie Ball Bllarkating Pater Schlager 549 A in 1] m
Rirssie Corinpser Frianin Sursa Spinklies 1 10 1 Assan Delegates
Axvgn To Me
Reskrin Fas Markating Piter Schlager i2 4 51
Albart Flires Markiting Sally Struthers EF] 4 0 0 i

Tewsdoldiden 5 v | pems per page ‘ | ! |

Customer Admin, Manager, and Executive user can edit already assigned delegation by clicking on the three
dots next to the username and then clicking on” Edit Delegation”.

Delegations for Inactive Users €, Search by from, to, services

Inactive users who have delegations set up

2 users selected Seop Delegations | T e anly delegatians wilh mactwe delegabis
a Frri Ta Servites Star Date Ersd Dats
Albart Fliees  Inactha lieih Alaf  nactise A Sarvican i 4 2072 Ianisany 4 J033 m
Albart Floras | ineciva lowih Alan Aot Al Larvican Dt d 2173 Edit Delegation
Etop Debegation
Allart Flifes  Active lewth Alaf  nactiee Al Serwicas Dciviliver 4 2022
Albart Flores  natha lesvh Alan  nactise Kl Serwicas Cacwimles 4 2037 larsary 4 1023 i

Customer Admin Role

Certain Users may be given a second role as a Customer Admin. Customer Admins have the ability to change
user roles and add or edit teams. This role can be assigned on top of another role in the service (Customer
User, Manager or Executive). A Customer admin will be able to navigate to the Administration view from the
top left navigation button as displayed below.

= 73

Intelligent
Dashboard Delivery Services Administration

From the Administration view, Customer Admins have two tabs where they can take action, a Users tab and
a Teams tab which will be covered below.

Administration Users Teams
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Users Tab

The users tab will provide you a list of all users, both active and inactive, within the Intelligent Business
Platform. Only a Ricoh Admin can change users from Inactive to Active, or vice versa, but a Customer Admin
has view-only access to the User(s) status.

Similar to the Work Queue, a search and filters section is available to help narrow down the viewed data.
Filters include the refining the data by services, roles, and teams. From the list view, you can multi-select or
single-select a user and either change their role or assign to a team.

When selecting “Change Role” a popup box will appear with available services listed. Under each service
you will see a dropdown that lists all role options, General Users, Manager or Executive, which can be
selected and saved. You can also select cancel at any time if you don’t want to save your changes. Once
you select save, the user(s) selected will see their roles change within the service.

You can also click on a specific user and view their details by clicking on the “Details button”. When in details,
you can view only the user details and the services they have access to. The Customer Admin can change
the user role, search and add teams or delete teams and associate the user with a specific project (if
applicable). All changes must be saved for them to take effect.

Teams Tab

From the Teams tab a Customer Admin can view or search from the list of team names from a list view. They
will also see a count of users by team. Actions that can be taken from the list view include adding a team,
editing services & users for a team, changing a team name or deleting a team. Deleting a team is disabled
for Mystery Mail as this is needed to route mail where there is no employee or team match but is applicable
to any other team(s).

Edit Services & Users

After selection of Edit Services & Users a popup box will allow you to select from a list of services the
service(s) you want that particular team to have access to. Next, you can add or delete team members. The
list of existing members will be displayed and you can use a search bar to find users you want to add to the

team. To remove a user, simply click on the “x
implement your changes. You can choose to cancel and not save any changes at any time before saving.

next to their name. Once finished, click the save button to

Administration Users Teams

Teams u |

Team Users

Mystery Mail 114 Users Edit Services & Users i

Add a New Team and Assign Users to It

You can add a new team by clicking on the “Add Team” button. A popup box will be displayed where you will
enter a required Team Name, the services the team can access and an optional field to add or edit team
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members. You can create a team without any members if you are unsure of who you may want to add to a
team but you know it will be needed however, the team will not be usable until there is at least one member
of any team. You can always come back and edit the team member list at any time.

Note: Itis always a good idea to use your search bar to search for a team name before creating a new one.
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Help & FAQ

The Help and FAQ’s section is built into IBP. All Services will have their own useful FAQ topics, with common
Questions and clear Answers provided. The FAQ solutions can be searched using the Search bar.

Intelligent Delivery Services Work Queue Analytics Help and FAQ's

RICOH

How Can We Help You?

Q,  Ask Us a Question_ m

If you cannot find the answer to your question or require additional support, the Help & FAQs section also
features the “Request A Callback” or “Send Us a Message” features. Scroll down to the bottom of the page
(below the FAQ area) to find and use this feature.

Contact Us Support Request x

Can't find the answers you are looking for?
Request Type *

4 Send Us a Message

l t. Request a Call Select Reguest Type ~

Request Description *

You can select a request type from a pre-set list of fields. You must
also write a brief description of your support request. Based on your
selection for “Request Type” the request will be routed to the
appropriate Ricoh support team. Request Types include feature
enhancement recommendations, Questions, Sales Support and 4
Technical Support.

When you submit a support request, you will see a message m

confirming your support request has been submitted successfully.

Briefly describe your reguest

Additional Details (250 character limit)

Add additional details

@ Request submitted successfully!

For requesting a Call, your preferred call-back phone number can be entered in a text box. The
confirmation message prompt (not shown) will indicate that a call back attempt will be made within the next
24 hours or on the following business day as applicable.
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Services Library

The services library is a list of non-subscribed services available in the IBP. You can click on each service
and read a description as well as request more information. Requesting more information will send an email
to the customer sales rep who will reach out to you to discuss the service in more detail.

Services Library Q User's Full Name v

More Services

Accounts Payable Retail Lockbox

Accounts Payable

Ricoh's AP service provides fast, accurate invoice processing. Using Ricoh's cutting-edge artificial
intelligence and machine learning technologies, we can quickly extract data from large volumes of
unstructured invoices, classify the data, and deliver it to you in the Ricoh IBP portal or appropriate
business systems with fewer errors and delays. Exceptions are identified and processed per established
business rules.

Validated and verified invoices move to final payment and retention. Denied invoices trigger an
automated remediation process with the supplier’s Accounts Receivable department.

Ricoh's automated invoice process significantly reduces processing times — including faster retrieval
and distribution — to improve supplier relationships while lowering costs with fewer dedicated

resources.

Request more information
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Appendix

How are New
Users Added?

e Users are added by the Ricoh Admin.
o New users cannot be added by the Customer of any account type.
e User Management is outside the scope of this document.

All Account
Types

The Customer account types are as follows:

Customer General User (Base level permissions)
Customer Manager
Customer Executive

Customer
Admin

Customer Admin is a “privilege” user permissions setting. Admin privilege
can only be assigned by the Ricoh Admin. This designates user(s) in your
company as your Customer Admin(s). Any User Account Type can be
assigned Admin privileges. Customer Admins can set up Teams, add a
Team, edit Team Names, add existing users to teams, and
deactivate/activate existing Users.

Retention
Period

Retention periods are agreed upon time commitments for which Ricoh will
retain your mail. Physical Retention means how long we keep the physical
mail pieces in case you need to retrieve an original copy. Digital Retention
means how long the electronic “digital copy” of each mail piece will be
kept. Finally, a third Customer-specific setting, with a field in the account
setup page for Ricoh Admins, is the “Inbox Retention Days” setting, from 1
to 999 days, which is how long mail resides in the Users inbox before
being automatically moved to Archive (even if the mail has not been
viewed).
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