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Getting Started with DTS Connex

DTS Connex is strictly a web-based product, to access go to https://dtsconnex.com.

DTS Connex is accessible from the following internet browsers:

e Chrome

e Internet Explorer
e Safari

o Edge

The following domains should be “whitelisted” to allow users access to DTS Connex and receive emails and
notifications; this information should be shared internally with your IT team.

e dtsnotifications.com

e dtsconnex.com

e transactiontracking.com
o ifsdemo.com

e Ifsservices.com

Please verify with your IT team, all devices and browsers that will access DTS Connex company wide, have
security protocol TLS 1.2 or greater enabled.



Create User Groups

Assigning Users to a specific User Group puts the necessary parameters around what a User can see and do in
DTS. Admin Users are assigned to the Administrator’ User Group, allowing access to all location profiles and
transactions as well as user profiles. Admin Users can make changes, if necessary and where applicable, to
location profiles and custom templates and add or remove users.

The User Group for End, Store or Location Users, based on your terminology, will only allow those users to
create and search transactions for their own store or location. User Groups can also be created for those
users that need access to more than one location, such as Region Managers, by adding certain “Area”
identifiers to location profiles like Brand, Region, District and/or Sub-District.

Hover over Admin > Company Management, click (ST LT

CDTS connex” koo Sesupl o

Hello, Admin User from Training - Jess Company Management » Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup
7 Deposit Search Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transaciElCRS I3 Location Management

Drawer Count Message Center

:: DTS Message Center

You have no current messages Create Supply| Reference Number Formatting

User Group Setup
Create a Chan,

User Management
Create a Chanj|

Payment Shipping Credential Templates
Create Mailer [ EVIIAYEle [

[ INeld4Create New Group?

User Group Setup

Create New Group m
Add

User Group Usars Users Rights Reports Dashboard Training Notifications Reminders Admin
] Grus
Administrators| | | | | \ \

\
Store User \ \ \ 77 ‘ L L 7 ‘ ‘
|

Verifier i (] \

¢ Create New Group m
——

e Enter the name of the new grou, click [aG[s Ke{geIIel,

User Groups

Group Name

Deposits| Add Group
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e Assign the “rights” or functions the users in this group will be able to perform by clicking the blue box
in the “Rights” column for the appropriate User Group.

User Group Setup
[ ___save

dd Local

User Group csers Users Rights Reports Dashboard Training Notifications Reminders Admin
Groups

Administrators \ \ \ ‘ ‘ ‘ ‘ ‘ ‘ J
Deposits \7 \7\ ( | 7‘ ‘7 ‘7‘ 4] ‘7 ‘7 L)
Store User \7 7\ 7] \7‘ ‘7 ‘7‘ ) ‘7 =8 L)
Verifier | [“] | (] | | ] | |

Create New Group m

The list of rights will appear.

Edit Rights for Group

Group: Deposits

Create Deposit
Track Deposits and Payments
Reporting

Administrator

Delete Deposit

Reprint Deposit or Payment
Delete Change Order Payment
Complete Deposit

Verify Deposit

Search Change Order

Canecal Chanao Nedore
Hold CTRL to select multiple entries

Cancel X~ save )

e Holding down the control or command key on your keyboard, click each “right” or function to add to
the User Group
e Click 8.



Manually Enter New Users

A single user or a small number of users can be manually added and assigned to a specific User Group or
Groups.

Hover over Admin > Company Management > User Management, click [AC[sRUETq.

ODTS connex Lo sl

Hello, Admin User from Tralning - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup

7 Deposit Search Supply Management Configure Authorized Ip Addresses

:: DTS Message Center
You have no current messages

Enter a location number, bag number, deposit amount, or transacjCELEES L Location Management

Drawer Count Message Center

Reference Number Formatting
Create Supply|

User Group Setup
Create a Chani
0 User Management View & Edit Users
Create a Chani
Shipping Credential Templates Add User

Email Addresses Import New Users from a Spreadsheet

Activate Users from a Spreadsheet

This screen will appear. — R
Populate: ~" D AE——"
e Username (can be the user’s email address, MUST include
the @ sign)

° First Name o s el i biokd CTRL to select multiple sniries

e last Name G TR ) ;

e Email address _

e Choose User Group = =

o This is the specific user group that you want this == T —

user assigned to. This will dictate what functions the
user will be able to perform and access.

o (ity

e State

o Zip

e UserView

o LIMITED or FULL view. LIMITED view means the user only has access to one or a limited

number of locations, FULL means the user has access to all locations, usually an Admin User. If a
user has LIMITED view, select the location or locations from the location list, when choosing
more than 1 location, hold the command/control key on your keyboard and left click to select
each location. Locations do not need to be individually selected for users set to FULL view.

e Time zone



Log in information can be automatically forwarded to new users from DTS Connex, in two separate emails,
that contain:

1. the website URL and username

2. atemporary password the user will be prompted to change immediately

e Place check marks in the boxes labeled Email Username? And Email Password? Prior to clicking m

Add User
Copy From Existing User Template

Required

Store123@example Westminster

First Name Store MD
Last Name 123 21157
Email ) store123@example
uﬁﬂﬁa&e Company User $ ser View, Limited s
Groups ) @ JLocations )
Administrators 0200 - Willamsburg - Que
Sto_re_ User 5140 - Austin - Que 1 Step
Verifier 8500 - Santa Monica
Hold CTRL to select multiple entries Hold CTRL to select multiple entries
—
[Timezone Eastern Time (US) (GMT -05:00) v
Optional
Title Use as Template
Phone (Work) |Street Address |66 E Main St
P::I(’n.e IStreet Address 2
mail "
?
TR [Email password?
Markets
Hold CTRL and click on multiple items for multiple markets
INote: Upon pressing SAVE, the locations this user has access to will be updated based on any
markets selected. If you no longer want locations to be selected based on markets, simply click
the blank entry at the top of the list. Every night, DTS will automatically update the user's
locations to match the location currently in a market. Therefore, if you make a change to a region,
[district, sub-district in a location's profile, the user's locations will not be udpated until that nig_ht.

A confirmation will appear on the screen containing the username and temporary password for the new user.
The user is now “active” and can log into DTS Connex. Please NOTE: users will not have access to create
transactions UNTIL the locations they have been assigned are made active for change orders and/or deposits
by the Admin User. Location activation instructions begin on page 25 of this manual.



Manually Activate Users / Send Welcome Emails
NOTE: This function is NOT performed by DTS, password resets must be done by an Admin User.

e Hover over Admin > Company Management > User Management, click \YAEWEAN LAV,

ODTS connex” N

Hello, Admin User from Tralning - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup

7 Deposit Search | Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transaciiCEUResITl1S Location Management
Drawer Count Message Center

:: DTS Message Center

You have no current messages Create Supply]| Reference Number Formatting

User Group Setup
Create a Chan|

User Management View & Edit Users
Create a Chanj

Payment Shipping Credential Templates Add User
Create Mailer E= EIRNGEEES Import New Users from a Spreadsheet

Activate Users from a Spreadsheet

e Click ALL to load a list of all users to the screen.

User Management

Search m sno-@ Do: Adg User

e Click the action box to the left of each user you wish to activate, a check mark will appear.
e Click Send Welcome Info & Make Active.

Actions: Make Active Make Inactive Send Welcome InfdiSend Welcome Info & Make Active/Remove Lock New Password Expire Password Delete User

Action Ed n - . e ~F - ~ - d O ~ nds Ema
Edit 0200 Store store0200@ferguson|{0200 Store User 11/7/2018 No No Mail

v |[Edit 5140 Store store5140@ferguson|5140 Store User 5/27/2018 No No Mail
Edit 8500 Store store8500@ferguson|8500 Store User 5/27/2018 No No Mail

Edit approve verify verify@ferguson All Verifier 11/5/2018 No No IMail

Edit User Admin admin@ferguson All Administrators|11/7/2018 No No Mail

Actions: Make Active Make Inactive Send Welcome Info Send Welcome Info & Make Active Remove Lock New Password Expire Password Delete User

Each user will receive 2 emails; one with the URL to log into DTS Connex and their assigned username. The
second email will contain a DTS generated temporary password. The user will be prompted to create their
own password when they log in for the first time.

The emails will come from DTS Support. Please ensure that your IT department has whitelisted the email
address dts@ifsservices.com and the URL https://www.transactiontracking.com.



The two emails will appear as follows:

URL login and username:

DTS Welcome Instructions inbox x

DTS Support dis@ifsservices.com via email dtsnotifications.com
tome «

Welcome to DTS. You have been registered as a user of the website https://www.transactiontracking.com
Your username is:

Your p. ord will be deli d in a separate email. Please contact your company's DTS Administrator or bank representative if you have any questions.

Thank you for using DTS.

Password:

Your DTS Password inbox «x

DTS Support dis@ifsservices.com via email.dtsnotifications.com
tome ~

Welcome to DTS. As a registered user of https://www.transactiontracking.com, your temporary password is: $5106770
You will be required to change this password at initial login.
Please contact your company's DTS Administrator or bank representative if you have any questions.

Thank you for using DTS.



Import New Users

The import tool is convenient when adding a large number of new users to the system.

e Hover over Admin > Company Management > User Management, click [[fsJo] a8\ ETAVHTER {de ]|

Spreadsheet

ODTS connex” sl s
Create Manage Analyze & Report Training

ello, Admin User from Training - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup

7 Deposit Search [ Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transacjCEUSeCITlS Location Management

Drawer Count Message Center

:: DTS Message Center
You have no current messages

Reference Number Formatting

Create Supply|
User Group Setup

Create a Chan

User Management View & Edit Users
Create a Chan,
Payment Shipping Credential Templates Add User

Create Mailer =y ETIENG IS Import New Users from a Spreadsheet

Activate Users from a Spreadsheet

e Click here to download the New User Import Spreadsheet, users will not be imported unless this
specific document is downloaded with each new import.

Import users

You can upload a list of new users and have them be imported in DTS. Download the Excel upload file
sure to view the instructions worksheet for information. Please leave all columns and worksheet titlesw ey
are or the import will not work.

e Populate the Required fields along with any non-required you wish to assign
o The username can be any configuration but MUST contain the @ symbol and does not require
the “.com”.
o The user group name MUST be formatted exactly as the name appears in DTS Connex.
o The location number links the user to a specific location.
= NOTE: If a user will have access to more than one location, list all the locations,
separated by a comma.
o The time zone MUST be a two-letter abbreviation in all capital letters, i.e.: AT, ET, PT, HT, CT, or

A B C D = F G
1 Username First Name Last Name Email City State Zip
2 Required Required Required Required Required Required Required \
3 |storel23@example Store 123 storel123@example.com Westminster MD %1157
4

Password User Groups Sub Districts Districts Regions Location Numbers Time Zone
Vot Require« Not Required Not Required Not Required Not Required Not Required Required
Store User fi23 ET



e The password field on this template will not populate a long-term password but can be a “common”
temporary password the user will be asked to change when logging in for the first time.

Save this document to your desktop.

Import Users
From the Import Users Screen:

e Click Choose File. You will be prompted to select a file from your computer.
e If you would like to activate the users as well as send the Welcome Emails that contain the URL,
username and temporary password at the same time users are imported
o Select Yes in the box next to Send Welcome Emails.
o Select Active in the box next to Users Active/Inactive.
e If you do NOT want to make the users active and send their welcome emails do not change the setting
which reads:
o Noin the box next to Welcome Emails.
o Inactive in the box next to Users Active/Inactive.
e Select Import File
o If anything is not formatted correctly, the screen will display an error message indicating the
line number on the import document that needs to be corrected. Please correct this error, save,
and go back to the import file process again.
o If everything imports correctly, the screen will display a message indicating how many users
were imported, whether they were made active and if welcome emails were sent.

Import users

You can upload a list of new users and have them be imported in DTS. Download the Excel upload file here. Be
sure to view the instructions worksheet for information. Please leave all columns and worksheet titles as they
are or the import will not work.

Choose File:

Choose File }No file chosen
Send Welcome Email @

Users Active/Inactiv, @
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Reset a User Password

NOTE: This function is NOT performed by DTS, password resets must be done by an Admin User.

If a user forgets their password, a new, temporary password can be sent to allow the user to reset their
forgotten password. It is recommended that you have an internal process in place to direct users how to
request a password reset, as DTS will not be able to assist, for security purposes.

Hover over Admin > Company Management > User Management, click ISV (e N0 AV,

-

Create Manage ‘ Analyze & Report m Training

Company Management » Company Setup
Welcome to the DTS Service ... Change Order Management Event Management
Deposit Management Calendar Setup
7 Deposit Search Supply Management | Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transacjicEiNeILIe | Location Management

Drawer Count Message Center

:: DTS Message Center

You have no current messages Reference Number Formatting

User Group Setup
User Management View & Edit Users
ﬁaﬁjﬁm Shipping Credential Templates Add User
Create Mailer E=ETRNCE [ Import New Users from a Spreadsheet
Activate Users from a Spreadsheet

e Click ALL to load a list of all users to the screen. You may also search by the name of the user as long as
it matches what was entered into DTS.

User Management

Search B SM@ Do: Add User

e Click the action box to the left of each user to enter a check mark for the user or users you wish to send
a new password to.
e Click New Password from the Actions menu
o A green message will appear at the top of the screen indicating the number of users who have

been sent a new password.
User Management

Search m Show: All Do: Add User

Search will return users that contain search terms. To search by location, enter a # before the location (i.e. #103). Other options include #all and #full.

Actions: Make Active Make Inactive Send Welcome Info Send Welcome Info & Make Active Remove Locl pire Password Delete User

Last Name First Name Username Locations Groups Password Expires Inactive Locked Out
Edit 121 Store 121@lowesfood 121 Store User 10/4/2018 No No Mail
: [Edit 123 Store 123@lowesfood 128 Store User 10/5/2018 No No Mail
Edit 136 Store 136@lowesfood 136 Store User 10/4/2018 No No Mail
hujl [Edit 137 Store 137@lowesfood 137 Store User 10/7/2018 No No Mail
Edit 145 Store 145@lowesfood 145 Store User 10/6/2018 No No Mail
[Edit 149 Store 149@lowesfood 149 Store User 10/7/2018 No No Mail
Edit 151 Store 151@lowesfood 151 Store User 10/7/2018 No No Mail
Edit 153 Store 153@lowesfood 153 Store User 10/4/2018 No No Mail

The user will be emailed a temporary password, the user will be prompted to change the password when they
log in for the first time.
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Delete User(s)
NOTE: This function is NOT performed by DTS, password resets must be done by an Admin User.

Hover over Admin > Company Management > User Management, click (AIEWEAN L AAVETES,

Company Management
Welcome to the DTS Service ...

» | Company Setup
Change Order Management Event Management

Deposit Management Calendar Setup
7 Deposit Search l Supply Management Configure Authorized Ip Addresses
Enter a location number, bag number, deposit amount, or transacjEEURSITIS Location Management

Drawer Count Message Center
:: DTS Message Center —
‘ou have no current messages Reference Number Formatting

User Group Setup

User Management View & Edit Users
Create a Chanj

Payment Shipping Credential Templates Add User

Create a Chanj

Create Mailer JSGETINIEEEN Import New Users from a Spreadsheet

Activate Users from a Spreadsheet

e Click ALL to load a list of all users to the screen.

User Management

Search m sho@ Do: Adgd User

e Click the action box to the left of each user you wish to delete, a check mark will appear.
e Click Delete User.

User Management

Search J2) show:al  Do: Add User

Actions: Make Active Make Inactive Send Welcome Info Send Welcome Info & Make Active Remove Lock New Password Expire Password

Action Ed e a a e a e e a e ocatio oup 3 ord Dire a e Lo ed O 0 0 nd ma
Edit 0200 Store store0200@ferguson|0200 Store User 11/7/2018 No No Mail

Edit 5140 Store store5140@ferguson|5140 Store User 5/27/2018 No No (Mail

v  |Edit 8500 Store store8500@ferguson|8500 Store User 5/27/2018 No No Mail
Edit approve verify verify@ferguson All Verifier 11/5/2018 No No Mail

[Edit User (Admin admin@ferguson All Administrators|{11/7/2018 No No Mail

A confirmation message will appear with how many users have been deleted. At this time, they will be
removed from the list of users.

12



Manually Enter New Location(s)

Admin Users can enter new location “shells” in DTS Connex. DTS will notify Admin Users when setup is

complete after the Bank profile numbers have been added.

Hover over Admin > Company Management > Location Management, click .

Q DTs CON N Ex ) Logout|My. Setup | Eull Menu

Home Create Manage Analyze & Report Admin « Training
Hello, Admin User from Training - Dawn

Company Management Company Setup

Welcome to the DTS Service ... Change Order Management Event Management
Deposit Management Calendar Setup

7 Deposit Search Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transacjSELERECITHIS Location Management View & Edit Locations
Drawer Count Message Center Add Location

:: DTS Message Center . "

'ou have no current messages ¢ Reference Number Formatting Region Management

:: Change Order Denominational Breakdown (30 Da SesGrmupoetp R Henagerent

:: Quick Menu | User Management Activate Locations from a Spreadsheet

Change Order Denomfa:o:al uﬂgiakdown Create a Deposit JESWLELFRSELELNEIREUELE Update Region, District, and Subdistrict
undreds : 0.

(Q Fifties : 0.0 % Reprint a Deposi ISUGEIRACEIEEET Validate Addresses from a Spreadsheet

This process may vary depending on your company’s specific needs; however, these steps will allow you to

enter the most basic information pertaining to each new location you add to the DTS platform.

General Information

Lgcation Nax entered | 123 - Baltimore f\ddress 100 East Street

by CLIENT

Location Id 123 ICity Baltimore

Location Number 123 fState MD

Location Number Zip 21202

Numeric Only) —
#h-m Party Identifier 7654321 i— ICountry United States v
[Alternate Bank Third Party fFinancial n | General Bank v
[dentifier \ jote: If Finandial Institution is changed,

‘ the 3rd Party 1D will be removed.

[Account Description 123 | [Vautt Processor Gen Vault i'_ ]
[Coordinates 0/0 \

Phone Number (eq. 888-555-1111 l Info provided by the Bank and entered by DTS |
555-555-1212) Optiona

Additional Identifiers (For Smart Safe)
Provisional Credit Profile

[Manual Deposit Profile

fChange Order Payment
Profile

[Content Removal Profile

Banking

[Banking Country vl
Transportation

[Transportation Provider | American Armored - All Depots v |

[No Transport Data
JCustomer Location

Needed If utilizing Davis Bankcorp OR Safe&Sound Armored Carriers |

|identifier
Attention To «— VWhen utilizing USPS for change ordeer delivery
Billing Ref 1 “—— It applicable, info provided by Bank and entered by DTS
Billing Ref 2 enda es
|Calendar Template Company Default v | Choose Template for Deposit Pick-up Schedule
Deposit Process o d .
[Next [Next [Next [Next ext |Next ext
D it Proc Regul; v
L = — Received Carrier |1, weq frhu_|Fri at__ |Mon on
[Media Mix Template Cash and Checks - Mixed - Value 1— v Received [Next [Next [Next [Next ext  |Next ext
Branch [Tue Wed JThu  |Fri at [Mon lon
Foreign Currency Template | Company Default v reccived vour [Nt [Nex Jiext et Pt [nex iext
[Sales Date Display Yesterday's Date v Wed u Fri Mon on ue ue
ITracking Type Complete v credited Next INext Next [Next WNext [Next INext
ed u__ Fri Mon on ue ue
Show Signature Lines e ~ Verified [Next INext [Next [Next ext |Next ext
:';f:g‘zeggxzfmm Don't Prefill Deposits I 0f Us® With cash couniing device v | (Wed u Fri___Mon on lrue ue
e pared Cutoff 11 V|45 v|[PM V|
[Device Store Number 123 | Prepared Cutoff (Saturday
Use POS Data FOr Use whon POS system I8 Integrated with DTS Sunday) 11 v][45_v][M_v]
erify DTS Bag Check Digit JArmored Window 12 V][00 VI[[AM Vv]|t11 Vv][45 wvi[PpM V]|
Hard Deposit JArmored Window
Amount | Saturday-Sunday) 12 v|[00 V|[AM Vv]|w[11 w45 v|[M V]|
Soft Deposit [Deposit Processor Received v v v
lAmount ] | |Cutoff 1L_vias_vim v]
?h'pp:"tg Cosne Company Default For use when utilizing USPS v [Credit Cutoff 1 vias _vieM V]
Lt Verification Cutoff 11 w45 v |pM v
Pickup Special Instructions |
URS oo ] Moy e | [rimezone Eastern Time (US) (GMT -05:00 Choose T e Tempiate v
Override Company)
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Reminders

Deposit Ticket When Should a MICR Deposit Ticket Reminder Be Displayed

Icash O Only O Mixed OAlvays €——0

IChecks O Oonly O Mixed O Always o by the Bank
[Coupons (Food Stamps) | @ Never 2 Only O Mixed O Always

Brand Brand Name — |

[Currency VRU ID (Client
i

v
Region East V| = Choose from each
[District 10 v | — list if applicable
[Sub-District 1 v — |
pply Ord g
[Supply Template DTS 9x12 Deposit Bags V |« Choose if licabl:
[Client Number
[GL Account
[Cost Center Remove check marks
Pllows Shipping ||| @—o- from both boxes if
[Allow Change of Address | ordering supplies
ange Ord
[Delivery Method Armored Carrier v |
Template Company Default v
Has Recurring Order O
Company Default v |
Recurring Order Template Da s s 0 0 0s 100s P s sD Qua Dolla o od
Wednesday|$0.00($0.00/$2,000.00{$0.00]|$0.00|$0.00|$0.00] $0.00] $0.00{ $0.00 $0.00| $0.00[ $0.00|Yes
[Currency Provider General Bank-Gen Vault v |
[Coin Provider General Bank-Gen Vault v |

54321 <—\

|Coin VRU ID (Client ID)

[Change Order Location #

54321
123456 Info pi by the Bank and entered by DTS |

IMinimum Daily Order
Amount

0.00 "

IMaximum Daily Order
fAmount

1.000.00 e

Imust the order be placed
by

IDays to Delivery 1 Daz gnf glaced bz cutoff! g v
IDays When a Delivery Can v
[Take Place (Template) __|.Mon. Wed, Fr 4= |
Holiday Delivery Calendar = v
Template) No Holiday Delivery g—/ . |
[Change Order Payment

Must Match Change Order |[]

fAmount

IPlace Change Order Early O <_/

night before due)
IChange Order Preferences |~ =ty v
[Template _ngA

IRequires Approval O

hen change order
I
requires approval, when None For use ONLY when approval is required v

Click @ at the bottom of the page.

<< Back to Locations I Save _NISUNRVINTISIRI SR, required field

Status:

ht 2019 International Financial Services, Inc. All Ri Reserved. Serv

14



Manually Activate Location(s)

NOTE: This function is NOT performed by DTS, activating locations must be performed by an Admin User.
NOTE: Activating locations will prompt the location to be included in the billing process.

Before a user can create transactions in DTS the location(s) must be made active. This is the last step in the
process before going live and can only be done after setup is complete with all bank profile information. The
Admin User is the only user with the ability to activate/deactivate locations. This ensures that locations are
not using DTS before everything is ready. This method is convenient for activating small amounts of locations.

Hover over Admin > Company Management > Location Management, click SR R A KT,

ODTS connex” o S
Manage = | Anaiyze 8 Report - RS Taiing

Hello, Admin User from Training - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup

7 Deposit Search Supply Management Configure Authorized Ip Addresses
Enter a location number, bag number, deposit amount, or transacCEIEReCIILId Location Management » | View & Edit Locations

Drawer Count Message Center Add Location

:: DTS Message Center

You have no current messages Reference Number Formatting Region Management

Create Supply,
Create a Chan

Create a Chan
Payment Shipping Credential Templates Update Region, District, and Subdistrict from a spreadsheet

User Group Setup Brand Management

User Management Activate Locations from a Spreadsheet

[oZLICHUETIETS Email Addresses Validate Addresses from a Spreadsheet

e Click ALL to load a list of all locations to the screen.

Hello, Admin User from Training - Jess

Location List

Search E Sho Starts With: 1| 2| 3| 4| 5| 6| 7| 8] 9| 0]Add

Note: Search will return location numbers that contain some or all of the terms entered.
e Click one command, based on
Make Active for Deposits Make Active for Change Orders Make Active for Deposits AND Change Orders the tOOIS VOU are USi ng; after
Make Inactive for Deposits Make Inactive for Change Orders Make Inactive for Deposits AND Change Orders ChECk ma rk iS in aCtion bOX for
Delete Location(s) all locations you are activating.

Action Edit Endpoint Number Name ID/DTS REF Company City State Inactive for Deposits Inactive for Change Or(

Will change to “No” after
(9 s ommand is selected from
College

| | BookstoreI | | | | | above.

Click the action box to the left of each location number you wish to activate, a check mark will appear.
e Dependent on the tools you will be utilizing in DTS; click Make Active for Deposits; Make Active for
Change Orders; Make Active for Deposits and Change Orders.

The final two columns will be changed from Yes to No; no longer inactive for the tools you are using.
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Activate Locations from a Spreadsheet

NOTE: This function is NOT performed by DTS, activating locations must be performed by an Admin User.
NOTE: Activating locations will prompt the location to be included in the billing process.

Before a user can create transactions in DTS the location(s) must be made active. This is the last step in the
process before going live and can only be done after setup is complete with all bank profile information. The
Admin User is the only user with the ability to activate/deactivate locations. This ensures that locations are
not using DTS before everything is ready. This method is convenient for activating small amounts of locations.
This activation method is convenient for activating large amounts of locations.

Hover over Admin > Company Management > Location Management, click IAE{\EI R Kol 1T IR i (o] I

Spreadsheet!

CDTS connex” ISt
Create Manage Analyze & Report Admin » | Training

ello, Admin User from Training - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup
7 Deposit Search Supply Management Configure Authorized Ip Addresses
Enter a location number, bag number, deposit amount, or transacEEUeCITNIS | Location Management » | View & Edit Locations

Drawer Count Message Center Add Location

Create Suppl
User Group Setup Brand Management
Create a Chan
User Management Activate Locations from a Spreadsheet

:: DTS Message Center

You have no current messages Reference Number Formatting Region Management

Create a Chan
Payment Shipping Credential Templates Update Region, District, and Subdistrict from a spreadsheet
Create Mailer B EIENGEETES Validate Addresses from a Spreadsheet

e Click Here to download the spreadsheet.

Import Locations and Activate/Deactivate

You can upload a list of location numbers and tell B hether the deposits and change orders should be
active or inactive. Download the Excel upload file @ Be sure to view the instructions worksheet for
information. Please leave all columns and workshee les as they are or the import will not work.

Populate:

e The location number of each location that you wish to activate.
e Yes, in the column for Deposits (if applicable).
e Yes, in the column for Change Orders (if applicable).

A B C
1 Location Number Active for Deposits (Yes/No) Active for Change Orders (Yes/No) .
2 Required Required Required
3 123 Yes Yes
4

Save this to your desktop.
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Activate the Locations:
From the “Activate Users from a Spreadsheet” screen:

e Click Choose File. You will be prompted to select a file from your computer. Choose the file which you

have saved to your desktop.
e ¢ 4Check File}

Import Users and Activate/Deactivate

You can upload a list of users and tell DTS whether the users should be active or inactive. Download the Excel
upload file here. Be sure to view the instructions worksheet for information. Please leave all columns and
worksheet titles as they are or the import will not work.

Choose File:

Choose File No file chosen

A confirmation message will appear with how many locations were made active.
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Manually Deactivate Location(s)

NOTE: This function is NOT performed by DTS, deactivating locations must be performed by an Admin User.
NOTE: Inactive locations WITH transaction history will continue to be included in the billing process.

If a location will no longer be using DTS Connex, you can deactivate these locations but keep the transaction
history in the system. This method is convenient for deactivating small amounts of locations.

Hover over Admin > Company Management > Location Management, click VRN Lo iR Kol Tile]5 1,

ello, Admin User from Training - Jess Company Management » | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management

Deposit Management Calendar Setup

7 Deposit Search Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transacSEUResTILI | Location Management » | View & Edit Locations
Drawer Count Message Center Add Location
:: DTS Message Center — -
You have no current messages Reference Number Formatting 3 Region Management

User Group Setup Brand Management
User Management , Activate Locations from a Spreadsheet

Shipping Credential Templates Update Region, District, and Subdistrict from a spreadsheet
Email Addresses Validate Addresses from a Spreadsheet

e Click ALL to load a list of all locations to the screen.

e Click the action box to the left of each location number you wish to deactivate, a check mark will
appear.

e Dependent on the tools you will be utilizing in DTS click Make Inactive for Deposits; Make Inactive for
Change Orders.

The final two columns will be changed from No to Yes; inactive for the tools you are using.

Actions: Make Active for Deposits make Inactive for Deposits DMake Active for Change Orders{ @ake Inactive for Change Orders) Make

Active for Deposits AND Change Orders| Delete Location

Action Ed dpoint Number Name ID/DTS REF Company City State Inactive for Deposits Inactive for Change Orders
0200 -
v |Edit 0200|Willamsburg|0200 Ferguson |Williamsburg|VA |No No

- Que
5140 -

Edit 5140|Austin - 5140 Ferguson |Austin TX No No
Que 1 Step
8500 - Santa

Edit 8500|Santa 8500 Ferguson Monica CA No No
Monica
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Deactivate Locations from a Spreadsheet

NOTE: This function is NOT performed by DTS, deactivating locations must be performed by an Admin User.
NOTE: Inactive locations WITH transaction history will continue to be included in the billing process.

If a location will no longer be using DTS Connex, you can deactivate these locations but keep the transaction
history in DTS.

This method is convenient for deactivating large amounts of locations.
Download the Spreadsheet

Hover over Admin > Company Management > Location Management, click [AG{I\EI R Kol 1T IR i (o] I

Spreadsheet!

Company Management ) | Company Setup
Welcome to the DTS Service ... Change Order Management Event Management
Deposit Management Calendar Setup
7 Deposit Search Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transacjCEURECITYIS Location Management » | View & Edit Locations

Drawer Count Message Center Add Location
:: DTS Message Center
Nou have no current messages Reference Number Formatting Region Management

User Group Setup Brand Management
Create a Chan

User Management Activate Locations from a Spreadsheet
Create a Chan
Payment Shipping Credential Templates Update Region, District, and Subdistrict from a spreadsheet
Create Mailer =y IR Validate Addresses from a Spreadsheet

e Click Here to download the spreadsheet.

Import Locations and Activate/Deactivate

You can upload a list of location numbers and tell B hether the deposits and change orders should be
active or inactive. Download the Excel upload file @ Be sure to view the instructions worksheet for
information. Please leave all columns and workshee les as they are or the import will not work.

Populate:
e The location number of each location that you wish to deactivate.
e No, in the column for Deposits (if applicable).
e No, in the column for Change Orders (if applicable).

A B C
1 Location Number Active for Deposits (Yes/No Active for Change Orders (Yes/No)
2 Required Required Required
3 123 No No
4

Save this to your desktop.
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Deactivate the Locations
From the Activate Users from a Spreadsheet screen:

e Click Choose File. You will be prompted to select a file from your computer.
e Choose the file saved to your desktop.
e Click Check File.

Import Users and Activate/Deactivate

You can upload a list of users and tell DTS whether the users should be active or inactive. Download the Excel
upload file here. Be sure to view the instructions worksheet for information. Please leave all columns and
worksheet titles as they are or the import will not work.

Choose File:

Choose File No file chosen

A confirmation message will appear with how many locations were made inactive.
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Delete Location(s)

NOTE: This function is NOT performed by DTS, deleting locations must be performed by an Admin User.
NOTE: Deleted locations will be removed from the billing process.

NOTE: Deleting a location will also remove ALL history related to the location; take caution when deleting
locations, DTS is not able to reproduce the history of a location once it has been deleted.

Hover over Admin > Company Management > Location Management, click (VRN Lo iR Kol Tile ]3],

Create Manage Analyze & Report ‘ Admin v | Training

Hello, Admin User from Tralining - Jess

Company Management » [ Company Setup
Welcome to the DTS Service ... Change Order Management Event Management
Deposit Management Calendar Setup
7 Deposit Search Supply Management Configure Authorized Ip Addresses

Enter a location number, bag number, deposit amount, or transaciiCEICReII | Location Management » | View & Edit Locations

Drawer Count Message Center Add Location

:: DTS Message Center
You have no current messages Reference Number Formatting Region Management

User Group Setup Brand Management

User Management Activate Locations from a Spreadsheet

Shipping Credential Templates Update Region, District, and Subdistrict from a spreadsheet
Emall Addresses Validate Addresses from a Spreadsheet

e C(Click ALL to load a list of all locations to the screen
Home Create Manage Analyze & Report Admin Training
Hello, Admin User from IFS

Location List

Search E Show:@ Starts With: 1] 2| 3| 4] 5] 6] 7| 8] 9] 0|Add

Note: Search will return location numbers that contain some or all of the terms entered.

opyright 2021 International Financial Services, Inc. All Rights Reserved. Server:

Demo Patent Pending.

e Click the action box to the left of each location you wish to delete, a check mark will appear.
e Click Delete Location(s).

Location List

Search E Show: All Starts With: 1| 2| 3| 4| 5] 6] 7| 8] 9| 0]Add
Note: Search will return location numbers that contain some o all of the terms entered
Actions
Make Active for Deposits Make Active for Change Orders Make Active for Deposits AND Change Orders
Make Inactive for Deposits Make Inactive for Change Orders Make Inactive for Deposits AND Change Orders

CDelete Location(sD

Action Edit Endpoint Number Name ID/DTS REFCompany City State Inactive for Deposits Inactive for Change Orders

Actions
Make Active for Deposits Make Active for Change Orders Make Active for Deposits AND Change Orders
Make Inactive for Deposits Make Inactive for Change Orders Make Inactive for Deposits AND Change Orders

Delete Location(s)

A confirmation message will appear with how many locations have been deleted and removed from the list of
locations.
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Search Change Orders
Hover over Manage, click SEEILd Mo ET =R 0 I [T,

Create Manage w | Analyze & Report Training
Hello, Admin User from If search Deposits and Payments
Welcome to the CRRIS ) Transport

Search Change Orders

/ Deposit Search Search Mailers/Shipments m = g:::g: g:::: E:)) :614

Search for a specific location’s change orders, based on requested delivery date, between a specified
timeframe by adding the location number in the search bar and setting the date range. See the next page to
use keywords and examples to narrow the search even further.

Home Create Manage Analyze & Report Admin Training

Hello, Admin User from IFS

Search Change Orders

, Search & 2 Fron(7i2812021 % To(8/52021 DE +

Bank |All v | Carrier | All v|
Enter a location #, an amount, a carrier name, etc. You can also enter keywords. Show Keywords OR Show Examples

opyright 2021 International Financial Services, Inc. All Rights Reserved. Server:

Demo Patent Pending.

Home Create Manage Analyze & Report Admin Training
Hello, Admin User from IFS

Search Change Orders

, Search m From |7/28/2021 |7 To [8/5/2021 | ETYEEs
SMTWTF S

1 2 3 456 7

Bank | All v | carrier Al v] 8 9 1011121314

Enter a location #, an amount, a carrier name, etc. You can also enter keywords. Show Keywords OR Shoy15 16 17 18 19 20 21
22 23 24 25 26 27 28
2930311 2 3 4

Patent Pending.

opyright 2021 International Financial Services, Inc. All Rights Reserved. Server:
Demo
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Search Change Orders

+ Search E From 6/13/2019 [ To 6212019

A

Bank ' All v Carrier All v
Enter a location #, an amount, a carrier name, etc. You can also enter keywords. Show Keywords OR Show Examples

Keywords

Click on one of the keywords below and it will be added to the search terms

Match

Has Payment

No Payment . .
Rejected Click for list
Placed

Approved

Awaiting Approval

Not Approved

Transferred

Not Transferred

Confirmed

Not Confirmed

Cancelled or Deleted

Recurring Order

Delivered Order

Clear search box

Examples
Basic Examples

3489 => Shows activity for location 3489, for the amount $3,489, or with a bank confirmation of 3489
23549.22 => Shows activity for the amount for $23,549.22.

D39384234 => Shows DTS order confirmation D39384234

2357 => Shows the bank order confirmation 2357

a>3500 => Shows activity where the the amount was more than $3,500

a<2200 => Shows activity where the amount was less than $2,200

Rejected => Shows orders that were not accepted by the bank

Confirmed => Shows orders that have been confirmed

Recurring XXXX => Shows orders, including recurring orders, for the location(s) following the word recurring.
Rejected 2200 => Shows ordre rejected where either the amount was $2200, the location # was 2200
#55 => Beginning a number with a # will only search for locations that contain that number.

#1100 => Beginning a number with a #! will only search for locations exactly matching that number.
$300 => Beginning a number with a $ will only search for change orders for that amount

Keywords and Examples can be typed in the search bar to narrow the search. As an Admin User you have view
of ALL locations, one of the most widely used search keywords is adding #! before the location number. An
example, #1100 will produce ONLY change orders for location 100 for delivery within the specified date range,
change orders created for $100 will not be included.

The change order search results that populate on the screen can also be downloaded into an Excel
spreadsheet for your convenience. Once the results of your search are produced click to view the
information in the spreadsheet format.

Search Change Orders

, Search P2 From [11/30/2020 | To [8/6/2021 | +
Bank |All v | carrier [All v|
Enter a location #, an amount, a carrier name, etc. You can also enter keywords. Show Keywords OR Show Examples
LOLETERESH Now showing 100 records at a time (1 up to 100 on-screen) _’
Delivery Order DTS Vendor Change Order Payment Scheduled
# # (Numeric) e Amount Confirmation # Confirmation # Detalil Detail Status ¢ ifiliment Date
123 7/23/2021 |$100.00{0012300737 Detail Placed|7/21/2021
123 7/22/2021 |$100.00(0012300736 Detail Placed|7/20/2021
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Additional Topics and Tools

DTS Connex has many other tools and features including:
e Reporting functions
e Automatic notifications
e Messaging functions
e Change Order Verification tool
e Cash in Transit tools
e SNAPS image recording
e Deposit bag and supply ordering
e Partner integration abilities for cash counting and POS systems
e Store Cash tools
o Safe Count
o Drawer Count
o Drawer Reconciliation
o Safe InSites

If you have interest in any of the topics or tools above, please reach out to your assigned Partner Success
Specialist or email help@dtsconnex.com.



