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Introduction  

Welcome to your PaperClip system and the PaperClip Team!  Our goal at PaperClip is to have 

you work smarter, not harder.  PaperClip is your complete document solution.  As with paper 

folders, the PaperClip repository can be accessed from multiple applications and locations.  It 

allows you to store documents in their original digital format, effortlessly transforming a 

traditionally paper-based process into a paperless one.  Internet eXpress provides the ability to 

send packages to your carriers, trading partners, branch offices, and field offices efficiently and 

securely with the click of a button. 

Since each business’s workflow is unique, as you begin to use your system you will learn how 

PaperClip best complements your workflow.  If you have any questions, our team is here and 

ready to help.  We thank you for your business and look forward to working with you! 

 

 

Contact Support 

For any questions or support, please contact our PaperClip help desk: 

 

Email:  helpdesk@paperclip.com 

 

Phone: 800-929-3503 

 

mailto:helpdesk@paperclip.com


 

 

 

1.0 Navigation 

1.1 PaperClip Login 

All users will be required to login to the PaperClip system with a valid ID and password.  User ID and Password 

are maintained by PaperClip Administrators. 

 

Enter your User ID and Password on the login page and click the Continue button. After your user ID 
and password are authenticated, the PaperClip desktop will be displayed. 

 

PaperClip security ensures that a user can only be logged in on one computer at a time. 

 

 

 

 

*** Two Factor Authentication for user logins is an option available to all customers. When enabled, this 

option will send the user an email containing a code or OTP (onetime passcode) that user will need to enter 

when logging in.  This code will expire within 3 minutes. This is available per PaperClip account, not by 

individual login. By default, this feature is turned off. To turn on, please reach out to our Helpdesk team at 

support@paperclip.com to request. 
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1.2 Navigating Drawers 

After the user is authenticated, the PaperClip desktop will be displayed.  We often refer to this as the user’s 

dashboard.  The top half of the screen lists all the folders that a user can access.  Folders are case centric.  The 

bottom half of the screen shows the documents that are in the selected folder. 

2.6 has a new refined look with improved responsiveness.  More capabilities and information are now easily 

accessible.   

 

 

To navigate to a different drawer, click the drawer name. 

 

Select the desired drawer name from the list. Only the drawers that a user has security privileges for will be 
displayed. There is also the option to search by drawer name if user has access to many drawers to make it 
easier.  
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1.2.1  New Aesthetics/Locations of Icons (New in 2.6) 

New menu of document action items in the upper right of the document section (also at the folder level). 

 

 

New Context Menu icon for each document (also at the folder level).  This means less clicks are required to 
perform all operations on a Folder or Document. 

 

New look of the document viewer 
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Easy to read “Success Messages.”  Example: Document Changes Saved 

 

 

 

 

1.3 Navigating Folder Section 

The Folders Section displays all the folders in the drawer.  To open a folder, click on the folder line item or click 
on the folder icon on the corresponding folder. All the documents in the folder will be displayed on the 
bottom half of screen.  The metadata for the open folder displays above the documents. 

 

 
 

 



 

9 

 

Users can also check the box of the folder(s) they want to open and select the Open Folders in a New Tab 
button to view the folder contents in a new browser tab.  If multiple folders are selected, each folder will open 
in a tab. 

 

 

 

To select and de-select all folders, check the top box on the left side of the folder window.  

 

 
 

Then click the Context Menu button at the top to select the action to take for all folders (ex: open in a new tab, 
email links, send through Internet Express) 
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1.3.1 Creating a New Folder 

To add a new folder, select the desired drawer.  Click the New Folder icon on the upper right side of the screen 

to launch the New Folder Page. 

 
 

On the New Folder Page, all fields marked with an asterisk are required.  The description field provides the 

opportunity to add an optional description. After entering the necessary information, click the Add button to 

save the folder.  

 
 

1.3.2 Edit Folder 

To edit a folder, click on the Context Menu button of the folder you want to edit.  Then choose the Properties 

option from the drop-down menu. Update the information and click Save. 
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In the example below, information was added to the Description field and the Case Status was changed. Then 

the Save button was clicked. 

 

 

1.3.3 Find Folder 

To search for a folder in the PaperClip System, click the Quick Filter link.   

 

The search fields will appear above each folder heading.  Enter the information to search for in the search 

parameter field(s) and click the Apply Filter button (or hit the Enter button on keyboard to apply the filter). 

The results of the search will be displayed for the user to choose the folder that they want. Once the desired 

folder is found, click on the folder to view the folder contents.  
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There is a Filter Options button if user wants to make any changes to how the filter searches. 

 

 

Click on “Exit Filter” to remove the filter.  Note: The search criteria will remain when user goes back into filter 

while in the same logged in user session. 

 

 

1.3.4 Folder Advanced Search  

This functions similar to the document search section.  

• User can use logical AND or OR between specified values in search 

• User can create saved searches that can be public or private.  
 

Click on the Advanced Search button at the top of the folder section. 
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User can search on multiple fields and multiple values, use date ranges, and use operators to perform the 

search. 

 

 

Folder Search 

To perform a search, first choose Folder Field Name that you want to search on.   

 

Then choose a Search Condition and enter the Value(s) you want to search on.  Click Apply. In this example 

there are two values to enter since a Date Range Search Condition was chosen. 

 

 

Search on Multiple Fields 

To add multiple fields, click the Add Field button.  Once you have entered the information you would like to 

search on for all fields, click Apply. 
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Search on Multiple Values 

Click on the Add button and add another value to search on. Once you have specified the condition and 

values, click Apply to perform the search. 

 

 

Remove Value 

To remove a value, click on Remove option. Then click Apply. 
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1.3.5 Save Folder Search  

Allows users to save folder search queries for future use.  Queries can be saved so others can use them. 

To save a folder search to be used in the future, click on the Save button. 

 

Decide folder search name.  If correct privileges, user can choose filter owner. Click Save. 

 

Once in the Advanced Folder Search section, there is a Predefined Folder Search area available where all saved 

queries are listed.  User clicks on query to run the saved folder search. This saves the user the time of having 

to re-enter search criteria for searches that are done multiple times in the future. 

 

To get out of folder search and return to dashboard, user clicks Clear Search button. 
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1.4 Navigating Document Section 

The Document Context Menu icons are located at the far left of the page.  The document count for the folder 

is at the top left of the document section, right next to the Folder metadata. 

 

 

From the Context Menu icons user can access many actions like viewing, emailing, sending the document 

through internet express, tracking through eX4, and editing the document Properties. 

  

 

1.4.1 Edit Document in a New Tab (New in 2.6) 

There is a new Edit Document in New Tab option from the Context Menu. This opens the selected document 

for editing in a new browser tab.  This option can be accessed on the desktop by using the document Context 

Menu and on the Document Search page. 
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On the desktop: 

 

On the Document Search Page: 

 

From the desktop multiple documents can be opened in new browser tabs by selecting the check boxes at the 

left for multiple documents. Then select the top Document Context Button and choose Open Selected 

Documents in New Tabs. 
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1.4.2 Document List Scroll Bar 

A document list scroll bar will appear if the folder contains more than 15 documents in it.   

Note:  The document Items per page must be set to “All”. 

 

 

1.4.3 Select/De-Select All Documents 

User can select or unselect all documents by clicking the Select All Documents checkbox. 

 

 

1.4.4 Modify Multiple Documents at Once 

User can edit multiple documents at once. New in 2.6, the option to update multiple documents at once now 

includes the ability to update the Description field for all documents selected. 

Check the boxes for all the documents you want to modify.  Click Update Selected Documents button on upper 

right of document section. 
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A box will pop up prompting user to select the fields he/she wants to change for all selected documents.  Use 

the checkbox on the left to select the fields to be updated. Click Update to save the changes to the 

documents. 

 

 

Once the Update button is clicked, a message will pop up asking user to confirm this change to all selected 

documents. Click the OK button.   
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1.4.5 Find Documents 

To search for a document in the PaperClip system, click the Find Documents link on the PaperClip Desktop. 

 

 

User can search on multiple fields and multiple values, use date ranges, and use operators to perform the 

search.  

 

Document Search 

To perform a search, first choose Field Name (folder or document field) that you want to search on. Scroll 

down on the drop menu to get to the document fields. New in 2.6, user can now search on the folder 

Description column. (The Folder Description field also available while searching in the Recycle Bin section.) 

 

Folder Description column now available! 
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Then choose Condition and enter the Value you want to search.  Click Apply Filter. 

 

 

An example of using the Condition field is searching for all documents where the case or client has a DOB less 

than a specific date. You can find specific age clients to offer products to. 

 

 

Search on Multiple Fields 

To add multiple fields, click the Add Field button. Once you have entered the information you would like to 

search on for all fields, click Apply Filter. 
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Search on Multiple Values 

Click on the Add button and add another value to search on. Once you have specified the condition and 

values, click Apply Filter to perform the search. 

 

 

Remove Value 

To remove value, click on Remove option.  Then click Apply Filter to run the search. 

 

 

1.4.6 Export Document Search Results 

Once you have set the criteria, click Apply Filter to perform the search. Once you have your document search 

results, you can export the data to a CSV file.  Do this by selecting all documents.  Click on the “Select All” 

check box at the top (or choose check boxes for specific documents).  Click on the Context Menu icon at the 

top.   Choose Export to CSV File from the drop-down menu. 
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1.4.7 Save Document Search 

Allows users to save document search queries for future use.  Queries can be saved so others can use them. 

To save a document search to be used in the future, click on the Save Filter button. 

 

Decide filter name.  If correct privileges, user can choose filter owner. Click Save. 

 

Once on the Find Documents Page, there is a Predefined Search Filter section available where all saved queries 

are listed.  User clicks on queries to run the saved search. This saves the user the time of having to re-enter 

search criteria for searches that are done multiple times in the future. 
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From the desktop, user clicks on Find Document button.  A drop-down menu of saved search queries will 

appear to choose from. 

 
 

From here the user can choose to run a saved search by clicking on the Query name.  Or the user can do a 

brand-new search by clicking on Define a Custom Query. 

 

 

 

 

1.5 Desktop Settings 

There are options to re-order columns, change default sort, and hide/show columns at both the folder and 

document level using the gear icon in the upper right corner of both the document and folder sections. 

 

This can also be accessed from the More Options icon in the upper right of the system.  Once user clicks on the 

More Options gear icon, they will choose Desktop Folder Grid or Desktop Document Grid 



 

25 

 

 

 

If your system has multiple drawers, be sure to choose the correct drawer to update.   

 

You can also change between the Folder and Document grids by using the tabs. 
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Re-Order Columns 

This can now be done quickly and easily by using up/down buttons (new in 2.6). 

Folder Grid       Desktop Grid 

    

 

 

 

Hide Field 

To hide a field, click Hide.  Use Hide when a column doesn’t need to be displayed on your dashboard. 

Note: 

• When creating a new folder the field still exists and a value can be added. 

• When editing a folder the field exists and changes to the value can be made. 

• Once hidden, this field can still be searched on. 
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Default folder sort 

You can default how folders will be displayed.  First choose the Column you want to sort on and then choose if 

you want to sort in descending or ascending order. 

 

 

Be sure to click the Save button to save changes you have made to your desktop. There is also a Restore 

button to reset the grid to the default desktop settings. 
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1.5.1 Desktop Auto Refresh  

Triggered now when a change (Folder/Document Add or Modify) is detected to the user’s selected drawer. 

Historically, this was based on a time interval and not “smart.”   

• By default it is always set to OFF.  Desktop will only refresh when the user manually navigates the 

application. 

• If a user changes the Auto-Refresh interval setting ( chooses a refresh time between 10 and 90 

seconds), it will “stick” with the user until they change it again 

• This will only happen when the Desktop is at the forefront or in focus when the Folder/Document 

change is detected (smart refresh). 

• The auto refresh feature does not automatically keep the user logged into the system if there is a 
period of inactivity.   
 

 
 

1.5.2 Recycle Bin 

The recycle bin icon is located in the upper right-hand corner of your system.  By default the recycle bin is 

purged every 30 days (unless account’s system admin has configured it differently). 
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When a user selects a document(s) and hits the Delete icon, they will receive a pop-up message asking “Are 

you sure you want to move selected Document(s) to the Recycle Bin?”  User will click Delete. 

 

User clicks the Recycle Bin icon to access their recycle bin.   

Once in the recycle bin, user can select document(s) and choose restore to original folder if they deleted by 

mistake. 

 

User also has the option to select document(s) in the recycle bin and PERMANENTLY DELETE (empty the 

recycle bin) from PaperClip. 
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Clicking the trash can Delete icon in the recycle bin will prompt a pop-up message asking the user to confirm 

that they are sure they want to permanently delete documents as they 

are gone forever. 

 

 

 

 

NOTE:  PaperClip usually trains users to delete at the document level only. If a user deletes at the folder level, 

all documents in the folder and the folder itself will be gone FOREVER. User cannot go to the recycle bin to 

recover. If user selects a folder to delete and uses the delete trashcan icon at the folder level, they will receive 

the warning message below. 
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1.5.3 Desktop Settings Button (New in 2.6) 

From the Desktop Settings button (upper right-hand corner of the system) user can change skins, change 

timing of refresh interval, and change if a PDF is opened in a viewer outside of PaperClip or inside it. (tiff image 

too) 

 

 

Options to choose different color schemes,     Options to change the Refresh Interval: 

or skins, for PaperClip. 

        

Option to change if a PDF (or Tiff) is opened in a viewer outside of PaperClip. 
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1.6 Smart Pick Lists 

In certain fields that do not have a defined drop-down list of values to choose from, a “smart” pick list exists.  

Start typing in the field and a drop down will appear that includes values that have been used before.  Users 

can also insert their own new value.  In the example below, the letter “P” has been typed in the Insurance 

Company field and values that began with “P” in the past are populated in a pick list below the field. 

 

Things to note about the Smart pick list: 

• This is on fields that do not have a pre-determined drop-down list with defined values to choose from. 

• This is for fields where values will repeat and be used again (for example, this would not be used on a 

Social Security No. field or Case No. field) 

• Users are still able to add a new value that is not populated in the drop-down list 
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1.7 Quick Lists 

To find new or recently used folders and documents, click on the Quick Lists button on top left of page. 

 

 

Users will have the option to search by New Folders, New Documents, Recent Folders, and Recent Documents. 

Click on each button to choose a different search result. 

• New Folders Quick List is a global search that finds a list of recent new folders across all drawers and all 

users. 

• New Documents Quick List is a search that finds a list of recent new documents across all drawers and all 

users. 

• Recent Folders Quick List is a search that finds a list of folders most recently opened by the logged in user. 

• Recent Documents Quick List is a search that finds a list of documents that the current user has most 

recently opened  

 

There is a note at the bottom:  A Quick List selection will switch-over to Desktop Top-10 Mode. 
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For example, if I select Brooke Trout from this list of recent folders to view, it will pop me into the Top 10 

folders viewed section.  Once done, click Exit Top 10 button to return to main desktop. 

 

 

 

1.8 Paperclip Icon Notes 

1.8.1 Folder Level Icons 

 

Please Note: Until a folder is selected, only the Add New Folder Icon, Advanced Folder Search Icon, and Folder 

Grid Settings Icon will be available (The other icons will be grayed out.)  Folder action icons are only displayed 

if the logged in user has appropriate privileges. 

1.  Open selected folder(s) in new tab.  

• This is very helpful when needing to review documents from two folders. 

•  You have all functionality in both tabs.  
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2.  Advanced Folder Search 

 

3. Add new folder 

• Icon used to create a new folder.  

• Users that have Agency Management Systems typically do not create folders manually, but rather use 
our integration.  
 
 

4.  Delete Folder 

• Icon used to delete selected folder(s), and ALL documents in the folder. This folder and these 

documents DO NOT go to the recycle bin and are GONE FOREVER. Be cautious when using this 

functionality.  

 

5.   Email Folder 

• This selection creates a link that can be emailed to other users in your office. Upon clicking on the link, 

it will take them to the folder and all the documents.  

• This is for internal use 

• Recipient must have a username and password to access PaperClip 

 

6.  eX4 Send Package 

• Using this functionality will send all contents of the folder via Internet eXpress.  

• We caution against this choice as all documents, regardless of type, will be sent.  

• Carriers will only accept TIFF and PDF documents via Internet eXpress 

• If documents such as Word, Excel, and email are present – do not use this option  
 
 

7.   Send Inter-Office Mail Icon (VCF Systems Only) 

• Using this functionality will send all contents of the folder(s) via inter-office mail. 
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8.    Folder Grid options to re-order columns, change default sort, and hide/show columns at the folder 
level using the gear icon. 
 

1.8.2 Document Level Icons 

 

Please Note: Until a document(s) is selected, only the Add New Document, Document Search, Quick View, 

Drop File, and Document Grid Settings Icons will be available (The other icons will be grayed out.)  Document 

action icons are only displayed if the logged in user has appropriate privileges. 

1.    Open selected document(s) in new tabs 

• This is very helpful when needing to review documents side by side, or to copy documents from one 
folder to another 

• You can even copy specific pages from one document to another document in the same or different 

folder. 

 

2.  Advanced Document Search 

 

3.    Add new document 

• Icon used to create new document  

• This will open up the viewer, allowing you to scan, open, or drag and drop documents from your 

workstation.  

 

4.  Delete a document 

• Icon used to delete a document 
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5.   Modify Properties of multiple documents 

• Select documents you want to modify.  See section1.4.4 -Modify Multiple Documents at Once for more 
information. 

 

6.  Email document 

• You can access this functionality from the dashboard looking at the list of documents, or while viewing 
a document.  

• If from the dashboard, you can email an entire document.  

• If from the document itself, you can email the entire document or just pages from the document.  

• There are two options 
o Send as a link(Application URL)- this is internal and user must have a user name and password 

to access PaperClip 
o Send as an attachment-must use secure email if documents include Non-Public Information 

 

7.  eX4 Send documents 

• Using this functionality will send the selected documents via Internet eXpress 

• Carriers will only accept TIFF and PDF documents via Internet eXpress 

• When selecting which documents to send, only check those that are TIFF and PDF.  
 

8.   Send Inter-Office Mail Icon (VCF systems only) 

• Using this functionality will send all chosen documents via inter-office mail. 
 

 

9.   Quick View Document Icon 

• Using this functionality, the user is able to view all the documents at once, page through each 
document, edit the document properties, edit the document and view the entire document at full 
resolution. 
 

 

10.   Drop File Icon 

• The ability to Drag-N-Drop document files from your desktop to a temporary storage area for later 

filing in PaperClip.   
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11.    Document Grid options to re-order columns, change default sort, and hide/show columns at the 
document level using the gear icon. 
 
 
 
 

2.0 Adding Objects to VCF and VCF4Life 

Important to Note:  

*User can save all different types of documents into PaperClip (Excel, PDF, TIFF, WORD, Email, etc.) 

*User can only send PDF and TIFF documents to carriers 

 

2.1 Scan Document to the Current Folder 

To add a document to a folder, click the Add Document icon in the upper righthand corner of the document 

section to launch the Add Document page.  

 

 

Load the document you want to scan into the scanner.  Click on the Scan Document icon, your scanner’s dialog 

box will appear.    
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After the image is successfully scanned, the image will appear in the document file section on the Add 

Document page.   Select the document type that best describes the item you want to add.  Enter any other 

information about the document.  The description field lets you add optional comments to describe the 

document.  Any field with an asterisk is required. 

 

 

Click the Add Document button to save the document in the folder.  The system will then return you back to 

the folder. 
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2.2 Import into the Current Folder 

To import a document into a folder, click the Add Document icon in the upper right of the document section to 

launch the Add Document page. 

 

 

Click the File Open icon on the Add Document page, which opens the windows dialog box.  Browse to the 

location where the file is stored and click the Open button. This will bring the selected file into the document 

file section of the Add Document page. 

 

On the Add Document page, select the document type that best describes the item you want to add.  Enter 

any other information about the document.  The description field lets you add optional comments to describe 

the document.   
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Click the Add Document button to save the document in the folder.  The system will then return you back to 

the folder. 

2.3 Drag and Drop into the Current Folder 

To add a document to a folder, click the Add Document icon in the upper right corner of the document section 

to launch the Add Document page.  Click on the document you wish to add to the Folder.  Hold down on the 

mouse button as you drag it onto the gray screen of the viewer.  You can let go and “drop” the document into 

the viewer at this point.  

 

 

2.4 Print to Tiff a Document into the current folder 

Print to TIFF takes the printer output from any Windows program and turns it into a compressed TIFF image.   
This makes a quick, easy way to put even extremely long documents into your PaperClip system without 
printing and scanning. 

• To print to tiff into a folder, click the Add Document icon in the upper right corner of the document 

section. 

• Bring up the file you want stored.  Click on File, Print from the menu bar.   

• For the printer name, choose “PaperClip Thin Capture Driver” and click OK. 
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The PaperClip Capture screen appears and asks you if you want to capture the document.  Click the Capture 

button. 

 

 

• This will bring the selected file as a TIFF image into the document file section of the Add Document 

page.  On the Add Document page, select the document type that best describes the item you want to 

scan.  Enter any other information about the document.  The description field lets you add optional 

comments to describe the document.   

 

• Click the Add Document button to save the document in the folder.  The system will then return you 

back to the folder. 
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2.5 Convert PDF into Tiff 

This gives the user the option to convert a PDF document into a Tiff document before adding the document to 

the system. Click the Convert button to convert the document. 

 

 

The document will now open up as a Tiff document into the viewer.  Click Add Document to add the document 
to your PaperClip system. 
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2.6 Convert Tiff to PDF upon export 

This can be accomplished when user wants to email a document or save to desktop and convert to PDF upon 
export. 
 

2.6.1 Convert Tiff to PDF upon email 

 
1. Open Tiff document that you want to convert to PDF and email as an attachment out of PaperClip. 

2. Click the Email Document icon 

 

 

3. Choose to send the Whole Document as PDF.  Click Send Email. 

 

 

Email will open up with the now PDF document as an attachment. 
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User can also choose specific pages of a multiple page tiff document to convert to PDF upon exporting.   

1. Check the selection boxes of the specific pages you want to choose. 

 

 

 

1. Follow the same process of clicking the Email Document Icon as shown above. 

2. Choose Selected Pages as PDF.  Click Send. 

 

 

 

2.6.2 Convert Tiff to PDF upon export  

User can also convert to PDF upon export to desktop 

1. Open Tiff Document 

2. Click Save disk icon. 
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User is prompted to choose the file format they wish to save in.  Choose Pdf document file, click Ok.  

 

User chooses location where they want to save the file. Name the file. Notice the file type is now a PDF file.  

Click Save. 
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2.7 Enhanced Page Loading Performance 

The viewer for Tiff documents has enhanced page loading performance.  When opening a document, the first 

page will display immediately and as pages are rendered, they will be displayed in thumbnail view.  In the past 

users had to wait for all pages to load before able to view the document. 

 

 

 

As pages are rendered, they will be displayed instead of waiting for full document to load before viewing. 
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2.8 Appending PDF Pages to a Tiff Document 

Open a Tiff document to view.  Make sure both thumbnail and document are displayed.  Select the PDF you 

would like to add into the document and drag it into the thumbnail viewer. 

 

The light blue bar between thumbnails indicates where pages will be added to the current document.  When 

you release your mouse, you will see a pop up defaulted to “Use Low Contrast Conversion.”  Some users find 

that with their scanner or quality of the document they do not want to use the low contrast version and if so, 

can uncheck this box.  Either way click “Ok” when ready.   

The PDF document will be converted to a tiff and added to the current document. This will leave a copy of the 

document in the original location as well as in PaperClip.   

Note: If you dragged the document by mistake, do not click “Ok” when the pop up occurs (instead click 

“Cancel” and the PDF document will not be added to your current tiff document. 
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3.0 Add Images via Batch Processing (Formerly called 

Document Capture) 

3.1 Batch Capture 

Click on the Batch Capture link from the gray menu bar on the desktop. This will open two separate 
windows on your screen.  

 

 

 

 

Click the File Open button, Scan button, or Drag and Drop the document that needs to be batch 
indexed into the Batch Capture window (left window). 
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You can also print to tiff into the capture window. If you want to print to tiff, make sure the Batch 
Capture window (left window) has focus before printing the desired image. 

 

 

 

 

Select the selection box on the thumbnail pages that you want to move.  (Note: To select all pages click 

the button check mark Select All icon.  To select multiple pages, click the first thumbnail selection box, 

then hold the shift key while scrolling to the last desired thumbnail page and click the last desired 

thumbnail selection box.)  Drag the thumbnails from the Batch Capture Viewer to the main Add 

Document Window (right side of screen). 

 

Note: Moving a Document from the Batch Capture Viewer to the main Add Document Viewer (on the 

right) has a prompt to Copy. The default is MOVE but when you drag the page(s), you will see “Ctrl to 

Copy Pages” (highlighted in light blue) at the top of the Main Viewer window.  If user clicks ctrl button 

pages will be copied into the Add Document Viewer and the original pages will remain in the Batch 

Capture Viewer. 
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Enter the document type and other document properties and click the Add Document button.  Repeat 

steps until all the pages are filed. 
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When done filing using batch viewer, click on Back to Desktop. 

 

 
 

User will get a warning “While in Capture Mode – Content may have changed.  Please Refresh the 

Desktop by clicking “Ok” below.”  Click Ok. 
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3.1.1 “Remember” Document Data for Adding Multiple Documents 

This feature applies to our Batch Capture mode.  Batch Capture mode is used for breaking apart Tiff 

documents.  It can also be used with a PDF, as long as it is converted to Tiff. 

Click on Batch Capture.  

 

 

Add the document you want to break apart. 

 

If both the Viewer check box and the Properties check box are checked (this is the default), then once a 

document is added, the add document viewer will be cleared and ready to add the next document.  Both the 

document in the viewer and the document properties are cleared. 

Use Case: Use when adding different documents with different properties. 
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If user unchecks document Properties check box, document properties will remain after first document is 

added.   

Use Case: Use this option for adding different documents with the same properties. 

 

 

If user unchecks Viewer check box, the current document will stay in the viewer and is ready to be added 

again.  Properties will need to be added again. 

Use Case: Use this option to add the same document, but with different properties. 
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If user unchecks both Viewer and Properties check boxes, user can add the same document with the same 

metadata to multiple folders (or multiple times to the same folder). 

 

 

Example:  Same document goes in both husband and wife folders- Financial doc  
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4.0 User Ease (New in 2.6) 

4.1 One Click Copying Documents between Folders (New in 2.6) 

Users can copy a document from one folder to another easily. (An example of when a user may want to copy a 
document is a survivorship case where a user might want the same document in both the husband and wife’s 
folder.) 
 

Click on the Context Menu button for the document user wants to copy.  

 

Choose Copy. 

 
Click on the Context Menu button of the folder user wants to copy the document into.  Choose Paste. 
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User will receive a verification message. Click “OK.” 

 
 

A Success Message will appear in the upper right-hand corner of the system letting the user know document 

was copied successfully.  *Note: User cannot copy more than one document at one time into a folder. 
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4.2 Moving Documents between Folders 

*Please note: This was the original method PaperClip users used to copy and move documents between 
folders.  Now to copy a document PaperClip recommends the easy “Copy” option shown in the prior section.  
The actions shown in this section still apply for moving documents or copying specific pages of a document 
into a new folder. 
 

1) Open the document you would like to copy/move into another folder in a new tab by first selecting the 
checkbox of that document.  Then open in a new tab by clicking on the Open Documents in New Tab 
icon (upper right of document section).  
 

 
 

 
In Chrome by default, the selected document will open in a new tab. 
 

 
 

User can click on the new tab and holding down the mouse, drag that tab out as a new window.  Now there 
will now be 2 windows open. 
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2) If in Tiff format, select the pages of the document to be copied/moved in the thumbnail viewer (while 
holding the shift button, click selection box of each page so it has a check or use Select All check mark 
at the bottom of the viewer to select all pages.) 
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3) Back in the original paperclip window, go into the folder you would like to add this document to, and 
click the “Add document” icon. 

 

 
 

 
 

4) After clicking the “Add Document” icon, you will have two windows open (the Add Document viewer 
and the document you want to copy/move).   Drag and drop the highlighted pages you want to 
copy/move from the thumbnail viewer onto the gray “add document” viewer. 

 

 
 

5) The default is to Move Pages into the viewer. You will see instructions if you want to copy the pages 
instead of move. To copy click the control button on keyboard before releasing mouse.  Moving pages 
will delete the pages from the original document and Copy Pages will leave the pages in the original 
document. 
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6) The document will now be in the viewer.  Classify appropriately and click Add Document to save the 
document into the new folder.   
 

7) If you moved the pages, remember to click the Save Changes button from the original document 
viewer to update the system that the document has been moved to a new folder. 

 

 
*If the document you want to move is in PDF format, the process is similar but you will need to save the PDF 

to your desktop, choose to “add document” in the folder you want to add it to, and then drag and drop it from 

the desktop into the add document viewer. 

 

4.3 Create “Like” Folder or Document 

Option to create a new folder or document using the same data from the selected one. When using this 
option, all the data will be copied into the form allowing user to change only what is needed to create the new 
folder or document. 

At the folder level: 

User clicks on Context Menu button of folder.  Choose Add Another Like This. 
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At the document level: 
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4.4 Indication of Documents Viewed 

Documents that the user has opened within the folder are automatically highlighted.  Once the user navigates 

away from the current folder list in view, these highlights are removed.   

 

4.5 Document Quick View 

This feature is available on the Desktop and Document Search page as a pop/left slide out.  While in the Quick-

View the user is able to view all the documents at once, page through each document, edit the document 

properties, edit the document and view the entire document at full resolution.  For non-image documents 

user will be able to download the document and edit the document properties. 

Choose document(s) by clicking check box to left of document.  Click on Quick View Icon. 
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Helpful Note: While in Quick View, user can select multiple documents at once and then go to the Context 

Menu button at the top and choose to modify multiple documents at once 

 

From the Document Search page: 
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4.6 Document Lite View 

Option to open a document for viewing in a pop-up window without leaving the Desktop.  A “lite” version of 
our viewer, with its quick functionality, it is helpful for doing research in PaperClip. The Lite View allows user 
to open a document to view without opening another instance of PaperClip.  The Pop-up window provides 
ability to quickly view the selected document in current Folder.  User can scroll through pages, zoom, and 
make the document full screen. X to return to PaperClip desktop.  
 
From the document Context Menu button, choose View option to open the Document Lite Viewer. 
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4.7 Drop File List 

The ability to Drag-N-Drop document files from your desktop to a temporary storage area for later filing in 

PaperClip.  This builds a Drop File List. 

• Drop File List can be viewed/hidden any time during user session 

• Any file from the list can be added to current selected folder 

• Files are removed upon logout or when browser is closed. 

• *Note: These files are only available to the logged in user who adds them. 
 

Click on Drop Files icon. 

 

Temporary storage area pops open. 

 

User can drag-n-drop files into the Drop File List. This is a temporary storage area.  
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When ready, choose the folder you want to add the document to.  Folder line item will be highlighted. Click 

Add button.   

 

Label your document and then click “Save.”   

Helpful hint: User needs to be sure they are in the correct folder when adding a document from the Drop File 

List. Be sure to look at the folder first to confirm which one is highlighted to know where the documents are 

going to file. 

 

 

Once the document has been added to a folder, it is removed from the queue. Choose the next document to 

file and which folder you want to file to.  

User can also add to the queue by clicking Browse Files button.  This will import documents from your 

computer into the Drop File List. 
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Documents can be removed from the Drop File List by using the Remove Button. Files are also removed upon 

logout. 

 

To hide the Drop File List, click the “X” button in the right-hand corner of the temporary storage area. 

 

 

 

 

5.0 Tiff Document Viewer 

The PaperClip Tiff Document Viewer can handle large documents (500 plus pages).  The User can use the 

Home Key and End Key to help quickly jump to the beginning and the end of document 

5.1 Full Page Initial Zoom Setting 

Users can decide if documents will open into the viewer as a “Full Page” view or a “Fit to Width” view.  

Use the Full Page icon so that documents will open up in viewer so you can see the whole page.   
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Use the Fit to Width icon so that documents will fit to width of viewer. 
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5.2 Select/Un-Select All Thumbnail Option 

 

 

5.3 Thumbnail View 

When clicking on the Thumbs Layout icon at the top of the document viewer, the user is given the option to 

view Thumbnail Only, Document Only, or Both.  
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5.4 Rotation Options 

The user can rotate page(s) by clicking on the Rotate button on top of viewer 

 

 

Once you click on the Rotate icon, you will have the option to Flip or Rotate Right. 

 

 

• Rotate/Flip selected pages or entire document. If clicking on the Rotate Right or Flip button and no 

pages are selected, only the first page will be flipped/rotated. To Rotate Right or Flip all pages of a 

document, first click the “Select All” bottom check mark button.  To select certain pages, click the 

selection buttons for each page you would like to rotate/flip and then click the action of your choice. 

 

• Flip document 

o Use for upside down documents 

o 180-degree turn 
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6.0 Using Annotations when in TIFF image 

The User must be viewing a Tiff document to see the annotations button.  All Annotations (note, highlight, 
text, stamps) append on the top of the document automatically when the function is chosen. Then, you 
can drag and drop it where you want and resize. (With Internet Explorer, you selected the function, a plus 
sign appeared, clicked and that is where the annotation was placed). 

 

✓ Annotations allow user to add specific comments or “sticky notes” to case documents 

✓ Allow user to highlight or emphasize areas on applications 

✓ Allow user to add missing text, e.g. policy numbers, missing addresses etc.  

✓ User can add a “Stamp” or Signature Stamp to documents 

(These annotations can become a permanent part of the documents once burned, or they can be used 
for internal communication.) 

 

 

Click the Annotations button to get the Annotations drop down menu of options 
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6.1 Sticky Note 

 

To make the note permanent, right click the note and choose Burn.  Then click Save Changes button in the 

upper right-hand corner of the viewer to save the change(s) to the document. 

 

 

When choosing Burn, user will be prompted with the warning message below. Click OK to proceed. 
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This is what a note looks like once burned. It is opaque. 

 

To delete the note if not yet burned, right-click and choose Delete.  If the note is already burned and saved to 

the document, it cannot be deleted (it’s permanent).   
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6.2 Highlight 

 

 

 

 

To change the color of a highlight, right click and choose Background from the drop-down menu. 
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6.3 Text Box 

 

 

To burn text, right click on the text box and choose, Burn. 

 

 

6.4 Redaction Box 

To insert a Redaction onto the document, go to the Annotations drop down menu and choose Redaction Box. 

Using the mouse, the user will move the box over the area they want to redact.  The size of this area can be 

changed and the red hatch marks show what area is going to be covered. 

 

To burn redaction, right click on the redaction box and choose, Burn. 
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A warning will appear in a pop-up box.  Press OK. 

 

 

The redaction is completed. 
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6.5 Stamps 

User chooses Stamp option from Annotation drop down menu. 

 

User selects which stamp they want to use. 

 

User can move the stamp and resize it. 
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Remember: Once a user burns an image, it is final. To burn an image, change font, or change the color, the 

user should put their cursor over the image and right click to see these options. 

 

 

User can also burn all images to a document by choosing Burn All from the main Annotations button drop 

down menu. 
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7.0 Security (Updates in 2.6) 

7.1 Two Factor Authentication 

Option to enable two factor authentication for user logins.  When enabled, this option will send user an email 
containing a code or OTP (onetime passcode) that user will need to enter when logging in.  This code will 
expire within 3 minutes. 

 

 

 

7.2 Whitelist IP Address 

This feature configures IP addresses which allow access to the system.  When configured, this feature will 
prevent users from using the system outside of a place of business (at home, etc).  

 

7.3 SAML Single Sign-On Support in Multi-Tenant Deployed Systems 

Ability to configure SAML for tenants within a multi-tenant system of VCF. 

 

7.4 Log User’s IP Address for Auditing 

This feature shows origin IP address in the user audit security events section of VCF. 
 

7.5 Enhancement Document Encryption Key Management 

New design to secure and manage content encryption keys (CEK) for encrypted document file at rest storage. 
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• CEKs are encrypted with a key encryption key (KEK) 

• KEKs and CEKs are stored in a Microsoft Azure Key Vault 

• Ability to generate new CEKs and KEKs as needed triggered by any of the following conditions: 
o Date/Time Schedule 
o Upon user request 

 

7.6 AES-256 Encryption for At Rest Document 

VCF has AES-256 encryption for document storage.  Encryption keys are secured and stored within a Microsoft 

Key Vault.  This encryption will always be used. 

 

8.0 Administration (New in 2.6) 

8.1 Active User List 

A list of what users are configured in the system as well as which ones are actively using the system  

• List includes username, email, number of logins, last Login Date/Time 

• Settable filters include: 

o Number of days to look back (default is 7) 

o Show only users that are active (have logged in at least once over a time period) 

o Show only users that are inactive (have not logged in over a time period) 

o Show all users 

• Option to export User List 
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8.2  Communication 

8.2.1 Service Expiration Alert Message 

Indicates to users of the system when their license expires.  This message will be displayed upon login to the 
system.  Customers may have a grace period allowing use of the system for a period of time.   

Example: 

 

 

8.2.2 Maintenance Notification Message 

This feature allows PaperClip staff to post messages system wide (e.g. Maintenance Notices).  These messages 

are displayed to the user on the sign-in page 

 

8.2.3 System Notification Messages 

A messaging system on the desktop that will be used by PaperClip to communicate alerts and informational 

messages about system maintenance service updates and other information to users of the system.   
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9.0 Quick Guide: Differences between Chrome and Internet 

Explorer 

Viewer 
You will now notice the viewer is grey and not black. 

 
Selection Box instead of Radio Button on Thumbnail 
In Chrome, you will see the Box and once selected, a Check Mark will appear. 
 

 
 
Icons (same in Viewer and Batch Capture) 

Icons have a different appearance and the arrangement of the icons are in different order. 

 
 
The Icons for Select All, Moving pages Up/Down appear at the bottom of the Thumbnail Window. 
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The Annotation Icon is a Sticky pad (not the page with pencil). 

   The Save Icon will have a pop up to ask you first if you are saving in TIFF or PDF before opening to  
 Browse/save. 

   The Print Icon allows you to Print All if no pages are selected.  To print the Selection, you must 
 select/mark the pages to Print. 

  The Arrow is the Rotate Pages function.  You must select all if you want the entire document flipped    
or rotated.  For just a single page, that page must be selected.  If no pages are selected, only the first page  

will rotate/flip. 

 
Annotation Tools 
All Annotations (note, highlight, text, stamps) now append on the top of the document automatically when 
the function is chosen.  Then, you can drag and drop it where you want.  (With Internet Explorer, you selected 
the function, a plus sign appeared, clicked and that is where the annotation was placed). 
 

Stamps – When Stamps are chosen, a window will pop up to choose from the Stamps available. 

 
Drag and Drop Function 

1. Must install Add-in to allow a Drag and Drop from an email. 
2. There is no longer the option to Copy/Move.  It will Copy when Adding a Document. 
3. The Highlight Bar (on the Thumbnail Window) when you drag and drop is now BLUE. 
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Conversions 
The Low Contrast Option is available now when adding to an existing TIFF document.  Before converting, it will 
give you the Low Contrast Option and is selected by default. 

 
 
Now you will see “Importing Document: ( ) pgs added when a conversion takes place.  You no longer see the 
status bar. 

 
 
Batch Capture – Copy/Move to Viewer 
Moving a Document from the Batch Viewer to the Main Viewer (on the right) has a prompt to Copy. The 
default is MOVE but when you drag the page (s), you will see “Ctrl to Copy Pages” (highlighted in light blue) at 
the top of the Main Viewer Window. 
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Print Capture 
Printing using the PaperClip Thin Client Print Capture Driver will now have this window pop up in the Viewer 
(after adding a document) allowing you to append or replace. 

 
 
New Window Function – Copy/Move from One Document to Another 
Moving a Document from one Folder to another has a prompt to Copy (like in Batch Capture).  The default is 
MOVE but when you drag the page (s), you will see “Ctrl to Copy Pages” (highlighted in light blue) at the top of 
the Main Viewer Window. 

 
 
Emailing 
When selecting to email a page or document, the choice for a Link now appears as “Application URL”. 
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9.0 Life Brokerage Technology Committee Terms & 

Descriptions 

9.1 Business Type 

Code value Description 

TERM Term Insurance 

UL Universal Life Insurance 

WL Whole Life Insurance 

SUL  Survivorship Universal Life Insurance 

SPUL Single Premium Universal Life 

INDXUL Indexed Universal Life 

VUL Variable Life Insurance 

DI Disability Income Insurance 

CI Critical Illness Insurance 

LTC Long Term Care Insurance 

MORT Mortgage Term Insurance 

SPIA Single Premium Immediate Annuity 

SPDA Single Premium Deferred Annuity 

FPDA Flexible Premium Deferred Annuity 

INDX  Indexed Annuity 

VA Variable Annuity 

FA Fixed Annuity 

AHNON Accident and Health, Non Direct 

AHDIR Accident and Health, Direct 

MEDSUPP Medicare Supplement Insurance 

FUNERAL Funeral Insurance 

CANCER Cancer Insurance 

HOSIND Hospital Indemnity Insurance 
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TRAVACC Travel Accident Insurance 

PDI  Prescription Drug Insurance 

TIM Travelers International Medical 

Insurance 

 

9.2 Document Type 

NAILBA 

Document Type 
Definition Notes (Optional) 

  APPI Life Application Part 1 and 

related documents 

Includes Application Part 1, Work Sheet, 

Conditional Receipt, Temporary Insurance 

Agreement (TIA), Limited Insurance 

Agreement (LIA), Agent's Report 

  APPII Life Medical Part II and related 

documents 

Includes Application Part II, Non-Medical, 

Paramed, Non-Medical Declaration, Unsigned 

Telemed, Signed Telemed, other company 

exam forms 

  ILLUS Illustrations and related 

documents 

Includes Illustration, Non-illustration forms 

  NBFORM New Business Administrative 

Forms and related documents 

Includes HIV Authorization, Replacement 

Forms, Interim Conditional Receipt, 

Conditional Receipt, Authorization Forms, 

Disclosure Statements 

  CORRESP Correspondence and related 

documents 

Includes Initial Cover letter / transmittal, 

Correspondence from GA/Agent, 

Correspondence from Provider, 

Correspondence from Proposed Insured - 

including requests for release of medical 

information, Resident Alien Card, any 

attached notes 

  INSP Inspection Reports and related 

documents 

Includes Personal Inspection Reports, 

Business / Beneficiary Inspection Reports, 

Credit Reports 

  DELIVREQ Mail / Delivery Requirements 

and related documents 

Correspondence and documents for delivery 

of policy, including Delivery Requirement 

Cover Letter, Policy Delivery 

Acknowledgement (PDA) / Receipt, Backdate 

Notice, Returned Original Policy, Good Health 

Statement, Amendment to Application 



 

89 

 

  QUEST Questionnaires and related 

documents 

Includes Coronary Artery Disease, Applicant 

Chest Pain, Seizure Disorder, Applicant 

Diabetic, Alcohol Abuse, Aviation, Tobacco 

Use Statement, Underwater / Sky Sports, 

Racing, Business Insurance, Foreign 

Resident / Travel, Mountain / Rock / Ice 

Climbing, Resident Alien, Drug Use, Life Style 

  SUPPAPP Supplemental Applications and 

related documents 

Supplemental coverage attached to base 

policy (if a separate form is used) including 

Child Rider, Spousal Rider 

1035 1035 Information and related 

documents 

Correspondence related to a 1035 exchange 

transaction to transfer cash value from one 

carrier to another, including Other Carrier's 

Check, 1035 exchange memorandum, 1035 

exchange paperwork, Cost Basis Information, 

Minimum Deposit ResQ Worksheet, 

Memorandums, Loan Transfer, Letters, check 

stubs from Surrender Company, Statement 

regarding Tax Advantage Policies 

  TAX Tax Forms and related 

documents 

Any tax forms including 1099R, 5498, W9, 

etc. 

  APS Attending Physicians Statement 

and related documents 

Doctor notes related to history of medical 

condition and care (can include Lab and EKG 

if came as part of the APS) including 

Attending Physicians Statement, Reports, 

Office and Hospital Records, Pulmonary 

Function Tests, Blood Presure Recheck, 

Agent reimbursement for APS 

  EKG EKG / Cardio Reports and 

related documents 

Includes Tracings, Interpretations, X-ray 

Copies, X-ray Reports / Interpretations, Holter 

Monitor, Echo Results,  

  MVR Motor Vehicle Reports and 

related documents 

Includes Driving Reports, MVR Reports 

  FINAN Financial Reports and 

Statements and related 

documents 

Includes Trust Agreements, Financial 

Questionnaires, Income Statements, 

Financial Reports - Personal and Business 
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  MONEYDOC Checks / Money Sheets and 

related documents 

Any money documents, checks, 

authorizations for check withdrawal, and 

correspondence related to premium payment 

or other financial transaction, including Cash 

With App, Cash On Delivery checks, Voided 

Check Copy, Bank Correspondence, 

Premium Checks, EFT Forms, Remittance 

Sheet, Interim Money Sheet, COD Money 

Sheet, Returned Checks, Govt Allotment 

Forms, PAW Card / Voided Check Copy, 

PAW Correspondence 

  HOSMAC HOS / SMAC Results and 

related documents 

Electronic Receipt of Urine Blood Test 

  HOS HOS Results and related 

documents 

Paper Urine Test Results 

  SMAC SMAC Results and related 

documents 

Paper Blood Test Results 

  LABTICK Lab Ticket and related 

documents 

Lab Receipts / Urine / Blood Test documents 

or forms used during collection 

  POS Policy Owner Service Requests 

and related documents 

Includes Non-financial transactions, 

Policyholder requests for non-financial 

changes to or information on an inforce 

policy, Servicing Agent Change, Ownership 

changes, Beneficiary changes, Name 

changes, General correspondence, Modal 

premium changes, Policy audit requests, 

Policyholder requests for complex policy 

transaction on an existing policy, Duplicate 

policy requests, Reissues, Conversions, Face 

amount changes, Amendments, Rate 

reductions, Rider Changes (To include Child), 

Address Changes, Collateral Assignments 

(Policy Value), Absolute Assignments (Policy 

Value), Release of Assignments (Policy 

Value), Reinstatement Requests 

  POSDISB Policy Owner Financial 

Transactions and related 

documents 

Policyholder requests for a monetary 

transaction on policy including Surrender (Full 

and Partial), Withdrawals (Full and Partial), 

Disbursement Forms (loans, etc.), Dividend 

Form, PUA Surrender, Loans (Full and Partial), 

Death Claims 
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  APPT Agent Appointment Information 

and related documents 

Includes Brokerage Authorization, 

Authorization to Disclose, Producer 

Information Form, General Correspondence, 

Appointment documents for pre-appointment 

states required by carrier, Agent Address 

Change 

  LIC Agent License Information and 

related documents 

Copies of licenses required for appointment 

with state, and to satisfy carrier compliance 

guidelines, including License copy 

  CONTRACT Contract / Commission 

Information and related 

documents 

All information related to contracts and 

commissions, including Brokerage 

Authorization, Authorization to Disclose, 

Producer Information Form, General 

Correspondence, Contract documents, 

Commission Splits, Commission Agreements, 

Commission Schedules, Commission 

Statements, Single Case Agreement 

  ASSIGN Commission Assignments and 

related documents 

All information related to Commission 

Assignments, including Assignment of 

Commissions, Release of Assignment of 

Commissions 

  E&O E & O Includes Declaration Page 

 

 

9.3 Business Area 

Code value Description 

NEWBUS New Business 

POS Policy Owner Service / Customer 

Service 

CLAIMS Claims 

L&C Licensing, Contracting, Commissions, 

Appts 

CONCRG Concierge Level Services 

QUOTE Informal / Trial / Quote 

MEDREC Medical Records 

 


