EeASMal |CO Plus - Order Guideline

This document will cover initial login and help navigate how to place, edit, or delete a
change order in Loomis Direct using ICO Plus.

Initial sign ON- Email will come from no-reply@us.loomis.com

e Click activate User at the bottm of the email
o [flink is expired press resend token

e Follow propmts to reset password

e Complete MFA process

Please click the button below to activate your account.

Activate User —

If the button above does not work, please copy and paste the following link into your

browser:
https:/floomisdirect. loomisusa.com/apps/activate/1badcfad-35b5-4bed-900d-
ef5156117 881NV JG5hY SrgSxi

Sign on to Loomis Direct -
e Enter your email address as the Username
e Enter your password
e Complete MFA process

ICO Plus will open to the Home Page unless there is an Upcoming Holiday

Federal Holidays are blocked out as an available delivery day. A notice will be displayed 15 days prior to the
upcoming holiday at sign in and require clicking “OK” to move forward.

2/6/2025 1|Page


mailto:no-reply@us.loomis.com

melllllll |CO Plus - Order Guideline

©
Upcoming Holidays

Washingien's Birthday is approaching. Don't forget to use the Heliday
Faclor o adjust your delivery schedule if necessary

The left of the website is a guide for Orders, Shipments, Reports and Administration functions

e Click Orders

e Loomis Direct - ico pius
Shipments
Reports

Administration

Contact Us News and Anouncements Product and Services Loomis US

Copyright @ 2024 Loomis. All Rights Reserved Please Read Our Privacy Policy and our Terms Of Use.

e Select Create Order
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Users with one location will be signed directly onto the Order Page. See section “Enter and Review” of this
document.

Users with multiple groups or locations will be required to select a group and location:

e Select Group
e Select Location

Please, complete some information

Please, complete some information

° Group o Location

Select Location

o Group @ Locatic
Select Group

Sortby: (O LocationID (@) Location Name

Admin (39 Locations) A AT

Cash N Go Regional (1 Location) 5645 - Dental Plus

Dallas Region (3 Locations)

1437 - Heltenberg
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Enter and Review Order

The types of media to be ordered is configurable in both values allowed to order and type of media i.e. US
Currency, Rolled Coin, Boxed Coin.

1 - Delivery Date can be changed by clicking the “Blue Pencil”. A calendar will populate to help identify
the dates available for delivery. Note: Federal Holidays are circled in red and are not an available delivery date

2 — Enter order totals desired, not exceeding the Max Order Amount set for location. Click “Review

Order” to review what was keyed into the media fields and the requested delivery date OR click “Cancel” to end
the ordering session for the location.

Order Details O
1667 | Freds MiniMart

¢ 6oy
Fii 02/07/2025 / "

Delivery Date: /* Fri02/07/2025 #  Location

Corporate (9000)

Fit Bill Rolled
Status.

Lead Days: 1 @)
Prep ey 1 @
Cutoff Time: 10:00 AM £ST

Delivery Days Are:
MON/ WED [ FRI

$10 51,000 B Quarter si0
Holiday Factor: Day Of

s20 52000 5 Half s10
Max Order Amount: $1,000,000

Grand Total

$0

$3,000
$100 10,000 B Gold Dallar 525

Fit Bill Subtotal: S0 Rolled Subtotal: $0

Select Delivery Date

Earliest Delivery [

020772025 o ]

February 2025 - »
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Submit

3- Review Order

#  Group
/  Location
Rolled

4 - Submit the Order to complete the ordering session for location OR click Back to make changes to the

order.
ICO Plus
Delivery Date: Fri 02/07/2025
LOCATION:
1667 | Freds MiniMart Corporate (9000)
Fit Bill Rolled

Description Amount Description Amount

$1 $100 Penny $5

%] £500 Mickel $10

Fit Bill Subtotal: $600 Dime $25

Quarter £100

Rolled Subtotal: $140

TOTAL $740

Our Privacy Policy and our Terms Of Use
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Print

5 - Print Confirmation or go directly to Order List.

v

Success
Order Created

PDF Print of Order:

I Order has been successfully submitted on Mon 02/03/2025 11:47 AM CST

ICO Plus Reference ID:

9485937 Delivery Date: Fri 02/07/2025
Location: Corporate ( 9000)
1667 | Freds MiniMart
Fit Bill Rolled

Description Amount Description Amount

$1 35100 Penny $5

85 3500 Nickel $10

Fit Bill Subtotal: $600 Dime $25

Quarter 8100

2/6/2025

Rolled Subtotal: $140

Grand Total $740
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Pending Orders

Pending Order Functionality is at the request of the Financial Institution to require an Administrator to review
orders and approve prior to being submitted. This configuration is at the Inventory Level which means all orders
would need approved or can be set to only require approval if over the Order Max Amount.

Loomis Support would need to set up the configuration if this option is required.

The Pending Order count drops as the orders are approved, denied or edited and approved.

Orders

Create Order

Pending Orders (4)

Orders List
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Order List

The “Order List” is a list of all orders entered into ICO Plus and can be used to export data in either Excel, CSV or
PDF formats to review against inventory levels or make necessary changes.

The list is available to all customers based on the location(s) the customer has access to.

Orders

Create Order

Pending Orders (4)

Orders List

The Order List can be filtered by Day, Week, Month or a select date range.
The report default is by Delivery Date but can be changed to pull by Order Date or Fed Date.
To narrow search for an order, start typing in the Search Field

Select Export

Order List & m WEEK  MONTH .0.2,:-.0"4-.-;.2025 & 02/04/2025 o

@ DecliveryDate Wb OrderDate W Fed Date o

- oo

2/6/2025 8|Page



EeASMal |CO Plus - Order Guideline

Order List Navigation:

1 — Enter Search Options
2 — Export Report in Excel, CSV or PDF or create next order

3 —Show Cancelled Orders. The order details will display on Order List and when exported; however, the total
value of the order will not be included in the report.
4 —Title Headings can be selected to sort the data

5—The“ ™ ” can be selected to display the breakdown of the order
6 — Action Buttons:

]

If the Pencil is displayed, the Order can be edited. Click to review the order and edit.

Click to Print the Order.

X

If the “X” is displayed, the order can be cancelled. Click the “X” to cancel.

Note: If the edit pencil or the cancel “X” is not displayed, the order is locked down and cannot be changed.
Reach out to Administrator if additional help is needed with the order.

From Date ToDatz 2
Order List O oA e m o1/01/2025 [ | ozese0zs (R eMESULE

Saarch

@@ DeliveryDate BB OrderDate WD Fed Date Q, search by Reference ID, Location Name or Customer Location ID
| [0 show Cancelled Orders
Reference Delivery Branch MName Tatal Order _
Entered Date + Location 1D Actions
D Date (Branch Number) Amount Status
Tuse 11407/22 10:50 1667 | Freds - =
4 Fri 11/10/2: x (9001 10 submith F
-~ E 9484385 AM CET 111023 Corporate (9000) wdinibtart 510,000.00 Submitted F & X
3 i
Details
Category $1/Penmy S2/Mickel  $5/Dime S70/Quarter  S20/Half  $50/Dollar 5700
Fit Bill 510,000.00 S0.00 50,00 50,00 50,00 50,00 S0.00
Wed 11/01/23 B:04 LFCO005 | Branct s mm
v sagaan ol Thu11/09/23  Garporate (9000) . = $50203.00 Pending | B X
Wed 11/071/23 10:40 3 -
e 9484379 _;lch g Tue 11/07/23 Houston TX (3930) TEX2 | Texas Two 525.00 Submitted =
AM CS
Y ~
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