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ImageNow Document Management

In this module, you will learn how to process documents and manage them in your workflow
queue.

Note: Access to workflow queue functionality depends your user security.

Document Processing

This lesson describes the procedures for processing documents. Upon completion of the lesson,
you will be able to:

Edit Document Keys Manually
Use Annotations

Print Documents, and

Void a Digital Signature

Editing Document Keys Manually

In this topic you learn how to populate the document keys manually. In most documents, the
document keys will be populated by application linking. In the case that linking does not occur
and the document gets stored into ImageNow without document keys, this lesson will show you
how to input these document keys.

The document keys are represented by the Student ID, Student Name, Term Year, Plan, Time
Stamp (system generated), and Document Type (see the table below for examples of each
value). The Drawer will be populated and unable to be updated, however, the other document
keys can be manually updated by the administrators.

In addition to the document keys Custom Properties may need to be updated manually. These
include the Sub-plan, Program, Alias 1, Alias 2, Alias 3, and Alias 4 (see the table below for
examples of each value). The Sub-plan further defines the plan. The Alias fields will correlate to
the Alias fields in PeopleSoft.

The following schematics for the document keys and custom properties will represent the values
populated.

Document Key Example

Student ID 10060299

Student Name (Last,First MI) Smith,Jane H

Term Year 2010 Spring

Plan Business Administration (MBA)
Time Stamp (system generated) 2010-07-13 10:53:30.880

Page 1



Training Guide Productivity
ImageNow_Training u?i{gs T Kit

Custom Property Value Examp
Sub-Plan Division of the Plan Management
Program Major
Alias 1 MName Difference: Married Mame, Maiden Name, etc. |Thomas,Jane H
Alias 2 MName Difference: Married Name, Maiden Mame, etc. |Smith,Jane H
Alias 3 MName Difference: Married Name, Maiden Name, etc.
Alias 4 MName Difference: Married Name, Maiden Name, etc.
Checklist Status Status of Checklist in PeopleSoft In Progress
Procedure

Consider this Scenario:

Your goal is to apply the document keys to a document manually.

Document
Imaging Tr...

() ImageNow - 10060299

Connect  Settings  Help
B nopications Batches j Documents Waorkflow | Capture b Mansge (@) velp

Computer

. Publishing
11K St

Document
Imaging U...

miisc

PlotOutlin...

Snaglt Studio  Snaglt 5

L IKECR® S0 saem
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Step Action

1. Click the Documents dropdown button to activate the ImageNow Explorer.

| Documents -

2. If a document does not have any document keys applied, you will notice this in the
Documents View. There will be no values in a particular column. To apply these
values you must open the document.

3. Double-click the desired document.

4. C.Iick the Fit Height button to resize the document.

5. The document key values can be modified on the properties pane. If the properties
pane does not display upon entering the document you can open it by clicking the
properties icon or navigating through the View menu item.

In this example, we will open the properties pane by using the menu navigation.

6.

Click the View menu.
View
7.
Click the Properties menu.
| Properties F7 |

8. The Properties pane displays to the right of the document.

In the document key value fields that are blank, you can populate them with the
appropriate values based on the student's information displayed in the document.

9. Enter the desired information into the Student ID field.

Enter "99999999".
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Document - Resume - [Page 1] | = =

Annctation  Workflow Projects  Window  Help RS
EEigh /028 FldddeHBN
FIll¢BRe=T /v, / /00K E
propertes 2 x
5 =y |l
2" Document Keys 2
Fred Thomas Black
123 Main Strest Drawer
Medfield MA 02032 UM Grad Admissions -
Education:  Bachcior of Information Systems, Shasta Col\eec 2003
Double Major in Compter System and Student 1D
Espericace: Leadn m«nmmm 2008 95995555
iremens
. Drmnmedw:  ssocition,clss, s uyD\aanmi protanype dwm Student Name
+ Imohed nco ing event driven Windorws Appiication Services
using C#.Net. mww "allable strenent 1 concect mmdmhu
. lebanq Bug Tracking. Bug fixing and helping othe Term
. ramework customized classes that would be E:dhi:ra.! the:
bunﬂmg mmu ot application.
omized Win forms, Win Controls, Funetional Library, Data.
oot L
« Developed i i 0 mueract B 5
‘across applicalion damains.
*  Code Conversions from VB&,VBA 1o Net library class functions
. Dﬂ’dﬂv\mu‘ﬁ;nw he applicar mnuullix.\ﬂ.
. teward competabilisy isses such Versian coaflics, Error Date Scanned
P
«  Environment: C# Net, VB. Nez, VB6.0 MS SQL Server 2000, MS SQL
Analysis Server, MS Visuzl Studio. Net, Windaws DNA, HTML, JavaSeript,
oy Document Type
— Default -
(contimmed: sofoa mcmm.w s ams)
Responsible for More...
o A Custom Properti £
* Rescarched and resalved Co mrg-mﬁ % Custom Properties
s Performed unit testing
»  Involved in code review L
System
Experience: Oracle
Distribution); Oracle Financial Analyzer, VistaPlus, Cognos, DataLoader, TOAD,
AppsRules
m‘dl’llmtll Tools/Languages: CDBQI.. SOLPLUS, HTML/XML
HPUNTX
_J[ Notes 2 8
MALE T EEEE
Pagelof3
= L [PEE——— |
DEEEA@E O [® ResourceUMSO... | @ 3ImageNowF.. + < @ L[240 330PM

Step

Action

10.

Enter the desired information into the Student Name field.
Enter "Black,Fred".
Important: The naming convention for the Student Name is "Last,First MI".

There is no space between the last and first name. The middle name or middle
initial is not required.

11.

Enter the desired information into the Term field.

Enter "2010 Spring".

12.

Enter the desired information into the Plan field.

Enter "Business Administration (MBA)".

13.

If there are unknown document key values, you can save the document and come
back to populate them at a later time.

The Document Type is important because most workflow processing is driven by
the document type.

14.

Click the Document Type list.
[ Defaut -|

15.

Click the scrollbar box.
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Step Action

16. Click the Resume list item.

[Resume |

17. Once the Document Type is populated the Custom Properties display.

Populate these values as necessary.

18. Enter the desired information into the Sub-Plan field.

Enter "Management".

19. Click the Save button.

20. Congratulations! You have successfully edited the document keys manually.
End of Procedure.

Using Annotations

Use an annotation in ImageNow to mark up and comment on a document without affecting the
original image. You can position annotations where you need in the document. ImageNow offers
many types of annotations, you can mark the document electronically as you would a paper
document with pens, highlighters and sticky notes. For example, in ImageNow, you can mark
your review of a document by stamping it approved, you can write notes or ask questions by
adding text, or you can highlight specific data you want others to view. You can also add sticky
notes to add small notes to a document object.

Important: Annotations applied become part of the student's record and can be viewed by other
users.

Note: Stamps are not able to be customized by the user.
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Annotation Button

Description

Enables vou to starnp predefined (Approved,

=y
Stamp Confidential, Rejected, and so forth) or custorn
messages on document images.
) Enables you to add small notes to document imaages.
Sticky Mote
l" Tt Enables vou to place text on document images.
b Enables you to highlight an area on a document
& Highlight image : e
Enables you to place a checkmark on a document
v Check S .4 2
ge.
4 Pen Enables vou to draw on a document image.

Enables yvou to place a line on a document image.

Enables vou to place an arrow on a document image.

| Rectangle

Enables vou to place a rectangle on a document
image. The rectangle annotation can appear hollow
or filled, depending on the appearance defined in the
annotation termplate.

" Oval

Enables you to place an oval on a document image.
The oval annotation can appear hollow or filled,
depending on the appearance definedin the
annotation template.

% URL

Enables vou to place alink to a URL address on a
docurmnent image.

In this lesson you learn how to add various annotations to an application.

Procedure

Consider this Scenario:

Your goal is to apply various annotations to a document.
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B\ ImageNow Explorer

R E———S—
© Flle Edit View Workflow Projects Help
Sigete J o= 8 = @] 2 ¢ 5 UMB Graduate Admissions -RBOIoe [ 5 5 &
Views * % | Quick Search | search
# Application Plans
“ Batches [Folder ~ | [starts with - Go ‘
= | Documents
= iy UMB Groduate Admissions |31 |15 | Drawer | Folder [Tab |Field 3 |Field 4
S My Applications
& UMB Graduate Admissions Loc UMB Grad Admissi... 99999999 Black, Fred 2010 Spring Business A
& UMLGA Business Administratio UMB Grad Admissi... 99999989 Sawyer,Karen 2010 Spring Business A(
{21 My Recycled Documents -
& Workflow © ImageNow - 10060299 [= | ) [ Pusiness Aq
Connect  Settings  Help sl A
- L usiness Aq
. - — - - - | - - )| - N
B sopiications  Batches j Documents = #_\ Workflow u Capture ~ % Manage @JHE\p P iness A
T UMBGrad Admiser.. 990g9R0T T Gonzales, Miguel 20T SpAng  Business A(
UMB Grad Admissi... 99999554 Alisson,Jane 2010 Spring Business A
UMB Grad Admissi... 99999437 Wasson,Deborah 2010 Spring Business A
[ I ] K . r
UMEB Graduate Admissions 1 selected 9 documents
| [ \ e e — 1
Ol E@E L @ ActonDo.. |7 SharedD... || Microsoft.. || @2Image. v < (@@ Fd1 930 AM

Action

=

Click the Minimize button.

To apply annotations, you begin by navigating to and opening a document in the
Documents View or Workflow.
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ImageNow Explorer =
© Flle Edit View Workflow Projects Help
S S = R = @] - P by UMB Graduate Admissions RO Bl S Gk
Views 2 x & Search |eareh]
# Application Plans ik search | search
Batches [Folder ~ | [starts with - G
=] Documents
= iy UMB Groduate Admissions |31 | Drawer | Folder Tab Field 3 |Field 4
7 My Applications
& UMB Graduate Admissions Loc
& UMLGA Business Administratio UMB Grad Admissi... 99999989 Sawyer,Karen 2010 Spring Business A(
{&] My Recycled Documents
£ Workflow UMB Grad Admissi... 99999991 Blackman,George 2010 Spring Business A«
UMB Grad Admissi... 99999972 Jameson,Jonah 2010 Spring Business A
UMB Grad Admissi... 99999959 Pollack,Darla 2010 Spring Business A
UMB Grad Admissi... 99999825 Greggs,David 2010 Spring Business A¢
UMB Grad Admissi... 99999809 Gonzales,Miguel 2010 Spring Business A(
UMB Grad Admissi... 99999554 Alisson,Jane 2010 Spring Business A
UMB Grad Admissi... 99999437 Wasson,Deborah 2010 Spring Business A
‘ |$‘ KR [ 3
| UMB Graduate Admissions 1 selected 9 documents

| @21mage.. ~ < @@ Fn 020AM

Step Action

2. Double-click in the Document row.

3. To get a complete view of the document, you can close the Related Documents
and Properties panes.

4. Click the Close button on the Related Documents pane.

5. Click the Close button on the Properties pane.

6.
Click the View menu.

7. Here is where you can click either the Properties or Related Documents menu
items to open the panes again.

8. Click the View menu again to close it.

View
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Action

9.

The annotation buttons to be used are located just above the document. Just click
on the annotation button you want to use and place in a location on the document
to activate the annotation. After activating the annotation your cursor returns to a
pointer.

If you want to use an annotation repeatedly, double-click the annotation button to
activate multiple annotations on the document.

The availability of these buttons is based on your security.

In this example, we will use the highlight, text, sticky note, and URL annotations.

10.

Some annotations have a variety of options. You can right click on that annotation
to select the desired option. For example, the highlight annotation has blue, red,
pink and green higlight options.

T.oadd a highlight to the document, right-click the Highlight button.

11.

Click the Yellow Highlight list item.
[] vellowHightight |

Document - Profile Sheet - [Page 1] =
© File View Annotstion Workflow Projects Window Help -8 x
Myois2 /0.3 (a0 CHBL
Bl 4B Ba:Trv A/ 10O%v&
Report ID : ZADRO1Z University of Massachusetts Page No :1 -
Institution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 [
Run Time: 16:13:06
NAME Black, Frad
1d 99999999
Email
88N : xxx-xx- 0000
Residency B I8
RA/TA Interest:
Local Address Permanent Address Mailing Address
1 Main Street
Medfield
MA 02052
USA
Phone: 857/277-9999
Local Address Permanent Address Mailing Address
24 Salisbury Street
Tewksbury
MA 01876
Usa
Phone :
Rppl ¥ 99999999 Appl. Date : 10/24/09
Admit Term 2010 Spring Admit Type : Graduate MBA
Prog Action Matriculation Visa Type
Prog Reason Visa Status
Acad Prog Management Start Date
Acad Plan Business Administration (MBA) End Date
Degree H Master of Business Admin
Acad SubPlan : Information Technology -
LA AL BT T T
. UMB Grad Admissions\99999999\Black, Fred\2010 Spring\Busines Page 1 of 2

@ Acton Do "7 Shared Do 'Y Microsott. | @ 31Image. v < D@ &) g33AM
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Step

Action

12.

In ImageNow you will be required to click and drag a line to place the highlight
over the desired text.

In this lesson, click the text where you want the highlight to display.
[Phone: 857/277-9999]

13.

The highlight displays on the document.

You may need to resize the highlight by moving the squares on the border around
the highlight.

Document - Profile Sheet - [Page 1] =
© File View Annotstion Workflow Projects Window Help -8 x
Mzl /O 2% QD EHEII
ANEREEY AW T ovduier 1)
Report ID : ZADRO12 University of Massachusetts Page No :1 -
Institution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 [
Run Time: 16:13:06
NAME Black. Fred
Id 99999999
Email
SEN ¢ xo-xx- 0000
Residency : s
RA/TA Interest:
Local Address Permanent Address Mailing Addresg
1 Main Street
Medfield
MA 02052
: Phone: %7 2777‘3‘3991
Local Address Permanent Address Mailing Address
24 Salisbury Street
Tewksbury
MA 01876
Usa
Phone:
Appl # B 93593399 Appl. Date : 10/24/09
aAdmit Term : 2010 Spring Adnit Type : Graduate MBA
Prog Actiom  : Matriculation Visa Type
Prog Reason Visa Status
Acad Prog H Management Start Date
Acad Plan :  Business Administration (MBA) End Date
Deqgree B Master of Business Admin
Acad SubPlan Information Technology
L I ETRE . L
UMB Grad Admissions\99999999\Black, Fred\2010 Spring\Busines Page 1 of 2
@ Acon Do 7 Shared D R Wicrosort - | @ 3Image.. v ¢ D@ Ed) s33AM

Step

Action

14.

To add a Text box, click the Text button.

15.

Click the document where you want the text box to display.

16.

Enter the desired information into the Add Text field.

Enter "Call the student for an interview".
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Step Action
17.
Click the OK button.
18. The text displays on the page.
19. To add a Sticky Note, click the Sticky Note button.
20. Click the document where you want the sticky note to display.
21. Enter the desired information into the Enter Text field on the Sticky Note dialog
box.
Enter "Verify the Mailing Address - Steve McQueen".
22. Click the Add button.
Note: After you add text, you cannot change it.
Add
23. The History box will show your employee ID followed by the date and time. It is
recommended that you add your name so it's clear who made the comment.
24.
Click the Close button.
25. The Sticky Note displays on the document.
Notes:
* To view the contents of an existing sticky note, double-click the sticky note on
the document.
* To print the text in an existing sticky note, double-click the sticky note on the
document and, in the Sticky Note dialog box, click Print.
26. T.oadd a URL to the document, right-click the URL button.
217.
Click the URL menu.
28. Click the document where you want the URL to display.
29. Enter the desired information into the Address field.

Enter "http://fredblack.com".
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Step Action

30. Enter the desired information into the Text to Display field.

Enter "Student's Website".

31.
Click the OK button.

32. The URL displays on the document.

33. To delete an annotation, click the Select Annotation button.

Document - Profile Sheet - [Page 1] =T
© File View Annotation Workflow DProjects Window Help -8 X
TMrEigd /0248 Faldd CHEN 2
‘] BRI T/ s/ 710w 2
Report ID : ZADRO1Z University of Massachusetts Page No :1 -
Tnstitution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 [
Run Time: 16:13:06
‘;‘g""’ * Black, Fred
: 99999999
Email . Call the student for an interview
SSN + ox-xx- 0000
Residency B Is
RA/TA Interest:
Student's Website
Local Address Permanent Address Mailing Address
1 Main Strget
Medfield
MA 02052
SEEY
Phone: 857/277-9999
Local Address Permanent Address Mailing Address
24 Salisbury Street
==l Tewksbury
; MA 01876
UsA
Phone:
appl # ;99999599 Appl. Date : 10/24/09
Admit Term ;2010 Spring Admit Type : Graduate MBA
Prog Actiom  : Matriculation visa Type
Prog Reason Visa Status
Acad Prog : Management Start Date
Acad Plan :  Business Administration (MBA) End Date
Degree H Master of Business Admin
Acad SubPlan Information Technology
LRI L LA Ty
_ UME Grad Admissions\99993999\Black, Fred\2010 Spring\Busines Page 1 of 2

® ActonDo... |7 Shared D i | @31mage.. - < B® T o3mAM

Step Action

34. Right-click the annotation that you want to delete.
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NeETmm D= ® ActonDo.. || /2 SharedD...

® 2 Image..

Document - Profile Sheet - [Page 1] PN
~ Flle View Annctation Workflow Projects Window Help -5 X
THYEEigd /008 Fadd cHB
ANEEEY BT oaaniel T8
Report ID : ZADROL2 University of Massachusetts Page No :1 -
Tnstitution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 [
Run Time: 16:13:06
‘;‘g”'“ Black, Fred
99999999
Email Call the student for an interview
SSN i xxx-xx- 0000
Residency B Is
RA/TA Interest:
Student's Website
Local Address Permanent Address Mailing Address
1 Main Street
Medfield
MA 02052
SEEY
Phone: 857/277-9999
Local Address Permanent Address Mailing Address
24 Salisbury Street
Tewksbury
Delete 1876
Content... e:
Appearance...
Properties.
2ppl # 99999999 Appl. Date : 10/24/09
Admit Term 2010 Spring Admit Type : Graduate MBA
Prog Action Matriculation visa Type
Prog Reason Visa Status
Acad Prog Management Start Date
Acad Plan Business Administration (MBA) End Date
Degree H Master of Business Admin
Acad SubPlan : Information Technology
T H Al P HW LA
UME Grad Admissions\99993999\Black, Fred\2010 Spring\Busines Pagel of 2

Y @@ T o3am

Action

Click the Delete list item.
| Delete |

36.
Click the Yes button.

37. The annotation has been deleted.

38.
Click the Save button.

=]

39. Congratulations! You have successfully used annotations.

End of Procedure.

Printing Documents

ImageNow allows you to print documents with the option to include annotations, document keys,
and various header and footer options.

Upon completion of this topic, you will be able to print a document in ImageNow.

Note: This topic is for Graduate Admission Directors only.
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Procedure

Consider this Scenario:

Your goal is to print a document in ImageNow.

Step Action

1. Note: In order to be compliant with the data security policies, it is important to
remember that when you are printing a document from ImageNow you are
responsible for protecting the information and for destroying (e.g., shredding) the
document.

2. You can print documents in the Documents View by right clicking on the listed
document or by opening a document and printing using the print icon.

In this example, we will be printing by opening a document.

ImageNow Explorer =
© File Edit View Workflow Projects Help
ClE-E Y o@D = 2 @) (] # b UMB Graduate Admissions S-S0 ot BEE S S8
Views 2 % [T ik search | search]
# Application Plans
Batches [Foider ~ | [starts with - o
= Documents
© iy UMB Graduate Admissions |23 i | | Drawer |Folder [Tab Field 3 |Field 4
¥ My Applications
& UMB Graduate Admissions Loc
© UMLGA Business Administratio UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A(
fa] My Recycled Documents o : ;
£ Workflow UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A«
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A«
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business Aq
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A(
[ T T— vl . )
| UME Graduate Admissions 1 selected 9 documents

Tnbor - Mhcrosort O | @ 2 ImageNow Full .. | <O T z0em

Step Action

3. Double-click the desired document.
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Action

4.

Click the Print button.

Verify that the Printer Name value is accurate based on where you want to print.
If it is not, select the configured printer in the Name drop-down list.

Click the Print button.

P\ Document - Application Graduate Admissions - [Page 1]
© File View Annotation Workflow Projects Window Help -8 X
: G ; : R Rl
7 | | /024 A9 CcHBN 2
FIEl¢B 8w Trv s/ 7000w &
Report 1D : ZADROLZ University of Massachusetis Page No : 1 ~  Properties 1 x
Imetitution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 — "
Hun Time: 18:13:06 (o ~ =
HAME t Black. Fred . Document Keys A
Id . £ 99999999 N
Emas :
S5K © oo 0000 Drawer
by A [uMB Grad admissions -
Folder
Local Address Bermanent Addrass Mailing Address 99999999
1 Main Street Tab
Medfield
WA 02052 Black,Fred
usa
o Field 3
Local Address Ee
2010 Spring
24 Salisbury Street 3
Tewksbury Field 4 =
1 01878 Business Administration
Prone: Field 5
2010-07-13 10:53:30.880
Appl # : 99999999 Appl. Date : 10/24/09 Document Type
Admit Term : 2010 Spring Admit Type : Graduate MBA
Prog Action : Matriculation Visa Type : [Wmhnn Graduate Admissions >
Frog Reasom  : visa Status
Acad Prog i Management Start Date : More...
Acad Flan : Business Administration (MBA} End Date
Dagres i Master of Business admin
Acad SubPlan : Information Technology =~
~'¢ Custom Properties ES
Test Scores -
Tvee Compenent Test pr score source Level Sub-Plan W
e Program
Alias1
ALY 01-DEC-2009 .00 eTs Unknoun A
ias
quan 01-DEC-2009 27.00 eTs Unknaun .
TOTAL 01-DEC-2009 500.00 ETS e B 5 x
VERD 01-DRC-2009 S he re '0‘ This document was sent to the printer
¥ Document: ImageMow Print Server Process
Printer: SHRP-CanoniR 3025_B7 on shrpri0l -
- 2 Time: 2:20:04 PM 7/21/2010
Z 1 - 7 ) POy R
A P H e # e
UME Grad Ad Bl - Page 1 of 2

Tnbor - Whcrosor o | @ 3 ImageNow Full .. | <@ Sz

Action

Click the Close button.

[5—]

The way that you print varies if you are printing a document in the Documents
View or in the Batches View.

Let's open the Batches View to print a document.
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B ImageNow Explorer =
© Flle Edit View Workflow Projects Help

S o= 8= @)1 [ by UMB Graduate Admissions L =R
Views 2 x & Search | earch]
# Application Plans ik search | seach
Batches [Folder ~ | [starts with - G
=] Documents
= iy UMB Groduate Admissions |31 3 | Drawer | Folder |Tab Field 3 |Field 4
7 My Applications
[’y UMB Graduate Admissions Loc
£ UMLGA Business Administratio UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A(
{&] My Recycled Documents o . .
& Workflow UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A«
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A¢
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A(
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
UMB Grad Admissi... 99999999 Black,Fred 2010 Spring Business A
< il ] vl I [
| UMB Graduate Admissions 1 selected 9 documents

y @ nbox - Wi ] <@O® F 22eM

Inbox - Microsoft O...

® 2 ImageNow Full ..~

Step Action
9.
Click the Batches option.
10.
Click the Ready for Linking option.
11. Double-click the desired document.
12.
Click the Print this page list item.
13. Once again, verify that the Printer Name value is accurate based on where you
want to print. If it is not, select the configured printer in the Name drop-down list.
14.

Click the Print button.
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B\ ImageNow Viewer - Link - [Page 1]
~ Fle View Annotation Workflow Projects Window Help

H

Actions

Batch Processing

FIL]+ 5 8

T )

# P a S GBI
Trvs//700%»

1%
-

=

-8 X

University of Massachusetts

Graduate Admissions Profile Sheet

06701,
16133

»

o
12010
e ﬂ)\ppucanun Plan

. Link this page
) Hold this page
"a Suspend this batch

k) Delete this page

5
= | Page

= Print this page

Select an application plan:

»

«~ Document Keys 2

Drawer
UMB Grad Admissions
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Step Action

15.
Click the Close button.
e

16.

document.

Reminder: In order to be compliant with the data security policies, it is important
to remember that when you are printing a document from ImageNow you are
responsible for protecting the information and for destroying (e.g., shredding) the

17.
End of Procedure.

Congratulations! You have successfully printed a document in ImageNow.

Voiding a Digital Signature

In this Topic, we will cover how to void a digital signature. A circumstance may arise that
requires a digital signature be voided. Perhaps a digital signature was mistakenly applied to the
wrong document or was prematurely applied to a document. In these cases, ImageNow will
allow the digital signature to be voided by users who have been given the appropriate security

level.
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Procedure

Consider this Scenario:

Your goal is to void a digital signature that has been applied to a document.

Step Action

1. This is a Digital Signature box.

2. The ability to void a digital signature is based upon a user's security
configuration.

In this example, you are a Graduate Admissions Director. You are notified by the
Graduate Program Director that he or she mistakenly applied a digital signature to
the wrong profile sheet.

® Document - Profile Sheet - Workflow - v1 - [Page 1] [P
Bl View Annotaion Workflow Projects Window Help _8x
THYEig2 /0208 FaddCHBI
Tl R e Trvs/, e
HjiialSignatires ? X heport 1 : zabRoiz University of Massachusetts Page Mo :2 ol
y y Tnstitution: UMLOW Graduate Admissions Profile Sheet Run Date: 06/01/2010 |
Signed Signed By Ver a
Run Time: 16:13:06
R 8/11/2010 £11:52PM 10060299 1 | fame : Black, Fred
I1d : 99999999
[Email
Program

Plan

[PECISION: T & that the candidate's application for admission to the Graduate School be:

< = Accepred
» Accepted with Conditions

< = Course Work Needed
< » Financial Documents Nesded

< » Test Scores Needsd

ty Transcript(s) Nesdsd

> Appropriate faculty not available
= 1o

r Degree
7 Cathy Moore
Digitally signed by: 59866899
sssss Reason: Approved
MAT Scor Date: &11/2010 41152 PM

> GPA and/or GRE do not indicate sufficient ability
tters of ion do not indicate sufficient ability

<
<
< > Low TOEFL Score
<
<

"Rl P AP PR s bR ROR
UMLGA\39999999\ Black, Fred\2010 Spring\Business Administratic O StertUMLGA o £ Pagelofl
7@ TmageNow 100602 " ImageNow Explorer | [ Document - Profile .. | < @ 419PM

Step Action

3. Fred Black's Graduate Admissions Profile sheet has a digital signature that needs
to be removed.

Click the Digital Signature graphic.
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Step

Action

4.

After clicking the Digital Signature graphic once, the border changes. Now you
can right click on the object.

Right-click the Digital Signature graphic.

A dropdown menu appears with the Void and Properties fields active.

Properties contains the details around the signature (e.g., timestamp, reason,
history).

Void will allow us to remove (or void out) the digital signature.

Let's remove this digital signature.

Click the Void menu.
Void

Point to the Select a reason list.

We are presented with a few choices of reasons to void the Digital Signature.

Let's select User mistakenly signed the document.

Click the User mistakenly signed the document. list item.

10.

Click the OK button.

11.

The Digital Signature has been removed from this document.
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> Denied
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<
<
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<
<

4| [ | » -
‘RNl P AP PR s 4 bR ROR
UMLGA39999999\Black, Fred\2010 Spring\Business Administratic O SatUMLGA 3 3 Pagelofl

® ImageNow - 100602.. TmageNow Explorer | B Document - Profile .. | < @ 420 M

Step Action

12. Click the Save button.

13. Congratulations! You have successfully voided a Digital Signature.
End of Procedure.

Linking

This lesson describes the procedures for linking documents. Upon completion of the lesson, you
will be able to:

e Link Data from a Business Application, and
e Find Documents within the Business Application

Linking Document Keys from a Business Application

After quality assuring a document or a batch of documents, you need to link your documents to
the appropriate records in your business application (e.g., PeopleSoft). Linking occurs when some
or all of its document key values are copied from the selected record in the business application
(e.g., PeopleSoft). These are the values that allow ImageNow to retrieve the linked document
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from the ImageNow Server whenever the matching record in the business application (e.g.,
PeopleSoft) is open.

Upon completion of this topic, you will be able to link a batch of documents from a business
application (e.g., PeopleSoft).

Procedure

Consider this Scenario:

Your goal is to link data from a Business Application (e.g., PeopleSoft) to documents in
ImageNow.

| £ https:/fsa-tst.umasscs.net/psp/satstod/EMPLOYEE/HRMS/h/7tab=DEFAULT + i [ 4| x [l Google R
File Edit View Favorits Tools Help - @;Convert = [ Select
s oz [@ o L e e I_I Zyov ) v v [ tPage v {3 Teols v
A University of
r#a Massachusetts Workiist Addto Favorites | _Sian out

Personalize Content | Layout
Menu B B

Search:
®

[ My Favorites

[- Self Service

> Manager Self Service

[» Recruiting

[ Warkforce Administration

[- Benefits

[> Compensation

[ Stock

[> Time and Labor

[ Payroll for North America

[ Global Payroll & Absence Mgmt
[ Payroll Interface

> Workforce Development

[ Organizational Development

[+ Enterprise Learning

> Workforce Monitoring

[- Pension

> Campus Community

> Student Recruiting

[ Student Admissions b |
[ Records and Enroliment
(> Curriculum Management
[ Financial Aid

[+ Student Financials

[- Academic Advisement

m

[- Contributor Relations

[+ SA Integration Pack

[> SetUp HRMS

[> SetUp SACR

[~ Enterprise Components
[- QuickAddress Pro Web Int -

€ Local intranet | Protected Mode: Off #100% v
R s S .
f® Inbox- Microsoft .. | @ ImageNow - 1006.. | /= Employee-facing .. | < (@ @ W =1 210pMm

Step Action

1. Begin by navigating to the GA Document Imaging page.

Click the Student Admissions link.
[- Student Admissions)|

Click the Image Now link.

Page 21




Training Guide Productivity
ImageNow Training u?mdss T Kit

Step Action

3. Click the next Image Now link.

The first time you access this page, you may want to add it to your favorites.

5. If you do not know the student 1D number, you can search by using the student's
Last Name and/or First Name.

In this example, we will search by the student ID.

| £ hitps://sa-tst.umasscs.net/psp/satsto0/EMPLOYEE/HRMS/c/UM_RA.UM_IMAGE_NOW_CMPNT.GBL?FolderPz + 4 | 45 | X [| Google Poand
File Edit View Favorites Tools Help @ Convert + [ Select
— = = »
% g | @mageNow [ By v B - @ v |2 Page v i Tools v
A University of
Massachusetts
umass
~ Image Now - New Window | \§, +
age
[+ Application Entry
[+ Application Maintenance Um Image Now Cmpnt
|- Application Evaluation Enter any information you have and click Search. Leave fields blank for a list of all values.
b ing Application:
1> Application Delete { Find an Existing Value "{_ Add a New Value |
[- Applicant Summaries
[» 3 C's and Event —
e s Application Nbr: begins with ~ | Q
[» External Org Summaries D: begins with ~ Q
I Application Fees and W
Deposits Academic Institution: = - UMLOW Q
[ Enrollment Targets N -
> Extermal Test Score Academic Career: begins with ~ Q
Processing Application Program Nbr: = - 0
[ Application/Transcript Q E
Loads Academic Program: begins with ~ Q
I OUAC = § : ;
I Reports Admit Term: begins with ~ Q
I Base Register NLD Application Center: begins with ~ Q
I- Processing Admissions
NLD Campus ID: begins with «
I Processing Admissions -
Mational ID: begins with «
I» TAC Pracessing Last Name: begins with +
I Processing Studielink N
NLD First Name: begins with ~
[» UCAS Processing B .
I> PBI Processing Case Sensitive
[> Records and Enroliment
[ Soel e TEgEm e Search | Clear |E|asic Search [E Save Search Criteria L4
[> Financial Aid
[» Student Financials
[> Academic Advisement - Find an Existing Value | Add a New Value -
€ Local intranet | Protected Mode: Off E100% ~

[® Inbox - Microsoft .. || @ ImageNow - 1006.. | /= Image Now - Win., | < @@ W &1 219pm

Step Action

6. Enter the desired information into the ID field.

Enter "99999999".

Click the Search button.

Page 22




iy

Training Guide
ImageNow Training
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[ Application Entry

[ Application Maintenance

[+ Application Evaluation

I Processing Applications

[ Application Delete

> Applicant Summaries

[ 3 C's and Event
Summaries

I External Org Summaries

I- Application Fees and
Deposits

[ Enrollment Targets

[+ External Test Score
Processing

[+ Application/Transcript
Loads

[» DUAC

I* Reporis

- Base Register NLD

I Processing Admissions
NLD

I Processing Admissions
NZL

I» TAC Processing
I Processing Studielink
NLD

[» UCAS Processing

> PBI Processing
[+ Records and Enroliment
[> Curriculum Management
[» Financial Aid
[> Student Financials
[> Academic Advisement

GA Document Imaging

R e

& Convert = [ Select

|-+ Page = {3 Taols »

New Window | Help | /&,

Personal Information

Student ID:
99999999

Primary:

Alias1:

m

Alias 2:
Alias 3:

Alias 4:

Academic

Application Nbr:

Date of Birth:
04/24/1959

Black Fred

00164614

National ID:
KGOG2914

m

Done

BET@

Action

=
@ ImageMow - 1006...

Click the ImageNow Application.
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<~ Image Now
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[ Application Entry

[ Application Maintenance

[+ Application Evaluation

I Processing Applications

[ Application Delete

> Applicant Summaries

[ 3 C's and Event
Summaries

I External Org Summaries

I- Application Fees and
Deposits

[ Enrollment Targets

[+ External Test Score
Processing

[+ Application/Transcript
Loads

[» DUAC

I* Reporis

- Base Register NLD

I Processing Admissions
NLD

I Processing Admissions
NZL

I» TAC Processing

I Processing Studielink
NLD

[» UCAS Processing

> PBI Processing

Records and Enroliment

Curriculum Management

Financial Aid

Student Financials

Academic Advisement

=

@ Convert = [ Select

M v B v d@ v [ Page v @ Tools v

New Window | Help | [,

{ GADoc

Personall

() ImageNow - 10060299

Connect  Settings  Help

&% spplications + | Batches - j Documents ~ 4\ Wordiow = u‘ Capture - 46T Manage @IHelp -

n

Academic

Application Nbr:

Primary: Black Fred

Alias1:

Alias 2:
Alias 3:

Alias 4:

00164614

m

€5 Local intranet | Protected Mode: Off
R i
f® Tnbox- Microsoft .. || @ Imagehow - 1006.. | 7= Image Now - Win.. | < (@ @& B

#100% ~
W 224PM

Action

lBa

tches -

Click the Batches dropdown button to activate the menu.

10.

Click the Ready for Linking menu.
| Ready for Linking

11.

To begin linking you want to make sure that the State column for the QA step is
set to "Completed".

12.

Double-click an entry in the Document row.

13.

The buttons used for linking are at the bottom of the page. They are defined left to
right as follows:

1. Link Page - Links data from the Business Application to the document keys on
the page.

2. Save Batch Page - Saves the page in the batch

3. Hold Page - Holds the page in the batch and moves on to the next page

4. Suspend Batch - Stops Link processing

5. Delete Batch Page - Deletes the page from the batch

14.

You may also utilize the buttons in the Actions pane as well.
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Step Action

15.

Click the Link Page button.

16. The Student ID, Student Name, Term, and Plan populated from PeopleSoft to
the document keys on the Properties pane.

17. Once the linking is complete, you must associate the document type. In this
example, we are viewing an application, so we need to update the Document
Type field accordingly.

Note: This field is important because much of the workflow processing in
ImageNow is driven from the Document Type field value.
18.
Click the Document Type list.
||Acr_ept Dedline Confirmation ||

19. Note: This Document Type list has what is called "smart list" functionality. This
means if you type the first letter of the document type value, the first instance of
document types beginning with that letter, will be highlighted in the list. For
example, if you type the letter "e" on your keyboard the "Essay" Document Type
will be highlighted.

20.
Click the Application Graduate Admissions list item.
[Application Graduate Admissions

21.
Click the Save Batch Page button.

22. After clicking Save, the document goes away and is now stored in ImageNow
based on the document key values (e.g., Student I1D) that were just linked.
Let's process the next page.

23. Since this is the second page of the application for the same student, all of the
document key values are the same. Therefore, all we need to do is Save the
document.

When the document keys are saved, if two pages have identical document key
values, ImageNow will merge the two pages into the same document.

24.

Click the Save Batch Page button.
25. This next page is an application for a different student. To link the document keys

for Janet Greene, we need to open her record in PeopleSoft.
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Actions

" |Batch Processing 3

View Annotation

Workflow  Projects
/O & faadecBESO -
Trsvrss/ /[ 10R

Window Help

A8

1, x University of Massachusetts
Graduate Web Application Summary

Applications POST ED o PeogieSoft

Reprt 1D PageNo 1
Rabwe 00 1200 |

Ron Time | 7488

[l »

itsion:
Carcer - Appl Ct:

Bio Demn Data Citizenship & Visa

' Link this page
i save this page
) Hold this page
I3 Suspend this batch
] Delete thiz page

MNare Greens, Janes
Previous Last Name Couniry of Ciizenship Unised States
)

Appl e
Email 1D
S5N Vish Number
Visu Start Dae
Visa Expive Dite

Unised Sesees
Charlestown

| Pa D | e,
5 Page

Full-Time
06103010
s

& Print this page

LS. Citizenahip Stanss
BirihiDaie

Native Citizen
1171771850
Eihnic Crougy
Gerter M
Military Stus o Mifiary Service
Address & Phene

Mailing Address

vsh
PERM Phone: 7216621120
Business Phone

el Pheee

Laocal Fhone:

Emergency Contact Infarmation

Prinury.
Contict Nawe: David Greene
Conact Relutiership Parent

Addresal 123 Gardener Road
Address?

Address

Eatricia Greeme

123 Gardener Road

Milzen
I

01215
ush

Properties

Akpplimliun Plan 2
Select an application plan:

Peoplesoft Custom Page -

=
&2 Document Keys 2
Drawer

UML Grad Admissions
Student ID
99599999
Student Name
Black Fred
Term
2010 Spring
Plan
Business Administration (MEA)
Date Scanned

»

m

2010-07-13 11:52:15.895
Document Type

Application Graduate Admiss ~

More...

~'+ Custom Properties )

Sub-Plan
Program
Alias1

Batch ID: 116

Pageleof2

Step

Action

26.

Click the PeopleSoft application.

217.

To scroll down to the bottom of the page, click the Scroll bar.
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|/~ Image Now - Windows Internet Explorer

File Edit View Favorites Tools Help & Convert v [3 Select

% & [ @mageNow ]_} i = B v @ v [Page v & Tools v
A University of

Massachusetts
UMASS

Menu
CPEyTe

Worklist Add to Favorites Sign out

> Workforce Development
[> Organizational Development

> Enterprise Learning Academic

- Workforce Monitoring

[ Pension

[> Campus Community Application Nbr: 00164614

[ Student Recruiting

= Student Admissions ( Term: 2010 2010 Spring
« Image Now
3 irzm'on Enry Academic Program: BUS-G Business Administration (MBA)
[ Application Maintenance "
[ Application Evaluation Plan:
[> Processing Applications Sub-Plan:

m

[- Application Delete

(- Applicant Summaries

[ 3 C's and Event
Summaries

[ External Org Summaries

[ Application Fees and
Deposits

[» Enroliment Targets

[- External Test Score
Processing

[ Application/Transcript
Loads

[ QUAC

[- Reports

[ Base Register NLD

[ Processing Admissions
NLD

[ Processing Admissions

m

= save | ELReturn to Search | [=] Notity |

[» TAC Processing
I Dy ad . | 0

Local intranet | Protected Mode: Off E100%

Step Action

Click the Return to Search button.

£\ Return to Search
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| & hitps://sa-tst.umasscs.net/ psp/satsto0/EMPLOYEE/HRMS/c/UM_RA.UM_IMAGE_NOW_CMPNT.GBL?FolderP: » 4 | 44 | X [|| Google L~
File Edit View Favorites Tools Help & Convert ~ [3)Select
— - - »
oo [leagemw I I % v B v @ v |- Page v i Teols +
A University of
Massachusetts
UMASS
<~ Image Now - New Windaw ‘ hn =
age
[ Application Entry
[+ Application Maintenance Um """’E_'E ND\A‘l Cmpnt
1> Application Evaluation Enter any information you have and click Search. Leave fields blank for a list of all values
I Pr ppl !
1> Application Delete { Find an Existing Value {_Add a New Value |
> Applicant Summaries
[-3 C's and Event N "
Trraas Application Nbr: begins with ~ | Q
[> External Org Summaries 1D: begins with Q,
I- Application Fees and B
Deposits Academic Institution: = UMLOW Q
[- Enrollment Targets N
> External Test Score Academic Career: begins with « Q.
SuEE Application Program Nbr: = - 0
[+ Application/Transcript PP b Q E
Loads Academic Program: begins with ~ Q
[» DUAC =
I Reports =| Admit Term: begins with ~ Q
- Base Register NLD ication Center: begins with + Q
[ Pr ing A
NLD Campus ID: begins with «
[» Processing Admissions
NZL 0 National ID: begins with «
[» TAC Processing Last Name: begins with ~
I Processing Studielink N
NLD First Name: begins with
[» UCAS Processing ] "
I> PBI Processing Case Sensitive
[+ Records and Enroliment
b Curriculum Management Search | Clear |Bas|c Search [E Save Search Criteria L
[» Financial Aid
[> Student Financials
> Academic Advisement ~ Find an Existing Value \ Add 3 New Value h
€. Local intranet | Protected Mode: Off #100% ~

PR T — | e —————— y
f® nbox- Microsoft .. | @ ImageNow - 1006.. || /= Image Now - Win.. | < (@@ W F1 210pm

Step Action

29. Enter the desired information into the ID field.

Enter "99999425",

30. Click the Search button.

31. Just like Fred Black, we have Janet Greene's record open in PeopleSoft. Now we
can link this information to the document keys on her application in ImageNow.

32. Click the ImageNow application.

33. Click the Link Page button.

34. Janet Greene's data appears correctly in the Document Keys. The only thing to
watch for is the document type. If it has changed, you must update the document
type value as needed.

In this case, the document type is the same.

35. Click the Save Batch Page button.

36. Click the Save Batch Page button.
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Step Action

37. When linked documents are saved, they no longer appear in the Batches View.

38. Congratulations! You have successfully linked data from the Business Application
(e.g., PeopleSoft) to documents in ImageNow.
End of Procedure.

Finding Documents within the Business Application

The Application Plan (Binoculars) in ImageNow is a feature that allows users that are working in
a Business Application (e.g., PeopleSoft) to use ImageNow to access associated documents of the
student being viewed in PeopleSoft. For example, if you open John Smith's record in PeopleSoft,
you can open ImageNow and be able to bring up all ImageNow documents for John Smith. At
this time, ImageNow can only open documents in ImageNow if you are viewing the GA
Document Imaging page in PeopleSoft.

Upon completion of this topic, you will be able to find ImageNow Documents while in
PeopleSoft.

Procedure

Consider this Scenario:

Your goal is to search for Fred Black in PeopleSoft and then retrieve all of his documents in
ImageNow.
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[ Stock

[- Pension
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> Manager Self Service
[ Warkforce Administration
[> Compensation

[> Time and Labor

[ Payroll for North America

[ Global Payroll & Absence Mgmt
[ Payroll Interface

> Workforce Development
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[+ Enterprise Learning

> Workforce Monitoring

> Campus Community

> Student Recruiting

[ Student Admissions

[ Records and Enroliment
(> Curriculum Management
[ Financial Aid

[+ Student Financials

[- Academic Advisement
[- Contributor Relations

[> SetUp HRMS
[> SetUp SACR
[~ Enterprise Components
[- QuickAddress Pro Web Int -

M v B v # v [Page v @3 Tools v

=

Worklist Add to Favorites Sign out

Content | Layout

-

®

m

n Pack

€ Local intranet | Protected Mode: Off
— .
@ ImageNow - 1006.. | /7 Employee-facing .. | < (@ @ B &1 219pM

H100% -

AR TR T —
[® Inbox - Microsoft ...

Action

Begin by navigating to the GA Document Imaging page in PeopleSoft.

Click the Student Admissions link.
[ Student Admissions]|

Click the Image Now link.

Click the next Image Now link.

The first time you access this page, you may want to add it to your favorites.

If you do not know the student 1D number, you can search by using the student's
Last Name and/or First Name.

In this example, we will search by the student ID.
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[ Application Entry
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1> Application Delete { Find an Existing Value {_Add a New Value |
> Applicant Summaries
[-3 C's and Event N "
ST Application Nbr: begins with ~ | Q
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I- Application Fees and B
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[- Enrollment Targets N
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Processing Application Program Nbr: = - 0
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b Comer T TEEhmET. Search | Clear |Bas|c Search [El Save Search Criteria L
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[> Student Financials
> Academic Advisement ~ Find an Existing Value \ Add 3 New Value h
€5 Local intranet | Protected Mode: Off % -

e ETZ@mE ox - Microsoft ... @ ImageNow - 1006... 2 Ima

Step Action

6. Enter the desired information into the ID field.

Enter "99999999".

7. Click the Search button.

8. After opening Fred Black's Personal Information, you can open ImageNow to
search for all of Fred Black's documents.

In this example, ImageNow is already open. If it is not, you will need to open it
and log in.
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Summaries

99999999 04/24/1959 KGOG2914

I External Org Summaries

I- Application Fees and
Deposits

[> Enrollment Targets Names

[+ External Test Score
Processing

- lication/Transcript
t‘;:ds s Primary: Black,Fred

[» DUAC

I* Reporis

- Base Re_gislar NLD Alias 2:

I Processing Admissions
NLD Alias 3:

I Processing Admissions
NZL

m

n

Alias1:

Alias 4:

I» TAC Processing
I Processing Studielink N
NLD
[» UCAS Processing
> PBI Processing
[> Records and Enrollment Academic
[> Curriculum Management
[» Financial Aid
[> 8tudent Financials Application Nbr: 00164614 -
> Academic Advisement -4 n »

D

Step Action

Click the ImageNow Application on your status bar.
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=M 2| https://sa-tst.umasscs.net/psp/satsto)/EMPLOYEE/HRMS/c/UM_RA.UM_IMAGE_NOW_CMPNT.GBL?FolderP: v & | 43 | X [l Google

o -

W [@ Image Now

University of
Massachusetts
UMASS

<~ Image Now

age

[ Application Entry

[ Application Maintenance

[+ Application Evaluation

I Processing Applications

[ Application Delete

> Applicant Summaries

[ 3 C's and Event
Summaries

I External Org Summaries

I- Application Fees and
Deposits

[ Enrollment Targets

[+ External Test Score
Processing

[+ Application/Transcript
Loads

[» DUAC

I* Reporis

- Base Register NLD

I Processing Admissions
NLD

I Processing Admissions
NZL

I» TAC Processing
I Processing Studielink
NLD
[» UCAS Processing
> PBI Processing
[+ Records and Enroliment
[> Curriculum Management

=

@ Convert = [ Select

M v B v d@ v [ Page v @ Tools v

New Window | Help | [,

{ GADoc

Personall

() ImageNow - 10060299

Connect  Settings  Help

&% spplications + | Batches - j Documents ~ 4\ Wordiow = u‘ Capture - 46T Manage @IHelp -

m

n

Academic

Primary: Black,Fred
Alias1:
Alias 2:
Alias 3:

Alias 4:

[> Financial Aid
[> Student Financials
> Academic Advisement - 4 1N ] »

Application Nbr: 00164614 -

Done

#100% ~
W 224PM

€5 Local intranet | Protected Mode: Off

f -1 A

R TE T —— T —|
& Inbox - Microsoft.. | @ ImageNow -1006... | {- Image Now - Win...

Action

Click the Applications (Binoculars) dropdown button to activate the menu.

& Applications =

11.

The Application Plan (Binoculars) for your campus will be available based on
your security.

The Application Plan (Binoculars) searches for documents in ImageNow based on
data in PeopleSoft's GA Document Imaging page.

12.

Click the ISIS GA Custom Page menu.

| 515 6A Custom Page |

13.

If applicable, you can now open the document.

By clicking the ISIS GA Custom Page Application Plan (Binoculars), ImageNow
retrieved all of the documents for Fred Black.
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X ImageNow Explorer [ e
Fle Edit View Workflow DProjects Help
ieE S 2 = L m @) [ 2 A PeopleSoft Custom Page -BB0oe 2 5 56
icn:s ** 2|4 | Drawer | Folder [Tab |Field 3 |Field 4
5 #% Application Plans
#% I5IS GA Custom Page =)
£ CeopionCusom P29 |m UML Grad Admissi... 99999999 Black,Fred 2008 Spring Electrical Engir
Batches £ UML Grad Admissi... 99999999 Black,Fred 2008 Spring Electrical Engir
Pocuments UML Grad Admissi... 99999999 Black,Fred 2008 Spring Electrical Engirn|
& Workflow
UML Grad Admissi... 99999999 Black,Fred 2008 Spring Electrical Engir

® Imagehlow.. |

1 selected

v

9 documents

A ImageNow...

s vy o

FTBOW T zxnem

Step Action

14. Double-click in the Document row.

15. The document displays in the Document Viewer.
Once you have opened the document, you can open the Related Documents pane
to view all other applicable documents for this student.

16. Click the View menu.

17. Click the Related Documents list item.
| Related Documents |

18. The documents that are listed in the Related Documents pane are accessible for
viewing.

19. Congratulations! You have successfully found all documents for a student in
ImageNow from the Business Application (PeopleSoft).
End of Procedure.

Workflow

This lesson describes the procedures for managing Workflow. Upon completion of the lesson,
you will be able to:
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e Understand How to Find a Document in a Queue
e Route Documents Forward, and
e Route Documents Anywhere

Understanding How to Find a Document in a Queue
Captured and faxed documents remain in workflow queues.

Evaluators determine the appropriate routing application for each document.

Procedure

Consider this scenario:

You will review how to find a document in workflow queues.

Step Action

1. For this example, we will review the Workflow queues for the UMass Lowell
Graduate Admissions department since the process is the same in all three
campuses.

2. The document keys, Time in Queue, Status, etc., provide important information.

For example, you may wish to investigate how long a document has been in this
queue.

3. The Business Administration Graduate Administration Applied and
Processing queue stores all applications for the GPDs to process.

4. The Evaluator (1,2,3) queues contain documents to be evaluated.

Evaluators will either send a document to the File queue, to the Document
Repository (Submit to Content), or to the Recycle Bin.

5. The Fax Start queue contains all incoming fax documents that have automatically
been uploaded to the system and that need to be evaluated.

6. The Start queue receives all other documents that have either been scanned or
imported.
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T ImageNow Explorer (=R ==

i File Edit View Workflow Projects Help

i) & {8 UML Gred Admissions A e '\HE ‘‘‘‘‘ =

s B X [quick search | seardh|
# Application Plans
Batches [workfiow item status = | [is equal to | [any - Go
Documents
5 & Workilow Time In Queue |Type |Sta... ‘Folder ‘Tab
[EK ] UML Grad Admissions|
£ Business Administration - MBA (UMLGA Applied and Precessing) Enter search criteria.

) Evaluator1 (UMLGA Evaluators)
&) Evaluator 2 (UMLGA Evaluators)
) Evaluator 3 (UMLGA Evaluators)
£ UMLGA Fax Start

£ UMLGA Recycle Bin

£ UMLGA Start

0 items

Step Action

7. Click the Business Administration - MBA (Applied and Processing) item.

8. Open a document in the Business Administration queue.
Double-click an entry in the row.

9. Evaluators will view the document and route it to the appropriate route
application (to File, to the Document Repository (Submit to Content), or to the
Recycle Bin).
See the Routing topics for more details.

10. Congratulations! You have reviewed understanding how to find a document in a

gueue.
End of Procedure.

Routing Documents Forward
Using ImageNow Workflow, documents can be routed to the next queue in the workflow process.

When the document will be sent to the next queue in the workflow process flow, it is Routed

Forward.
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Note: When only a single route is defined for the queue, the Route Forward dialog box does not
appear and the item is automatically routed.

Procedure

Consider this scenario:

Your goal is to route a document forward to the next queue in the workflow process.

1. ImageNow Explorer

UL Grad

=@

[E=H N 5
i File  Edit Miew Workflow Projects Help
gk - i 7 ! § G UML Grad Admissions SE L e e ! ‘‘‘‘‘‘ !
Wiewis B X [ cick Search | 5earch
# Application Plans
Batches [ workfiow tem status v | [is equalta | [any - Be
Docurnents
= 2 Workflow Time In Queue |Type |Sta... ‘Folder ‘Tah ‘Field 3 |Field 4

Enter search criteria.

i

r

0l items

Step

Action

Begin by navigating to a document that you wish to route to the next queue in a

workflow.

For this example, we will use UMass Lowell since the processes are the same for
all three campuses.

Click the UML Grad Admissions tree item.
UML Grad Admissions
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| . ImageNow Explorer =0 R
i file Edit View Workflow Projects Help
o 8 = 20 ot BB Evalustor L (UMLGA Evalustors) B I 9\!5 S B0 S b !

icHs # X (MQuickSearch [search
# Application Plans A

Batches ‘

['r‘-n‘urkﬂuw item status v] [\s equal to v] [Any v] Go ‘

Documents
= @ Workflow — |Time In Queue ‘Type |Sta... |FOIder |Tab ‘Field 3 ‘Fie
= B UML Grad Admissions

Adlt Psy & Mntl Hith NU-Cert (UMLG No items found.

Adit Psy & Mntl Hith NU-Cert (UMLG

Applied Statistics-Cert (UMLGA Appli

Applied Statistics-Cert (UMLGA Read:

Beh Intervention Autism-Cert (UMLG.

Beh Intervention Autism-Cert (UMLG

Bio MS-Biomed & Biotech PSM (UML

Bio MS-Biomed & Biotech PSM (UML

Biclegical & Safety Lab-Cert (UMLGA

Biclogical & Safety Lab-Cert (UMLGA

Biomed Engr & Bictech-PHD (UMLG!

Biomed Engr & Biotech-PHD (UMLG:

Biomedical Engineering-Cert (UMLG#

Biomedical Engineering-Cert (UMLG/

BioS MS-Applied Biotech (UMLGA Ap

BicS MS-Applied Biotech (UMLGA Re

BioS MS-Applied Bictech PSM (UMLC

BicS MS-Applied Biotech PSM (UMLC

BioS MS-Biosafety (UMLGA Applied @

BicS MS-Biosafety (UMLGA Ready for

BioS MS-Biosafety PSM (UMLGA App

BioS MS-Biosafety PSM (UMLGA Reac

BioS MS-Bictechnelogy (UMLGA App

BicS MS-Biotechnology (UMLGA Rea

BioS MS-Enviren Biotech (UMLGA Ap

BioS MS-Environ Biotech (UMLGA Re

BioS MS-Enviren Biotech PSM (UMLE

BicS MS-Environ Biotech PSM (UMLE

BioS M3-PM for Life Sci (UMLGA App

BioS MS-PIM for Life Sci (UMLGA Rear

i€ KAS_DMA £ | i €ri DERA 1IRAL 7 T
F] . 1 v 4 m ] v

pEBABBHIHEDIHOHBHIHIHHEBHIEDIHHDEDD

1 selected 0 items

Step Action

2. Select the queue that you want.

Click the Vertical scrollbar.

m
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T ImageNow Explorer

i File Edit View Workflow Projects Help

) Evaluztor 1 (UMLGA Evaluaters) B I '\!E

[

Wiews

ax
&) Electrical Engineering-END (UMLGA [~
£ Electrical Engineering-PHD (UMLGA ¢
£} Electrical Engineering-PHD (UMLGA F
€3 End of Life Nursg Care-Cert (UMLGA
) End of Life Nursg Care-Cert (UMLGA
£ Energy Conversion-Cert (UMLGA App
&) Energy Conversion-Cert (UMLGA Rea
€3 Energy Eng MSE-Nuclear (UMLGA Ap
£ Energy Eng MSE-Nuclear (UMLGA Re
&3 Energy Eng MSE-Solar (UMLGA Appli
) Energy Eng MSE-Solar (UMLGA Read
£ Energy Engineering-END (UMLGA Ap
) Energy Engineering-END (UMLGA Re:
£ Energy Engineering-PHD (UMLGA Apy
£ Energy Engineering-PHD (UMLGA R
£ Enviren Biotechnolegy-Cert (UMLGA
&) Environ Biotechnology-Cert (UMLGA
nent-Cert (UMLG
£ Environ Risk nent-Cert (UMLG
£ Environmental Studies-MS (UMLGA £

=3

=3

£ Enviren Risk

£ Environmentsl Studies-MS (UMLGA F
£ Evaluator1 (UMLGA Evaluators)
£ Evaluator 2 (UMLGA Evaluators)
£ Evaluator 3 (UMLGA Evaluators)
) Family Studies-Cert (UMLGA Applied
€ Family Studies-Cert (UMLGA Ready fc
£ Forensic Criminology-Cert (UMLGA £

£ Forensic Criminelogy UMLGA F
£ Foundaticns of Busin
£ Foundatiens of Business-Cert (UMLG.
£} Gerontological Nursing-Cert (UMLGA
€} Gerentological Nursing-Cert (UMLGA
£ Geropsy/Mental Hith Nsg-Cert (UMLI
sy/Mental Hith Nsg-Cert (UMLI
£} Health Informatics-Cert (UMLGA Apf,
BN Licalbh Tnformmatice e (1101 GA Bea
[ *

Quick Search | Search

[workfiow item status ~ | [is equal 1o = [any

-] B

Time In Queue ‘Type |Sta... |FOIder |Tab

[Field 3 |Fie

No items found.

1 selected 0 items

0

Action

Click the Evaluator 1 (UMLGA Evaluators) tree item.
| Evaluatorl (UMLGLA E*.faluator:)l

Double-click an entry in the document row.

Select the document that you want to route forward to the next queue.

The document opens in a separate window.

Click the Route Forward button.

You want to send the document to the next queue in the workflow.

Click the UMLGA File tree item.

Select a queue in the next workflow process to which to send the document.

Click the Route button.

queue.

The document is no longer in the Evaluator 1 (UMLGA Evaluators) workflow
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10. Congratulations! You have routed a document forward to the next queue in the
workflow.

End of Procedure.

Routing Documents Anywhere
Using ImageNow Workflow, documents can be routed to a different queue.

When the document will be sent to a specific queue it will use the Route Anywhere process.

Note: You will have the Route Anywhere process depending upon your security.

Procedure

Consider this scenario:

Your goal is to route a document to a specific queue.

T ImageNow Explorer [F=R ==
i File Edit Miew Workflow Projects Help
- > iy £} § 8 UML Grad Admissions R O WL D E
Viewss # X qick Search | seardh |
# Application Plans
Batches [wiorkflow kem status = | [is equal to =] [any - Be
Docurments
=& ’\'_"U'kf'UW Time In Queue |Type |Sta... ‘Folder ‘Tab ‘Field 3 |Field 4
@

Enter search criteria.

0items
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Action

1.

Begin by navigating to a document that you wish to route to a specific queue in the
workflow process.

For this example, we will use the UMass Lowell since the processes are the same
for all three campuses.

Click the UML Grad Admissions tree item.

o

1. ImageMow Explorer [E= =R

oFile Edit View ‘Workflow Projects Help

| HEQUMLGranAdmsmm ST '\!i‘ bt St

)

=
bl
=

Ll

1OHSEDHIDBIHBBEHIHIDIHHBHIHHIHHHHBHAHDD

R x *’—l

. ool | [Tanlbsr Gptions

Adlt Py & Mntl Hith NU-Cert (L || [workflow tem status ] [is equalto -] [any o
Adlt Psy 8 Mt Hith NU-Cert (L =

Applied Statistics-Cert (MLGA. || Time In Queue |Type |Sta... ‘Folder ‘Tab ‘Field 3 |Field 4
Applied Statistics-Cert (UMLGA |

Beh Intervention Autism-Cert (Ll Enter search criteria.
Beh Intervention Autism-Cert (Ul
Bio MS-Biomed & Biotech PSM
Bio MS-Biomed & Biotech PSM
Biolagical & Safety Lab-Cert (Uh
Biolagical & Safety Lab-Cert (UN
Biomed Engr & Biotech-PHD (Ul
Biomed Engr & Biotech-PHD (Ul
Biomedical Enginesring-Cert (Ut
Biomedical Engineering-Cert (Ul
Bios Ms-Applied Biatech (UMLE
Bios MS-Applied Biotech (UMLE
BioS MS-Applied Biatech PSM (L
Bios MS-Applied Biotech P3M (L
Bios MS-Biasafety (UMLGA App
Bios MS-Biosafety (UMLGA Reac
BioS MS-Biasafety PSM (UMLGA
Bios Ms-Biosafety PSM (UMLGA
BioS MS-Biatechnology (UMLGE
BioS M5-Biotechnology (UMLGE
BioS MS-Enviran Biatech (UMLG
BioS M5-Environ Biotech (UMLG
BioS MS-Enviran Biatech PSM (L
BioS MS-Environ Biatech PSM (L
BioS MS-PM for Life Sci (UMLGA
BioS MS-PM for Life Sci (UMLG2
BioS MS-PM for Life Sci PSM (P
BioS MS-PM for Life Sci PSM (UH
Biotech & Biaprocess-Cert (LML
Biotech & Bioprocess-Cert (UML

Briefd MABAfor e dime (RIS T
T r

« I v

0items

Step

Action

Select the workflow queue that you want.

Drag the Vertical scrollbar.
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i File

it

T ImageNow Explarer

Edit Miew Workflow Projects Help

f

2 (3 UML Grad Adrmissions

-marael:

(=R [ER[

Wiews

HHHAHHHHHHDDDHDIDHDADHDHDADHHA

R X
Energy Eng MSE-Muclear (UMLGA Aps
Energy Eng MSE-Nuclear (UMLGA Re
Energy Eng MSE-Solar (UMLGA Appli
Energy Eng MSE-Solar (UMLGA Readh
Energy Engineering-END (UMLGA Ap
Energy Engineering-END (UMLGA Re
Energy Engineering-PHD (UMLGA Ap
Energy Engineering-PHD (UMLGA Re
Cert (UMLGA
Cert (UMLGA

Environ Biotechnalog,

Environ Bictechnelogy
Environ Risk A
Environ Ris
Environmental Studies-MS (UMLGA £
Environmental Studies-MS (UMLGA F
Evaluator 1 (UMLGA Evalustors)
Evaluator 2 (UMLGA Evalusters)
Evaluator 3 (UMLGA Evalustors)

Family Studies-Cert (UMLGA Applied
Family Studies-Cert (UMLGA Readly fo
~Cert (UMLGA £
-Cert (UMLGA F
Foundations of Business-Cert (UMLG
Foundstions of Business-Cert (UMLG
Gerontelogical Nursing-Cert (UMLGA
Gerontological Nursing-Cert (UMLGA
sy/Mental Hith Nsg-Cert (UMLI
Mental Hith Neg-Cert (UMLI
Health Informatics-Cert (UMLGA Apg
Heslth Informatice-Cert (UMLGA Rea
Health Management-Cert (UMLGA A
£ WE MS-Occ & Eriron Hygiene
£ WE M3-Occup & Envirn Hyg PSH
£ WE MS-Occup & Envirn Hyg PS!
£ WE M3-Occupational Ergonomil—
£ WE MS-Occupational Erganormis
L0 E IAS_Dinlicos 1ML 2R Anliad
n L3

Ferensic Criminclogy

Farensic Criminolo

Quick Search | search

[wiorkflaw tem status = | [is equal to

=) e

- B ‘

Time In Queue

|Type |Sta... ‘Folder ‘Tab

Field3  |Field 4

Enter search criteria.

0

0items

Action

Click the Evaluator 1 (UMLGA Evaluators) tree item.
| Evaluatorl (UMLGA E*.faluator:)l

Double-click the document row.

Select the document that you want to route to a specific queue.
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Click the Route Anywhere button.

., Document - &pplication Graduate Admissions - Workflow - [Page 1] = =R
i File View @&nnotation Workflow Projects Window Help -8 x
M- 22,00 1 0liqa0 BB -}
Ll E R T Al A de o =
Report 1D: 7ADR0233 University of Massachusetts PageNo | [
Institution: UML Graduate Web Application Summary RunDate 06/ 1/2010
Career - Appl Ctr: GRD- GRD Applications POSTED to PeapleSoft Run Time  17:48:08
Bio Demo Data Citizenship & Visa
Name Black, Fred
Previous Last Name Country of Citizenship United States
99999999
Appl type coM Visa Type
Email 1D fhlack@ymail .com Visa Status
SSN XXX-XX-0000 Visa Number
Start Term 2010 Spring Visa Start Date
Admit Type Graduate MBA Visa Expire Date
Intended Program Management Birth Country United States
Intended Plan Business Administration Birth City Taunton
[ntended Sub Plan
Online program
Alternate Program
Alternate Plan
Alternate Sub Plan
Academic Load Full-Time
Application Date 06/10/2010
Mass Residency IS
U.S. Citizenship Status Native Citizen
BirthDate 04/03/1992
Ethnic Group
Gender M
Military Status No Military Service
Address & Phone
MMl -k M P -FAREL T Yokod |
UML Grad Admissionsh99992563% anes, Davet2010 Spring\Busine: £ UMLGA Routing Page 1aof 2
Step Action
5. The document opens in a new window.
6. You want to select a specific queue in the workflow process to which to send the
document.
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4, Document - Application Graduate Adrmissions - Warkflow - [Page 1] = lef =)
i File View @&nnotation Workflow Projects Window Help -8 x

M 22,70 2 illiaas eBEED -B

LA R T v s AL =]

Report 1D: ZADR0233 University of Massachusetts PageNo 1 o

Institution: UML Graduate Web Application Summary Run Date 06/ 12010  —

Career - Appl Ctr: GRD- GRD Applications POSTED to PeapleSoft Run Time  17:48:08

Bio Demo Data Citizenship & Visa

Name Black, Fred

Previous Last Name Country of Citizenship United States

99999999

Appl type coM Visa Type

Email 1D fhlack@ymail .com Visa Status

SSN XXX-XX-0000 Visa Number

Start Term 2010 Spring Visa Start Date

Admit Type Graduate MBA Visa Expire Date

Intended Program Management Route Anywhere =

Intended Plan Business Administy

[ntended Sub Plan

Select any destination queus to route this item in the workflow process:
Online program

Alternate Program Busid MBA-ManuFacturing (MLGA Applied and Pracessing) A
Alternate Plan Busid MBA-Manufacturing (UMLGA Ready for Review,
4 L A Applied an o)
Alternate Sub Plan Business Administration - MBA (UMLGA Ready For Review) 4
Academic Load Full-Time AT MED-Autisr Studies (UMLGA Applied and Processing)
Application Date 06/10/2010 BT MED-Autism Studies (UMLGA Ready for Review)
e Recidene Y AT MED-Education (UMLGA. Applisd and Processing)
Vla‘:s Ijn_swdum__v § Is e C&T MED-Education (UMLGA Ready For Review)
U.S. Citizenship Status Native Citizen a1 MED-English 2nd Language (UMLGA Applied and Processing)
BirthDate 04/03/1992 & MED-English 2nd Language (UMLGA Ready for Review)
o & MED-Iniial Certification (UMLGA Applied and Processing)
Ethnic Group I MED-Initial Certification (UMLGA Ready Far Revisw)
Gender M Cal MED-Seience Education (UMLGA Applied and Processing)
Military Status No Military Service CBI MED-Seience Education (UMLGA Ready For Review) il
o AT T 1 et 1 1t £t A ek e i

Address & Phone

N Al -pHPRIA S Fag-maczl

UML Grad Admissions499991583 Smith, Julie\2010 Spring'Busine: £ UMLGA Routine Page 1of 2
Step Action
7. You have a choice to select any available destination queue to route the document.

In this example, you will route the document to Business Administration - MBA
(UMLGA Applied and Processing).

8. Iick the Route button.

|

9. The document is no longer in the Evaluator 1 (UMLGA Evaluators) queue.
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€2 Energy Engineering-END (UMLGA Ap
£) Energy Engineering-END (UMLGA Re:
€2 Energy Engineering-PHD (UMLGA Ap
£) Energy Engineering-PHD (UMLGA Re
£ Enviren Bictechnology-Cert (UMLGA
) Environ Bictechnology-Cert (UMLGA
£ Enviren Ri
£ Environ Ri
€2 Envirenmental Studies-IMS (UMLGA £
) Environmental Studies-15 (UMLGA F
€3 Evaluatorl (UMLGA Evaluators)

) Evaluator 2 (UMLGA Evaluators)

€3 Evaluator 3 (UMLGA Evaluators)

) Family Studies-Cert (UMLGA Applied
€2 Family Studies-Cert (UMLGA Ready fc
&) Forensic Criminglogy-Cert (UMLGA £
£ Forensic Criminclegy-Cert (UMLGA F
£ Foundations of Busine:

£ Foundations of Busine:

) Gerontelogical Nursing-Cert (UMLGA
£ Gerontelogical Mursing-Cert (UMLG
£ Ger Mental Hith Neg-Cert (ULt
Q) Ger Mental Hith Nsg-Cert (UML
) Health Informatics-Cert (UMLGA App
€2 Health Informatics-Cert (UMLGA Rea
£ Health Management-Cert (UMLGA A
£ WE MS-Occ & Environ Hygiene
£ WE MS-Occup & Envirn Hyg PS!
£33 WE MS-Occup & Envim Hyg Pt
£ WE MS-Occupational Erganormis

£ WE M3-Occupational Erganomis

£\ AT WA Dnlicnr 71T GA Arinliad
m r

1+, ImageMow Explarer = || P | (eS|
! File Edit View Workflow Projects Help
S R = 0] ] R B Evelustor 1 (UMLGA Evslustors) A niry
3 L e e —
s # | itk Search | Saarch |
£} Energy Eng MSE-Nuclear (UMLGA Ap +
£ Energy Eng MSE-Nuclear (UMLGA Re [workflow ikem status = | [is equalto -] [any 7] Be ‘
£ Energy Eng MSE-Solar (UMLGA Appli
5 Energy Eng MSE-Soler (UMLGARead) | Time [n Queue |Type |Sta... ‘Folder ‘Tab |F|e|d 3 |F|e|d 4

1 days 3 hours 17 minutes...
1 days 3 hours 17 minutes...

Idle 99991583 Smith,Julie
Idle 99999583 Griffin Lowis

<

.

1selected

2010 Spr... Busing|
2010 Spr... Busine

3 items|

Step

Action

10.

Click the Vertical scrollbar.

Confirm that the document is listed in the Business Administration - MBA
(UMLGA Applied and Processing) queue.

11.

Click the Business Administration - MBA (UMLGA Applied and
Processing) tree item.

|Eu5ine:5 Ldministration - MBA (UMLI

12.

The document is listed in the Business Administration - MBA (UMLGA
Applied and Processing) queue.

13.

Congratulations! You have routed a document to a specific workflow queue.
End of Procedure.
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