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DOCUMENT IMAGING GR ImageNow Fundamentals

Welcome to ImageNow Fundamentals! In this Module you will learn how to logon, navigate and
search for documents.

Navigating Overview
In this lesson you will learn about:

Logging in to ImageNow
Basic Navigation
Document Keys
Creating Filters
Application Linking
Searching for documents

Logging in to ImageNow

Upon navigating to the ImageNow System, you will be prompted to enter a User name and
Password. The User name is your primary campus e-mail address (i.e., John Smith from UMass
Dartmouth would enter in jsmith@umassd.edu). The Password is the password affiliated with
your primary campus e-mail address.

Procedure

Consider this Scenario:

Your goal is to log in to ImageNow.
Key Information:

User name: jsmith@umassd.edu
Password: Catmousel!

Step Action

1. The User name for ImageNow is your primary campus email address.

In this example, John Smith is an employee at the UMass Dartmouth campus so you
will enter jsmith@umassd.edu.
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Step Action

2. Enter the desired information into the User name field.

Enter "jsmith@umassd.edu".

3. The Password is the password affiliated with your campus e-mail account.
Enter the desired information into the Password field.

Enter "Catmousel!".

4, Click the Connect button.
[ Connect ]
5. Your ImageNow toolbar appears.

Click the Applications dropdown button to activate the menu.

& Applications -

6. Once you have completed your tasks, log out of the system.

Click the Connect menu.

7. You would select the Disconnect button to disconnect from the system.
Note: You can also use the exit button to exit from the system.

Do not use the X to close out, as this does not fully log you off of the system and
may delay the success of your next attempt to access the system.

Disconnect
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8. Congratulations! You have successfully logged in to ImageNow.

End of Procedure.

Understanding ImageNow

In this topic, you will review the basic setup of the ImageNow System, including basic navigation
and document views.

Procedure

Consider this Scenario:

Your goal is to understand the general layout of the ImageNow system.

Step Action

1. When you first login to ImageNow, you are presented with the ImageNow toolbar.
Let's review the tools provided on the ImageNow toolbar.
Note: User security will determine what tools you have access to and/or will be able
to view on the toolbar.

2. The Applications tool provides you with access to documents that are linked to
records in external business applications such as the SA PeopleSoft application.
This means that all documents in this view have undergone the application linking
process.

3. The Batches tool provides you with access to documents that are ready for QA or
Linking.

4, The Documents tool provides you with access to documents within specific
document views and filters.

5. The Workflow tool provides you with access to any documents that reside in
workflow and your designated queues.

6. The Capture tool provides you with access to capturing profiles.
The Manage button provides you with access to any pertinent administrative
functions.
NOTE: This button is viewable based on user security permissions.

8. The Help tool provides you with access to information regarding the ImageNow

system.

Note: The information is Perceptive Software Generic information, not specific to
UMASS business processes.
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Step Action

9. Let's take a look at the Help page.

Click the Help button.

@:l Help +

10. The Help page provides you with details regarding all ImageNow functionality.

Click the Close button to close the window.

e OB/ B EmOE OO @imagowfundim. | E s
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Step Action

11. Let's access a Documents view.

Click the Documents button.

Documents =

12. Minimize the ImageNow toolbar.

Click the Minimize button.

13. All your Navigating options are available in the Views pane.

14. The Explorer Toolbar is available at the top left of your screen.

This toolbar allows you to display, create copies of, and print documents. You can
also send a document URL to another ImageNow user utilizing the E-mail icon.

Note: Security settings will determine your access to the various Explorer Toolbar
icons.

15. The Current View toolbar is located on the top right of your screen.

This toolbar allows you to save and edit filters, display documents, customize your
column appearance, perform searches, and refresh the current view.

16. Congratulations! You have successfully reviewed the basic navigation of the stem.
End of Procedure.

Understanding Document Keys

Document Keys are index values pulled from a business application (e.g., PeopleSoft) and linked
to a document. These Document Keys are used to store and retrieve documents. For example, all
Graduate Admissions documents have key values such as Student 1D and Student Name that were
applied to the document to help you locate a document specific to a student in the SA PeopleSoft
system.

Note: Document Keys will vary based upon your department's business needs. The following
topic displays the document keys utilized by the Graduate Admissions office.

Procedure
Consider this Scenario:

Your goal is to review Document Keys.

Page 5



Training Guide
DOCUMENT IMAGING GR ImageNow APWd“c“'ﬂty
Fundamentals UMASS Tl Kit

S 2008 UM Graduste Admissions RPN G S
File Edt View Worlow Projcts Help
Views #% | Quick search [search
5 #% Application Plans
(Student ] [startswitn - Go
o5 |/ student I Student Name [Term Plan |Document Type |Date Sca
=]
(2] 99999999  Black Fred 2010 Spring Business Administration (MBA) ~ GMAT Score (Official)
rbox | 99999998  Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
=) 99999911 Ladd,Christian 2010 Fall  Business Administration (MBA)  MTEL Score (Official) 07/16/20
@ 99989999 Ventura,Gerry 2011 Spring Biological Sciences (MS) Application Graduate Admissio... 07/19/20
a 88888888 Cushing,Monica 2012 Spring Business ini ion (MBA) C ion Form 07/19/20
e 88888999 Lamont,Steve 2012 Spring Business Administration (MBA) Misc 07/19/20
=) 98900989 Lucas,Missy 2010 Fall  Shared Essay 07/19/20
O ' ® 99999888 Cook,Marion 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 07/21/20
) 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio... 07/21/20
a 88887766 Cart,Prat 2010 Fall  Physics (MS) Statement of Purpose 07/21/20
© ' # 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Profile Sheet 07/21/20
88887766 Cart,Prat 2010 Fall  Computer Science MS Supplemental Application Form 07/21/20
a 88887766 Cart,Prat 2010 Fall  Physics (PHD) Profile Sheet 07/21/20
a 88839132 Jones,Rose 2014 Fall  Community Social Psych (MA) Profile Sheet 07/21/20
=) 88887766 Cart,Prat 2010 Fall  Shared GRE Score (Official) 07/21/20
a 99999977 Wallace,William 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20
=) 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio... 07/21/20
=) 00839132 Jones,RoselLinda 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
a 99999977 Wallace,Willam 2014 Fall  Shared Transcript, Final (Official) 07/21/20
a 99999900 Duffy, Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20
< v
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Step

Action

Let's hide the Views pane so you can see all Document Key columns in the
ImageNow Explorer window.

Click the Close button.
E5|

To show the Views Pane, click the View menu and select the Views option.

ImageNow displays all documents related to the document view you selected. All
documents are displayed in a grid with important business values or Document Keys
displayed in a column format. Document Keys are index values pulled from a
business application (e.g., PeopleSoft) and linked to a document.

These keys are used to store documents within ImageNow and help you find
documents that are directly related to each other (e.g., all documents related to a
specific Student).

For example, all Graduate Admission documents have key values such as Student
ID and Student Name that were applied to the document to help you locate a
document specific to a student in the SA PeopleSoft system.

You want to expand a Document Key Column (i.e., Student Name). Use the right
end of the column to drag and expand.

Press the left mouse button and drag the mouse to the desired location.

The Student Name column is now expanded.
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Step Action

6. You can sort the documents based on a specific Document Key.
In this example you will sort documents by the Student Name.

Click the Student Name column header.
Student Name

7. The documents are now sorted in ascending order.

You can click the column header again to sort the documents in descending order.

8. Document Keys provide important business information regarding a document that
allow you to not only identify documents but search for documents within the
system.

Please refer to the Searching for a Document topic for more information.

9. Congratulations! You have successfully reviewed document keys.
End of Procedure.

Understanding Application Linking

The Application Linking process applies data from a business application to documents within
the ImageNow system. Linking ensures that data remains consistent and accurate across
systems.

For example, all Graduate Admissions documents are linked to the associated Student Records in

SA PeopleSoft. A student's application will be identified by the same key information that is
found in PeopleSoft (e.g., Student ID, Student Name).

Procedure

Consider this scenario:

Your goal is to understand the process of application linking.

Step Action

1. As reviewed in Understanding Document Keys, each document has key
information called Document Keys associated with it. These Document Keys were
copied from a business application and applied to the document.

All documents that you view will already contain this key information.
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2. So how is this information applied to a document?

Before a document appears in your Document View or Workflow Queue, it goes
through three steps in the ImageNow system. The ImageNow system is utilized to
capture and manage document images.

1. The document is captured (e.g., scanned, faxed).

2. The document is quality assured (e.g., the capture team verifies that it is
readable).

3. The document is linked to business application data.

What does application linking mean?

Well, quite simply, you review the scanned document and identify key information
associated with an existing record in the business application (e.g., SA PeopleSoft).

You then access the business application and navigate to a record within that
application. Once you have confirmed the document is associated with the record,
you return to ImageNow and click the Link page button. The data from the
business application is copied and applied to the Document Keys associated with
that document.

For example, the Graduate Admissions (GA) Office receives an application for a
prospective student, Fred Black.

The document is scanned as a document image and then quality assured. The GA
staff member accesses the student's record information through a custom document
imaging page in PeopleSoft (SA PeopleSoft GA Document Imaging page
displayed). This page provides key information about the applicant, including the
Student ID and Primary Name.

Once the staff member has confirmed that the application information matches up
with Fred's information in the system, he or she applies the information to the
document.

The purpose of linking is to ensure that your documents reflect the information
provided within a business application. This keeps data consistent and accurate
across systems.

Where does the linked information appear?

The linked information from the business application is applied to the document
keys. These Document Keys display in your document views, helping you search
for and identify a document.

Please refer to the Understanding Document Keys topic for more information on
document keys.

Congratulations! You have successfully reviewed application linking.
End of Procedure.
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Searching for a Document
In this topic, you will learn how to search for a document. You can search for documents by the

Document Keys associated with documents (e.g., Student Name or Student ID). There are two
types of document searches: Quick Search and Search.

Use Quick Search to search on one value (e.g., Student Name or Student ID).

Use the Search tab to conduct a more advanced search by setting up multiple search conditions.

For example, you can search for a specific person and only pull back specific documents related
to that person (e.g., Letter of Recommendation).

Procedure

Consider this Scenario:

Your goal is to search for a document.
Key Information:

You will first conduct a quick search and then search on multiple conditions.

8= 7 220108 4 UM Graduste Adrmissions EEENECE, TR
File Edit View Workflow Projects Help
Quick Search |search
[Student ] [stertswitn - Go
o5 |/ student ID Student Name [Term Plan |Document Type |Date Sca *
=)
© 99999999 Black,Fred 2010 Spring Business Administration (MBA)  GMAT Score (Official)
=] 99999998  Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
© 99999911 Ladd,Christian 2010 Fall  Business Administration (MBA) ~ MTEL Score (Official) 07/16/20
a 99089999  Ventura,Gerry 2011 Spring Biological Sciences (MS) Application Graduate Admissio... 07/19/20
© 88888888 Cushing,Monica 2012 Spring Business Administration (MBA)  C: ion Form 07/19/20
=} 88888099 Lamont,Steve 2012 Spring Business Administration (MBA)  Misc 07/19/20
© 98900989 Lucas,Missy 2010 Fall  Shared Essay 07/19/20
@ 4 # 99999888 Cook,Marion 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 07/21/20
© 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio... 07/21/20
a 88887766 Cart,Prat 2010 Fall  Physics (MS) Statement of Purpose 07/21/20
4 # 99999999 Black Fred 2010 Spring Business Administration (MBA)  Profile Sheet 07/21/20
88887766 Cart,Prat 2010 Fall  Computer Science MS Supplemental Application Form 07/21/20
© 88887766 Cart,Prat 2010 Fall  Physics (PHD) Profile Sheet 07/21/20
a 88839132 Jones,Rose 2014 Fall  Community Social Psych (MA) Profile Sheet 07/21/20
& 88887766 Cart,Prat 2010 Fall  Shared GRE Score (Official) 07/21/20
e 99999977 WallaceWiliam 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20
© 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio... 07/21/20
a 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
© 99999977 Wallace,Willam 2014 Fall  Shared Transcript, Final (Official) 07/21/20
e 99999900 Duffy,Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20
7 P = T T Anaar_n N S N R TV TN PR N n‘llr\4!r\;'\ s
|umt Graduste Adrmissons

® 5 Microsort. | 72 2intemetbxp.. © [ cwalsh & Vicrosoft Excel.. || @ 2 ImageNow

Step Action

1. Navigate to the Document view of your choice.

In this example, we will use the UML Graduate Admissions view.
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2. Use the Property dropdown list to select which Document Key (column) you want
to search on.

In this example, you will search on the default key, Student ID.

3. The Operator drop-down list allows you to search on a specific comparison. You
can search for results based on one of the following comparisons: "is equal to", "is
not equal to", "is less than", "is greater than™, "is less than or equal to

than or equal to", or "starts with".

, "is greater

Important: When searching on "is equal to", you must enter the full value. For
example, if you search on a Student Name, you must enter the entire Student Name
in the correct format (i.e., Black, Fred). If you only enter the student's last name in
the value field, the search will not retrieve any results.

For that reason, we recommend using the "starts with" comparison.

B ImageNow Explorer =
S/ Y Eiel 00R & UML Graduate Admissions O e 5 5 b
File Edit View Workflow Projects Help
Quick Search | search
[Student ~] s win -
5] | | student ID Student Name [Term Plan |Document Type
[= 99999989  Ventura,Elio 2010 Fall  Biological Sciences (MS) TOEFL Score (Official)
(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA)  GMAT Score (Official)
a 99999998 Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
a 99999911 Ladd,Christian 2010 Fall  Business Administration (MBA) MTEL Score (Official) 0
2] 99989999 Ventura,Gerry 2011 Spring Biological Sciences (MS) Application Graduate Admissio... 0:
(=) 88888888 Cushing,Monica 2012 Spring Business jon (MBA) G fon Form 0;
2] 88888999 Lamont,Steve 2012 Spring Business Administration (MBA) Misc 0
a 98900989  Lucas,Missy 2010 Fall ~ Shared Essay 0
© & M 99999888 Cook,Marion 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 0;
a 99999977 Wallace, William 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio... 0i
(=) 88887766 Cart,Prat 2010 Fall  Physics (MS) Statement of Purpose 0]
© & £ 99999999 Black Fred 2010 Spring Business Administration (MBA) Profile Sheet 0;
88887766 Cart,Prat 2010 Fall  Computer Science MS Supplemental Application Form 0

(=) 88887766 Cart,Prat 2010 Fall  Physics (PHD) Profile Sheet 0
(=) 88839132 Jones,Rose 2014 Fall  Community Social Psych (MA) Profile Sheet 0]
a 88887766 Cart,Prat 2010 Fall ~ Shared GRE Score (Official) 0
2] 99999977 Wallace, William 2014 Fall Clinical Lab Sciences (MS) Statement of Purpose 0
(=) 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio.... 0;
=] 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 0:
a2 09999977 Wallace,William 2014 Fall  Shared Transcript, Final (Official) 0]
a 99999900 Duffy,Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 0
= E—— P P P — T -

UML Graduate Admissions cted 1

L LR L el el 1 ®21mag < W AE G 23rem

Step Action
4, Click the Operator list.
[s13rts with - ]
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ImageNow Explorer
U 220108 & UML Graduate Admissions B =LY pe
Fle Edit View Workflow Projects Help
E;S\ Application Plans 0| e ]
Batches. [Student D ~] [stzrtswity -]
© ) Documents is equal to
5 o it e iirs o4 |8 student DF gl::ﬁ;i‘ : [Term Plan |Document Type
 Applications =) 99999989 : Estemacast | 2010 Fall  Biological Sciences (MS) TOEFL Score (Official)
zj ::Z"‘:t‘::s“‘w a 99999999 2010 Spring Business Administration (MBA) GMAT Score (Official)
% UML Graduate Admissions Lockbox [ 99999998  contains 2007 Fall  Electrical Engineering BS Application Graduate Admissio....
ol My Recycled Documents =} 99999911  Ladd,Christian 2010 Fall  Business Administration (MBA) MTEL Score (Official)
G Workdiow =) 99989999 Ventura,Gerry 2011 Spring Biological Sciences (MS) Application Graduate Admissio...
(=) 88888888 Cushing,Monica 2012 Spring Business (MBA)  C ion Form
(=) 88888999 Lamont,Steve 2012 Spring Business Administration (MBA) Misc
(=) 98900989 Lucas,Missy 2010 Fall  Shared Essay
& & # 99000888 Cook Marion 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio...
(=] 99999977 Wallace,William 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio...
= 88887766 Cart,Prat 2010 Fall  Physics (MS) Statement of Purpose
@ 4 £ 99999999 Black,Fred 2010 Spring Business Administration (MBA) Profile Sheet
88887766 Cart,Prat 2010 Fall  Computer Science MS Supplemental Application Form
(=) 88887766 Cart,Prat 2010 Fall  Physics (PHD) Profile Sheet
a2 88839132 Jones,Rose 2014 Fall  Community Social Psych (MA) Profile Sheet
a 88887766 Cart,Prat 2010 Fall ~ Shared GRE Score (Official)
2] 99999977 Wallace,William 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose
= 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio...
(=) 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio...
(= 99999977 Wallace, William 2014 Fall ~ Shared Transcript, Final (Official)
a 99999900 Duffy,Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation
< i

|UML Graduste Admissions

w HO-mE®0E 185 Microsoft

7> 2 Internet £xp.

T E w6 Microsoft Ercel.

@2 mageNow

1 selected

Step

Action

In this example, you will use the Operator dropdown list default value (starts with).

Click the starts with list item.

Enter the desired information into the VValue field.

Enter "999999".

Click the Go button.

The search results display in the ImageNow window.

You can double click a result to review that document.

In some cases, your search may retrieve a large number of documents.

10.

To help manage your returned data, you can click on the column headings to further

sort your results.
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QI ¢ . UML Graduate Admissions 2% 5 b
File Edit View Workflow Projects Help
V‘E;S\ Application Plans #0 |[ ukseorch [seme]
oo St S <) sommen Be ‘
= ) Documents
= g UM Graduste Adisions 24 | #student 1D Student Name [Term Plan |Document Type |Date Scal”
7 2009 Student Docs
¥ Applications. =)
zj ::Z"‘:t‘::s“‘w a 99999999 Black,Fred 2010 Spring Business Administration (MBA) GMAT Score (Official)
 UML Graduate Admissions Lockbox [ 99999998  Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
Ta] My Recycled Documents 2] 99999911  Ladd,Christian 2010 Fall  Business Administration (MBA) ~ MTEL Score (Official) 07/16/20
G Workdiow =) 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio... 07/21/20
@ 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
© ' 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Profile Sheet 07/21/20
2] 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20=
=) 99999977 Wallace,Willam 2014 Fall  Shared Transcript, Final (Official) 07/21/20
@ 99999900 Duffy,Juilio 2014 Fall ~ Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20
2] 99999955 Gibson,Veronica 2009 Spring Business Administration (MBA) ~ Application Graduate Admissio... 07/21/20
() 99999996  Shamrock,Mary 2009 Spring Business Administration (MBA) ~ Profile Sheet 07/21/20
@ 99999993  Missing,John 2014 Fall  Clinical Lab Sciences (MS) Profile Sheet 07/21/20
‘99999997 Fredricks,Mel 2010 Fall ~ Shared Transcript, Final (Official) 07/21/20
4 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Profile Sheet 2010-07-
4 99999999 Black,Fred 2010 Spring Biomed Engr & Biotech (PHD) Profile Sheet 2010-07-
(2] 99999999  Black,Fred 2010 Spring shared Test Score Report 2010-07-
2] 99999999  Black,Fred 2010 Spring Business Administration (MBA) ~ Resume 2010-07-
=) 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Statement of Purpose 2010-07-
@ 99999999  Black Fred 2010 Spring Shared TOEFL Score (Official) 2010-07-
a 99999999 Black,Fred 2010 Spring Shared Transcrlpt Final (Official) 2010-07-:
T\ LT B0 o S raanany el AN A __ai o Anan nv’ s
UML Graduste Adrissions 1 selected 28 documents,

Step

Action

11.

Click the Stu

dent Name tab.

Student Name

12.

order.

The documents are now displayed by Student Name in ascending alphabetical

13.

Use the Search Tab when you would like to use multiple conditions in your search.

® 5 72 2 Intemet Bxp. E cvasn

ImageNos
2 2010R UML Graduste Admissions e T
File Edit View Workflow Projects Help
Ey-yer—— o
Bt = S <) s = ‘
] Documents
2 & P 24 |#student ID Student Name [Term Plan |Document Type |Date Scar
& Applicstions 2
ij :;PE‘M;S”' (=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Statement of Purpose 2010-07-
 UML Graduate Admissions Lockbox |2 99999999 Black,Fred 2010 Spring Shared TOEFL Score (Official) 2010-07-
_ L;Ar'ar:fy\:wwkd Documents (=) 99999999 Black,Fred 2010 Spring Shared Transcript, Final (Official) 2010-07-
- =] 99999999 Black,Fred 2010 Spring Business Administration (MBA) Supplemental Application Form  2010-07-:
2] 99999999  Black Fred 2010 Spring Business Administration (MBA) ~ Test Score Report 2010-07-
© ' #5 99999999 Black,Fred 2010 Spring Business Administration (MBA)  Application Graduate Admissio... 2010-07-
@ 99999999  Black Fred 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 2010-07-
) 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Test Score Report 2010-08-
a 99999999  Black,Fred 2010 Spring Business Administration (MBA) ~ Letter of Recommendation 2010-08-
=) 99999999 Black,Fred 2010 Spring Business Administration (MBA) ~ Test Score Report 2010-08-|=
(2] 99999999  Black Fred 2010 Spring Business Administration (MBA) ~ GMAT Score (Official)
2] 99999900 Duffy,Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20
99999997  Fredricks,Mel 2010 Fall ~ Shared Transcript, Final (Official) 07/21/20
@ 99999955 Gibson,Veronica 2009 Spring Business Administration (MBA)  Application Graduate Admissio... 07/21/20
2] 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
@ 99999911  Ladd,Christian 2010 Fall  Business Administration (MBA) ~ MTEL Score (Official) 07/16/20
(=) 99999993 Missing,John 2014 Fall  Clinical Lab Sciences (MS) Profile Sheet 07/21/20
(2] 99999996  Shamrock,Mary 2009 Spring Business Administration (MBA) ~ Profile Sheet 07/21/20
=] 99999998 Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
=) 99999989 Ventura,Elio 2010 Fall Blologlcal Sciences (MS) TOEFL Score (Official)
A

Step

Action

14.

Click the Search tab.
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Step Action

15. Click the Add button.

- X
) UM Graduste Admissons RO DR &
Be
Add Condition ===
Constrainby: [Documentkey -
b UM Lockbox e e -]
o & Mrreqespocmars 2% | #student D st |Document Type |Date Scai
e =) 99999999 Bl "¢ [oraner -] \fMBA)  Resume 2010-07-
5 99999999 Bll| cpewor  [rema ) |f(mBA)  statement of Purpose 2010-07-
) 99999999 Bl TOEFL Score (Official) 2010-07-
Value: (UM Grad Admissions: ] — 5
© 99999999 Bl Transcript, Final (Official) 2010-07-
e 99999999 Bl (MBA)  Supplemental Application Form  2010-07-
o 99999999 Bl (MBA)  Test Score Report 2010-07-
© &' 99999999 Bl (MBA)  Application Graduate Admissio... 2010-07-.
@ 99999999 Bl PHD) Application Graduate Admissio... 2010-07- "
a 99999999 Bl (MBA)  Test Score Report 2010-08-
o 99999999 Bl \h(MBA)  Letter of Recommendation 2010-08-
= 99999999 Bl (MBA)  Test Score Report 2010-08-
) 99999999 B | conel | |§(MBA)  GMAT Score (Official)
e 99999900 Dl = ) Letter of Recommendation 07/21/20
‘99999997 Fredricks,Mel 2010 Fall ~ Shared Transcript, Final (Official) 07/21/20
e 99999955 Gibson,Veronica 2009 Spring Business Administration (MBA)  Application Graduate Admissio... 07/21/20
© 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
=} 99999911 Ladd,Christian 2010 Fall  Business Administration (MBA)  MTEL Score (Official) 07/16/20 _
7

< 2
TeeE ad G

Step Action

16. Use the Add Condition box to identify your search criteria.

17. Use the Constrain by field to identify the constraint you want to set up. The
Constrain by field will populate the values in the Field, Operator, and Value
dropdown lists.

In this example, you want to use the default value of Document Key. Other
constraints include Status and User.

18. Use the Type field to select the type of search: Normal, Prompted, or Variable.

In this example, you will have the Type as the default of Normal.

19. Click the Field list item.
IDrawer v"

20. Use the Field dropdown list to identify which field you want to search on.

In this example, you are searching for a student by the student's name.

21. Click the Student Name list item.

|511.|dent Marne ~ ||
22. Click the Operator list.
Iis equal to - "
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Step Action

23. Use the Operator field to select the comparison you want to search on.

Important: When searching on a name, it is recommended that you do not use the
"is equal to" field, unless you know the exact formatting of the name.

24, Click the starts with list item.
[starts with |

25. Use the Value field to enter a value you want compared to the document field.

26. Enter the desired information into the Value field.

Enter "Black".

27. Click the OK button.
o« |

g 200X & UML Graduate Admissions. -HTOIee L S b
Workdlow Projects Help
2| [k semch| serch |
+ 2 it 3
Drawer starts with Biack B
Content:
B umL Lockbox

o & Mreeaespocmans o5 |#student 1D Student Name Term Plan |Document Type |Date Scai

=} 99999999 Black,Fred 2010 Spring Business Administration (MBA) Resume 2010-07-

a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Statement of Purpose: 2010-07-:

(=) 99999999 Black,Fred 2010 Spring Shared TOEFL Score (Official) 2010-07-

(=) 99999999 Black,Fred 2010 Spring Shared Transcript, Final (Official) 2010-07-

a 99999999 Black,Fred 2010 Spring Business Administration (MBA) Supplemental Application Form  2010-07-;

a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Test Score Report 2010-07-
© & £ 99999999 Black,Fred 2010 Spring Business Administration (MBA) Application Graduate Admissio... 2010-07- L
(=) 99999999 Black,Fred 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 2010-07-

a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Test Score Report 2010-08-:

a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Letter of Recommendation 2010-08-

a 99999999 Black,Fred 2010 Spring Business Administration (MBA) Test Score Report 2010-08-

(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) GMAT Score (Officialy

(=) 99999900 Duffy, Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20

‘99999997  Fredricks,Mel 2010 Fall ~ Shared Transcript, Final (Official) 07/21/20

(=) 99999955  Gibson,Veronica 2009 Spring Business Administration (MBA) Application Graduate Admissio... 07/21/20

(=) 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
(=) 99999911 Ladd,Christian 2010 Fall  Business Administration (MBA) MTEL Score (Official) 07/16/20 _

P . o R, e
|UML Graduate Adrmissions 1 selected 28 documents

—— Y =
1® 5 Microsoft . @ | 72 2 Intemet Bxp... @ | [ cwalsh T Vicrosoft Excel.. | @ 2 ImageNow .. ' @ Document - <R AEG 252mMm

Step Action

28. Your first search condition is added to the criteria box.

You want to add a second search condition to search on Document Type as well.

29, Click the Add button.

e

30. Click the Field list.

[Drawer - ]|

31. Click the Document type list item.
Document type
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32. Click the Value list.
[Ar_r.ept Dedine Confirmation - ]|
33. Click the Letter of Recommendation list item.
34. Click the OK button.
L x|
35. Click the Go button.
36. Fred Black’s Letter of Recommendation documents are returned.
37. The search conditions display as links.
Use the link to re-access the Add Condition box and update the search condition.

W2/ AE25000R & UML Graduate Admissions. 2 A A LS ¢ a0

Fle Edit View Workflow Projects Help
ieres #X | [quickSearch | earch
A Application Plans
Batches + A ® ¢ 8
= ) Documen ts

[O] Student Name starts with beck B
© [y UML Graduate Admissions ’_lAND Document type is equal to Letter of

Content:

& UML Graduate Ad Lockbox

T My Recyced Documents 24 |#student ID Student Name Term Plan |Document Type Date Scann
£ Workflow
[© 99999999 Black Fred 2010 Spring shared Letter of Recommendation ~ 2010-07-13
(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Letter of Recommendation 2010-08-13

Step Action

38. Click the Student Name starts with Black Condition.
Student Mame starts with black
39. The Add Condition box will appear and you can re-define your criteria if you
wanted to.

We will not change this criteria.

Click the Cancel button.

Cancel ]
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Step Action

40. If you decide you no longer want to use the second search condition, you can delete
it.

Float your mouse over the column to the left of the search condition. You will
notice a blue arrow appears.

Click the Blue Arrow button.

41. The search condition is highlighted.

Four buttons on the Search Toolbar become active: Add, Cut, Delete and Move
Up.

Add allows you to add another condition to your search criteria.

Cut will remove the condition, yet allow you to paste it in another search.
Delete, removes the condition permanently.

Move Up will re-order your conditions.

(NOTE: If we had selected the first condition, the Move Down button would of
become highlighted.)

Lets Delete the "Document type is equal to Letter of Recommendation".

Click the Delete button.
=

42. Congratulations! You have successfully searched for a document.
End of Procedure.

Creating Filters

Use the Filters feature on the Quick Search or Search Tabs to create Documents View private
filters.

Private filters allow you to view a specific search condition on a regular basis rather than
continuously searching for the same data. It makes retrieval of documents quick and easy.

Public filters are pre-defined filters created by your ImageNow Administrator.

Procedure
Consider this Scenario:
Your goal is to create a filter.

Key Information:
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Document Type: Application Graduate Admissions

Step Action

1. You may find that you need to use the same search criteria on a regular basis.
Instead of conducting a search each time, you can create a private filter (which only
you will be able to view/use), or a sub-view of a predefined search condition. You
can create and save a private filter from a quick search on the Quick Search tab or
multiple conditions on the Search tab.

For example, you work in a Graduate Program office. You want to monitor
Graduate Admissions Applications on a continuous basis. You decide to set up a
filter that shows only the document type of Application Graduate Admissions.

This filter will cut down on the amount of time it takes you to find a specific type of
document.

Note: You may have access to pre-defined public filters in your Document Views
that were set up by your Campus Administrator.

- e 2018 & UML Graduate Admissions RO e 0 ae = b o
File Edit View Workflow Projects Help
s A% | " Quick search [search
@ #% Application Plans
(S <) B o
55 | & | Student ID | Student Name [Term Plan |Document Type |Date Sca *
e
(=) 09999999  Black,Fred 2010 Spring Business Administration (MBA) ~ GMAT Score (Official)
= 99999998 Snieger,Emelio 2007 Fall  Electrical Engineering BS Application Graduate Admissio...
(=) 09999911  Ladd,Christian 2010 Fall  Business Administration (MBA) MTEL Score (Official) 07/16/20
(=) 99989999 Ventura,Gerry 2011 Spring Biological Sciences (MS) Application Graduate Admissio... 07/19/20
(=) 88888888 Cushing,Monica 2012 Spring Business Administration (MBA)  Ct fon Form 07/19/20
(=) 88888999 Lamont,Steve 2012 Spring Business Administration (MBA) Misc 07/19/20
(=) 08900989  Lucas,Missy 2010 Fall ~ Shared Essay 07/19/20
© ' # 99999888 Cook,Marion 2010 Spring Biomed Engr & Biotech (PHD) Application Graduate Admissio... 07/21/20
a2 99999977 Wallace,William 2014 Fall  Clinical Lab Sciences (MS) Application Graduate Admissio... 07/21/20
=) 88887766 Cart,Prat 2010 Fall  Physics (MS) Statement of Purpose 07/21/20
& 4 99999999 Black Fred 2010 Spring Business Administration (MBA) Profile Sheet 07/21/20
88887766 Cart,Prat 2010 Fall  Computer Science MS Supplemental Application Form 07/21/20
(=) 88887766 Cart,Prat 2010 Fall  Physics (PHD) Profile Sheet 07/21/20
(=) 88839132 Jones,Rose 2014 Fall  Community Social Psych (MA) Profile Sheet 07/21/20
(=) 88887766 Cart,Prat 2010 Fall  Shared GRE Score (Official) 07/21/20
=) 99999977 Wallace,William 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20
(=) 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio... 07/21/20
(=) 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
(=) 99999977 Wallace,William 2014 Fall  Shared Transcript, Final (Official) 07/21/20
(=) 99999900 Duffy, Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation u7/z1/zu
| UML Graduste Admissions 1 selected 145 documents

" @ 21mogeNow .. - "8 Documentl Mo | < ® 18 VIE & 328PM

Step Action

2. Click the Search tab.
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Step Action
3. In this example, you will create a filter from search conditions defined on the

Search tab.

Click the Add button.

4
4, Click the Drawer list item.
IDrawer vl
5. Click the Document type list item.
|D-:u:urlnent tg.-'pel "
6. Click the Value list.
|Au:n:ept Dedine Confirmation - ||
7. Click the Application Graduate Admissions list item.
|application Graduate Admissions |
8. Click the OK button.
L x|
9. Click the Save Private Filter button.
\.I_’q
10. Enter the desired information into the Name field.
Enter "My Graduate Admissions Applications”.
11. Enter the desired information into the Description field.
Enter "This document view will display all applications.".
12. Click the OK button.
Ok
13. The My Graduate Admissions Applications filter now displays in your Views
pane for future use.
14. You can edit your private filter by going to the "Parent" tree view.
Click the UML Graduate Admissions tree item.
|UI"-.-'1L Graduate Adr‘nissin:nn5|
15. Click the Edit Private Filters button.
]
16. The Edit private filters window displays all your current filters.

You can modify or Delete your private filters.
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Step Action

17. Select the Filter that you would like to modify.

Click the Applications list item.

18. You can Modify or Delete the filter that you have selected.

201008 & UML Graduate Admissions PS
File Edit View Workflow Projects Help
E;; Application Plans. [ ukseorh [seme]
Batches. [Student ] [startswith -] o
5 ) Documents
8 o%ﬂig:w;ﬁ:ﬁ 2] |#student ID Student Name [Term Plan |Document Type |pate Sca
¥ Applications (=} o ETee e — S == TOEFL Score (Official) L
zj ffp‘c:, Z‘; - 999 GMAT Score (Official) ‘
@ Raaefdmisions Repl<2 gy 09004 | | nane Desapton Application Graduate Admissio... .
r? w: f!;f.iﬂ‘;:ﬂ?ff Lockbox | 99994 A::hcamns This document view msmay: SEeEo MTEL Score (Official) 07/16/20
£ Workflow = 9998 My Graduate Admissions ... This document view willdisplay all applications. Application Graduate Admissio... 07/19/20
= References This document view displays all References Confirmation Form 07/19/20
) 88884 Misc 07/19/20
=) 9890 Essay 07/19/20
2 &' # 9999 Application Graduate Admissio... 07/21/20
a 99904 Application Graduate Admissio... 07/21/20
) 8888; Statement of Purpose 07/21/20
' 99999 Profile Sheet 07/21/20
8888 Supplemental Application Form 07/21/20
(=) 8888 Profile Sheet 07/21/20
e 8883 Profile Sheet 07/21/20
(=) 8888 GRE Score (Official) 07/21/20
a 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20
=) 88887766 Cart,Prat 2010 Fall ~ Physics (MS) Application Graduate Admissio... 07/21/20
=) 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
a 99999977 Wallace,William 2014 Fall  Shared Transcript, Final (Official) 07/21/20
= 99999900 Duffy, Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/2 1/ZD
< i v v

Step Action

19. Let's Modify the Applications filter.
Highlight the Applications filter.

Click the Modify button.

Modify... ‘
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ImageNow Explorer -] X
e/ YEAs2008 & UML Graduste Admissions B - EXN T ET:
File Edit View Workflow Projects Help
e # X | Quick Search [Search
# Application Plans
Batches [StdentD =) e B B
25 | | student I Student Name [Term Plan |Document Type |pate Sca~
= e T T&T) TOEFL Score (Official) ‘E
a 9999 GMAT Score (Official)
a 9999¢ Desaiption Modify. Application Graduate Admissio... .
(=) 9999 " P o o) | MTEL Score (Official) 07/16/20
(=) 99989 | | My Gradual Application Graduate Admissio... 07/19/20
a 8888y | "= e LoD Confirmation Form 07/19/20
e 8838 e Dot Misc 07/19/20
e 98901 Essay 07/19/20
. Descrpton: | This document view dsplays all pplcations
o &' # 9990 Application Graduate Admissio... 07/21/20
f=} 9999 Application Graduate Admissio... 07/21/20
e 8838 Statement of Purpose 07/21/20
2 o #9999 — Profile Sheet 07/21/20
8888; Supplemental Application Form 07/21/20
e 8888 i Profile Sheet 07/21/20
) 8883 Profile Sheet 07/21/20
[=} 8888 GRE Score (Official) 07/21/20
=} 99999977 Wallace,Willam 2014 Fall  Clinical Lab Sciences (MS) Statement of Purpose 07/21/20
e 88887766 Cart,Prat 2010 Fall  Physics (MS) Application Graduate Admissio... 07/21/20
a 99999932 Jones,Rose 2014 Fall  Community Social Psych (MA) Application Graduate Admissio... 07/21/20
f=} 99999977 Wallace,William 2014 Fall  Shared Transcript, Final (Official) 07/21/20
e 99999900  Duffy,Juilio 2014 Fall  Clinical Lab Sciences (MS) Letter of Recommendation 07/21/20
! LR Kl »

mE IR 1@ 5 Microsot 0. /2 UhMass Home - T cwash & MicrosontErcel . || @ 21mageNow .. ~ G Documentl- M. | < @ (@ WG G 350 PM

Step Action

20. You can update the Filter's Name or Description.
We will not make any changes to this filter.

Click the Cancel button.

Cancel

21. Congratulations! You have successfully created and learned how to edit a filter.
End of Procedure.

Using Content Search
Use the Content Search feature to search for documents that contain certain text.

For example, you may want to search for all documents containing the word "application”.

Content Search will retrieve those documents and highlight any references to that word in each
document.

Procedure

Consider this scenario:

Your goal is to search for documents containing specific content.
Key Information:

You will first search for documents containing a specific word. You will then conduct a search
for documents containing multiple words.
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ST I - 10031612
QuickLinks S,
Connect  Settings  Help

o
* | Batches ~ Documents Ekaﬂuw - u' Capture ~ L@ Help ~

Folders

FIN Upgrade  WebNow:

Step Action

Begin by navigating to the appropriate Documents View.

In this example, you will navigate to the UML Graduate Admissions view.

Click the Documents list item.

Documents ~
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[, ImageNow Explorer ===
P Fle Edit Yiew Workflow Projects Help
R i 0 |t b UML Graduste Admissions FEmaell:on oo ol
R X | uick search | search
# Application Plans
Batches [student 10 -] [startsmith - G
a Documents
FIUML Cadbeg Ay D|§ |l |Student 1D ‘Student Name |Term |Plan |Document Type *
& UML Graduate Adm
&) My Recycled Document: |2 99999787 Payel Prattusha 2010 Fall  Physics (PHD) Statement of Pur
& Workdlow (=} 99999787 Payel Prattusha 2010 Fall  Physics (PHD) Letter of Recomr
© & R 99999787 Payel Prattusha 2010 Fall  Physics (PHD) Profile Sheet
(=] 99999787 Payel Prattusha 2010 Fall  Shared Degree Certificat
a 99999787 Payel,Prattusha 2010 Fall ~ Shared Transcript, Final
(=) 99999787 Payel Prattusha 2010 Fall  Physics (PHD) Misc
a 00911234 Snigier,Roger 2008 Spring Electrical Engineering (MSE) Application Grad
99999888 Graham,Tony 2007 Fall  Shared Certification 1
(= 44439662 McGee, Ann 2010 Fall  Curriculum & Instruction (MED) Application Grady
(=] 88888790 MNoonan,Ray 2009 Sum... CJ Leader Policy & Dev (Cert) Application Grady |
a 88884174 Parker,Joe 2010 Fall  Mechanical Engineering (MSE) Application Gradi
(=) 77771508 Driscoll,Larry 2014 Fall  Plastics Engineering (MSE) Application Grady
(= 99992563 Jones,Dave 2010 Spring Business Administration (MBA) Application Grady
99999999  Black,Fred 2010 Spring Business Administration (MBA) Profile Sheet
a 99999999  Black,Fred 2010 Spring shared Test Score Repor
(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Resume
a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Statement of Pur
(=] 99999999  Black,Fred 2010 Spring Shared TOEFL Score (Of
(= 99999999  Black,Fred 2010 Spring Shared Transcript, Final
(=] 99999999  Black,Fred 2010 Spring Business Administration (MBA) Supplemental Ap
a 99999999  Black,Fred 2010 Sprmg Business Administration (MBA) Test Score Repor |
<[ m | »

< i
UML Graduate Admissions

1 selected

71 documents

Step

Action

Click the Property list.

| student ID

v]

[ ImageNow Explorer [l ==
i File Edit View Workflow Projects Help
e s e b 0 @0 s UL Graduste Adrissions Faryae B:oo 0o ol
i 2 % | ouick Search | search
# Application Plans
Batches \;Smdantm =] [startswith - o
= - Documents Drawer
!; Emt g::::z:;: :2 722322: :ZME ‘Student Name |Term |Plan |Document Type
& My Recycled Documents Cllea'nm Payel Prattusha 2010 Fall  Physics (PHD) Statement of Pur
& Workdlow (2 Date Scanned Payel,Prattusha 2010 Fall  Physics (PHD) Letter of Recomr
2:;”;";::“‘;:ka Payel Prattusha 2010 Fall  Physics (PHD) Profile Sheet
Payel Prattusha 2010 Fall  Shared Degree Certificat
Payel Prattusha 2010 Fall  shared Transcript, Final
(=) 99999787 Payel Prattusha 2010 Fall  Physics (PHD) Misc
a 00911234 Snigier,Roger 2008 Spring Electrical Engineering (MSE) Application Gradi
99999888 Graham,Tony 2007 Fall  Shared Certification 1
(=) 44439662 McGee,Ann 2010 Fall  Curriculum & Instruction (MED) Application Grady
(=] 88888790 MNoonan,Ray 2009 Sum... CJ Leader Policy & Dev (Cert) Application Grady |
a 88884174 Parker,Joe 2010 Fall  Mechanical Engineering (MSE) Application Gradi
(=) 77771508 Driscoll,Larry 2014 Fall  Plastics Engineering (MSE) Application Grady
a 99992563 Jones,Dave 2010 Spring Business Administration (MBA) Application Grady
99999999  Black,Fred 2010 Spring Business Administration (MBA) Profile Sheet
(=) 99999999  Black,Fred 2010 Spring shared Test Score Repot
(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Resume
a 99999999  Black,Fred 2010 Spring Business Administration (MBA) Statement of Pur
(=] 99999999  Black,Fred 2010 Spring Shared TOEFL Score (Of
(=) 99999999  Black,Fred 2010 Spring Shared Transcript, Final
(=] 99999999  Black,Fred 2010 Spring Business Administration (MBA) Supplemental Ap
a 99999999  Black,Fred 2010 Sprmg Business Admlnlstratlon (MBA) Test Score Repor |
< [ 3 K m | »

UML Graduate Admissions

1 selected

71 documents
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Step Action

3. Click the Full Text list item.

4, Use the Value field to enter the text that you want to search for within the current
document view.

For example, you can search for any documents that refer to the word "information
technology".

5. Important: You should use all lowercase characters when conducting a content
search to retrieve the most search results (e.g., "information technology", "arts &
sciences").

6. Let's search for the word "information technology" in the current Documents View.
Enter the desired information into the Value field.

Enter "information technology".

7. Click the Go button.

i.\ ImageNow Explerer : =)

11.7_\ /72 - ,j;;ﬁ\ 77 Bl £ Graduste adumizsions UML ARG =N e |

E: Application Plans e 'm

gat(hzz . [Fuil Text ~| [contains =] informaton technology B

& gfat:uatﬁ fﬁlm‘i‘c"f bi;tmu““ D‘J “R ‘Student ID|Student Name ‘Term ‘Plan ‘Docu
15 1y Reyced Document: it

& Workilow & 4 # 99999999 Black,Fred 2010 Spring Business Administration (MBA) Profil
a 99999787 Pavyel,Prattusha 2010 Fall  Shared Trans
[ D

Step Action
8. The search results display.
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A

T, ImageNow Explorer = 0 -
{ File Edit Yiew Workflow Projects Help
S R e =0 | o B, Graduste Admissions UML FELS OB LL 8.6 64 B
Views 3% [ quick Search [search
# Application Plans
Batches [Full Text =] [contains =] informaton technology Be
a Documents
& Graduste Admissions Lockbox UML DL ‘R ‘Student ID|Student Name ‘Term ‘Plan ‘Docu
@ [y Graduate Admissions UML :
1o/ My Recycled Documents )
B Wordlow g : ; e
& Worldlow £ 4 R 99999999  Black,Fred 2010 Spring Business Administration (MBA) Profil
(=) 99999787 Pavyel,Prattusha 2010 Fall  Shared Trang]
<l I o
Graduste Admissions UML 1 selected 3 documents

Step

Action

Note: The amount of documents retrieved is displayed in the lower right corner of
the ImageNow Explorer window.

In this example, your search has retrieved 3 documents.

10.

Find the document you wish to review.

Double-click an entry in the row.

11.

The Content Search Results window displays.
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[<. ImageNow Explorer = 6P (=R
it e Wedflen. Desiece UL
-, Document - Profile Sheet - v1 - [Page1] (=3 ===
i file Yiew Annotation Workflow Projects Window Help _Ex —
H - 23,26 Boademam -
1 - Go
s
o R B Bheet EEE ooy ContentSearch Resuls L | P
[l Black, Fred ) = NEE |
535930 rofil
Total instances found: 4
. xck-xx- 0000 David 3
a = By ﬁﬂ'fﬂw rofil,
R Page Frequency
Leeal Addrean ‘e LmAnsnt AdAr MAiline Address Page 1 2 [rans
Hatn Strpmi Page 2 2
fwatic
o £57/277-9999
Lsesl asress s: asrass si1tns agsrass
24 Salisbury Screat
o
repl & o
Related Documents 7 x
@ b 4
Relationship: -
L X R |
UMLI k Fred\2010 Spring Eng @ B Pagelof 2
e n ] (]
Graduate Admissicns UML 1 selected 3 documents
[-. ImageNow Explorer
i File,—Eelie Lt Deni L
;| = Document - Profile Sheet -v1- Page 1]
File Yiew Annotaion Workflow Projects Window Help
Views
246 4 a0 ¢HED -k
AR s ’
~  Content Search Results
ocu
99999959 10/34/08 = |
i morin Sraduare e rofil
Harsiculation Total instances found: 4
Hanagarant rofil
pusineas o Brd Bate Page Frequency
Tororastion Tednelody B 2 [rans
Page 2 2
e componess ess o szoxe Ssurze o
i K
ANLY 01-DEC-200% a BTS Unknown Il
a3.zmm.z00s w0000 a2
Fre—y e e
7 x
Sopmat
Relationshin: =
i ennlobs 080
UL k Fred\2010 Sp Eng a2 B Pagelof2
[ ] ] [
Graduate Admissions UML 1 selected 3 documents
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Step Action

13. In this example, one instance of the word "information technology" was found in
Fred Black's Graduate Admissions Profile Sheet.

The instance is highlighted in yellow on the document image.

25 lmagENu\, Explorer =

: File v Ll Do L

-, Document - Profile Sheet - vl - [Page 1] EEEs
e EE\\E View Annotation Workflow Projects Window Help _ex |—
Gl (I S a7 6 Bisabes=ln -k

=LA S /o =} a

+ Content Search Results nx

ocu
/24)08 LK fil

e |
Total instances found: 4 ron

rofil

[rang

B

Page Frequency
Page 1 2
Page 2 2

eeeee

TomaL s00.00

Related Decuments rx

Relationship: -

UML \Black Fred'2010 Spring!Biomed Eng ) Pagelof2

‘, [ i ] 0

Graduate Admissions UML 1 selected

3 documents

Step Action

14. Click the Close field.
X3
15. Let's do a content search based on multiple text values.
16. To search on multiple values, separate the text with commas.

It does not matter if you put a space between the comma and the next value. The
search will retrieve the same results if entered as "framingham state college,arts &
sciences” or "framingham state college, arts & sciences".

In this example, you will search for documents containing the text "“framingham
state college" and/or "arts & sciences".

17. Enter the desired information into the Value field.

Enter "framingham state college, arts & sciences".
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Step Action
18. Click the Go button.
19. Double-click a document to view the content search results.
20. Congratulations! You have successfully used content search.
End of Procedure.

Viewing a Document in ImageNow

To view a document in the WebNow Explorer, you double-click on the document. The document
opens in the ImageNow Viewer. The ImageNow Viewer provides you with various options,
including zooming in and out of a document, navigating through document pages, and viewing
document properties. Additional functionality such as applying annotations will be available
depending on your user security.

Procedure

Consider this scenario:

Your goal is to view a document.

T~ ImageNow Explorer [E=E[EEE=T
f File Edit ¥iew \orkflow Projects Help
= = = @) g UML Graduste Admissions LA MY R, B
Views 3% [ quick search [search
= #% Bpplication Plans

Batches [Student 10 | [starts with - Go

D‘ 4 ‘R ‘Smdent D ‘Smdent Name ‘Term ‘Plan

5/ My Recycled Docu
) Workflow

UML Graduate Admissions 1selected 136 docurnent its
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Step Action

1. Begin by navigating to the appropriate Documents View.
In this example, you will navigate to UML Graduate Admissions view.

Click the UML Graduate Admissions tree item.

T~ ImageNow Explorer [E=SE[EE =T
P File Edit Miew Workflow Projects Help
- = = @] o fE G ML Braduste Admissions A RN reRecaerey |
Vs 2% | Quick Search [search
& #% Application Plans
F“ Batches [Student 10 =] [starts with - G |
=] Documents
o : Q‘ “ ‘R ‘Smdent D ‘Smdent Name ‘Term |Plan |D0curr i
v_f w;g:j:;:mmm ko (2] 99992563 JonesDave 2010 Spring Biomed Engr & Biotech (PHD) Applice
m ) Workflow [=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Profile
(2] 99999999 Black Fred 2010 Spring Biomed Engr & Biotech (PHD) Profile
(2] 99999999  Black Fred 2010 Spring shared Test S
[=) 99999999  Black Fred 2010 Spring Business Administration (MBA) Resumr
(=) 99999999  Black,Fred 2010 Spring Business Administration (MBA) Staten
(2] 99999999 Black Fred 2010 Spring Shared TOEFL
(2] 99999999  Black Fred 2010 Spring Shared Transc
[=) 99999999  Black Fred 2010 Spring Business Administration (MBA) Supple
(2] 99999999 Black, Fred 2010 Spring Business Administration (MBA) Test S
© @ M 99999999 Black Fred 2010 Spring Business Administration (MBA) Applice
[=) 99999999  Black,Fred 2010 Spring Biomed Engr & Biotech (PHD) Applici
Multiple ... Kirkland,Cassandra 2011 Spring Biological Sciences (MS) Staten
(2] 90909090 Smith,John 2011 Spring Biological Sciences (MS) Staten
[=) 12345678 Kirkland,Cassandra 2010 Fall HSAD Applici .
2 12345678 Kirkland,Cassandra Fall 2010  HSAD MTEL-
(2] 12345678 Kirkland,Cassandra Fall 2010  HSAD Transc
(2] 30018795 Young,Sally F Fall 2010  Biological Sciences (MS) Applice
[=) 30018795 Young,Sally F Fall 2010  Shared MTEL !
(2] 30018795 Young,Sally F Fall 2010  Shared Transc
(2] 30018795 Young,Sally F Fall 2010 Shared Diplor
7 - i o = PTR— — Pa— FE I PR - - -
UML Graduate Admissions 1 selected 136 documents
Step Action
2. Find the document you wish to review in the ImageNow Explorer.

In this example, you will review the Profile for Fred Black.

Double-click the document list item.
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Step Action

4, Expand the window.

Click the Maximize/Restore button.

wStudent's Website

P

LML Grad Admissions 999999994 Black, Fred\2010 Spring'Busines Pagelofl I

Step Action

5. The Viewer Menu provides you with seven dropdown lists: File, View,
Annotation, Workflow, Project, Window, and Help.

In this topic, you will utilize the View dropdown list to access toolbars and views.

6. The File Toolbar allows you to complete an action in relation to the current
document, such as saving the document or sending the document URL to another
ImageNow user via e-mail.

Please Note: Several functions in this toolbar are grayed out as they are not utilized,
including faxing or exporting documents. These features have been disabled to
ensure documents are kept safe and secure.

7. Use the Annotations Toolbar to apply annotations to a document, including
stamps, sticky notes, and a digital signature.

Important: This toolbar displays based on your user security.
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Step Action

8. Use the Navigate Toolbar to navigate between pages of a multiple page document.

You can also use the double arrow icons to navigate to the previous or next
document in the ImageNow Explorer view.

w  Annotation  Workflow  Projects  Window  Help

LML Grad Admissions\399999884Black Fred\2010 Spring!Busines Pagelofl I

Step Action

9. Navigate to the next page of the document.

Click the Next Page button.
[
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iew Annotation  Workflow  Projects  Window  Help

Black. £
BT

UNL Grad Admissionsy993999994Black,Fredi2010 SpringiBusines Page 2 of 2 |

Step Action

10. Navigate back to the first page of the document.

Click the First page button.

11. In some cases, you may want to zoom in on the document. The viewing features are
provided on the View Toolbar, which is currently not visible.

Let's add the View Toolbar to your current toolbar options.

12. Click the View menu.
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i) o a9
w | Annotation  Workflow  Projects  Window  Help

ZoomIn Ctrl+hiumn +

ZoomQut  Ctrl+Num - Clode oo
Page Layout = -

R
i oepos sz
Resize » S Tioes 16113106

Rotate » Call the student for an inferview.
Smooth F6o |

Tnyert Fi1o [

Actions

Content Search Results e
Digital Signatures
Forms F12
Properties FT

il Date 10724709
Related Documents Pyl razuen

oy i s
Tasks mam o — -

S e
Thumbnals P [Sene | REEEMIERE
— " s
Toolbars b o pem ey P Y
Multi Page TIFF T s - m wama

Show XY Coordinates
Status Bar

Data Capture Results —

Restors Default Setting:

©000MMS Devey Untvevaley Sreecer WY Sachalor of Selasce o g WRJIS  Coglea 323

Lestars of Sevmentacion
Mam oo mod Eoir Poer
Oesten, dndren

UNL Grad Admissionsy993999994Black,Fredi2010 SpringiBusines Page 1of2

Step Action

13. Point to the Toolbars menu.

ZoomIn Ctrl+hiumn +

ZoomQut  Ctrl+Num - Clode oo s
Page Layout = -

oz o o1
et e pniiae
Resize » S Tioes 16113106

ol b= Call the student for an interview.
[¥] smooth |

Tnyert i |wStudents Website

————— ;I::!-l:ggu

Actions it

e w2379
Ensmaness atisens

Content Search Results ica adieen
Digital Signatures
Forms Fi2
Properties FT
=, Sk BEE
Relsted Documents T doti | etezeuiann frgey
- Degres 1 tos
Thurshnsils P [Sene | REEEMIERE
Toolbars r -] Eite sz s e

Multi Page TIFF View

Show ¥ Coordinates v | &nnotations peceeacos s o ez
v | Status Bar v | Mavigate [ ik = oy
Data Capture Results User
oo |[¥] Version Contral frazes e s @
ReztolslDefay iSe g i Bachelor of Science in Mg 08/20/05 conplete EEL)

Sean

Batch O/A
Batch Link
Workflow

Package Scan

Package Review
Tasks

Customize..,

UL Grad Admissionsy993999994Black,Fred\2010 SpringiBusines Page1of2
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Step Action
14. The Toolbars Menu expands.

Click the View option.

Wiews

Annotation  Workflow  Projects Window  Help

UML Grad Admissions\999999994Black,Fred\2010 SpringBusines Page1of 2

Step Action

15. The View Toolbar now displays at the top of the ImageNow Viewer.

16. Click the Zoom In button.
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" Document - Profile Sheet - [Page 1] = e e
i file Wiew Annotation MWorkflow [Projects Window Help -8x
2,20 120 adeHB -k
AU N \////i_i;lﬂ-'f)=l
Tewksbury o
MA 01876
usA
Phone:
Appl # : 95999939 Bppl. Date : 10/24/09
Admit Term : 2010 Spring admit Type : Graduate MBR
Prog Action @ Matriculation Visa Type
Prog Reason : Wisa Status
Acad Prog :  Management Start Date
Acad Plan : Business Administration (MBA) End Date
Degree : Master of Business Admin
hcad SubPlan : Information Technology
Test Scores
Type Component Test Dt Score Source Level
GMAT
ANLY 01-DEC-2009 4.00 ETS Unknown
QUAN 01-DEC-2009 27.00 ETS Unknown
TOTAL 01-DEC-2009 500.00 ETS Unknown
VERB 01-DEC-2009 31.00 ETS Unknown
(3
Transcripts
Org ID Name Degree Degree Dt Status GPA
00009993 Devry University Fremont BSM Bachelor of Science in Mg 02/27/05 Complete 3.29
Letters of Recommendation
LY L
| UNIL Grad Adrnissions\d9993399\Black,Frec\2il0 SpringhBusines Page 1 of 2

Step Action

17. The ImageNow Viewer zooms in on the document. You can use the scrollbar to the
right to scroll up and down the document.

18. You want to view the document properties.

Click the View menu.
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Workflow  Projects  Window  Help -8 X
ZoomIn Ctrl+hurn + s !
Zoom Qut  Ctrl+Num -
Page Layout
G Tewksbury o
Besize 4 MA 01878
Rotate. » usa
— Phone:
Smoath F6
Inyert Fi1
Actions 399999 Appl. Date : 10/24/09
Content Search Results 10 Spring RBdmit Type : Graduate MBA
- triculation visa Type
Digital Signatures visa Status
Forms F1z pnagement Start Date
- . siness Administration (MBA) End Date
Properties FT lster of Business Admin
Pl B hformation Technology
Tasks
Thurnbnails Fd
Test D Score Source Level
Toolbars 3
Multi Page TIFF »
Show XY Coordinates LY 01-DEC-2009 4.00 ETS Unknown
Sy AN 01-DEC-2009 27.00 ETS Unknown
Data Capture Results
- PTAL 01-DEC-2009 500.00 ETS Unknowr
Restore Default Settings.. RE 01-DEC-2009 31.00 ETS Unknown
Ixanscripts
org 1D Name Degree Degree Dr.  Status coa
00009993  Devry University Fremont BSM Bachelor of Science in Mg 02/27/05 Complete 3.29
Letters of Recommendation
DR L e
| UNL Grad Adrmissions\999999984Black Fred\2010 Spring)Busines Page 1of2

Step Action

19. Click the Properties option.
Properties F?

et Profil Sheet Page 1] oo )|

i File Miew Annotstion Workflow Projects Window Help -8x

Hecisn 0 m0aad o 9.

CAEHR NN W N W ARIOY N
Tewkabury - (BB
MA 01876 .
UsA < Document Keys A
Phone: :
Drawer
UML rad Admissions
Appl # : 99999939 Appl. Date : 10/24/09 Student ID
Admit Term : 2010 Spring admit Type : Graduate MBA 99939993
Prog Action @ Matriculation Visa Type
Prog Reason  : visa Status  : Student Name
Acad Prog :  Management Start Date : Black,Fred
Acad Plan : Business Administration (MBA) End Date T
Degree . Master of Busineas Admin erm
Acad SubPlan : Information Technology 2010 Spring
Plan
Iest Scores _—
— Business Administration (MBA)
Type Component Score Source e —
GMAT 2010-07-13 11:39:04.372
Document Type
ANLY 01-DEC-2009 4.00 ETS Brofiie sheet
QUAN 01-DEC-2009 27.00 ETS More
TOTAL 01-DEC-2009 500.00 ETS
VERB 01-DEC-2009 31.00 ETS D # Custom Properties 2
Sub-Plan
Iranscripts Program
Alias 1 4
Org ID Name Degree Degree D Alias 2
00009999 Devry University Frement BSM Bachelor of Science in Mg 02/27/05 Alias 3
Alias 4
Checklist Status In Process
Letters of Recommendation >

L .«--—ﬂ Notec 2 N

""»liw‘_-::_f__-

UL Grad Admissionsy993999994Black,Fred\2010 SpringiBusines Page1of2
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Step Action

20. The Properties pane displays the Document Keys, Custom Properties, and any
Notes provided by ImageNow users.

21. Let's shrink the width of the Properties pane.

. Document - Profile Sheet - [Page 1] =R F=R|
i File Miew Annotation forkflow  Projects Window Help g
i 2.0 150 a0 eBED 9.
I |# AR [ /s /2l Odo=]
Tewksbury * |Properties £ 1S
MA 01878 ~ (4
USA - Document Keys A
Phone: i
Drauwer
UML Grad Admissions -
Appl # © 95399939 Appl. Date : 10/24/09 Student ID
Admit Term : 2010 Spring admit Type : Graduate MBA 99999999
Prog Action  : Matriculation visa Type
Prog Reason - visa Status Student Name
Acad Prog :  Management Start Date : Black,Fred
Acad Plan : Business Administration (MBA) End Date : T
Degree . Master of Busineas Admin erm
Acad SubPlan : Information Technology 2010 Spring
Plan
Iest Scores
— Business Administration (MEA) =z
Type Component Test Dt Score Source e e—
AT 2010-07-13 11:39:04,372

Document Type

ANLY 01-DEC-2009 4.00 ETS Profile Sheet hd

QUAN 01-DEC-2009 27.00 ETS

Hore..
TOTAL 01-DEC-2009 500.00 ETS i y
VERB 01-DEC-2009 31.00 ETS [ B % custom Properties 2
Sub-Plan
Iranscripts Program
Alias 1 L4
org ID Name Degree Degree Dt Alins 2
00009999  Devry University Fremont BSM Bachelor of Science in Mg 02/27/05 Alias 3
Alias 4
Checklist Status In Process
Letters of Recommendation =
< L Nntec Al E
LR 1.3
UNL Grad Adrmissions\999999984Black Fred\2010 Spring)Busines Page 1of2

Step Action

22. Drag the Vertical Ruler on the left side of the Properties pane to the right.

Press the left mouse button and drag the mouse to the desired location.
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" Document - Prafile Sheet - [Page 1] = e =)
File Wiew Annotation Workflow Projects Window Help g
MEd 1.

Tewksbury + Properties 2%
MA 018786 . DocumentKeys % -
USA
Phone: By M
ML Grad Admissions
Student ID
Appl # 99999959 Zppl. Date 10/24/09 99990999
Admit Term 2010 Spring Admit Type Graduate MBA —
Prog Action Macriculation visa Type
Prog Reason visa Status Black,Fred
Acad Prog Management Start Date T
Acad Plan Business Administration (MBA) End Date
Degree Master of Business Admin 2010 5pring
Acad SubPlan Information Technology Plan

Iest Scores

Business Admiristration (1

Date Scanned

Test Dt Source Lg 2010-07-13 11:39:04.37 =
Dacument Type
Frofile Sheet
ANLY 01-DEC-2009 4.00 ETS ur
Mare.
QUAN 01-DEC-2009 27.00 ETS ur
TOTAL 01-DEC-2009 500.00 ETS ur__ ¥ Custom Properti... A
VERB 01-DEC-2009 31.00 ETS uld
Sub-Plan
Pragrarn
Iranscripts Alias 1
Alias 2
Org 1D Nam Degree Dt S Blins 3 L4
00009999  Devry University Fremont BSM Bachelor of Science in Mg 02/27/05 Cc Alias 4
Checklist St In Pracess
Letters of Recommendation - [ B
_— lotes =
(= ’ 4 e
W a1 v’n»! it 2 l
UNL Grad Adrmissions\999999984Black Fred\2010 Spring)Busines Page 1of2

Step

Action

23.

Now let's see if there are any documents related to this document (e.g., documents

with the same Student ID).

Release the mouse button.

", Document - Profile Sheet - [Page 1] = L ]
Miew | Annotation  Workflow  Projects  Window  Help -8 X
. ZoomIn Cel+hum + | o & § @ 6T ,!

Zoom Qut  Ctrl+Num - —rTT
‘\P » ///l_lv“‘f)—-l
age Layout
. Tewksbury ~ |Properties 3
Resize 3 MA 01676 <. DocumentKeys R .
Rotate 3 USA
o Phone: Drawer Ml
S [ UHL Grad Admissions
i Gl Student D
Actions 399999 10/24/09 99999999
Content Search Results 10 Spring Graduate MBA Studert Name
triculation
Digital Signatures Visa Status Black,Fred
Forms F1z fnagement Start Date Torm
U siness Administration (MBA) End Date
Properties FT kster of Business Admin 2010 Spring
Related Docurments hformation Technology Plan
Tasks Business Administration (T
Thumbnails ] Beip Seziizd
Test De Score Source Lg 2010-07-13 11:39:04.37
Toolbars 3
- Document Type
Multi Page TIFF »
Profile Shest
Show XY Coordinates LY 01-DEC-2009 4.00 ETS ur
Mare.
Sy AN 01-DEC-2009 27.00 ETS ur
Data Capture Results o
- oTAL 01-DEC-2009 500.00 ETS Ur_ | '# Custom Properti.. %
Restore Default Settings RB 01-DEC-2009 31.00 ETS ull B
Sub-Plan
Pragram
Iranscripts Alias 1
Alias 2
org ID Name Degree Degree Dt st Blins 3 L4
00009999  Devry University Fremont BSM Bachelor of Science in Mg 02/27/05 Cc Alias 4
Checklist St In Process
Letters of Recommendation o ~
’ I

X e |

UML Grad Admissions\999999994Black,Fred\2010 SpringBusines

Page 1of 2
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24.

Click the Related Documents option.

Related Documents

. Document - Profile Sheet - [Page 1] =R
i File Miew Annotstion Mforkflow Projects Window Help -8 X
H = N5 = i) Biaad =g
T |paBe Trvs/ /Al O@n=]
e T L Prapares S
MA 01878 < DocumentKeys % |2
usa
Phone: B M
UML Grad Admissions_ +
Student ID
Appl # : 98999939 Bppl. Date :10/24/09 99999999
Admit Term : 2010 Spring Admit Type : Graduate MBA T
Prog Actien : Matriculation Visa Type
Prog Reason Visa Status @ Black,Fred
Acad Prog :  Management Start Date b Term
Acad Plan :  Business Administration (MBA) End Date
Deares : Buziness Admin 2010 Spring
Acad SubPlan : ion Technology Plan
Business Admiristration
Test Scores
Date Seanned
Type Component Test Dt Score Source Lg 010-07-13 11:39:04, 37 E
QMAT Document Type:
Frofile Shest -
ANLY 01-DEC-2009 4.00 ETS ur
. w2 Hore..
< '
Related Documents 3 x ’ L
Custom Properti.. %
Sub-Plan
Relationship; -
Program
Alias 1
Alias 2
Alias 3 e
Alias 4
Checklist St In Process
Notes 2
| E
MM - AR
UML Grad Adrmissions\99988998\Black Fred\2010 Spring\Busines Page 1of2

Step

Action

25.

will be retrieved.

The Related Documents window opens.

Use the Related Documents window to find documents associated to the document
you are currently viewing. Any documents with the same primary document key

In this example, when you select a Relationship, the system will retrieve any
Graduate Admissions documents with the same Student ID.

26.

Click the Relationship list.
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. Document - Prafile Sheet - [Page 1] =3 =0
{File Miew Annotation Méorkflow  Projects Mindow  Help -8 x
Meciul 20 Bia ad el -
P |#aRe Trvs/ A On=]
Tewksbury ~ EEREE &3 o4
MA 01876 “DocumentKeys %/ .
USA
Phone: By M
ML Grad Admissions =
Student ID
2ppl # 99999993 Appl. Date 10/24/09 99999909
Admit Term 2010 Spring Admit Type : Graduate MBA —
Prog Action Macriculation visa Type
Prog Reason visa Status | Black,Fred
Acad Prog Management Start Date I Term
Acad Plan Business Administration (MBA) End Date
Degree Master of Business Admin 2010 5pring
Acad SubPlan Information Technology Plan
Business Administration (T
Test Scores
Date Scanned
Type Component Test Dt Score Source Le 2000-07-13 11:39:04.37; H
GMAT Dacument Type
Frofile Sheet -
ANLY 01-DEC-2009 4.00 ETS ur
~ &2 tore.
< v
Related Documents rx X o (&
Custom Properti.. &
Sub-Plan
Relationstip: | =
Pragrarn
ML Grad Admission Documentation
Alias 1
Alias 2
Alias 3 -
Alias 4

L N

Checklist 5t In Process

Notes £

UNL Grad Admissionsy993999994Black,Fredi2010 SpringiBusines

Page1of2

Step Action

27.

Admission Documentation view.

Select the Documents View in which you want to search for related documents. In
this example, you will search for related documents within the UML Grad

Click the UML Grad Admission Documentation list item.

. Document - Statement of Purpose - [Page 1] =0 B
P File Miew Annotation Workflow Projects Window Help -8 X
i) Biaad ool -
L/ sl A O# =
IReport T ZADROZ44 Univarsity of Massachusetts Page Yo = ESE s
st itution: (ML w Test Score Report ®un Date 06/03/2010 [ : [
Run Time 22:26:44 ““DocumentKeys &
Drawwer
ame ' Black, Frad
Enail fblackigmail.con
[Residency : 1S Falder
ool cor GRAD 99999909
fHousing
Tab
Local address Permapent Address Mailing Agdress BlackFred
Field 3
1 Main Street -
Medfield 2010 Spring
MA 02052 USA
Phone: B57.277-9999 Fiekd4
Business Admiristration (T |=
Field 5
99999999 Appl. Date  : 117152009 2010-07-13 11:52:16,83¢
2010 Spring Admit Type : Graduate MBA Program
Application Document Type
oot pros Managenent - Graduaco
jrcad Plan Business Administration - More.
Related Documents 7 x
% Custom Properti.. (&
Relationstip: (UL Grad Admission Documentation hd
Sub-Plan
Document Type \Scan Date/Time \Term \P\am \Pages\Last Viewed By |Notes Program
- " . Alias 1 L4
Resume 2010-07-13... 2010 Spring Business Administ... 2 99999985 Blins 2
m ias
Test Score Report 2010-07-13... 2010 Spring Business Administ... 2 99997263 H Mias 3
Application Graduate Ad... 2010-07-13... 2010 Spring Business Administ... 2 99999985 Alias 4
| atrnr Af Dacammandatinn WNANNLAT NN Corina Bucinace Adminict 7 A00A1A17 b Checklist St In Process
4| i 3
Count; 10 = E
Naotes £
PN o 1 g s o
UML Grad Adrissions1999999994Black Fred\ 2010 Spring\Busines £ UMLGA Docum Page 1of2
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Step Action

28. The related documents in the UML Grad Admission Documentation view
display. Select a related document that you wish to view.

In this example, you want to view the Test Score Report document.

Double-click the Test Score Report cell.

Test Score Report

" Document - Test Score Report - [Page 1]

i File Miew Annotstion Workflow Projects Window Help

iH - = (i) géxabt&-?--‘

LA~ L ALLC

==

-8 X

: Black, Fred

' 99999999

: fblack@gmail.con
18

:  GRAD

Local Address

MA 02052 USA

+ 99999999
2010 Spring
: Application

: \unajcnc t - Graduate
stration

Related Documents

Unlversl of Massachusetts
New Test Score Report

Address

1 Main Street

Shone:  857,277-9399

| Properties 7%

“DocumentKeys %

Drawer

UMIL Grad Admissions
Folder

99999999
Tab

Black,Fred
Field 3

2010 Spring
Field 4

Business Admiristration (1
Field 5

2010-07-13 11;52:16,89%

Document Type

Test Seore Report v

Mare. .

Custom Properti.. &

Relationship:

Sub-Plan

Prograrn

M9l - P HER 3 ko

LML Grad Admissions\399999884Black Fred\2010 Spring!Busines

Alias 1

Alias 2

Alias 3

Alias 4

Checklist 8t In Process
Shared Yes

£ UMLGA Submit Pagelofl

Step Action

29. The related document opens in a new window.

30. Hide the Related Documents pane for a better view of the related document.

Click the Close button.
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Eile Miew Annotation Workflow Projects

o_F

aadeHT

Window  Help

Ll

Lo oo =T

UML

ame Black, Frad
i 99999999
Enail fblackigmail.com
eaidency + 18

GRAD

Universi
New

of Massachusetts
est Score Report

Page No

pent Address Mailing Address

1 Main Street
Medfield
MA

02052 USA

857,277/9999

Properties

¥ DocumentKeys &

Drawwer
Folder
99999999
Tab
Black,Fred
Field 3
2010 Spring
Field 4

Business Admiristration

Field 5

99999999 AP 152009 2010-07-13 11:52:16,8%¢
zo10 Sprlns Admit Type Graduate MBA Program
Document Type
lacad Prog Test Score Report
lpcad Plan ore...,
[Degree Horg...
SubPlan
oot A u o
Custom Properti... ®
Sub-Plan
Ieat Scox:
Program
LTvpe Score Level Alias 1 |
MaT ANLY 2 6.00 Unknown Alias 2
QuUAN 2 30.00 Unknown
TOTAL 2 y; 500.00 unknown Alias 3
VERB 24-MAY- 2009 28.00 Unknown Alias 4
ANLY 01-AFR- 2009 6.00 Onknown Checklist St In Process
Quax 01-APR- 2009 22.00 - Shared  Yes
‘TCTAL 01-APR- 2009 480.00 Unl WIL
VERB 01-RFR- 2009 34.00 Unknown v (=
MW - MRS w

UL Grad Admissionsy993999994Black,Fredi2010 SpringBusines

£ UMLGA Submit Page1of2

Step Action

31.

Click the Close button.

Review the related document and close the window once your review is complete.

" Docurment - Profile Sheet - [Page 1]

SR
Elle Miew Annotstion Workflow  Projects  Window Help
(i) Bia ad CHE -
R [ /rv/r// &=
ZADRO12 Unive: rsty of Massachuse Fage No :1 ~  Properties 3 x
UMLOW Graduate Admissions Proflle Sheet Run Date: 46/01/2010 | 2
Run Time: 13 b
NAME ek, Frod “DocumentKeys &
1d guggnv}gq .
Call the student for an interview, Drawer
w0 0000
&
rest Student ID
Student's Website 99999959
s Student Hame
reet Black,Fred
Term
857/277-9999 2010 Spring
1 _Address anent Address M Address Plan
24 Selishury Street Business Admiristration T =
Tewksbury Date Sanned
01876
2010-07-13 11:39:04.37;
Document Type
Profile Shest
annl & aqaaqaqaa aAnn Nate 1n/2a/09 s Mare.
Related Documents 7 x
= Custom Properti.. &
Relationstip: (UL Grad Admission Documentation hd
Sub-Plan
Document Type \Scan Date/Time \Term \P\am \Pages\Last Viewed By |Notes =3 Program
. = . Alias 1 L4
Resume 2010-07-13... 2010 Spring Business Administ... 2 10031612 Blins 2
ias
Alias 3
Application Graduate Ad... 2010-07-13... 2010 Spring Business Administ... 2 dsnigier Alias 4
| atrnr Af Dacammandatinn WNANNLAT NN Corina Bucinace Adminict 7 10N21 617 b Checklist St In Process
4| i 3
Count; 10 = (5
Naotes £
LRI N, 13 . arar e
UNL Grad Adrmissionsh999999984Black Fred\2010 Spring)Busines Page 1of2
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Step Action
32. Close the original document.
Click the Close button.
|, ImageMow Explorer [E=E[F=E =
i File Edit Wiew \Workflow Projects Help
= = = 2 @] HE o UML Graduste Admissions = BT L O WL Sk &
Vies 7 x seach]
@ #% Application Plans uksearh [Seat
Batches [Student 1o | [starts with - Go
Documents
] ssions| ﬂ‘ ‘R ‘Student D ‘Student Name ‘Term Plan |Docurr T
& UML Graduate Lockbiox
{4 My Recycled Documents (=) 99992563 Jones,Dave 2010 Spring Biomed Engr & Biotech (PHD) Applici
B ) Workflow
99999999  Black Fred 2010 Spring Biomed Engr & Biotech (PHD) Profile
2 99999999  Black,Fred 2010 Spring shared Test S
(2] 99999999 Black Fred 2010 Spring Business Administration (MBA) Resun
(2] 99999999  Black Fred 2010 Spring Business Administration (MBA) Staten
[=) 99999999  Black Fred 2010 Spring Shared TOEFL
(2] 99999999 Black, Fred 2010 Spring Shared Transc
(2] 99999999  Black Fred 2010 Spring Business Administration (MBA) Supple
2 99999999  Black,Fred 2010 Spring Business Administration (MBA) Test S
© & ® 99999999 Black Fred 2010 Spring Business Administration (MBA) Applici
(2] 99999999 Black, Fred 2010 Spring Biomed Engr & Biotech (PHD) Applic:
Multiple ... Kirkland,Cassandra 2011 Spring Biological Sciences (MS) Staten
[=) 90909090 Smith,John 2011 Spring Biological Sciences (MS) Staten
[=] 12345678 Kirkland,Cassandra 2010 Fall HSAD Applicé
(2] 12345678 Kirkland,Cassandra Fall 2010  HSAD MTEL-
[=) 12345678 Kirkland,Cassandra Fall 2010  HSAD Transc
(2] 30018795 Young,Sally F Fall 2010  Biological Sciences (MS) Applic:
(2] 30018795 Young,Sally F Fall 2010 Shared MTEL !
[=) 30018795 Young,Sally F Fall 2010  Shared Transc
[=) 30018795 Young,Sally F Fall 2010  Shared Diplom
e e . om o S mecen o0 oo oo pp— -
UML Graduate Admissions 1 selected 136 documents
Step Action
33. You are returned to the ImageNow Explorer window. You can open and view
additional documents as needed.
34. Congratulations! You have successfully viewed a document.
End of Procedure.

Setting Your User Preferences
Upon completion of this lesson you will be able to:

e  Set Related Documents to Automatically Populate in ImageNow

Setting Related Documents to Automatically Populate

In ImageNow, you can set previously viewed related documents to automatically populate when
viewing a document.

Procedure

Consider this scenario:
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Your goal is to set related documents to automatically populate.

TmageMow Explorer =)
! File Edit View Workflow Projects Help
i @ | g0 UMBGA Instructional Design MEd e IR ! .... -]

Views A% | Quick Search [search

a Documents
& UMBGA Gerontology MS [Student 1D -] [starts witr - Go
& UMBGA Gerontology PhD
& UMBGA Instructional Design MEd D‘R ‘Student D |5tudent Name |Term |[)ate Scanned ‘Pag<

&/ My Recycled Documents
& Workflow

UMBGA Instructional Design MEd — 2 1 selected Sdu:uman:s
Step Action
1. Begin by navigating to the appropriate Documents view.

In this example, you will navigate to the UMBGA Instructional Design MEd
view.

Click the UMBGA Instructional Design MEd tree item.
[UMBGA Instructional Design MEd|
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TmageNow Explorer =
{ File Edit View Workflow Projects Help
="} (i 1PN ! & UMBGA Instructional Design MEd e r\ag E
Views A % | [Quick Search |search
=] Documents
& UMBGA Gerontology MS [Student 10 =] [starts with - G
& UMBGA Gerontology PhD
& UMBGA Instructional Design MEd D‘R ‘Student D |5tudent Name |Term |[)ate Scanned ‘Pag<
2] My Recycled Documents
& Workflow e
2 91123456 Hacker Kathleen Jean 2010 Fall 09/14/2010 04:... 2
o 91134567 Beckman,Casey Anne 2009 Fall 08/12/2010 03:... 2
(=] 91145678 Lang,Maryanne K 2009 Fall 08/12/2010 03:... 2
a 91156789 Thompson,Curtis A 2009 Fall 08/12/2010 03:... 3
[=] 91167890 Barrington, Brianna 2009 Fall 2010-08-19 09:... 2
[=] 91178901 Keller, Susan B 2009 Fall 2010-08-19 10:... 2
= 91189012 Vanderkamp,Robert C 2009 Fall 08/12/2010 03:... 2
< , »
UMBGA Instructional Design MEd 1 selected 8 documents
Step Action
2. Find the document you wish to review in the ImageNow Explorer
In this example, you will review the document for Brianna Barrington.
Double-click the document list item.
Barrington,Brianna
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UMASS

Bio Demo Data

Name
Previous Last Name
n

Appl type

Email 1D

SSN

Start Term

Admit Ty

Intended Program
Intended Plan
Intended Sub Plan
Online program
Academic Load
Appheation Date
Mass Residency
U'S Ciuzenship Status
‘BinthDate

Ethme Group
Gender

Muduary Staius

Address & Phone

WK1 -k HR

ImageNow Explorer
File Edit View Workflow Projects Help
2 o S ProY - i i
"1 | Document - Application Graduate Admissions - [Page 1] [ — &
4 View Annotation Workflow Projects Window Help
H (i) picad ek = -
FILdEI R Trvs// Ok =0
Report ID ZADR0233 Umversm{v of Massachusetts Boston PageNo |
Institution UMBOS Graduate Web Application Summary RunDate 05292009
Career ApplCir  GRAD GRAD Apphcations POSTED ta PeopleSoft RunTime 221834

Citirenship & Visa

Barrington Brianna

MacDonald Country of Citizenship
51167890

WEB Visa Type
bbarrington@comcast.net Visa Status
022333443 Visa Number
2009 Fall Visa Start Date
Graduate Visa Expire Date
GCE G Burth Country
Instructional Design (MEd) Burth City

Part Time

05129/2000

15

Nauve Citizen
05 1071962
White (non Hispanic)

F
No Milstary Service

United States

£ Instructional De

ductivi
EKit

0

Pagelof2 =

nt:

Action

displayed.

The ImageNow Viewer opens in a new window. The document you selected is

If the Related Documents pane is not already visible, click the View menu.

Edit View Workflow Projects Help

i File
g - i
v‘ . Document - Application Graduate Admissions - [Page 1]
4 iew | Annotation Workflow  Projects  Window  Help -ax
Gt
ZoomIn Ctrl+Num + Y -B o
& ZoomQut  CulNam- |, x
Page Layout ‘Pag<
Resize » - 2
Rotate » 2
Smooth 6 2
Tnvert Fil UI'IIVEI'SII{V of Massachusetts Boston Page No 1
Graduate Web Application Summary RunDate  05/29/2009 - 2
Actions tAD Applications POSTED to PeopleSoft RunTime 221834 3
Content Search Results -
el Gignatires g 2
Forms F12 Citizenship & Visa | >
Properties F7 | Berzingten Brisnns 2
& MacDonald Country of Cinzenship United States 3
Related Documents 51167850
h WEB Visa Type
I bbarringtonfcomcast net Visa Status
Thumbnails F | 022338443 Visa Number
2009 Fall Visa Start Date
Toolbars » | Graduate Visa Expire Date
GCE G Birth Country
Multi Page TIFF » | Instructional Design (MEd) Birth City
Show XV Coordinates
Status Bar Part Time
05/29/2009
Data Capture Results 15
| Natve Citizen
Restore Default Settings... 05 10/1962
TGO White (non Hispanic)
Gender
Mulitary Status No Military Service
Address & Phone
Damrnmnme & ddmnns e . -
HWh ! -pHRQ 5 »
[l £ Instructional De Pagelof2 ==
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Step Action

5. Click the Related Documents menu.

Related Documents

ImageNow Explorer 7 — = [ =
! File Edit View Workflow Projects Help
2 o . - - e a i Y
- .
| Document - Application Graduate Admissions - [Page 1] o ) =S
of |i File View Annotation Workflow Projects Window Help -ax
H S . G
iM (i) picad ek =ll - e
FIL[#E R TrAv// Ok =] Pagt
- 2
L. 2
.. 2
Report ID ZADR0233 Umversm{‘?f Massachusetts Boston PageNo |
Institution UMBOS Graduate Web Application Summary RunDate 05292009 -2
Career ApplCir  GRAD GRAD Applicatons POSTED ta PeopleSoft RunTime 221834 3
|
Bio Demo Data Citzenshup & Visa 2
Name Barrington Brizmns 2
Previous Last Name MacDonald Country of Citizenship United States E
D 91167830
Appl type WEB Visa Type
Email 1D bbarrington@comcast.net Visa Status
SSN 022334444 Visa Number -
Related Documents 7 x
Relationship: -
LR LY s ] .
£ Instructional De Pagel of2 o=

Step Action

6. Click the Relationship list.
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ImageNow Explorer

AProductlvlty
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Related Documents

- x
i File Edit View Workflow Projects Help
: —— a——— D carm =
= - F
"i | Document - Application Graduate Admissions - [Page 1]
3 e View Annotation Workflow Projects Window Help
d /0 Bicaded=ll g
Ele @R T o s Ol
E
Report ID ZADR0233 Umvers:twf Massachusetts Boston PageNo |
Institution UMBOS 'eb Y RunDate  05/29/2009
Career ApplCir  GRAD GRAD Applicatons POSTED ta PeopleSoft RunTime 221834
Bio Demo Data Citizenship & Visa
Barrington Brianna
Previous Last Name MacDonald Country of Citizenship United States
D 91167830
Appl type wan Visa Type
Email 1D zringtonfeomeast.net Visa Staius
SSN 4444 Visa Number

7 x
(o8 b 4
Relationship: | -
— Graduate Admissions Documentstion UMB 1]
i b S ks D
unl £ Instructional De Pagelof2 =
[~ Y| 8 %
ImageNow Explorer =&
File Edit View Workflow Projects Help
P P _.Al e _ - i .
v‘ { Document - Appncanon Graduate Admissions - [Page 1] ji— -
o |i File View Annotation Workilow Projects Window Help
0 Bis-dcwal -g
Lo Trvrs//00 s =
E
Report ID ZADR0233 University of Massachusetts Boston PageNo |
Institution UMBOS eb Y RunDate 052942009
Career ApplCir  GRAD GRAD Applicatons POSTED ta PeopleSoft RunTime 221834
Bio Demo Data Citizenship & Visa
Name Barrington Brizmns
Previous Last Name MacDonald Country of Citizenship United States
D 91167830
Appl type WEB Visa Type
Email 1D bbarringtonfeemeass.net Visa Status
SSN 022334444 Visa Number =
Related Documents 7%
RO
Relationship: | Graduate Admissions D B =)
Document Type ‘Soan Date/Time |Teim |Plan |Pages|Lasl Viewed By ‘Noles [
Transcript (Official) 2010-08-19... 2009 Fall Shared 2 10003978 L
Resume 2010-08-19... 2009 Fall Instructional Desi... 2 10003978
Letter of Recommendation 2010-08-19... 2009 Fall Instructional Desi... 4 10003978
I’:Q»I:h‘mnnl» nf M aNAN_NQ_10 2nna Call Tnctrirtinnal Naci A 1NNN2079 | e
4 »
Count: 4
LR g "] 5
unl £ Instructional De Pagelof2 et
- M| 8 %
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Step Action

8. In the Related Documents pane, click the Manage button.

LiLa S
R
ImageNow Explorer 7 L W =@ x |
i Fle Edit View Workflow Projects Help
1 ) Document - Application Graduate AdMissions - [Page 1] [] [ =l=] % |
Vi
||} Ele View Annotation Workilow Projects Window Help -8x
E (i} ¢ -8 €2
A} . e 1O oo =
AREIE PNy P anier 1wl | |pag:
- 2
Manage the list of relationships that are avalable in the Related Documents pane. .2
Report 1D ZADRO2 PageNo |
Instution UMBOS| | | Mame Desaription Status odify... o Datn 0572072000 L. 2
Carcer Appl Cir  GRAD Copies of Original D...  Returns sbing documents. Inact... RunTime 221834 3
Copies of this Docu...  Returns child documents. Inact.
Original Document Returns the parent document.  Tnact. k.. 2
Bio Demo Data Graduate Admission... Related docs display for drive...  Active 2
Previous Last Name United States =2
D
Appl type
Email 1D
Related Documents L
Relationship: | Graduate Admissions Decumental ‘]
Document Type 56| [ Remember and run the fest viewsd relationshi By Notes =
Transcript (Official) 20] | L
Resume 20;
Letter of Recommendation 2010-08-19... 2009 Fall Instructional Desi... 4 10003978
Ctatnmant of D ANINNR_10 nno0 Exll Tnetrictinnal Naci A 10NN2072 -
< »
Count: 4
ELERET . LY | 5
Ui £ Instructional De Pagelof2 v

Step Action

9. Click the Remember and run the last viewed relationship option.

[

10. Click the Close button.
[ Close ]
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Bio Demo Data

Citirenship & Visa

B ImageNow Bxplorer
! File Edit View Workflow Projects Help
. .Al e o Y
Vi | Document - Application Graduate Admissions - [Page 1] [PV Je— )
o |{ File View Annotation Workilow Projects Window Help
Moo= o o0 slid a0 e ma -B
FIL[¢E e Trv/// Ozl
Report ID ZADR0233 Umversm{v of Massachusetts Boston PageNo |
Institution UMBOS Graduate Web Application Summary RunDate 05292009
Career ApplCir  GRAD GRAD Apphcations POSTED ta PeopleSoft RunTime 22 1834

Name Barrington Brianna
Previous Last Name MacDonald Country of Citizenship United States
D 91167830
Appl type WEB Visa Type
Email 1D bbarrington@comeast.net Visa Status
022334444 Visa Number -
Related Documents 7%
Relationship: | Graduate Admissions D B =)
Document Type ‘Soan Date/Time |Term |Plan |Pages|Lasl Viewed By ‘Noles [
Transcript (Official) 2010-08-19... 2009 Fall Shared 2 10003978 L
Resume 2010-08-19... 2009 Fall Instructional Desi... 2 10003978
Letter of Recommendation 2010-08-19... 2009 Fall Instructional Desi... 4 10003978
I’:Q»I:h‘mnnl» nf M aNAN_NQ_10 2nna Call Tnctrirtinnal Naci A 1NNN2079 e
< m »
Count: 4
MM o MRl S Sl .
£ Instructional De Pagelof2 ——

Step Action

11. Click the Save button.

M

12.
populate.
End of Procedure.

Congratulations! You have successfully set related documents to automatically
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