ImageNow Retrieval Quick Reference EMAWSVEII_TLE

Log into ImageNow

e Clickon “ located on System Tray

- Or: Click Start, All Programs, ImageNow 6
e Enter User Name and Password

- Will use e-id and e-id password

- Password will be updated in ImageNow whenever

you change your e-id password

. ik

Search for Documents
Without Banner Open

e OnImageNow toolbar, select Documents
e Select the document view from left side of menu
e  From Quick Search
- Where to search, select from drop down list
o From Banner View, ID or Name

ImageNow Log In

() ImageNow ¢ Sunflower

<« Connection Profiles  License Manager ~ About

User name: | |

Password:

o From All Document, Folder is the same as ID and Tab is the same as Name

- How to search, leave at ‘starts with’
- Enter search criteria in blank field

o If searching using name, enter last name then ‘, * and part of first name (last name comma space first name)

Click led 0

e Search results are displayed

ImageNow Toolbar

ImageNow - s000424

N
Y ey \1
&Applications - | Bakches ﬁ Projects ~ g:' Capture - i@'HeIp -
= 3 b 4

- ImageNow Explorer

Pl Edit Yiew Workflow Projects  Help

220 2l
i | All Documents - L!

Views G2 £3 Quick Search |sgarch
# ~pplication Plans v
Batches [ | [starts wen | [ soossgnss| ( GD
= | Dacuments W

£ Accounts Payable visw DI*}, | Drawer /Ip | Hame | Field 3\ | Field 4 | Field 5 Diocument Type | Pages | Created | Created By | e

£ All Documents Enter search criteria,

Banner Yiew
0 hects
How to Search Search Criteria
Where to Search

View Selection

Search from Banner

e  Find person in Banner (i.e.; SPAIDEN)
e OnImageNow toolbar, select Applications
e Search results are displayed
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Open Document

e From the search results, double click on document type to view

Search Results Window
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View Document

Note: Screen size and resolution can affect how the document is viewed. If blank, reduce size of WebNow Viewer.

ImageNow Viewer

P Fle View Annotation Workflow Projects  Window  Help

NOTICE FROM S.LU.E. AND L.C.C.C.

Applicants shoud understand that withhalding information reguested on this application or giving false informa-
tion may make the applicant ineligibie for admission fo the University or subject to dismissal. Your signature
cartifies that the statements on this appication are comrect and complete. Previous $.LU.E. students apphing
1o this program are subject to approval by 8..U.E. The fie complation deadine is two weeks prior 1o the first
day of the quaner listed on item 5 of this appécation.

Southem linais University at Ecwardsvile and Lewis and Clark Community College are committed 10 equal
educational and employment cpportunity and affirmative action, Both institutions administer ther programs,
services, and employment opportunities without regard to race, ethnicity, color, $ex, creed or religion, national
origin, age, handicap. veterans' status or olher . Affrmative action s taken as ap-

proscrived categories.
propriate. In addition, it is the policy of both instiulions to make every reasonable effort to accommodata
indviduals with special needs.

Both institutions comply in letter and spint with federal and state legistation, which inchudes but is not limited to,
Titles VI and VIl of the Crvil Rights Act of 1964, Executive Order 11248, the Equal pay Act of 1963, the Age
Discrimination in Employment Act of 1967, Titie IX of the Education Amendments Act of 1872, Sections 503
and 504 of the Rehabiitation Act of 1973, the Vietnam Era Veterans' Readjustment Assistance Act of 1974,
Titles Vil and Vil of the Pubkc Health Senice AGt, and the llinois Human Rights Act and related state laws.
Inquiries should be directed to the Central Affinmative Action Office at 5.LULE. and the Presidential Assistant
for affirmative Action Office at L.C.C.C.
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e Use the navigation buttons at the bottom of the screen to move from one page to the next.

Navigation Buttons

WK Az v[p MW
“ KH

Moves to the previous/next document type Moves to the first/last page for selected
on Search Results document type

e Use the toolbar buttons to manipulate the view

4
Moves one page forward/backward for the
selected document type
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Toolbar

Q& AN [EEm

q £y EZi=R
Zoom in and out buttons to increase/decrease Rotate left and right buttons to rotate document Select how to view document: fit to window (4
size of document view 90° arrows) default view to see entire document, fit

to width (landscape) and fit to height (portrait)

e Documents may include annotations, items not original to the document but added, such as highlighting, text

- Click |£| to toggle between showing and not showing the annotations

Close ImageNow Viewer

e C(lick E in the upper right-hand corner to close document view and return to search screen

ImageNow Viewer

B ImageNow Viewer - [Page 14]
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NOTICE FROM S.LU.E. AND L.C.C.C.

e Select new document type to view
e OR Enter new search criteria to view document types for another person
e  OR Exit ImageNow
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