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Introduction
This document will assist the department Business Managers with:
e Requesting access to ImageNow

e How to search for invoices and travel documents
e Check the status of those invoices and travel documents
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Requesting Access to ImageNow
A Business Manager needing access to Accounts Payable and Travel & Complex
Payments documents in ImageNow can request access by submitting an online form.

Before submitting the form, please make sure a University Confidentiality
Agreement form has been signed, if not login to Banner SSB to access the
Confidentiality Agreement link located under the Employee tab.

Perform the following steps:

1.
2.
3.

4,

~

9.

10.
11.

12.

13.

Click the link ITS ImageNow Add/Remove Access Request
The online access request form will open in a browser.
Enter in the user needing ImageNow access NinerNet Username, 800
Number, and a Brief Description of Your Request.
Click on the Add or Remove drop-down list to select the permission:

a. Add Permission

b. Remove Permission
Click on the Access Group drop-down list to select AP Invoice External
Viewer.
All ImageNow users must verify that they have read and understand the
ImageNow Data Security and PCI Compliance procedures located in the
Moodle ImageNow Training Course. To access the documents click the
Moodle link and then proceed to the Training section.
Select the I Agree box.
Attach your supervisor’s approval by clicking the Attachments button.
*Note: The attached approval can be in the form of an image type, PDF or
Word document.
Click the Save button to submit the ImageNow Access Request Form.
Click the Reset button to submit another form for access.
Repeat steps 2 thru 9; but in step #4 for the Access Group drop-down list
select TCP Invoice External Viewer.
You can print the form by clicking the Print button or attach any supporting
documentation to the form by clicking the Attachments button.
To exit the form, close the browser or tab.
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Logging Into WebNow

(ImageNow web version)

1. To access the ImageNow web application, open a browser window, type the
URL, https://imagenow.uncc.edu/, in the navigation toolbar to display the
login screen. Enter your NinerNet credentials and press the CONNECT
button as seen below:

Connect

perceptivesoftware

2. Once logged into the application, a screen will appear displaying all the
VIEWS on the left-hand side panel.
a. Documents
i. AP Invoice Processing
ii. TCP Documents
b. Folders
i. TCP Travel

Business Managers Training Manual (2) 5


https://imagenow.uncc.edu/

L
\\IZ4
UNC CHARLOTTE
Document and Folder Views

AP Invoice Processing

a. Click the AP INVOICE PROCESSING view and enter in a Vendor ID
(800#) as shown below:

M options - | help - | disconnect
Documents Folders

UGB/ S2=0 @ & AP Invoice Processi

Views -

v I Documents L T Search |
& All Documents / [ Vendor 1D <] [ stars with +| 800835059 ——
AP Invoice Processing
TCP Documents

% Blanket Travel Authorizations
% Global Green

L4 Workflow Que... @ vendor ID | Vendor Name  Document # | Document Type
800835059 Airgas USALLC ~ Z0152408 49er Mart PO Invoice
~ 800835059 Airgas USALLC 20152887 49er Mart PO Invoice
T international Travel 800835059 Airgas USALLC 70152494 49r Mart PO Invoice
G Travel Advance 800835059 AirgasUSALLC 70154628 49er Mart PO Invoice
[&] My Recycled Documents 800835059 AirgasUSALLC 20152353 49r Mart PO Invoice
v [ Folders 800835059 Airgas USALLC 20154192 49er Mart PO Invoice
£ All Folders 800835059 Airgas USA LLC ~ Z0150968 49er Mart PO Invoice
8 TCP Travel 800835059 AirgasUSALLC 10511158 AP - Direct Pay Request
12 My Recycled Folders 800835059 Airgas USA LLC 20151275 49er Mart PO Invoice
800835059 AirgasUSALLC 70153315 49er Mart PO Invoice
800669236 Airgas National C... Z0153607 49er Mart PO Invoice
800835059 AirgasUSALLC 20162296 49er Mart PO Invoice
800835059 Airgas USALLC 10509696 Credit Memo
800835059 AirgasUSALLC 70158848 49er Mart PO Invoice
800835059 Airgas USALLC 20153617 49er Mart PO Invoice
800835059 AirgasUSALLC 20157630 49er Mart PO Invoice
800835059 AirgasUSALLC 20154193 49er Mart PO Invoice
800835059 Airgas USALLC 20154191 49er Mart PO Invoice
Airgas - Letter Default
800835059 Airgas USALLC 10509697 Credit Memo
800835059 Airgas USALLC 20153878 49er Mart PO Invoice
800835059 AirgasUSALLC 10521416 AP - Direct Pay Request
800835059 Airgas USALLC 20151367 49er Mart PO Invoice
800835059 Airgas USALLC 20153978 49er Mart PO Invoice
800835059 Airgas USALLC 20152493 49er Mart PO Invoice
800835059 AirgasUSALLC 20153147 49er Mart PO Invoice
800835059 AirgasUSALLC 10518936 AP - Direct Pay Request
800835059 AirgasUSALLC 20153319 49er Mart PO Invoice
800835059 AirgasUSALLC 70161647 49er Mart PO Invoice
800835059 AirgasUSALLC 20151556 49er Mart PO Invoice
800835059 Airgas USALLC 20153635 49er Mart PO Invoice
800835059 AirgasUSALLC 70153875 49er Mart PO Invoice
800835059 Airgas USALLC 20153958 49er Mart PO Invoice
800835059 AirgasUSALLC 20152173 49er Mart PO Invoice
800835059 AirgasUSALLC 70151351 49er Mart PO Invoice
800835059 AirgasUSALLC 70159405 49er Mart PO Invoice

12/3/14 11:22:4...
12/19/14 12:29:...
12/1/14 12:0

12/15/14 3:52:4...
11/17/14 4:28:1...
12/12/14 10

11/20/14 12:06:...
12/5/14 2:22:27...
12/10/14 8:05:1...
11/24/14 1:10:2...
11/24/14 3:46:1...
1/22/15 11:4

12/10/14 12:15:...
1/8/15 8:23:34 ...

12/15/14 3:52:4...
12/12/14 11:53:...

12/3/14 11:22:4...
12/5/14 2:

12/5{14 2: -
12/8/14 2:11:11...
1/5/15 4:09:15 ...

11/26/14 10:52:...
11/20/14 12:06
12/2/14 10:36:2...

N e e e R R O b e e U e b N b e b e e e R e e e e e e e e e e

% | APInvoice Processing 1 selected | More than 500 documents

*Note: denotes that the document is in workflow being processed; otherwise
the document has been processed.

*Note: @ denotes that the document is on hold and the departmental Specialists
are awaiting additional information to process.

b. To view the desired document, double click the line item to open the
document.
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c. Press F7 to view the document PROPERTIES displayed on the right-
hand side panel as shown below. In the CUSTOM PROPERTIES
section, you can see when the invoice was processed and other
detailed information.

8 00 WebNow Viewer
File View Annotation Workflow Folders Window Help

HMEEA:/0@8W: a4 dcE=ST B & R

Actions | Page 1 - TIF File

Document @)

-} Document Keys
L]

&) E-mail this document

(]
0 i Chartwells Invo
£ Export this docume... el mvoice AP Invoice Processing

i= Print this document UNGE Sorior Ciy imucice Number: 2361600323
320 8, 54h Sirmen invcice Date: 822015 Name

Drawer~

Calerng
Ed Create a shortcut to... ——— ) F236160000 321YZ5D_016Y7SLLRODOPCD

Apply document hold
© Apply BT UNCE Goner Gily RemitTe:  Chartwalls Dinkeg Sérvices. Vendor ID

> . 320 £ @ Srest
24, View shortcut locati... PO Bax 417832 800362179

Chaotio NG 28202

-7 Launch associated a... Bosian MA 02241-7632 Vendor Name

Chartwells

Nt 26763 FSIEE4E

PN Evers De_Evam Caering Locatien_buseription Document #
WEm | SUZmi IR PTAE CoB Cawrrg
20172446

Field4

Field5
321YZ50_016YSCLLROOOPBZ

Type
49er Mart PO Invoice

‘Sub-Tolal [Mar-Tasable)
Sub-Tolal {Taxable}
Sabes Tare

Tosal

Aanced Dapost Usad '+ Custom Properties
Cradit Card

Cash Payment

B2 Document Num... | 20172446

D on Fecewt Blonce Bue Supplier Inveice 2361600323
Faga 001 Purchase Order P1526546
*** Gompazs ClisntiCustomer Confidential *** Invoice Date 5/12/2015
Transaction Date | 5/14/2015
Invoice Amount 85.93

WAL [ PHW

AP Invoice Processing | 800362179 \ Chartwells | Z0172446 \ \ 321YZ5D_016YS8CLLROOOPBZ2 \ 49er Mart PO Invoice Page 1 of 1 1,628,570 K

d. Once the document is open, you can email, print, or export and save
&&=

the document file locally, using these icons

e. Pressthe E to exit the document and return to the previous list.
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TCP Documents

a. Click the TCP DOCUMENTS view and enter in a Vendor/Traveler ID
(800#) as shown below:

- options ~ | help ~ | disconnect
Documents Folders

CE/2A=0 @ & & [ [&TCPDocuments

Views

¥ || Documents Quick Search RN

B All Documents

= +| 800015760 M————
B AP Invoice Processing
A oo

i Blanket Travel Authorizations
% Global Green
\_ﬂ International Travel
G Travel Advance
{&] My Recycled Documents

-re /T Tr: e
cutley2 10511946 800015760 Ott, Steven H. Direct Pay Request 120414 b
jrhughes 10515353 800015760 Ott, Steven H. Travel Reimbursem... 120914 1/6/15 5:21:25 ...
cutley2 10511509 800015760 Ott, Steven H. Direct Pay Request 112414 11/24/14 11:16:...
npaetz 10513610 800015760 Ott, Steven H. Mileage and Parking 121514 1/23/15 1:19:05...
£ 4TCP LR npaetz 800015760 Ott, Steven H. Travel Reimbursem... 042615 5/4/15 8:25:57 ...
v [ Folders kriceld 10514666 800015760 Ott, Steven H. Direct Pay Request 011315
£5 Al Folders npaetz 10514794 800015760  Ott, Steven H. Direct Pay Request 012115
5 TCP Travel npaelz 10515042 800015760 Ott, Steven H. Direct Pay Request: 013015 1/30/15 9:28:55.
[&] My Recycled Folders npaetz 10515044 800015760 Ott, Steven H. Direct Pay Request 013015 1/30/15 12:48:4...
jrhughes 10513185 800015760 Ott, Steven H. Mileage and Parking 110314 1/6/15 5:31:06 ...
npaetz 10515013 800015760 Ott, Steven H. Direct Pay Request 012815 1/28/15 3:16:11...
sstricl7 10520701 800015760 Ott, Steven H. Direct Pay Request 3 032315 3/23/15 11:35:1...
npaetz 10521854 800015760 Ott, Steven H. Mileage and Parking 030215 5/4/15 8:14:40 ...
npaetz 10517667 800015760 Ott, Steven H. Direct Pay Request 3 030315 3/3/15 11:39:54...
sstrict7 10516778 800015760 Ott, Steven H. Mileage and Parking 010515 2/24/15 2:51:38...
npaetz 10517265 800015760 Ott, Steven H. Mileage and Parking 021215
svang21 10515843 800015760 Ott, Steven H. Direct Pay Request 021015
npaetz 10517668 800015760 Ott, Steven H. Direct Pay Request 030315 3/3/15 11:39:54...
AL TCP Blanket A... npaetz 800015760 Ott, Steven H. Blanket Authorization FY16 4/16/15 11:40:
sstrict7 10520888 800015760 Ott, Steven H. Direct Pay Request 032515 3/25/15 12:33:5...
sstrict7 10517388 800015760 Ott, Steven H. Direct Pay Request 030215 3/2/15 11:31:18...
svang21 10515842 800015760 Ott, Steven H. Direct Pay Request 021015 2/10/15 11:34:4...
npaetz 10522968 800015760 Ott, Steven H. Direct Pay Request 042415 4/24/15 10:23:2...
npaetz 10518835 800015760 Ott, Steven H. Direct Pay Request 031715 3/17/15 11:5:
npaetz 10518834 800015760 Ott, Steven H. Direct Pay Request 031715 3/17/15 11:5:
npaetz 10521855 800015760 Ott, Steven H. Mileage and Parking 040915 5/4/15 8:15:10
npaetz 10521258 800015760 Ott, Steven H. Direct Pay Request 040315 4/3/15 8:34:08 ...
sstrict7 10520961 800015760 Ott, Steven H. Direct Pay Request 033115 3/31/15 11:39:0...
npaetz 10521257 800015760 Ott, Steven H. Direct Pay Request 040315 4/3/15 8:33:58 ...
sstrict7 10519647 800015760 Ott, Steven H. Mileage and Parking 033115 4/8/15 12:20:57...
kricel9 10522835 800015760 Ott, Steven H. Direct Pay Request 042015 4/20/15 1:26:20...
Wk 4 TCP LR npaetz 800015760 Ott, Steven H. Direct Pay Request 051415 5/14/15 8:36:26...
£ 4TCPLIR npaetz 800015760 Ott, Steven H. Direct Pay Request 050415 5/4/15 8:13:30
L3 4TCPLIR svang21 800015760 Ott, Steven H. Direct Pay Request 051215

Total: 91

(=] TCP Documents 1 selected 91 documents

oy
*Note: denotes that the document is in workflow being processed, otherwise

the document has been processed.

*Note: @ denotes that the document is on hold and the departmental Specialists
are awaiting additional information to process.

Business Managers Training Manual (2) 8
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b. Click the button to open the find toolbar at the bottom of the
screen. You can perform a more precise search, such as for a
Vendor/Traveler’s Document Number in the list as shown below:

- options - | help + | disconnect
Documents Folders

GE/9320 @ . [ TmTCP Documents
Views

¥ || Documents Quick Search TN

B All Documents | Vendor/Traveler ID +| 800015760
£ AP Invoice Processing

[TCP Documents

% Blanket Travel Authorizations i € 8... ve av... ve e .| Docume pe = e LIS
< Global Green cutley2 800015760 Ott, Steven H. Direct Pay Request 120414 12/4/14 8:15:18...

% Inermational Travel jrhughes 10515353 800015760 Ott, Steven H. Travel Reimbursem... 120914 1/6/15 5:21:25 ...
B Travel Advance cutley2 10511509 800015760 Ott, Steven H. Direct Pay Request 112414 11/24/14 11:16:...
npaetz 10513610 800015760 Ott, Steven H. Mileage and Parking 121514 1/23/15 1:19:05...
Kl My Recyded Documents [ 4 TCP LR npaetz 800015760 Ot Steven H. Travel Reimbursem... 042615 5/4/15 B:25:57
v 3 Folders kricel9 10514666 800015760 Ott, Steven H. Direct Pay Request 011315 1/13/15 12:4
B8 All Folders npaetz 10514794 800015760  Ott, Steven H. Direct Pay Request 012115 1/21/15 11:40:5...
BB TCP Travel npaelz 10515042 800015760 Ott, Steven H. Direct Pay Request 013015 1/30/15 9:28:55...
[&] My Recycled Folders npaetz 10515044 800015760 Ott, Steven H. Direct Pay Request 013015 1/30/15 12:48:4...
jrhughes 10513185 800015760 Ott, Steven H. Mileage and Parking 110314 1/6/15 5:31:06 ...
npaetz 10515013 800015760 Ott, Steven H. Direct Pay Request 012815 1/28/15 3:16:11...
sstricl7 10520701 800015760 Ott, Steven H. Direct Pay Request 032315 3/23/15 11:35:1...
npaetz 10521854 800015760 Ott, Steven H. Mileage and Parking 030215 5/4/15 8:14:40 ...
npaetz 10517667 800015760 Ott, Steven H. Direct Pay Request 030315
sstricl7 10516778 800015760 Ott, Steven H. Mileage and Parking 010515 .
npaetz 10517265 800015760 Ott, Steven H. Mileage and Parking 021215 3/3/15 11:35:39...
svang21 10515843 800015760 Ott, Steven H. Direct Pay Request 021015 2/10/15 11:34:
npaetz 10517668 800015760 Ott, Steven H. Direct Pay Request 030315 3/3/15 11:39
L3 TCP Blanket A...  npaetz 800015760 Ott, Steven H. Blanket Authorization Fri6 4/16/15 11:40:1...
sstricl7 10520888 800015760 Ott, Steven H. Direct Pay Request 032515 3/25/15 12:33:5...
sstricl7 10517388 800015760 Ott, Steven H. Direct Pay Request 030215 3/2/15 11:31:18...
svang2l 10515842 800015760 Ott, Steven H. Direct Pay Request 021015 2/10/15 11:34:4...
npaetz 10522968 800015760 Ott, Steven H. Direct Pay Request 042415 4/24/15 10:23:2...
npaetz 10518835 800015760 Ott, Steven H. Direct Pay Request 031715 3/17/15 11:52:
npaetz 10518834 800015760 Ott, Steven H. Direct Pay Request 031715 3/17/15 11:52:2...
npaetz 10521855 800015760 Ott, Steven H. Mileage and Parking 040915 5/4/15 8:15:10 ...
npaetz 10521258 800015760 Ott, Steven H. Direct Pay Request 040315 4/3/15 8:34:08 ...
sstricl7 10520961 800015760 Ott, Steven H. Direct Pay Request 033115 3/31/15 11:39:0...
npaetz 10521257 800015760 Ott, Steven H. Direct Pay Request 040315 4/3/15 8:33:58 ...
sstricl7 10519647 800015760 Ott, Steven H. Mileage and Parking 033115 4/8/15 12:20:57...
kricels 10522835 800015760 Ott, Steven H. Direct Pay Request 042015 4/20/15 1:26:20...
L3 4TCP LR npaetz 800015760 Ott, Steven H. Direct Pay Request 051415 5/14/15 8:36:26...

Total: 91 /

€ Find: (10517667 M ¥ Next a4 Previous  Results: 1of 1

e TCP Documents 1 selected 91 documents

c. Toview the desired document, double click the line item to open the
document.

Business Managers Training Manual (2) 9



d. Press F7 to view the document PROPERTIES displayed on the right-
hand side panel as shown below. Here you can see all Banner
properties and notes, in addition to any annotations.

8 00 WebNow Viewer
File View Annotation Workflow Folders Window Help
HEEL=/70@EGW: A 9¢H=T B & 8

Actions ) e0o0 | Page 1 - G42 File

n;n:; Document Keys

t Exp{}rt thiS docume... [UNC Charlotie - Direct Pay Request
- S— Drawer~

Ed Create a shortcut to... TCP Travel and Complex Pay...
@ Apply document hold

= Name
‘e, View shortcut locati...
321YZ33_014LVAWXQO000RT

Li h iated a...
' Launch assaciated a. Vendor/Traveler ID

800015760

Vendor/Traveler Name

Ott, Steven H.

Documents#

10517667

139796 - Trip Start/Submitted Date
030315

Field5
321YZ33_014Ke0SNWO003QZ

Type
Direct Pay Request

. Custom Properties

7205 o o vendor Invoice # | DPR 022715-2
FOATEXT Yes

Document Nu... |10517667
Invoice Date 10-MAR-2015
Transaction Date | 10-MAR-2015
Student Educat... | No

Student Award ...

HMH A2 M
and Complex Payments \ 800015760 \ Ott, Steven H. | 10517667 \ 030315 \ 321YZ33_014K60SNW0003QZ | Direct Pay Request Page 1 of 3 1,583,360 K

e. Click the EXPORT link or icon @ to export and save the document
locally to your desktop or H: drive.

| > |
f. Pressthe to exit the document and return to the previous list.

Business Managers Training Manual (2) 10
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g. To EXPORT a group of documents in the document grid, highlight the
desired documents by clicking the SHIFT key as shown below:

M options - | help - | disconnect
Documents Folders

1= Ay | | [ TCP Documents

Views

¥ | Documents k Seard Search |

£ All Documents | Vendor/Traveler ID | [go0015760
& AP Invoice Pracessing

S oocomen]
G Blanket Travel Authorizations
€ Global Green
G International Travel
G Travel Advance

f&l My Recycled Documents

"y D T, Ve a il e
cutley2 10511946 800015760 . Direct Pay Request 3 120414 ... TCP Travel ar
jrhughes 10515353 800015760 . Travel Reimburse...13 120914 e TCP Travel ar

10511509 800015760 . Direct Pay Request 3 112414 TCP Travel ar

10513610 800015760 . Mileage and Park... 9 121514 ... TCP Travel ai

L 4TCPLI-R 800015760 . Travel Reimburse...27 042615 B ... TCP Travel at
v EFelders i 10514666 800015760 . Direct Pay Request 6 011315 : TCP Travel ar
8 Al Folders 10514794 800015760 . Direct Pay Request 3 012115 2 TCP Travel at

B8 TCP Travel 10515042 800015760 . Direct Pay Request 4 013015 1/30/15 9:28:55... TCP Travel ar

1] My Recycled Folders 10515044 800015760 . Direct Pay Request 5 013015 1/30/15 12:48:4... TCP Travel at
jrhughes 10513185 800015760 . Mileage and Park... 15 110314 1/6/15 5:31:06 ... TCP Travel ar

npaetz 10515013 800015760 . Direct Pay Request 4 012815 1/28/15 3:16:11... TCP Travel ar

sstricl7 10520701 800015760 . Direct Pay Request3 032315 3/23/15 11:35:1... TCP Travel ar

npaetz 10521854 800015760 Ott, Steven H. Mileage and Park... 15 030215 5/4/15 8:14:40 ... TCP Travel at

npaetz 10517667 800015760 Ott, Steven H. Direct Pay Request 3 030315 3/3/15 11:39:54... TCP Travel a

sstric17 10516778 800015760 Ott, Steven H. Mileage and Park... 11 010515 2/24/15 2:51:38... TCP Travel ar

npaetz 10517265 800015760 Ott, Steven H. Mileage and Park... 10 021215 3/3/15 11:35:39... TCP Travel ar

svang2l 10515843 800015760 Ott, Steven H. Direct Pay Request 3 021015 2/10/15 11:34:4... TCP Travel ar

npaetz 10517668 800015760 Ott, Steven H. Direct Pay Request 3 030315 3/3/15 11:39:54... TCP Travel a

3 TCP Blanket Authorizations npaetz 800015760 Ott, Steven H. Blanket Authoriz... 1 FY16 4/16/15 11:40:1... TCP Travel ar
sstricl7 10520888 800015760  Ott, Steven H. Direct Pay Request 3 032515 3/25/15 12:33:5... TCP Travel ar

sstricl7 10517388 800015760 Ott, Steven H. Direct Pay Request 3 030215 3/2/15 11:31:18... TCP Travel ar

svang21l 10515842 800015760 Ott, Steven H. Direct Pay Request 3 021015 2/10/15 11:34:4... TCP Travel a

npaetz 10522968 800015760 Ott, Steven H. Direct Pay Request 5 042415 4/24/15 10:23:2... TCP Travel ar

npaetz 10518835 800015760 Ott, Steven H. Direct Pay Request 3 031715 3/17/15 11:52:3... TCP Travel a

npaetz 10518834 800015760 Ott, Steven H. Direct Pay Request 3 031715 3/17/15 11:52:2... TCP Travel ar

npaetz 10521855 800015760 Ott, Steven H. Mileage and Park... 12 040915 5/4/15 8:15:10 ... TCP Travel a

npaetz 10521258 800015760 Ott, Steven H. Direct Pay Request 3 040315 4/3/15 8:34:08 ... TCP Travel ar

sstricl7 10520961 800015760  Ott, Steven H. Direct Pay Request 3 033115 3/31/15 11:39:0... TCP Travel ar

npaetz 10521257 800015760 Ott, Steven H. Direct Pay Request 3 040315 4/3/15 8:33:58 ... TCP Travel ar

sstricl7 10519647 800015760 Ott, Steven H. Mileage and Park... 2 033115 4/8/15 12:20:57... TCP Travel ar

kricel9 10522835 800015760 Ott, Steven H. Direct Pay Request 3 042015 4/20/15 1:26:20... TCP Travel ar

£l 4 TCPLIR npaetz 800015760 Ott, Steven H. Direct Pay Request 3 051415 5/14/15 8:36:26... TCP Travel ar
L3 4TCP LI-R npaetz 800015760 Ott, Steven H. Direct Pay Request 3 050415 5/4/15 8:13:30 ... TCP Travel ar
L3 4TCPLI-R svang21 800015760 Ott, Steven H. Direct Pay Request 3 051215 5/12/15 12:10:3... TCP Travel a

Total: 12

® TCP Documents 12 selected | 91 documents

Business Managers Training Manual (2) 11
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cutley2
jrhughes
cutley2
npaetz
L4 4TCPLI-R npaetz
krice19
npaetz
npaetz
npaetz
jrhughes
npaetz
sstricl7
npaetz
npaetz
sstricl7
npaetz
svang21
npaetz
4 TCP Blanket Authorizations npaetz
sstricl7
sstricl7
svang21
npaetz
npaetz
npaetz
npaetz
npaetz
sstricl?
npaetz
sstricl7
kricel9
Lk 4 TCPLI-R npaetz
L3 4 TCPLIR npaetz
L3 4TCP LR svang21
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h. Right-click and select the EXPORT GRID option as shown below:

10515353 800015760
10511509 800015760
10513610 800015760

800015760
10514666 800015760
10514794 800015760

Launch Associated Application

View Folder Location
View Shortcut Locations...
Export...

Print...

Copy Selected Grid Rows

Export Grid... s—

Print Grid...

Copy Document...
Edit Document Keys...
Rename...

Edit Notes...

Merge...

Move...

Create Shortcut...
Delete

Send To

Add to Workflow...
Open in Workflow
Remove from Workflow...

Apply Document Hold...

Properties

Direct Pay Request 3
Travel Reimburse...13
Direct Pay Request 3
Mileage and Park... 9
Travel Reimburse... 27
Direct Pay Request 6
Direct Pay Request 3
Direct Pay Request 4
Direct Pay Reguest 5
Mileage and Park... 15
Direct Pay Request 4
Direct Pay Request 3
Mileage and Park... 15
Direct Pay Request 3
Mileage and Park... 11
Mileage and Park... 10
Direct Pay Request 3
Direct Pay Request 3
Blanket Authoriz... 1
Direct Pay Request 3
Direct Pay Request 3
Direct Pay Request 3
Direct Pay Request 5
Direct Pay Request 3
Direct Pay Request 3
Mileage and Park... 12
Direct Pay Request 3
Direct Pay Request 3
Direct Pay Request 3
Mileage and Park... 2
Direct Pay Request 3
Direct Pay Request 3
Direct Pay Request 3

BO0015760  Oft, Steven H. Direct Pay Request 3

120414

120914
112414
121514
042615
011315
012115
013015
013015
110314
012815
032315
030215
030315
010515
021215
021015
030315
FY16

032515
030215
021015
042415
031715
031715
040915
040315
033115
040315
033115
042015
051415
050415
051215

12/4/14 8:15:18...
1/6/15 5:21:25 _..
11/24/14 11:16:...
1/23/15 1:19:05...
5/4/15 8:25:57 ...
1/13/15 12:49:4...
1/21/15 11:40:5...
1/30/15 9:28:55...
1/30/15 12:48:4...
1/6/15 5:31:06 ...
1/28/15 3:16:11...
3/23/15 11:35:1...
5/4/15 8:14:40 ...
3/3/15 11:39:54...
2/24/15 2:51:38...
3/3/15 11:35:39...
2/10/15 11:34:4...
3/3/15 11:39:54...
4/16/15 11:40:1...
3/25/15 12:33:5...
3/2/15 11:31:18...
2/10/15 11:34:4...
4/24/15 10:23:2...
3/17/15 11:52:3...
3/17/15 11:52:2...
5/4/15 8:15:10 ...
4/3/15 B:34:08 ...
3/31/15 11:39:0...
4/3/15 8:33:58 ...
4/8/15 12:20:57...
4/20/15 1:26:20...
5/14/15 8:36:26...
5/4/15 8:13:30 ...
5/12/15 12:10:3...

TCP Travel a
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel a
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel a
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel a
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar
TCP Travel ar

Total: 12
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i. An EXPORT GRID DATA will display as shown below:

Export Grid Data

Save As: |MvFiIeName|

I_@_Desktop

& | Date Modified

£k 25

-
-
®w

File Format: | Comma Separated (*.csv) ‘tL|

|_NewFEia?| | Cancel | [ Save

j- Enterin a file name, path, and select COMMA SEPARATED (*.csv)
option and click the SAVE button. *Note: You will be able to open this
file using MS Excel.

k. You will return to the previous document list.

Business Managers Training Manual (2) 13



TCP Travel

a. Toview a Vendor/Traveler’s FOLDER, click the TCP TRAVEL folder
view and enter in Vendor/Traveler’s ID as shown below:

N =
M ﬂ options ~ | help ~ | disconnect

Documents Folders
GhE/9=0 @ 2K [BTCPTmd BRI
Views
v Il Search |

"] Documents

& All Documents [ Name 3| [ starts with +| (800015760 ———

AP Invoice Processing

v [ TCP Documents
% Blanket Travel L4 Name r N; B
800015760 - - Ott, Steven H. Ott, Steven H. TCP Travel Packa... Active workflow.agent — 1/7/159...

G Global Green 800015760 042615|- Ott, Steven H. ott, Steven H, TCP Travel Packa... workflow.agent  5/4/15 9...

6 International Travel 800015760 -J031714f- Ott, Steven H. Ott, Steven H. TCP Travel Packa... workflow.agent_... 1/14/14 ...

G Travel Advance 800015760 -J110513|- Ott, Steven H. Ott, Steven H. TCP Travel Packa... workflow.agent_... 11/20/13...

[&7 My Recycled Documents 800015760 -J071713f- Ott, Steven H. Ott, Steven H. TCP Travel Packa... workflow.agent_... 8/9/13 1...

v {5 Folders 800015760 -J060514f- Ott, Steven H. Ott, Steven H. TCP Travel Packa... workflow.agent_... 4/17/14 ...
B8 All Folders

o R +———

{21 My Recycled Folders

& | TCPTravel 1selected | 6 folders

b. Alist of folders, representing each travel date, will appear for the
selected Vendor/Traveler’s ID as shown above.

c. Double-click the folder item to open and view all documents
associated with that travel date folder.

Business Managers Training Manual (2) 14



d. A WebNow Viewer window will display as shown below:

8 00 WebNow Viewer
File View Workflow Folders Content Help

Mo

CEB/ P20 @ 2R S0 N

L4 Vendor/Tr...| Vendor/Travel... Trip Start/... | Type | Workflow ... | Pages |Created
B00015760  Oftt, Steven H. 120914 Travel Reimbursement 13 1/6/15 5:21:25
B00015760  Oftt, Steven H. FY15 Blanket Authorization 1 4/22/14 3:21:25

...\800015760 - 120914 - Ott, Steven H. 2 results

e. Double-click the document item to open and view the contents.

f. Pressthe @ to exit the document and/or folder and return to the
previous list.

Business Managers Training Manual (2) 15
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Creating Views called Filters

3. Custom views called filters can be created by clicking the SEARCH tab at the

top of the screen, then clicking the :[:: to add a search condition, where
you can select a document type, vendor/traveler name, ID, etc. to filter your

search as shown below:

8 00 Add Condition

Constrain by: [ Document key

Type: [ Normal

Field: . Type

Operator: | is equal to

Value: [ Direct Pay Request

] | Cancel |

button to

4. After entering in all the criteria for the filter, click the
continue.

Business Managers Training Manual (2) 16
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5. Click the

criteria matches. Press the

button to display a list of all the documents the filter

-

button to save the filter by entering a filter

name and description in the pop-up window as seen below:

8006

Save Filter

Mame: IDPR

Description: |Lists all of DPRs.

[——OK% | Cancel |

6. The custom filter will be listed in the view document list on the left-hand side
panel as seen below:

PE/EA=0 @

Views

¥ | Documents
All Documents
AP Invoice Processing
v TCP Documents
%G Blanket Travel Authorizations
%G Global Green
% International Travel
"Tﬁ Travel Advance
+ER
L"._f My Recycled Documents
v [ Folders
E8 All Folders
£8 TCP Travel
{2/ My Recycled Folders

Business Managers Training Manual (2) 17
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Exiting WebNow

7. To logoff the ImageNow web application, click the DISCONNECT link in the
upper right-hand corner of the screen as seen above.

Business Managers Training Manual (2)
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