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Launching ImageNow & Logging in

Depending on how your ImageNow client was installed you can launch the client via:
e Desktopicon
e Click the Start button/All Programs/ImageNow 6/ImageNow
e System Trayicon

- enter your ImageNow username and password and press the Connect button

O ImageMow & Sunflower Q

¢ Connection Profiles  License Manager  About

ImageNow will display a window with the icons that have been assigned to you.
Example: Power user or Manager (all available icons)




Your ImageNow password

- your password will have to be changed once every 180 days

- you will be notified via email prior to the expiration date informing you to change your

password

* Best Practice: Change your ImageNow password at the start of every new semester.

- Password rules:
- passwords must be at least 8 characters long
- passwords must include a combination of 3 character types such as numbers,
special characters, lower case letters or upper case letters
- passwords must not be reused

- Changing your ImageNow password: [this doesn’t apply to Minnesota State Mankato users]
- go to the web site: https://secure.mnsu.edu/imagenow

Imagenow

__'__. | Perceptive

Imagenow Password Change Form

Username
Old Password
New Password

Verify Password

[ Submit Password Change ]

’ Reset Password reset form ]

E-mail MSU ITS Staff

- enter your username, old (current) password, your new password, verify the new
password and then click the Submit Password Change button
- the system will notify you if the password change was successful

- Password support:
- if your password has expired or you encounter a problem changing your password
send an email to imagenowsupport@mnsu.edu or call the MSU Help Desk at (507)
389-6654
- provide your name, campus, ImageNow username, your issue and contact information



https://secure.mnsu.edu/imagenow
mailto:imagenowsupport@mnsu.edu

ImageNow Client Menus

- Connect menu

LConnect | Settings Bp

Disconnect : P =~
== Batches = Documents ~ Projects = %' Capture = I,@I Help ~
Exit A - ' W

- three ways to exit the program: select “Disconnect,” select “Exit” or click the

red “X” to close the window
- Settings menu

Show Message Center  Ctrl+M
Out of Office...
lob Manager...

Always on Top

Customize...

Options...

- the most commonly used item is “Options...” which is used to change the
clients default settings
- the “Options” window (below) the Toolbar appearance can be changed
by selecting an item in the red box

| | ImageMow Optian:

© Batches General | Defaults | Message Center |
H;F Capture H
|, Grid Appearance Eme [DFF':E ']
© ceneral Tcon size: [Large v]
% Output
Menu bar:
& | Remote Documents =nuber [D” v]
() Toolbar fp— Button text: [Dn ']
Split buttons: [Dr‘l v]

- under “Grid Appearance” you can change the font, font size, and colors
on the “ImageNow Explorer” window (see below)



ImageMow Cpti

Batches General

kd Ccapture

. . Set the grid appearance attributes:

| &Y Grid Appearance
Table font Tahoma

O ceneral
Table font size 13

% Output

2 RemoteD " Table font style Regular

4R memoE Todimen Table row height 25

© Toolbar Header font Tahoma
Header font size 13
Header font style Regular
Header height 20
Show vertical lines Mo
Show horizental lines Yes
Text color - 0:0:0
Background coler |:| 255; 255; 255
Find highlight [] 255:255;0
Find all highlight [ ] 255:252;193
Find text Il ooo
Find all text oo
Alternative row color |:| 234: 234: 234
Selection color - 15,7177
Line color [] 221;201; 271
Sort color [ ] 234; 234 234

- Help menu

) ImageNow - 3

Connect  Settings | Help

N

ImageMow User Help F1

ImageMow on the Web

ImageMow Experience Index

About ImageMNow

- ImageNow Help is available through the menu or by pressing F1

Selecting the application

- you will have access to one or more applications depending on the department and
the privileges that have been granted to you
- one of the first things you should do is to select the application that matches the types
of documents that you are searching for

Note: Each application has unique column headings based on the index fields.
- the quickes way to select an application is to click the small down arrow next to
“Documents” and then selecting the application from the list (see below)

(in this example, the selected or default application has been set to

“MSU Registrar” and is shown with a checkmark)



LConnect  Settings  Help

&Applications' | Batches ~
P—

Documents -
All Documents

MSU Registrar

Projects ~

i

M5U Registrar Curriculum
M5U Registrar GR

MSU Registrar PR

My Recycled Docurments

- or you can click the “Documents” icon and then from the “ImageNow Explorer”

window select the application from section 1 or section 2 (see below)
mageMNow Explo

i Fle Edit View Workflow Projects Help 1
gy ot a0 0)
g3 MSU Registrar -
Views o x Q Documents
#M Application Plans 2 '".;Irl:; """"" t- """"""""""" [
Batch e ocuments
- DE i " { [ ‘i Prompted Report Search 3
= = \DCLII"I"IEI"I = g1 MSU Registrar I
&) All Documents Dr] % Enter TechID
= = h_.l15U Registrar | = MS5U Registrar Curriculum r
%G Enter TechID g1 M5U Registrar GR
£ MSU Registrar Curriculur g1 MSU Registrar PR
:‘: MSL Registrar GR \a:l My Recycled Docurmnents

g3 M5 Registrar PR

Lﬂ,[ My Recycled Documents
9 Projects

- your default or selected application will be displayed in the small Explorer window (#1)
or as the highlighted item (#2) (see below)

! File Edit View Workflow Projects Help 1
uv 3 “' ____' fl ',?!
g3 MSU Registrar
Views I x )
Quick Search | Search
#M Application Plans -
Batches lTech D
= - | Documents 2
ﬂ All Ducuments/ Drawer
= | gy MSU Registrar
“Fﬁ Enter Tech ID




Document Searching

- to search for a document(s) in ImageNow click the “Documents” icon or name

Connect  Settings Help

&Applic&tions r % Batches + Documents ~ E Projects = “!'. Capture ~ '.@l Help -

- this opens the “ImageNow Explorer” window (see below)
- this is the window that you will use for document searches
- the “Views” pane on the left shows the applications that you have the
privilege to see (in this example the user works in the Registrar’s office and
has access to four different applications)
- the selected application is currently set to “MSU Registrar” (the window in
center above the Search tabs)

! File Edit View Workflow Projects Help

g o oz a0 6 2l

g3 M5U Registrar - gﬁ QE? L | '\!
Views i ES Quick Search | search
#M Application Plans
Batches [Tech D v] [is equal to v] Go
= | Documents
&) All Documents Drawer ‘Tech D ‘SSN ‘Last name
= | gy MSU Registrar
% Enter TechID Enter search criteria.
" Enter SSM

:‘: M5U Registrar Curriculum
£ MSU Registrar GR
£y MSU Registrar PR
L_",[ My Recycled Docurments
i Projects

- the search pane on the right (above) is where the documents are displayed
- in the example below, documents are displayed with the index fields as column
headings and the individual documents are displayed as a row

&3 M5U Registrar - Q;ﬁ L L XN I

Quick Search | Search

[rech D -] [isequalto ~| ooi7s0s2 Go
Drawer |Tech ID |SSN |Last name ‘First name ‘Document type |Pages
MSU Registrar 2 00179092 Smith Justin Graduation documents 4
MSU Registrar 1 00179092 Smith Justin Transcripts 4
MSU Registrar 1 00179092 Smith Justin Substitution forms 2
MSU Registrar 1 00179092 Smith Justin Evaluation forms 2



Three ways to search for documents:
1. Quick Search
- with this method you select a single criteria (e.g. Tech ID) from the drop down
list, then select the operator, and then type the value or select again from a list
Note: The criteria that you can search for is dependent on the index fields
in your selected application.

{ File Edit View Workflow Projects Help
R RN NN | -*«’{!

g MSUR
Views B x Quick Search | 2earch /
#. Application Plans
© Batches [%
= - | Documents I
| gy All Documents pTechD | |TeCh ID
= | g3 MSU Registrar o SSN
"Tﬁ Enter Tech ID Il;.asiname
i _ _ irst name
| g3 M5 Registrar Curriculum Document type
| ::: MSL Registrar GR Document type
| g3 M5U Registrar PR Any document key
fQ_[ My Recycled Documents Custom property. ..
h Projects
i gy MSU Registrar T ﬁ 1] El
Quick Search | Search /
|Tech ID - | |is equal to -
d i
is not equal to
Drawer s less than s

iz greater than

i less than or equal to

is greater than or equal to
starts with

ends with

contains

&3 MSU Registrar = S S 1T '\!

Quick Search | search L ty pe numbers

|TechID ~ | [is equal to ~| 00179092

Gn




- results of a Quick Search based on a Tech ID

i g MSU Registrar ST IR !

Quick Search | search

[rechd ~ [is equal to ~| oo17s092 o
Drawer |Tech ID |SSN |Last name |First name |Document type |Pages
MSU Registrar 2 00179092 Smith Justin Graduation documents 4
M5U Reqgistrar 1 00179092 Smith Justin Transcripts 4
MSU Registrar 1 00179092 Smith Justin Substitution forms 2
MSU Registrar 1 00179092 Smith Justin Evaluation forms 2

In the example above, a quick search will return all of the documents that meet
the search criteria. If you want to refine your search and to retrieve only Justin’s
“Transcripts” then you could use the advanced search feature (see below).

2. Advanced Search
- select the tab “Search”

Efile Edit View Workflow Projects Help

- E . #“l 3
T « L < ‘

g3 M5U Registrar

s S Search

#M Application Plans

Batches :[:: A i 1 | |
= Documents

E: All Documents
= | g3 MSU Registrar
(;{: Enter Tech ID
h M5 Registrar Curriculum
£y MSU Registrar GR Drawer Tech ID
£y MSU Registrar PR
L_.[ My Recycled Documents
| 9 Projects

- with an advanced search you can add multiple conditions to refine your
searches

- conditions are added by clicking the green plus (+) icon

- in the first example below, the condition of “Tech ID” + “is equal to” + [value]
is being created



g3 M5U Registrar - ﬁ 1) E| '\I

Search
S C & o 4
Add Condition [ =

Constrain by: | Document key -

Drawer
Type: | Normal -]
Field: [Tech D -
Operator: (s equal to -
Value: 00179092

- in the second condition below, the condition of “Document type” + “is equal
to” + value of “Transcripts” is being created

g3 M5U Registrar ~ ﬁ 1] E | '\ !
Search
+ 4 C&EE T L
Tech ID is equal to 00175092
Add Condition 3

Drawer Constrain by: | Document key v
Type: [Normal ']
Field: | Document type v
Operator: [is equal to ']
Value: Transcripts

- the screen below shows the two search conditions in the red box
- click the Go button to start the search

i gy MSU Registrar - ﬁ 1] E | '\!

T D & N I

Tech ID is equal to 00179092 Go
AMD Document type is equal to Transcripts




- the result of the advanced search (below) shows the single document that our

search conditions were looking for
§ ;MU Registrar NN IR !
+ A "R i A

Tech ID is equal to 00173092 Go
AND Document type is equal to Transcripts

Drawer | Tech ID |SSN |Last name | First name | Document |Pages

3. Binocular Search

- allows for a quick search based on the information currently displayed on an

ISRS screen

- in the example below, the ISRS screen “ST1100UG - Student Information” is

showing the information for “Student Test,” by simply clicking the binocular

icon on the left ImageNow will search for the documents for “Student Test”
Important: A binocular search only works with ISRS screens that have
been associated with your currently selected application.

[ mesehon v . v . -

Connect  Settings Help
Applications = | Batches ~ Documents - ﬁ Projects ~ %‘I Capture -
" = -

Window File Record Edit Misc Search Text

e

Student Information

STHOOUG  01.37 Minnesota State Uniefsity, Mankato
Test, Student Tech ki: 00029961 SSN: 333333333
Modules: AP, RG, ST Other &
Summary | Addr | Demographics | AdmVEne | Area Studyfint | CohortProg | Sidnt Maint | Educasion | Trsf Courses
SSN: 333333333 Family Attended Inst: @
Name Fields Famiby Comment:
[Last: Test F: Student | M:
Suffi: Military Service: '@ Unk

- in the example below, the binocular search returned one document and since
there was only one document it automatically opens the “ImageNow Viewer”
window and displays the document

10



: M MSU Registrar

sG]

Drawer

|Tech D |SSN |Last name |First name |Document type
| ImageNow Viewer - [Page 1] == =
File View Annotation Workflow Projects Window Help -3 X
Myt 20 clia a8 e ma -
W) |dbiee Tov/ %=1
»  Properties B x

kel

£y
«.  Document Keys

Drawer
MSL Registrar 1
Tech ID
00029961
S5N
333333333
Last name
Test
First name
Student
Document type

Transcripts

ImageNow Viewer / Looking at the document

- the documents are displayed in the “ImageNow Viewer” window

- in the example below a quick search has returned a document, to view the document
select and double-click it or highlight the document and then from the menu select
“File” and then select “Open”

Quick Search | search

B ~ | |is equal to ~| 333333333
Drawer |Tech ID |SSN |Last name | First name
MSU Registrar 1 00029961 333333333 Test Student

- the “ImageNow Viewer” window will open and display the first page of the document

(see below)

11



i File View Annotation

a5 .70

Workflow  Projects Window Help

Bicadved=il

'!

EHz' A
AN

L/v/ =]

Thumbnails

Properties
-
«+ Document Keys
Drawer
MSU Registrar 1
Tech ID

00029961
55M
333333333
Last name
Test
First name
Student
Document type
Transcripts
Document Type

Default

=
'+ Custom Properties

Notes

T P"lr‘r'!

»

Mare...

»

»

MSU Registrar 1\000299611333333333\ Test! Stud

- the ImageNow Viewer window has a number of toolbars that you should become

familiar with (see below for more information on the toolbars)

Note: Not all toolbar icons will be visible to you and will vary based on your
assigned privileges.
- you can control which toolbars are visible by selecting from the menu “View” and

then “Toolbars”

12



ImageNow Viewer - File toolbar

B2 /0 =@

Tool

ingls S N = BT

@

[+

Name
Save

E-mail
Fax
Export
Frint
User

Launch
Associated
Application

FProperties
Copy
Document
Add an
Addendum
Process

Approval
Requesiz

e

Description
Save the selected item.

Display the E-mail Format dialeg box, which leis you select the way you want to
zend items to email recipients.

Display the Fax dialog box, which lets you select the way you want to fax items.

Display the Save As dialog box, which lets you select the destination folder of the
items you are exporting.

Display the Print dialeg box, which lets you send the tems to your printer.

Send the selected document to another user who is connected to the same
ImageMow Server.

Open the tem in the application in which it was created.

Display the Document Properties dialog box for the selected item.

Make a copy of the selected document.

Add information fo a signed document and create a new signed version.

Approve one or more disposition actions on a document under a retention policy.

ImageNow Viewer - View toolbar

P yBED

Tool

O
)
c
L
Tl

Mame
Zoom In
Zoom Out

Rotate 90 Left
Rotate 90
Right

Fit Vindow
Fit Width

Fit Height

Description
Magnify the view one level each time you click it.

Reduce the magnification of the view one level each time you click it.
Rotate the image 90 degrees to the left.

Rotate the image 90 degrees to the right.

Adjust the image to fit the space available in the windoy.

Adjust the image to fit the width of the window.

Adjust the image to fit the height of the window.

13



ImageNow Viewer - Annotations toolbar

P [ AR <

[ AL L L =]

Tool

7y

B

E_d

i »

INNNAN A

Name

Show or Hide
Annotations

Mavigate Page

Select
Annotation

Select Content
Digital
Signature
Stamp

Sticky Mote

Text
Highlight
Check
Pen

Line
Arrow
Rectangle
Crval

CLE

LRL

Redaction

Description

Show or hide the annotation layer of the active document.

Uze the mouse pointer to move the document in the window.

Select an annotation to modify it

Copy content to the clipboand.

Place a visual representation of a digital signature on a document image.

Add a stamp image with whatever text and style you define.

Add a sticky note. The user must double-click the resulting note to display its
content.

Add a text box that can be read without double-clicking.
Highlight a rectangle in the document.

Add a check mark anywhere on the document.

Draw a free-form shape.

Draw a straight line.

Draw an armow.

Draw a square or rectangle.

Draw a circle or oval.

Inser objects as annotations using the Microsoft OLE (Object Linking Embedding)
technology.

Insert a URL link to a web page.

Ingert an opaque rectangle that covers a portion of the document so that the
coverad infermation is ne longer visible to the viewer.

ImageNow Viewer - Thumbnail toolbar

=k

1l

=]

%™

i

2 alolla LR e

Name
Cpen

E-mail
Fax

Export
Print

MNew
Document

Cut

Copy
Paste
Delete

Views

Description
Display the selected item in ImageMow Viewer.

Display the E-mail dialog box, which letz you select the way you want to send
items to e-mail recipients.

Display the Fax dialog box, which lets you enter a fax number and other related
information.

Display the Export dialeg box, which lefs you select the destination, format, and
pages of the item you are exporiing.

Display the Print dialeg box, which lets you send the tems to your printer.

Display the Copy Document dialog box, which lets you make a copy of the
selected docurnent by changing the value of one or more of the index keys in the

copy.
Enabled when you select a thumbnail. Place the page on the clipboard and
remove the page when you pasie it in ancther location.

Enabled when you select a thumbnail. Place a page on the clipboard.
Enabled if you have pages on the clipboard. Insert the page.
Enabled when you select a thumbnail. Delefe the selected page.

Select the thumbnail size.

14



ImageNow Viewer - Navigate toolbar

ﬁ{-hwl P HP

Tool Name Description

“ ELEC":—?#:N Wiew the previous document.

h First Page Wiew the first page of the current document.

- Previous Page “Wiew the previous page of the current document.

- Mext Page Wiew the next page of the current document.

'I Last Page Wiew the last page of the current document.

e gg::durnenl ‘Wiew the next document.

Search Filters
Public filters
- have been pre-defined for you (note: not all applications have public filters)
- in the example below the application “MSU Registrar” has one public filter
called “Enter Tech ID” (red box below)
- by clicking the public filter “Enter Tech ID” a small window opens and prompts

you to enter the Tech ID to search for (green window below)

i File Edit View Workflow Projects Help
e I RN i | r’!
'-g Enter Tech ID i m : L |

Views a1 x m'
#M Application Plans
Batches .:33 P : il
= - | Documents

Folder is equal to <<Prompt: Tech ID>>

£y All Documents

=] n M5U Registrar _
;a Enter Tech ID Select a Search Value

£y MSU Registrar Curriculum

£y MSU Registrar GR

£y MSU Registrar PR

L_.[ My Recycled Documents
H Projects

- simply enter the Tech ID that you are search for and click the OK button, the
document(s) matching the Tech ID will be displayed

15



Private filters
- are search filters that you can create to simplify your searches
- these filters are stored on your local computer and are unique to you
- add a private filter by clicking the icon of a funnel with a floppy disk (#1) and
this opens the “Save Filter” window (#2)

g3 MEU Registrar 1 | “ E
[ Save Filter i — 2 L ]
Mame: Mew Filter
Description:
[ oK ] [ Cancel ]

L

- in this example we are going to create a private filter to search for documents

based on a social security number (SSN)
- enter the name of the new filter and optional description

Save Filter 28
MName: Enter S5M
Description: Enter Socdial Security Mumber
[ QK ] [ Cancel ]

- next on the “Search” tab click the “Tech ID is equal to” (#1 below) and this will
open the “Add Condition” window (#2 below)

Note: On your computer the words “Tech ID is equal to” (#1) may be different
and is based on a previously defined filter. In all cases click the blue text to start
the process of setting your first search condition.

16



i 7 Enter SSN 'Q[_ﬁ |_|- '\!
Search

4
|
T+ . 2 ’/ i
Tech ID is equal to "

Add Condition 2 =]
Caonstrain by: [Document key v]
Type: lNormaI v]
Field: [Tech -
Operator: [is equal to "]
Value:

- in our example we want to modify this condition to return documents based
on a social security number (see below)

- change the Type: to “Prompted”

- click the down arrow for Field: and select “SSN”

- keep the Operator: “is equal to”

- for Message: enter some text to describe what action is required

- then click the OK button to save the condition

Add Condition | &
Constrain by: [Dumment key - ]
Type: [P‘rnmpted v]
Field: |5sn -|
Operator: [is equal to v]
Message: Enter Social Security Mumber

Note: The “Field:” items available to you are going to vary depending
on the index fields that have been established for your current
default application.
- to save the filter (see below) click the icon of the funnel and floppy disk (#1)
and this will open the “Save Filter” window (#2) and then click the OK button
(#3) to save the filter

17



1 "I '\!

Save Filter 2

Mame: Enter S5M

Description: Enter Sodal Security Mumber

3 It
[« 4[ =

- in the example below our new private filter has been added in the Views pane
for our default application “MSU Registrar”

§+, ImageMow Explorer

.
! File Edit View Workflow Projects  Help
g - 3 = 0 o 2 f"!
g3 M5U Registrar
Views X Quick Search
M Application Plans
Batches [T'Ed"' D v]
= - | Documnents
£y All Documents Drawer
= | gy MSU Registrar
"'175' Enter Tech ID
" Enter SSN

- to use the filter simply click “Enter SSN” in the Views pane and a window will

open and you will be prompted to enter a social security number (see below)
Select a Search Value |

52|

Enter Sodial Security Mumber

-

m

- private filters can save you time when you do reoccurring searches
- private filters can also have multiple conditions

18
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