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System Overview

The Gift & Endowment ImageNow system through Perceptive Content is a document repository that
provides schools and units access to documentation related to their gift and endowment accounts
that were previously only accessible through central UVAFinance.

Gaining Access

Users seeking access to the Gift & Endowment ImageNow system must sign a non-disclosure agreement,
submit an security role request, and have the ImageNow software installed on their computer. An overview
of the steps necessary to gain access to ImageNow is provided below.

Non-Disclosure Agreement

Non-Disclosure Agreement: Each user of the Gift & Endowment ImageNow system is required to sign a
non-disclosure agreement prior to submitting a security request for access. Signed agreements must be
sent to UVAFinance via AskFinance prior to the security role request being approved. The non-disclosure
agreement can be physically signed and scanned to be sent to AskFinance or Please access the non-
disclosure agreement here.

Note: The non-disclosure agreement can be physically signed and scanned or signed electronically by each
individual necessary for completion. To sign electronically within Adobe, please have both individuals use
the Fill and Sign tool.

ESHARP Request

Security Role Request: After sending the signed non-disclosure agreement to UVAFinance, users must
submit a Document Imaging System (ImageNow) security role request within Workday. Department
security role requests will be forwarded by UVA Finance to the appropriate Dean’s Office for approval.

Security Role Request Process:

1. Login to Workday

2. Under the menu select ‘System Access Requests’
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3. On the System Access Request Dashboard, select ‘Document Imaging Access Requests’ under the
System Access Requests header

Click ‘Create New Request’

Select the employee name and select ‘Add’ under the question regarding the type of action needed
Press Ok

On the next screen, enter ‘Advancement Finance’ under the column for Specific Module Requested

In the Sub- Module column, enter ‘Advancement Finance’
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In the Role column, enter the selection that includes the specific business unit for which you are
requesting access. The selection will look like ADV_FINANCE_BU_VIEWER, where BU will be replaced by
your specific business unit prefix (Ex. AS for the College and Graduate School of Arts & Sciences)

Note: Security role responsibilities for the system are broken down by business unit prefix and users in
units are administrative offices should only request access to ONE related BU prefix. The
‘ADV_FINANCE_ALL_VIEWER’ responsibility is only available to central UVA Finance and University
Advance staff

10. Add a comment explaining the individual’'s need to access the system
11. Submit the request for approval routing
LSP ImageNow Software Installation

LSP ImageNow Software Installation: Once the security role request has been fully approved, users
should contact their Local Support Partner (LSP) to have the Perceptive Content software installed
on their computer. The Perceptive Content Client software and additional information related to the
installation of the software can be found on the Document Imaging System website.

Note: It will take 24 hours for the necessary VPN filter to be applied to the individual’s VPN account.
If you are still not able to access the system after this 24 hour window, please reach out to your LSP
for assistance.

Searching for Documents

The Gift & Endowment ImageNow system allows users to search for data in a variety of ways. Users
should familiarize themselves with the Gift & Endowment ImageNow system document keys (listed
below) prior to executing searches.

As noted above, users will be granted access only to documents relating to the gifts and
endowments held by their MBU. Users will not have access to documentation relating to gifts and
endowments held by other University business units.

Searchable Fields

The searchable fields below are also known as the “Document Keys”:

e Advance_ID = Development/Gift Accounting Reference Number
e Name = Workday Gift Name
e Workday Gift Name = Gift Worktag Name
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Date-YYYYMMDD = Award Active Start Date

e Award = Oracle Award Number
e Type = Document Category:

o Gift Agreement = document utilized by University Advancement and signed by the donor in
securing a gift/endowment

o Project Create = information/documentation utilized by Investment Accounting for creating
the gift/endowment project and award in the Integrated System

o Transactions = transactional documents related to the gift/endowment

o Correspondence = important communications regarding a gift/endowment account

Single Condition Searches:

Step Action

1 Open and Sign-in to ImageNow.
l;,,- Perceptive Content
¢ Connection Profiles  License Manager  About
Perceptive Content
_ DefaultProfile
I - Production
Iser name: |'[l't3tu |
Password: | |
2.

Select the “Documents” dropdown and choose the appropriate set of ADV Finance documents.

n

(J Perc.. — x

Connect  Settings  Help

D Docurments - Q Help - 3

ADV Finance All Dept Viewer

My Recycled Documents

Page |3



Gift & Endowment ImageNow - User Reference Guide

Step Action

Determine which “Searchable Field” to use for your query (i.e., Advance ID, EntityName, Date,
Project, Award, Type).
|, Perceptive Content Explarer - m] ®
J File Edit View Workflow Folders Help
By re2id=s20 1R,
| & ADV Finance All Dept Viewer -RFO|ow.
|REE.
Views # % | Quick Search | Search
=] E Documents
['&y ADV Finance All Dept Vie | [Workday Gt 1D | [statts with ~ | Bleo
& My Recycled Documents |  [Name
Drvter __|ADV Orale Project _|ADV Oracle Award _ Workday Gift Name [Type IDa
mﬁéﬁt Name Enter search criteria.
Date-YYYYMMDD
f
ADV Finance All Dept V\EM{E[

4' H H 4 H H “ ” “ ”
Enter the corresponding criteria based on the field chosen and click “Go” or press “Enter” on
your keyboard.

Quick Search  Search
|Workday Gt ID | starts with ~ | |GFooooot | Bce
All content meeting the specified criteria is returned.
Quick Search  Search
|Workday Gt ID | |tarts with ~ | [aFooooot | Bce
| Type |Da
... Transactions 201
GF000001 100138 ER00378 TE-LW-Prfs-U-Miller Law & Pub ... Gift Agreement 201
GF000001 100138 ER00378 TE-LW-Prfs-U-Miller Law & Pub ... Project Create 201
GF000001 100138 ER00378 TE-LW-Prfs-U-Miller Law & Pub ... Correspondence 201
6.

End Procedure.
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Multiple Condition Searches:

For this exhibit, let's search for all Gift Agreements with an FY17 start date.

Step

Action

Open and Sign-in to ImageNow.

i, Perceptive Content Q

¢ Connection Profiles  License Manager  About

Perceptive Content

DefaultProfile

. : Production

Iser name: |'[l't3tu |

Password: | |

.|

D Documents - Q Help - :
ADV Finance All Dept Viewer

My Recycled Documents

Change from the “Quick Search” tab to the “Search” tab.

Quick Search Search

+ ACDRRKT L

Go
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Step Action

4. Click on the Green + symbol to specify your search conditions.
Quick Search Search
+ A0 uEtd
BGo
5.

Choose an item from the “Add Condition” dialogue box related to how you would like to limit
your search. In most instances you will want to leave “Constrain by” set to “Document key” as
this will allow for searching by the different fields that have been tailored for the system.

| Add Condition X |
| Constrainby:  Document key v|
| Type: Normal v
Field: Drawer v|
| Operator: is equal to v|
Value: | ADV Finance v|

|

!

|

OK | | Cancel
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Step Action

6.

Select the “Field” dropdown to choose the appropriate “Document Key.” For our purposes, we
will select “Type.”

Add Condition |
Constrain by | Document key e |
Type: | MNomal o |
Field: Type s

Drawer
Operatar: Advance_|D
pertar Workday Gift Name
Date-1y Y YMMDD
Walue: Workday Gift D
Award

Any document key I

OK | | Cancel
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Step Action

7. Change the “Value” to the desired “Type.”

Note: All existing ImageNow values are returned in the dropdown. Be sure to scroll through to
find the appropriate value related to the Gift & Endowment ImageNow system.

Add Condition >

Constrain by: | Document key e |

Type: | MNomal w |

Field: Type v|

Operator: |is equal to ok |

Value: Hist data- w

AAUYVAFund
AAAA

Accept
ACH-EFT-Wire
ADAS

ADCZE

ADDP

ADIN

ADIR

Adjustment

ADPI

ADTX

ADUT

ALFA

ALTL

ALTLPY

ALTR
T Alumni Documents
Alumni Information Cards
Alumni Registration Cards
AMCORP

.

ARG Advising

ARG Applications-Readmission-Transfer

ARG Communications

ARG Course Actions-Petitions-Approvals

ARG Health Record hd

Page | 8




Gift & Endowment ImageNow - User Reference Guide

Step Action

8. Once selected, click “OK.”
Add Condition >
Field: Type vl ]
Operatar: |iaequdtn v| '
Walue: |E‘lﬁ|g'eaneri V|
L
|
oK | | Cancel
—
9.

Click the Green + button to add another condition. (Note the previous search criteria shows

correctly.)

Quick Search Search

+ALDDREYNT L

Type is equal to Gift Agreement

Go
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Step Action

10. Change the “Field” dropdown to the desired document key. For our purposes, “Date-

YYYYMMDD” should be selected.

| Add Condition > |
) Constrain by: | Document key ' |
Type: | Momal i | I
Field: Drawer w |
f Drawer
1 Operatar Advance_ID |
e Workday Gt Name
Value: Workday Gift 1D
Award -
Type |
Ay document key
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Step Action

| select the appropriate “Operator.” For our purposes, “is between” should be selected.
Add Condition x |
Constrain by: | Document key » |
Type: | Momal » | -
Field: Drawer 7 |
Operator: is equal to » L
ig equal to
Walue: is not equal to
is less than

is greater than i
is less than or equal to

is greater than or equal to
starts with

does not start with

ends with |
does not end with
containg |
does not contain
is blark |
is not blank I
is one of

ig not one of

is not between

[0k [T Cancel |
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Step Action

12. Notice the option to enter two criteria appears. Enter the date range and then click “OK.”
Add Condition s
Constrain by | Document key e |
Type: | Mormal W |
Field: Date-YYYYMMDD v|
Operatar: |is between R |
Value: 20160701 |
and 20170630 |
0K | Cancel
13.

Ensure both conditions are entered correctly in the search box and click “Go.”

Quick Search Search

+iLCDREHT L

Type is equal to Gift Agreement ~
AND Date-YYYYMMDD is between 20160701 and 20170630
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Step Action

14. . . .
All Gift Agreements for Project/Awards with an FY17 start date are returned.
Quick Search Search
+ A DDRENT L
Tvpe is equal to Gift Agreement ~ Go
AND Date-YYYYMMDD is between 20160701 and 20170630
W
Norkda ift Name |Tw)(1 [ A
TE-AS-CHEM Leake Gift Agreement 1
GF002062 153754 ER02280 TE-AS-PSYC Garvey Gift Agreement
GF002046 152699 ER02263 TE-IN-Griffin John F. Schl Fd Gift Agreement
GF002044 152341 ER02261 TE-NR-Gloor Scholarship Gift Agreement
GF002040 151933 ER02257 TE-FM-Ford Qutstanding Grad ... Gift Agreement
GF002063 153859 ER02281 TE-IN-Parrott Harold S. Schl Fd  Gift Agreement
GF005715 152006 DR03708 DR-IN-Alabama Opportunity Fund Gift Agreement
[ [P FalY = Ny I —— 'V
15.
End Procedure.

Viewing Documents

ImageNow provides a number of useful options to meet user viewing needs. The demo below will
pick up after a single condition search has been executed and show how to open informational
viewing panes and utilize other navigational and viewing features (i.e., rotate, zoom, etc.).

Step Action

Once a search has been executed, double-click on the desired content.
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Step Action

2.

The Viewer screen opens displaying the first page in the document. The number of pages in a
document displays in the lower right corner of the screen.

-

fle Yew Arnctaton Yoddflow Folders Window Help - X
‘M. =2l 70 . AaOCHEE o

4 Yo ll/vses/ o,

FEB 1 4 2013
THE PRESTON H. LEAKE CHEMISTRY FUND AGREEMENT

KA -PHP.
ADV Finance\\TE-AS-CHEM Leake 201 062 NGF

Use the arrows at the bottom of the page to navigate to the next or previous page OR the next
or previous document.

ANV Finanre! M TF-AS-CHERA | 2al-=h I TORITUGF

e The single arrow icon to the right will display the next page

e The single arrow icon to the left will display the previous page

e The right arrow with solid bar navigates to the last page in the document

e The right double arrows navigates to the next document in the ImageNow Explorer
e The left arrow with solid bar navigates to the first page in the document

e The left double arrow navigates to the previous document in ImageNow Explorer

You may also double-click on any thumbnail page to open that page in the Viewer.
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Step Action

4. If Thumbnails do not display the first time you open the ImageNow viewer, select the “View”
menu in the toolbar and the select “Thumbnails.”
View Annotation Workflow F
<, ZoomIn Ctrl+MNum +
&, Zoom Qut Ctrl+MNum -
Page Layout
Besize r
Rotate 3
v Smooth F6
Inwert F11
Actions
Eorms F12
Properties F7
Related Documents
Tasks
|T Thumbnails
Toolbars k
Multi Page TIFF L
Show XY Coordinates
|7 Status Bar
Restore Default Settings...
.
Note: F9 on your keyboard is a shortcut to enabling the Thumbnails window pane.
5.

The magnifying glass icon dropdown arrow provides options for viewing thumbnails in different
sizes.

Small Thumbnails

Medium Thumbnails

Large Thurnbnails

Fit to Pane
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Step Action

On the ImageNow Viewer screen, click “View” in the menu to open or close the Properties (this
window shows Document Keys and Custom Properties.
[ Perceptive Content Viewer - [Page 1] = m} X
J File | View Annotation Workflow Folders Window Help -8 X
JH @ Zoom|n Ctr+Num+ K o O ¢ & = (1] Il
J ' H’ @, Zoom Qut Ctrl+Num - |7 L J 0O *_ o =
Pr— Page Layout — ~ 7 2 x
Resize » ) 7
Rotate » ! Cie i £t gl f; 3 .~ Document Keys 2
l7 Smooth F6 : ;4 5t Drawer
Invert F11 FEB 1 4 2013 ADV Finance s
Actions N I LEAKE CHEMISTRY FUND AGREEMENT Name
Forns 12 [32121DB_009B8KXHVOOPSMT |
’7 Properties F7 Advance_ID
— Hopewell, Virginia, wish to establish with the RECTOR AND
Related Documents ITY OF VIRGINIA, a Virginia public corporation located in | |
Tasks of Virginia®), the terms and conditions of a Workday Gift Name
- | be known as the PRESTON H. LEAKE CHEMISTRY FUND (the
[v Thumbnails 9 [rding to tho Pllowing provisions: [TE-ASCHEM Leake |
Toolbars » §d may be merged for investment purposes with the general Date-YYYYMMDD
csity of Virginis, but the Fund shall be entercd on the books and [20170627 |
Mutti Page TIFF ¢ :ﬁ:lh;ledm;y?hr:‘;ol::wlé::mmce ol?t{nngl?;xd“;? \.ll:::lz::h.u Workday Gift ID
Show XY Coordinates ribution (hereinafter, “income”), and any rcunmb!efeuussoomcd IGFDDZOSS l
iT Status Bar administering endowment funds. P
e of the Fund, but none of the principal, shall be used to support the
Restore Default Settings... je discretion of the chair of the Department of Chemistry in I I
o College and Graduate School of Arts and Sciences. Type
- P - . .- v . e s - ¥ Gﬁ wﬂ
2 x
= = More...
DR e
f},, Custom Properties A
Adv Creation Date | 09/19/2017
ADV Oracle Project | 155008 V.
LR
ADV Finance\\TE-AS-CHEM Leake\20170627\GF'
Note: F7 on your keyboard is a shortcut to enabling the Properties window pane.
7' “ ” “ ” H . . . .
The “Zoom In” or “Zoom Out” options on the View menu (or the magnifying glass icons) may
enhance your viewing.
J Eile | View Annctation Workflow Feolders  Window Help
JH <, Zoomn Ctrl+Mum + adoE I -
r ﬂ Zoom Qut Ctrl+MNum - ey # o =
i I + =
i || =R |
8. . . _ .
If a document was imported incorrectly, the rotation icons on the Viewer toolbar may be used
to reorient the page.
o — ]
- - N E —
Mz=8 &2 fsfo__-anibCr;FH_ﬂ
raa T
B ¢+ R T/v/ /1 ORwE
J File View Annotation Worlkflow Folders  Window  Help
i o x|
o.
End Demo.
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