Searching for Documents in ImageNow

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 EntityName = Oracle Award Short Name

e Date-YYYYMMDD = Oracle Award Active Start Date

e Project = Oracle Project Number

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.

. Perceptive Content L;J
<« Connection Profiles  License Manager  About

Perceptive Content 7

® __ DefaultProfile

Production

perceptive:



http://its.virginia.edu/software/displayPackages.php?tId=75
http://its.virginia.edu/integratedsystem/gettingstarted/home.html#step5
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Step tion
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Select the “Documents” dropdown and choose the appropriate set of ADV Finance documents.
Connect  Settings  Help .
“A»ﬁm';ud\s' l‘Don Folders ~ Workflow ~ Capture ~ Help ~
& ADV Finance All Documents
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3. Determine which “Searchable Field” to use for your query (i.e., Advance ID, EntityName, Date,
Project, Award, Type).
Quick Search | Search
4. . . . - H “ ” “ ”
Enter the corresponding criteria based on the field chosen and click “Go” or press “Enter” on
your keyboard.
fh,: = =) [aamen = B I @=)
All content meeting the specified criteria is returned.
Quick Search |Seareh|
[trts vt <] wom Be
100138 ERD0378 LW-Prfs-U-Miller L... Gift Agreement 20010525 ADV Finance 21 10/5/2... 10/5/2017 am|
100138 ERDO378 LW-Prfs-U-Miller L... Project Create 20010525 ADV Finance 25 10/5/2... 10/23/2017 wrd
100138 ERDO378 LW-Prfs-U-Miller L... Correspondence 20010525 ADV Finance 1 10/5/2...
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

1.

Open and Sign-in to ImageNow.

 Perceptive Content u
<< Connection Profiles  License Manager  About

Perceptive Content 7

® __ DefaultProfile

\_‘ Production
Password: - (RS
perceptive
2- “ ” H H
Select the “Documents” dropdown and choose the appropriate set of ADV Finance documents.
Connect Settings Help
“Applicnions 7 =i Batches ~ ) Documents 'lm Folders ~ C\‘WOddlow 7 ! Capture ~ é Help ~
ADV Finance All Documents
-
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Change from the “Quick Search” tab to the “Search” tab.
Quick Search | Search
% 4 ,\ ST
Content
4,

Click on the Green + symbol to specify your search conditions.

Search
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Step Action

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.
et - TSI s | = _W

I&mdﬁilhy: | Documert key -
Type: | Nomal v
Field: | Drawer -
Operstor:  |is equalto ~|
Walue: [ADV Finance ']
[ ok ) [ conea ]
6.

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

Constrain by:  Document key ~|

Type: [ Momal - ]
Field: [Drawer ~]
Drawer
Operator: Advance_ID
Pt EntityMName
Date-YYYMMDD
Value: Project
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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.

Constrainby: | Document key

Tpe: [ Nomal

1

Once selected, click “OK.”

Constrainby: | Document key
|

=)

Type: [ Normal -
Field: [Type -
Operstor:  [is equalto -
Value: |Gift Agreement -
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tion

9. Click the Green + button to add another condition. (Note the previous search criteria shows
correctly.)
Search
BRI s a
ype iz equal to Gift Agreement
10. Change the “Field” dropdown to the desired document key. For our purposes, “Date-
YYYYMMDD” should be selected.
hda m_%]
| consiminty: | Documert key ~|
Type: [Non-nai v]
Field: w ~|
Drawer
psrtor fee D
Date- YY" YMMDD
Value: Project
Award
Type
Any document key
11.

Select the appropriate “Operator.” For our purposes, “is between” should be selected.

-
Add Condition [

Constrain by: [Dommem key - ]
Type: [ Normal ]
Field: [DateyYYMMDD =
Operstor. [ cqualto |
is equal to
Value: is not equal to
is less than
is greater than

iz leas 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 blank

is not blank

is one of

is not one of

i not betw
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Add Condition
o ——

Constrainby: | Document key -
Type: [ Normal -
Feld: [Date-vyyymmDD -]
Operstor is between -
Value: 20160701

and 20170630

13.

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

Guck Search | Search

St B Rt O

Type is equal to Gt Agreement T‘

|AND DateYYYYMMDD iz betwezn 20180701 and 20170630

Cortent:

—a0

14.

All Gift Agreements for Project/Awards with an FY17 start date are returned.

Guick Seaeh | 5691 |
o 08

i d

154446 ER02296 WS-BCS Green Bic... Gift Agreement 20170425 ADV Finance 3 12/14/... 3/13/2018 a
154565 ER02299 WS-BCS Prior Bice... Gift Agreement 20170511 ADV Finance 3 12/14/... 3/13/2018 a
153994 ER02285 WS-BCS Price/Schi... Gift Agreement 20170223 ADV Finance 3 12/14/... 3/12/2018 w
154543 ER02298 WS-BCS Lee Bicen... Gift Agreement 20170508 ADV Finance 3 12/14/... 3/13/2018 a
153993 ER02284 WS-BCS Street Bic... Gift Agreement 20170223 ADV Finance 3 12/14/... 3/12/2018 v
152699 ER02263 FI-Griffin, John F. ... Gift Agreement 20160920 21365 ADV Finance 2 12/13/...
152006 DRO3708 FI-Alabama Oppor... Gift Agreement 20160714 21401 ADV Finance 2 12/13/...
151788 ER02259 BA-Royster-Lawto... Gift Agreement 20160729 21412 ADV Finance 4 12/13/...
152197 ER02258 FI-Hauptfuhrer Sch... Gift Agreement 20160727 21410 ADV Finance 3 12/13/...
152211 DRO3720 FI-Cavalier Advent... Gift Agreement 20160728 21414 ADV Finance 2 12/13/...
151933 ER02257 FM-Ford Outstandi... Gift Agreement 20160707 21396 ADV Finance 3 12/13/...
154634 ER02301 WS-BCS UVa-Wise... Gift Agreement 20170522 ADV Finance 3 12/14/... 3/13/2018 a
153996 ER02286 WS-BCS Thomas F... Gift Agreement 20170223 ADV Finance 3 12/14/... 3/12/2018 w
152570 ER02262 AS-DEAN Wilson E... Gift Agreement 20160902 21464 ADV Finance 2 12/13/...
152756 DRO3769 PV-Admissions Asi... Gift Agreement 20160916 21475 ADV Finance 3 12/13/...
152341 ER02261 NR-Gloor Scholars... Gift Agreement 20160810 21428 ADV Finance 2 12/13/...
151784 DRO3721 BA-Royster-Lawto... Gift Agreement 20160701 21418 ADV Finance 4 12/13/...
152224 DR03723 FI-Emergency Assi... Gift Agreement 20160801 21416 ADV Finance 3 12/13/...
151786 DR03722 BA-Royster-Lawto... Gift Agreement 20160701 21415 ADV Finance 4 12/13/...
152409 DR03749 PV-Dee Family Exp... Gift Agreement 20160701 21449 ADV Finance 7 12/13/...
153116 DR03784 FI-Musick Mem Sc... Gift Agreement 20160701 21501 ADV Finance 4 12/14/...
152910 ER02269 MD-INMD-CV Tan... Gift Agreement 20161014 21490 ADV Finance 3 12/14/...
153459 ER02272 Pv-Angle Exhibitio... Gift Agreement 20161228 21534 ADV Finance 3 12/14/...
153165 ER02270 FI-Musick Mem En... Gift Agreement 20161116 21500 ADV Finance 4 12/14/...
153525 ER02273 FI-BCS Sullivan an... Gift Agreement 20170110 21539 ADV Finance 3 12/14/... 3/15/2018 I

15.

End Procedure.
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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 ction
1. . .
Once a search has been executed, double-click on the desired content.
Quick Search lm
Project | [starts with +| 100138
100138 ER00378 LW-Prfs-U-Miller L... Gift Agreement 20010525 ADV Finance 21
100138 ER0D0378 LW-Prfs-U-Miller L... Project Create 20010525 ADV Finance 25
100138 ER0D0378 LW-Prfs-U-Miller L... Correspondence 20010525 ADV Finance 1
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.

T o ] -]
MiZ8ud/00.[aadEERI
v tRenl/v//7008ws.
Bl Yoew fnnctiben  Weflow Folden Window Hep S &%
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Aith of Virginia
g INVOICE =
sopy Purchase Ordur o Ve
(Name ana agdress of State Agency receiving 90005 or service) .
/1/ Univeraity of Virginia Date of Invoice. davch 11, 3078 —
oLD Charlottesville, Virginia LIt L 40 Pl
& How S v
TO s
Terms and Discount frmat

X

NOTICE TO VENDOR o
All invoices against agencies of the Commonwealth of Virginia must b
be prepared on this L

(Name ana address of Veador)

l_ Mr, Carroll Wright, Jr.

=
8

S 3 form and four copies sent directly 10 the agency to -
BY Suite 140, Pirst Virginia Plaza mhﬁmmnwumﬂmknm“mm‘ S
6 n Invoices must be completed in detail. Render a separate invoice for .
:420 ':\L:li.n iw Boule urd2 " o el e
Falls Church, Virginia 22047 performance of service. Retain last copy for your records. If charges for i o o
I freight or express are added to invoice, original bill of lading or receipt
must be attached.
DATE OF
SHIPMENT OR & OF ARTICLES quanTiTy| UNIT | N AMOUNT | LEAVE =

VENDORS INVOICE NO.
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