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ImageNow Printer Profile Setup for Historical Salary Adjustment (HSA)
documents

1. Loginto ImageNow.
2. Select “Settings” then “Options” from the ImageNow toolbar.

Settings | Help
Show Message Center Ctrl+M
Out of Office...

Job Manager...

Always on Top

Customize...
I Options...

3. Select “Capture” in the “ImageNow Options” window.
4. Select “Manage Profile List...” next to “Capture Profiles”.

©  Batches General ‘
v
[, Grid Appearance Capture Profiles
© General Capture Profiles: Profile
- . Manage List...
<) LearnMode [ ]
% Output Batch Upload: i
Configure Settings...
& | Remote Documents l e ]
[¥] Tasks
() Toolbar Scanning
& workflow i i
Scanning | Manage Profie List.. |
Scan Devices: [ Manage Device List... ]
Package Settings
Basket Groups: [ Manage Group List... ]
Document Rules: l Document:Rules:- ]
Application Plan: |Use Default Application Pt v |
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5. Select “Create...” in the “Capture Profiles” window.

Capture Profiles g L X
Use this dialog box to create and manage your capture profiles.
Name Source Description Create...
Import from disk - ... File Import files from disk and sa... W
Import from disk - B... File Import files from disk and put... ——————
ImageNow Printer -... Printer Used by ImageNow Printer to... Delete
F GL AJES File )
T OIT AppDemo Print Printer Copy
T SHB Scan Keys Printer
T SHB No Keys Printer Move Up
T ALR Printer —

Move Down

6. Inthe “New Capture Profile” window:
a. General tab
i. Name: F GL HSA 001 Print (change the ‘001’ to your cluster number).
ii. Source: ImageNow Printer.
iii. Mode: Single.
iv. Workflow: F GL HSA Link 001 (change the ‘001’ to your cluster number).

New Capture Profile

General Single | Index Keys

General

Name: F GL HSA Link 001

Description: N
Type
Source: [ImageNow Printer . ]

Set as the default Printer profile

Mode: [smgk v]
Submit documents to Content Server
Workflow
Send To:  [F GL HSA Link 001 v

[ ok || concel
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b. Single tab
i. Application Plan: F GL HSA.
ii. Check “Enable Auto Processing”.

New Capture Profile

IGeneraI Single | index Keys

Type: v

Application Plan: | F GL HSA -

Enable Auto Processing

c. Index Keys tab (double-click a row item to change it).

i. Drawer (Type = System Drawer): F Scan 001 (change the ‘001’ to your cluster

number).

New Capture Profile

General I Single | Index Keys

Double-dick a row to change the Type and
Document Key Type Value
Drawer System Drawer F Scan 001
Folder Application Application
Tab Application Application
Field3 Application Application
Fielo4 Application Application
FieldS Application Application
Doc Type Application Application
Notes

7. Click “Ok” then “Close” then “Ok” again to close out.

See next page for instructions on how to “print” HSA documents into ImageNow.
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Printing Historical Salary Adjustment (HSA) documents in ImageNow

1. Remember that you will need the ImageNow desktop client installed to use the ImageNow printer

functionality.

2. Open the document that you want to print into ImageNow and then select the usual “File” then

“Print” option, just like you would to physically print a document out onto paper. The only

difference is that you will select the “ImageNow Printer” as the printer. Example shown below.

Home

Insert

= Save

& Save As

55 Open
[ Close

Info

Recent

New

Save & Send

Help

3 Options

B exit

‘@ Print
Copies: 1 -
Print
Printer !‘

v

, /ImageNow Printer
- Ready

 OIT-WBOB626P-HPLaser)etPA015tn on eitprinters
%  Ready

, Adobe PDF
Ready

-<
-
Fax
d’{ Ready
;| ImageNow Printer
2| Reacy

,  Microsoft XPS Document Writer

g/ Ready
-

I | Send To OneNote 2010
Ready

Add Printer...

Print to File

Page Layout References Mailings Review View

3. When the “ImageNow Print” dialog box is displayed select the “F GL HSA 001 Print” capture profile

(the number ‘001’ will be different depending on your cluster number).

4. Click “OK” in the “ImageNow Print” dialog box.

ImageNow Print- R gl

Capture Profile
w Capture Profile:  |E GL HsA 001 Print ~|

["] Aways use this profile

[ ok || conce |
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5. Fill in the “HSA Number” (the number in the HRMS system) in the “Proposed Keys” dialog box and
then click “Capture.”

v

Document Keys
Drawer: F Scan 001 v
HSA Number: 102145

Created Date:
Employee ID:

Field 4: ‘

Field 5: \
Document Type: Default

Notes:

[ Capture ] [ Cancel ]

6. Navigate to the corresponding F GL HSA linking workflow queue. In this example, cluster 001
navigates to the F GL HSA Link 001 workflow queue.

Views g x
7 M Application Plans . ) R
# = Batches | Worldiows tem statu: vl /1sequal to x| [Any
# - Documents
1 M Prajects Time In Queue - raver HSA Number |Created Date 1D Fiel
# ¥ Tasks
=1 & Workflow

= &8 F AP Voucher

£ F AP Voucher Link 001
@@ F EX ExpenseRpt
& FGLHSA

&) F GL HSA Link 001
@ F GL Journal
&3 F PO PCardRpt

Quick Search | seara;l

m®

BH

7. Verify that the HSA Number is correct then double-click the document to open it.
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8. Select “Route Forward”.

‘}\
»

b Lm D | w2

Route Forward

Thumbnails

U IR SRR RO

Nl I 'P'Irrlib’\v‘ > slela@a)

zox]

Route Forward

F Scan 001\\\\\1\Default\

9. The document will be routed to a queue in which a script will auto process the document. At this
point the script will check the “HSA Number” in HRMS for validity. If the value is valid, it will auto-
populate the “Created Date” and “Employee ID” fields. Note that it can take up to five minutes or
more for the script to find the HSA number in the HRMS system, depending on system performance.

10. If you are in the “F GL HSA View” group (it is an access profile that allows one to see the HSA
drawer), you will be able to search for the document after it is finished being processed by the
script. The “Drawer” value and other keys will change, see example below.

[ Folder

Quick Search I Search|

V] lis equal to

v] 1520

[

| | Drawer

| Folder

|Tab

|Field 3

Field 4 |Fie

11. In the event that the script cannot find the “HSA Number” in HRMS the document will be sent back

to the original queue it was sent from with a message (“Invalid HSA Num — please re-enter”) in the
“Created Date” field.

Views
e )
8=
2 =
=]

®
=]
a

Dy E DES

=]
]

Application Plans
Batches
Documents
@ All Documents
% by Empl/Student ID
&l My Recycled Documents
Projects
Tasks
Workflow
&8 F AP Voucher
&3 F EX ExpenseRpt
@ FGLHSA
& FGL HSA Link 001
& F GL Journal
& F PO PCardRpt

Quick Search | Search

[Workﬂow item statu: v | [is equal to

2| Any

Time In Queue, | Status. Drawer | HSA Numbes~Created Date
-

\/ Employe

12. If the script cannot find the “HSA Number”, then you will need to verify that the number exists in
HRMS or contact the University Financial Helpline at 612-624-1617 or finsys@umn.edu for further

assistance.
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Please Read, Important Information

When viewing an HSA in WebNow, if you receive the error shown below (which can happen for
any file type, not just pdf, as indicated in the graphic), you will need to click on the rocket ship to
open the document outside of the WebNow browser.

-\ WebNow Viewer _ p—— E=1ren

File View Annotation Workflow Project Window Help

Mz a2 5 HW | QD EHF~T

1' ’§’| L - /S 7 s

< Pagel o[ =

iy
Iﬁ Unable to view file type: pdf

Click here to view n your web browser.
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