Logging into WebNow and viewing electronic student records.

See WebNow document types at:
http://www.wmich.edu/reqistrar/forms-staff/\WebNow doc types.html

Log into Webnow at: https://imagingp.cc.wmich.edu:8443/tomcat-webnow/
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Note: may get pop-up warning that site contains secure and non-secure items. Click Yes to
continue.

Type in your username and password and enter or click Connect.

It will open to the default document simple search window. You will do most of your searches
from here. We will discuss advanced searches shortly.
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Search by student WIN or name on the drop-down menu. Type the WIN or name in search box.
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The default search criteria is “start with’ though you can also search by ‘ends with’ “contains’|‘is
equal to’ “is not equal to’ *GT’ ‘LT’ “‘GTE’ or ‘LTE.” Note can also add to search “created in last
x number of days’ and the options are 1, 7, 15, 30, 60, 180, 365 or any.

Hit enter key or the ‘Go’ green arrow button.

Simple | Advanced
Filter where | WIN | | starts with W || FOFTFEI056 and created inlast | 365 | davs Go

Results will be displayed as below.
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Student Record FEFTEO0EE EBovle, Tobias J. Feeg - Release of Information i Z00000047
Student Recard 7SFFE0086  Boyle, Tobias J. Req - Confidential 2 20000002
Student Record FETTEIOEE Eoyle, Tobias 3. Reeg - Graduation Audit 1 200000037
Student Recard FSF7E9056  Boyle, Tobias J. Req - Registration Misc 1 200000031
Student Record FETTRA036 Boyle, Tobias 1. Adm - Miscellaneous 1 200000015
Student Record TEFTEA0EE EBoyle, Tobias J. Adm - Tesk Scores i 200000017
Student Recard 7SF7E036  Boyle, Tobias 1. ESL - Academic Progress 3 200000058

You will not have access to all the documents displayed but you can see what document types
have been indexed to this WIN. You will have access to Adm — Academic Dept documents. If
you try to open another document type you will receive the following error:

Open Document

! "_-., ‘fou do nok have the necessary privieges to open this document,
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Double-click on the Adm — Academic Dept document in the list. It will display page one.
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At the bottom it will display index information and number of pages within this document.
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You can also do an advanced search. Click on the Advanced tab. Below is a search by WIN
greater than the number user will be prompted to enter. Advanced search manuals are separate.
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There is also Webnow user help to assist.
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Under Options one can change default settings and display options.

o .

Help

web

FOWERED EY IMAGEROW
Toolbar. ..

AEAEE&ED BRI X =) <userqueries:> adl] |:|| - arid Cptions

Yigws Simple | advanced Calumn Headers. .

Dacurents Optians

General. .. I

Message Center. ..

Filter where |WIN A ‘ |starts with w H "
wharkflow, .. —

Under the General tab one can change default search settings.

General| Toalbar || Grid Options | Calumn Headings | Message Center || Warklaw
Searching
Default search method |Sim|:|le w |
Default search operation |5tarts wikh w |
Defaulk time constraint (daws) |365 A |
Mae nurmber of rows to return | 2,000 % |

Grid Options allow changes to display settings. Similar options are offered on Column Headings.
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General

Set the appearance options For all the WebMow grids:

Table Font T |
Table Font Size 11 v |
Table Row Height |E- w |
Shiow Yertical Lines |Disal:uleu:| A |
Show Horizonkal Lines |Disa|:uled A |
Texk Color [ |

Background Calar ]

Alcernate Row Color ]




