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What is ImageNow? 
ImageNow adapts to your business processes and ensures that all documents are secure, quickly retrievable, and tied to the files and applications you want, with comments and annotations as 
needed. ImageNow can also capture and manage data from e-mails, reports, and non-image file formats such as DOC and TXT. The following figure shows the ImageNow toolbar, which is your 
entry point into ImageNow. From the ImageNow toolbar, you can view, scan, process, and search for documents, as well as perform administrative configuration and management tasks for your file 
system. 

 

Processing documents involves three essential tasks that let you capture document images and any unstructured data into ImageNow and integrate them with your business application. The first 
step is to capture the documents into ImageNow, which is typically done by scanning or importing them from a computer. Next, you review each document to ensure they were captured to the 
standards of quality that you need. After you quality assure your documents, you link them to index keys so that they are grouped in a logical order and matched to records in your business 
application. After these required steps are completed, you can use numerous features in ImageNow, such as annotations, e-mail and export, and workflow. 

If you upgraded to ImageNow from a previous version of ImageNow, note that this version contains many new features. To observe the new features and other enhancements for this version, refer 
to the What's New in ImageNow document. You can view this document at the Perceptive Software website at www.perceptivesoftware.com, click Customer Portal, log in to the Support section, 
click Product Help, and then click Additional Documentation. 
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Home > Process Documents > Capture Documents > Capture a document from Project Viewer

Capture a document from Project Viewer 

You can use this procedure to capture a document from the ImageNow Project Viewer using a single mode capture profile. If document and 
project context mapping are enabled, ImageNow will import the document to the project mapped in your application plan and the project from 
which you are scanning. 

1. In the ImageNow Project Viewer, complete one of the following actions: 

� Capture a document from scanner source  

1. Load the document you want to scan into the scanner bed. 

2. On the ImageNow Project Viewer toolbar, from the Capture menu, select the capture profile you want where Scanner is the 
source. 

Note  The Capture menu is only available if single mode profiles are available and you have the appropriate privileges. 

3. In the Proposed Key dialog box, verify the document keys are accurate and then click Capture to continue. CaptureNow 
imports the documents into ImageNow. 

� Capture a document from file source  

2. In the ImageNow Viewer - Single Scan dialog box, verify image quality, make any changes you wan t using the options available to 
you in the ImageNow Project Viewer, and then perform one of the following actions: 

� To complete the capture, click Save Scanned Image. 

� To rescan the document, click Rescan Page, click the capture profile name, and the repeat the capture steps. 

� To cancel the capture, click Discard Scanned Image. 

3. ImageNow adds the document to the current project. 
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About the ImageNow Explorer window 
In ImageNow Explorer, you can navigate through all of the ImageNow grids, including application plans, batches, documents, projects, tasks, 
and workflow queues. Each row in the grid represents a document that resides in ImageNow or is in an intermediate status such as QA or 
Linking. You can display ImageNow Viewer for any item in a grid by double-clicking its row. In the ImageNow Explorer, you can also view 
instances of Business Insight reports. 

You can use the toolbar buttons to open, e-mail, print, add notes to, refresh, delete, or display the properties of the selected document. You 
can also reposition any of the toolbars to the top, left, right, or bottom side of the Explorer grid. 

In the Views pane, you can switch between following groupings of documents: 

� Application Plans view displays the documents that are linked to records in an external business application, such as AP, HR, or 
student records management. (SPAIDEN view, COEHD-ADV view). Allows you to work with documents that are only associated with

          your department. 

� Batches view displays one or more groups of pages that are ready for QA or Linking. 

� Documents view displays the documents that satisfy the document views and filters defined for your user account. 

� Projects view displays the projects that satisfy the project views and filters defined for your user account. Double-clicking a project row 
displays the documents in the project. 

� Reports view displays the folders and reports accessible to you. Clicking a report folder displays the reports and subfolders associated 
with it. 

� Tasks view displays the documents associated with the various task types that are assigned to you, for example, To Review, Returned 
to Me, or Complete. 

� Workflow view displays any documents that reside in the workflow and queue you selected in the tree. 
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Home > Process Documents > Quality Assurance > Quality assure a document or batch

Quality assure a document or batch  (this step is done at the scanning station)

1. On the ImageNow toolbar, click Batches, and then in the Views pane, click Ready for QA. 

2. In the grid, select the batch you want to quality assure. 

3. On the File menu, click Open. 
4. In the ImageNow Viewer, inspect the page. It is acceptable when it meets most or all of the following standards: 

� The scanned or imported image resembles the original document. 

� No part of the page is missing due to a scanner misfeed. 

� All critical elements of the document legible (for example, signatures, account numbers, and totals). 

� The document is properly oriented and aligned. 

5. On the ImageNow Viewer toolbar, click one of the following buttons: 

Icon Description 

 
Mark page as OK. If the batch was a single page document, you are returned to the ImageNow Explorer. 
If you are quality assuring a multi-page batch, the next page of the document appears, and you must click 
Mark page as OK until you complete QA on all pages in the batch. 

 
Rescan page. Rescan a page if it does not meet your standards of quality. Locate the original document 
and either place it back into the scanner feed or reimport it from a file system. 

 
Commit batch. Choose this option if you want to QA the batch without looking at all pages. 

 
Suspend batch. Choose this option if you want to review another batch and conclude the current QA 
session later. 

 
Delete batch page. Discard the page if you want to remove it from the batch and the ImageNow server. If, 
instead, you want to replace it with a newly scanned version, click Rescan page. 
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Rescan a page in a batch  

 This step allows you to rescan a poorly scanned page without rescanning the entire batch.  
1. In ImageNow Explorer, in the Views pane, under Batches, select Ready for QA. 

2. In the grid, select the batch that contains the page you need to rescan. 

3. On the File menu, click Open and then the first page in the batch appears in ImageNow Viewer. 
4. Insert the document you want to rescan into your scanner. 

5. On the Scan toolbar, click the Rescan    button, select the scanning profile you want to use to rescan your document, and then click 
OK. 
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Link a document or batch (done in the office with the stack of scanned pages)

1. On the ImageNow toolbar, click the Applications down arrow, and then select the application plan for the business application you 
want to use to link a batch. 

2. On the ImageNow toolbar, click the Batches down arrow, and then click Ready for Linking. 

3. In ImageNow Explorer grid, select the batch you want to link. 

4. On the File menu, click Open. 

5. In ImageNow Viewer - Link, identify the displayed page from its name, account number, or other distinguishing information. 

6. In the business application, display the corresponding record. This is Banner. Use SPAIDEN to bring up student with their WIN.

7. Position the ImageNow Viewer - Link window and the corresponding business application record so they are both visible on the screen.

Note  In a few cases, the entire business application record may need to be visible for linking to work. 

8. On the Batch Link toolbar, click the Link page    button to create a link between ImageNow and your business application (Banner). The 
Properties pane slides in from the right side of the window. 

9. In the Properties pane, under Document Keys, enter required values if necessary, and then, on the Batch Link toolbar, click the Save 
Batch Page    button. The next page in the batch is displayed.  Once page is saved, it has been stored in that student's imagenow file.

10. Repeat steps 5-9 as necessary until the entire batch is linked. You are then returned to ImageNow Explorer. 
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