ImageNow
AS - Voucher Inquiry

To start searching for a specific invoice/voucher, double click on the Documents Button located
on the Tool Bar Menu
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*To refine your search immediately, click once on the down arrow located on the
immediate right side of the Documents Button and select AP — AS Voucher Inquiry.

If AP — AS Voucher Inquiry was not
previously selected, select AP — AS
Voucher Inquiry link located under the
Documents Heading on the View Menu
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Under the Quick Search Tab, select the first drop down menu on the left hand side for more AP —
AS Voucher Inquiry Option.

*Invoice # is the default search criteria
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Enter search criteria.
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Select your preferred search criteria or select Custom Property for more search options.
*For this demonstration the Custom Property option was selected

Select Custom Property Option and then select preferred search criteria category

After selecting the specified custom search criterion, click the “OK” button. (For this
demonstration, we selected AP — Department #)
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Select a document type:
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sects  Help

Enter the department number in the far right hand empty field located (directly next to the two

drop down menus) to search for all of the AP — AS Voucher Inquiry documents under that
department number.

Enter or click “Go” to search.

*You will not be able to scroll through all of the transactions that were located directly.
To view, all documents, you will need to use the filters.
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To sort the various documents returned in the search, click directly on any column header.
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Double click on the document to view

*Document information will display in a separate window.
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*1f over 500 documents are returned, you will need to further refine the search.
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To view more information regarding the document, click on the view tab located on the left hand
side of the tool bar on the top of the screen

e To view the e-form, click the view tab and select the Forms option
(Circled in RED)
e To view all of the properties about the transaction, click the view tab and select the
Properties option
(Circled in BLACK)
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If the two choices above are selected, this is what the page will look like.
e Form Column (RED arrow)
e Properties Column ( YELLOW arrow)

ImageNow Viewer - [Page 1]

Annotation  Workflow  Projects  Window Help

Zoom In Cirl+lum + i) aly &) 0 c B =0

Zoom Qut Cirl-+Hum -
Page Layout
Resize »

Rotate 3

Smooth F6
Invert F11

Actions

Eorms F12
Properties F7

Related Documents
Tasks
Thumbnails F9

ity of

aymentRe
Vendor De
Location

Fed Tax Refe
wel ]
sswe | |

N Toolbars 3

Add Multi Page TIFF » :l

Show XY Coordinates

“Last four digits of
Add Status Bar Social Security Inv
2 Number only!
City Restore Default Settings... Zip v
Description

| with-

holding Account Fund

Dept. Program Project

- “nbox - Inbex: UB Foundation Activities OL Customer Receipt/Purchase Confirmation

Page 1 of 1

Midcontinent

+ Welcome to Webmaill. _

*

(] P& 4d
Conedir Aodizzs Bosk Ofoes Probiem Mep 13 ot

ssce | asne) Sevesal Pt Beper s Soe

yﬂ}%ﬁff—%ﬁn&r%ﬁyl

R s s v

ot Idermaten
Mercoars N Foandeten Asivides 0L
Dascroacn  Crane Iniaaa Feogrien

POMumser  OUETAAETIINET)

G

vt e 1473 5(}.)
B B e
prom— [roeap—
B s

-]
[t ey —
st et

Tems 3T e

s
s 0011 1108 30 A BT
Travsazizn o Frint]

o iy [romesed] s oem Thran | Bloci | stogs Soeee | Rewi
Wavm H ) ooy Tareitige s 3

ve | Bt | Bepert 02 Spem R
Back w0 T 3 &

AUDIT APPROVED
STEPHEN.RELLER
03/21/11

Pl Properties n

. Document Keys

Drawer

|AP - Accounts P

Invoice #

[ 124728
Voucher #

00020210
Vendor D

| 0212617

Vendor Name

| Harmeson, Philip Alan
ReffPO #

| 2500-1¢

Document Type

|AP -Nen-PO Invoice

]
i Custom Properties

2500
$795.00
03f02/2011
03f21/2011
077209

AP -Department #
AP - Invoice Amount
AP - Invoice Date
AP -Payment Date
AP - ACH Mumber
AP - Check Number
AP - Wire Number

i
o P N
s L]] =l/fs11020 [z1403 J[2500 ] 'l \\ o
Gonpiizd | 7] ot DEPT APPROVED "
by the = T F L —_— e e Notes £
department SHANNON.SMIDT —l
il -
paymant. 03/18/11 m
™ Hold Payment cal [ ] Must be chec
I~ Payment Needed By = ] Vendm: b
| 2 8 v
-k Hi
AP - Accounts Payable)\144726100020210102126 17\Harmeson, Philip Alan}2500-1CYAP - Non-PO Invoice Page 1of 2

To begin a new search, close the previously searched transaction’s window (little X, not

ImageNow Window = large RED X) and either:
e Select a different document
e Type in a new department number



