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http://www1.und.edu/finance-operations/procurement-and-payment-services/about-us/staff-directory.cfm


How do I receive access to Perceptive 
Software?

Procurement & Payments 
Services Webpage

 Forms

 Perceptive Content Access Form

http://www1.und.edu/finance-operations/procurement-and-payment-services/index.cfm
http://www1.und.edu/finance-operations/procurement-and-payment-services/forms.cfm
http://www1.und.edu/finance-operations/procurement-and-payment-services/_files/docs/forms/perceptive-new-user-form-07-18-2017.pdf


• Access software download through SharePoint
NDUS-CTS-Enterprise Services SharePoint

Login required

Software Client Download

https://inside.ndus.edu/departments/EnterpriseServices/DMS/SitePages/Home.aspx


• Support Resources

Also on SharePoint



• Required of all Perceptive Content users

• Communicated by CTS – Enterprise Services

• If not completed by the due date access will 
be revoked

NDUS Annual Assessment



Getting Started
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Logging In:

• Requires IDM user name and 

password



Getting Started
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Toolbars & Icons

We’ll touch on Five toolbars within PC 



Getting Started

9

File Toolbar



Getting Started
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View Toolbar



Getting Started
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Annotations Toolbar



Getting Started
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Navigate Toolbar



Getting Started

13

Workflow Toolbar



Helpful Tools
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Message Center

• Provides overview of outstanding items 

in your workflow 



Helpful Tools
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• Select Settings

• Click on “Show 

Message Center” or use 

Control M

To enable the message center



• Click Toolbar

• Select Message 

Center Tab

• Select Queues and 

click apply

• To select the queues to view in 

the message center

• Click Settings

• Select Options

Helpful Tools



Hot keys available in 

Perceptive Content

 Forms (F12)

 Brings up eForm

 Properties (F7)

 Shows index fields & custom properties

 Thumbnails (F9)

 Small page images

Helpful Tools



Find a Document

• Within the Perceptive toolbar, select the down-
arrow beside Documents and select appropriate 
drawer/view



Find a Document

• Click on the down arrow to select the appropriate 
search criteria, enter the information and click 



Find a Document

• The Workflow Queue will provide the location of 
the document.

• Double click the line to open and view the 
selected document.



PPS documents to search



Purchase Requisition in Perceptive

• Instruction manual found on our website

– under Procurement – Purchase Requisitions

http://www1.und.edu/finance-operations/procurement-and-payment-services/_files/docs/guidance/procurement/purchase-requisition-manual-1-2018.pdf
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Select Workflow

Purchase Requisition in Perceptive



• Select File > New > Document

• The application Plan should be PUR 
– Purchase Requisition

• Click the gold key icon to populate 
PUR ID Number

• THE PUR ID # is NOT a valid PO#

• Verify ‘Send to workflow queue’ is 
checked

• Workflow queue should be UND-
PUR Requisition Request

• DO NOT FILL out any additional 
information under Document Keys 
or Custom Properties

Purchase Requisition in Perceptive



Purchase Requisition in Perceptive
Click on workflow in the menu bar and select ‘Open in 
Workflow’ to complete the form. This enables Routing.



Purchase Requisition in Perceptive



Purchase Requisition in Perceptive
SUBMIT REQUEST

• Once completed, from the Workflow Toolbar, 
select Route Forward. This will automatically route 
to the first department listed under the funding 
information.

• If more than one department is funding the purchase, 
please list the funding information of the requestor 
first as it will auto route to your department for your 
approval and then you can route to the next 
department.



• Approval Page will show all approval stamps & 
Comments on a sticky note

Purchase Requisition in Perceptive



• Purchase Order is created within 
PeopleSoft

• Purchase Order Number is added to 
Document Keys

• Signed Purchase Order is attached

• Purchase Requisition routed to 
complete. eForm is converted to a tiff.

Purchase Requisition in Perceptive



Accounts Payable Workflow
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• Submit invoice & supporting documents 

via email to:

APInvoice@UND.edu

• Include either Ref/PO number or 

PeopleSoft purchase order number 

with the invoice

mailto:APInvoice@UND.edu


Accounts Payable Workflow
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• Invoice will be routed to your 

departmental approval queue

• Review for accuracy – vendor, amount, 

etc. 



Accounts Payable Workflow

32

• Complete the 

eForm

• Update the 

description line

• Fill in the funding 

source(s) on the 

distribution lines

• Check for 

suspended 

vendors



Accounts Payable Workflow

33

• Complete the eForm (con’t)

• Mark and/or note any special instructions

• Stamp your approval on the invoice

• Route forward to:



• eForm – loads into PeopleSoft vs. Properties – Search 
Fields within Perceptive Content
• Changes on one need to be reflected on the other

• Do NOT change the vendor – send to dept 3130 with a sticky 
note

• Invoice details, properties, eForm should match

• Please do not use stationary/theme backgrounds or icons 
for social media in your invoice email submissions

• Email invoices to:  APinvoice@UND.edu
• Do NOT email or attach W-9s to this email address

• Email all other documents to: 

UND.pps@UND.edu

AP – Reminders

mailto:APinvoice@email.UND.edu
mailto:UND.pps@UND.edu


• When submitting your invoice for payment, put the 
Ref/PO# on the TOP of the invoice/payment request (just 
a PO# for purchase order invoices)

• Priority will not be flagged if “Payment Needed By” is the 
current day’s date – please call PPS (777-2771)

• Scan only ONE invoice per email

• Lists of invoices in workflow or documents can be 
exported to excel

• No longer process reimbursements to employees 
through PC

AP – Reminders



• Remove/redact personal information

• Show only last four digits of SSN

• Show only last four digits of credit card number

• Redact birthdate on passports, etc.

• Remove names or procedure from medical type 
payments/reimbursements

• All payments must have a documented business purpose

• Check your Non-eForm Queue (Purchase order invoices)

• Verify the vendor on the eForm is correct (Do NOT change the 

vendor)

• Stamp your approval in a “white” space

AP – Reminders



• When processing a payment being funded by a Foundation 
flow through fund (26XXX)

• 26XXX fund is in the distribution lines

• Foundation fund (issued by the UND Foundation) is in the first five 
digits of the description line

• Add to sticky note within the Preq

AP – Reminders



• Wire Transfers

• Subject line of email should contain “wire”

• Note “wire transfer” in the special instructions of 
the eForm

• Wire transfer form must be attached to the 
payment request

AP – Reminders



AP - Reminders
• Route to another department

• Enter the new department number

• Route forward to:

• AP - Department Approval Route



• Instructions to Procurement & Payment Services regarding 
your document

• Use sticky note 

• ALSO

• Route to department 3130 via AP-
Department Approval Route

• Use the notes section of the eForm

• Attachments to check

AP - Reminders



• Multiple Stamps may be available
• Right click on your stamp icon

• Email us if someone leaves your department so 
we remove access

• Email Melissa Mager and Anna Leddige to delete 
a document from AP or PUR
• Email  must include  Invoice # or Ref/PO# for Accounts 

Payable

• PUR ID for Purchasing

General Reminders



General Reminders

• Document your business purpose

• Clarify your business purpose on your P Req

• Update/change the description line in AP or add sticky 

notes to document your business purpose

Payment/Purchase 

Order information 

should be able to 

stand on its own for 

audit by state or 

federal auditors



Appending to an existing Document

• The application within Perceptive must be set at 
click ‘IN Document Append Workflow’ to append 
within workflow.

• You must have the document you want to attach 
TO in Perceptive open in your workflow



Appending to an existing Document

• Within the originating software, select 
print and print to the ImageNow Printer

• Select the Single Mode capture profile and 
save



Tips & Tricks

• Click the      to expand and 

show all workflows

• Multiple workflows may be 

available. i.e. Purchase 

Requisitions

• Click      to show all workflows



Tips & Tricks

• Email from Perceptive Content

• Select envelope icon on the toolbar

• available in workflow or documents

• On the E-mail screen, click the dropdown

• Select:  Attachment and Single 

PDF 

• Click OK

• Processes through default email 

software



Tips & Tricks

• Print without 

stamps/annotations

• Select “with” to print 

invoice/document and 

stamps

• Select “without” to 

remove stamps on 

printed copy only



Tips & Tricks

• % is the Perceptive Content wildcard character.

• Results



Tips & Tricks
• “Lift” stamps/annotations

• Removes for clean viewing



AP - Tips & Tricks

• Has this invoice been paid?????

• If the document resides in a workflow 

queue other than AP-Complete, it has 

NOT been paid.

• Check the custom properties  . . . 

• A paid document MUST have a number 

in either the ACH, Check, or Wire

number field

Not Paid

Paid



URL for WebNow:  https://webdms.ndus.edu/webnow/

WebNow System Requirements:

• Users: Users who view or process documents (no capturing 

capabilities are available)

• Operating System: Windows 7, 8.1, 10 (32 or 64 bit), Macintosh 

Intel 10.x +

• Web Browser:

• Internet Explorer 10 or 11 for Windows

• Apple Safari web browser for Macintosh

WebNow

PC sign in screen 
for WebNow

https://webdms.ndus.edu/webnow/


WebNow

• Still two options

• Documents – searches all documents in Perceptive 

Content application

• Workflow – items in your queue to be processed



• Select both Forms 

and Properties.

• You may toggle 

between the 

properties and the 

eForm.

• Stamps, sticky 

notes, route 

forward and other 

icons/buttons work 

the same.

WebNow



PPS Web Page



PPS Web Page



• Reorganization with Finance Division

• Vendor Fair 11-15-18

• Increase in ND Lodging Per Diem as of 
10-1-18

• PC Upgrade 11-27 & 28

• Inventories sent out via email

• Check website for additional training 
videos

Other News



Discussion

Questions?



Thank you for your time!


