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

How do | receive access to Perceptive
Software?

P-Card T&E Forms Resources

Asset Mgmt

Procurement & Payments
Services Webpage

> Forms

> Perceptive Content Access Form

UN2 NORTH DAKOTA

PROCUREMENT & PAYMENT SERVICES

Procurement & Payment Services Perceptive Content Access/Modification/Removal

Please note that approval from your department head and Procurement & Payment Services is needed

to process the request.

User Information

Date Submitted Contact Number
Name of User User Email
Department & Department #
Active Directory Userid EMPLID

Application and Job Duty
Perc:gﬂ:r;ggl;tent Accounts Payable Journal Voucher Journal Entry
O view O view O view
Access Requested / [ Create eForm )
e O approval Workflow coming Workflow coming
[re Access 50001 S0011
Percepljv:.re Qontent Purchasing Contracts Leases
Application
[ Requestor O view O view
A“e’ﬁeRe”“md ! [ Department Approver | [J Edit ] Edit
[] Remawve Access [ Remove Access [J Remove Access
Notes
Department Head Approval

Department Head Approving the

(Signature Required)

Request

Procurement & Payment Services Approval

User Group to give Access to
(ex: Power User, Scanner, Viewer, User)
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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

Software Client Download
* Access software download through SharePoint

NDUS-CTS-Enterprise Services SharePoint

Login required

£ inside.NDUS

BROWVSE PAGE

& & ——_  Enterprise Services Dashboa Intervention PAR v Document Imaging & Management ~
MORTH DAKOTA

UNIVERSITY SYSTEM Document |mag|ﬂg & MaﬂagemerT[

— « Client Download and Information

« WebMNow Information
« Policies and Procedures
« Document Imaging Steering Committee (DISC)

UNY NORTH DAKOTA


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

Also on SharePoint

How to

* Support Resources N

« Annotations

Access » Purging and Retention
« Appending, Adding, Moving, and Merging Pages
« Client Download and Information . Searching
» WebNow Information « Delete a Stuck Batch (video)
- VPN O ich K G « Tips and Tricks
« DUO o '

Scanning and Capture Profiles
Troubleshooting and Fixes

Moving a Scanner
Setup and Install
Scanner Guide
Transfer a Scanner

« Fix Documents Stuck in Batch

« WebNow

+ Client

« Scanner

» Printer - Printing

» Geners General Information

« How to find if you are using Edge or Internet Explorer

« How to find Internet Explorer (IE) on Windows 10 « Document Imaging Terminology
« Support and Responsibilities

UNY NORTH DAKOTA



NDUS Annual Assessment

e Required of all Perceptive Content users

* Communicated by CTS — Enterprise Services

* |f not completed by the due date access will
be revoked

UNY NORTH DAKOTA



Getting Started

Logging In:

* Requires IDM user name and

password
(_J Perceptive Content e

&« Connection Profiles  License Manager  About

Perceptive Content 7

® _ Prooduction

ngpdd

ser name: aleddige
word:

LND NO'RVTEHR DAKOTA



Getting Started

Toolbars & Icons

Connect Settings Help

%Applications ¥ | Documents ~ .‘ l‘ Workflow ~ @ Help ~

We'll touch on Five toolbars within PC

File b
View k
Annotations b
Workflow b
Mavigate b

UNY NORTH DAKOTA



Getting Started

File Toolbar
Mrz=isll JOE®S.

v H Save

v [g] Email Ctrl+ M
v [ Fax

o _'l Export

v = Pnnt Ctrl+P
v & User Ctrl+U
v - Launch associated application

v P Properties

v __' Copy Document Ctrl+Y
v @ Apply retention hold

v it Process approval requests

UNY NORTH DAKOTA



Getting Started

View Toolbar

49 ¢ AR

&, Zoom In Ctrl+ Mum +
=, foom Qut Ctrl+Mum -
O Rotate 907 Left  Alt+Left Arrow
¢ Rotate 90° Right Alt+Right Arrow

i Save Image Rotation to Server

“t+ Fit Window F2
— Fit Width F3
1| Fit Height F4

Zoom Regions

UNY NORTH DAKOTA



Getting Started

Annotations Toolbar
P 4| 0eaT/v/ /10w &

? Show/Hide Annotations
Mavigate Page
i}' Select Annotation
ﬂ Digital Signature

agy Stamp
Sticky Mote

[ Text

# Highlight

v " Check

» / Line

w /Arrn:nw

S B R B

~ Rectangle

o URL
= Redact

v
v &} Owval
v
v

UNY NORTH DAKOTA



Getting Started

Navigate Toolbar

HWH o ~PFPHPMPF.

Y Previous Document

h First Ctrl+Home

™ Previous Page Ctrl+Page Up
Go To Page Selector  Cirl+G

P Next Page  Cirl+Page Down

Ml Last Ctrl+End

Py MNext Document

s B B B B e B O B

UNY NORTH DAKOTA



Getting Started

Workflow Toolbar

P

LSRRG PR ER AR e b n e R e L e LR

¥

i ] | .
W % s L | == EF

s View Mext ltem Ctrl+MN
- Relink

& Route Up

4 Route Back

% Route Forward

4

+ Route Anywhere

£2 Recall Last Workflow ltem
- | Mark [termn as On Hold

wa Mark [tem as Pending
Archive

Q Remove from Worlflow

£ View Workflow History

¢ View Recently Routed ltems
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Helpful Tools

Message Center

Provides overview of outstanding items
In your workflow

B 1
o -
4 3130 (AP - Department Approval) - 1 Items
4 3130 (AP - Non-eForm Dept Approval) - 0 tems

.":"'. 3130 (UND-PUR-All Approving Depts) - 0 Iterns

UNTITVERSIT
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Helpful Tools

0 enable the message center

Connect Settings Help

« Select Settings
» Click on “Show

Connect | Settings | Help

&Applications ¥ | Documents ~ ." l‘ Workflow ~ @ Help ~
N 1

sks -

Message Center” or use Show Message Center  Ctri+ M
Control M ﬂﬁ'pp Out of Office...
= Job Manager...
b. V- Always on Top
& ETE. Customize...
3313] Options...

%

UNY NORTH DAKOTA



Helpful Tools

Connect | Settings | Help « To select the queues to view In
ﬁﬁ.pp Show Message Center  Ctrl+M e - the message Center

Out of Office...

= 1ob Manzger- .« Click Settings

Always on Top

s _
o é;me — ¢+ Select Options

-

ﬁ General Defaults | Message Center

|, Grid Appearance
& Output
& | Remote Documents

“_-5" T°°|_barc . T Window size: [Small -]
Se | eCt M ess a.g e ! Versmn Dm/ Animation style: | serall -

Center Tab

Font color: I suton: R

Click Toolbar

General

DLt mode: [Expanded ']

Scroll rate: 5

Workflow Queue Status

S e I e Ct Q u e u eS an d — $ Select the gueues to indude while viewing status information:
click apply

3130 (AP - Department Approval)
3130 (AP - Mon-eForm Dept Approval)
[Z] 2130 1 IND-PLIR-All Annrovina Nents)

Select Al
Deselect all

UNY NORTH DAKOTA



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

Connect Settings Help

ﬁ Applications ~

'| Documents ~ .‘ l‘ Workflow ~ @ Help ~

Wiew

Annotation Workflow  Fc

L

a3

Zoom In

Zoom Dut

Besize 3

Rotate 2

Ctrl+Mum +
Ctrl+Mum -

Sm

Inwert

aoth Fa

F11

Eor

Actions

Digi

Pro

Related Documents

Thumbnails

ital Signatures
ms F12

perties

Toolbars 3

kA

Show XY Coordinates
Status Bar

Iti Page TIFF »

Restore Default Settings...

UND NG
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Find a Document

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

Connect  Settings  Help

%Applicatinns - | Batches - ‘| Documents - .J I'" Worldflow - Iﬁll‘ti

v | AP - AS Voucher Inguiry

AP - Journals
Ry

LUMD-PUR-Purchasing

UNY NORTH DAKOTA



Find a Document

* Click on the down arrow to select the appropriate
search criteria, enter the information and click 2«

Quick Search  Search

Vendor Name

starts with v | | Knight |

‘_'r_"_‘ Cirawer
PO #/P-Card Ref

PO #/P-Card Ref Vendor ©
-Al... NULL KNIGHT

-Al... NULL KNIGHT
-Al... NULL KNIGHT

UNY NORTH DAKOTA



Find a Document

 The Workflow Queue will provide the location of
the document.

Quick Search  Search

Vendor Mame - |starts with v| | Knight
Ls Workflow Queue o #/P-Card Ref 'Vendor Name 'Bid Quote 'PUR ID
i
ws 5260 (UND-PUR-AL... NULL KNIGHT PRINTING 1001000000445
L4 3250 (UND-PUR-AL... NULL KNIGHT PRINTING 1001000000280.

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

Quick Search  Search

Vendor Name w |staris with V‘ ‘ Krnight | Go
Lil Workflow Queue - |PO #/P-Card Ref |Vendor Name 'Bid |Quate |PUR ID | Type |UND-PUR-Dept # |UNI
9]

L3 5260 (UND-PUR-AL.. NULL KNIGHT PRINTING 10010000004451 UND-PUR-Purchase Requisition 5260 $2
L4 3250 (UND-PUR-AL.. NULL KNIGHT PRINTING 10010000002805 UND-PUR-Purchase Requisition 7127 $2

UNY NORTH DAKOTA



PPS documents to search

Views o x
&% Application Plans
= | Documents
AP - lournals
UMND-AP-AP Voucher Inquiry
UMD-AP-Archive
UND-AP-Department Authonzation
UND-AP-JV-Journal Voucher
UMD-AP-PCard
UND-AP-PCard-Archive
UMD-PUR-Purchasing
UND-PUR-Contracts

UNY NORTH DAKOTA



Purchase Requisition in Perceptive

Instruction manual found on our website

— under Procurement — Purchase Requisitions

Procurement Payment P-Card Asset Mgmt T&

Contracts Blds/Quotes/RFP Purchase Orders & Printing/Furnlture
Cooperative Contracts Alternate Procurement Requlsitlons Printing Procedures
Services Template Request Changes / Cancellation / Printing Vendors
Consultant Template Bid Request Form Closea Furniture Purchases
Guest Speaker Template Quotation Template Federal Funds/5AM Furniture Vendors
Contract Signature Request for Proposals Purchase Requisitions
Authorization (RFPs) Terms & Conditions

RFP Evaluator Guide

UNY NORTH DAKOTA


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

Purchase Requisition in Perceptive

Select Workflow

Connect  Settings

a Applications ~

. ImageMNow Explorer

fELlE Edit View Workflow Projects Help
ST pocument..

UNY NORTH DAKOTA




Purchase Requisition in Perceptlve

., ImageMow Explorer

File | Edit View Workflow Projects Help

‘Jew Crooument

Document...

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

Applcation Plan

ILIHD-P'IJR-F‘LI‘G‘EBE Regquisinon

|—__.|I

Usz= as defeult appicefion plen
Location
Diraswer
INDFURFUrchaging
Mame

Properties
PO #/P-Card RieF
MULL
Verdar Mame

Bid

Quoke

olpn

Add to version contral
Submit to Content Server

| Send to workflow queus

. |

I Select to auto-fill indexes

I \, | LIMO-PUR Reguistion Reouest

- I

‘Mr shartout in folder

Make sure chedk-box is selected
to process cormectly

1001000000 1755

Type

NG URFurchase Reguisiton

Custam Properties
LIMND-PLR-Fiscal Year
LIMD- PLR-Arnount
UMND- PUR-Yendar [
UMD-PUR-Dept £
UrD-PUR-Funding Deg

Lise defult values

Cancel

UNY NORTH DAKOTA



Purchase Requisition in Perceptive

. ImageNow Viewer - [Form]

- e Click on workflow in the menu bar and select ‘Open in

; - k . .
e vien amotsion [woniow | e winaon 50 \NOrkflow’ to complete the form. This enables Routing.

=

sUORaY

— [\ Open in Workflow
Select a form:  [LIND PLIR ‘u =5 I

General Information .

1. Headings in RED are required L.

2. If you receive an error upon submission, close and reopen the form. L : . B

3. Once the form is reopened, to Iucate_arour error, review the Note section within the Properties Toolbar for instructions.
4. Update fields as needed and resubmit.

Required for purchases > or = $25,000 using Federal Funds:

endor DUMS Mo. Vendor s regstersd in Sa

Department needs to

Vendor is mot excluded (debarred) i N
verify information in

Completed Budget Check / Validated funds sam._gov and PeopleSoft.
Delivery date is a —— DE'EEW 09/24/2015
reauired field. ate
Requestor Information
Dept . Dept
Purch i 3125 Wicki Vion H
Name Dept # Contact © - — 2
Dept
-\ T7T-2682
Phone #
Ship to Ship to
264 Cent D STOP # |8381
Address Lol LAl Address 2
City |Grand Forks - WO~ Zip (58202
) Select magnifying glass to
Vendor Information [ e e =t e 1 ]
‘I-"er‘ld;t[; . Name Knght Prtng Address 3401 Fechtner Dr
A.ddl‘&:‘-; PO Box 7100 City |Fargo
State |ND Zip 158106 Phone #
Cﬂ-:amtélel‘fm&rsun C':'I'E"nt::ﬁ ®u NIVERSITY OF
NORTH DAKOT.




Purchase Requisition in Perceptive

Item Description

Line # Oty Description and Business Purposa Uinit Price Total
1 .1 Trings “| [50.00 100000
-112 1 500 210 nan wirdon ermsianes * | (12500 125,00
«{[3 1 Peinier * | (S500.00 550000
4 Line items need to be in numerical sequence. Total: 6625 00
Funding Information
Line# Account  Fund Dept # Project Program Amount
1 23505 31400 3123 1000,00
-1|2 4025 31400 3125 125.00
3 691035 31400 3125 500,00
Funding for each line # must equal the dollar amount for the line # in otal: 6635.00

the description and must be in numerical sequence.

UND Bid/Quote
Bid # Quote #
Alternate Procurement Request memese w smact e foos

Order Placement Instructions (One option must be selacted)
Department will contact vendor with purchase order

Purchasing to email vendor purchase order (contact email address)

lv] Purchasing will place order on P-Card
Must select

Ship Order Complete
an option

Send all coples to Grants and Contracts

prior to

submitting

r EQUI ment Purchase
?ngle Capital ed Item [ Multiple Capitalized Items (complete a line for every tagged item)

Item Use

Lne# Item Desaption Buidng Locaton  Room # (Research, mﬁset Mgmt
nstructional, etc.)
i3 rome Twamiey Hal 114 Instructional Vicki Von Harz

For eqmgment being funded by accounts between 691000-699999, complete the Major Equipment Purchase section following these instructions:
1a. Select '1d|:- Capitalized Item if the purchased item should be gven one ma]nremrr-'-r[ tag.

1b. Select Multple Capitalized Items f the purchase indudes severa] tems that should be given separate major equipment tags.

2. Enter an Item Descrintion that wil easly identfy the item(s) for nventary pumose; this descrpfion wil be used when the item(s) are added into the PeopieSaft Asset Management System.
3. Enter the Buiding where the item wil be located.

4. Enter the Room £ where the item wil be located.

5, Enter the Item Use. For example, is it being used for instructional pumoses, research o office equipment et

. Provida the name of the nerson tn contact shoukd Assst Mananemeent have anv muestions n renars in the Mainr Fauinment Purchase.

UNY NORTH DAKOTA



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.

Form = rraiin. W | == 8 & [:»'::H

* 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.

UNY NORTH DAKOTA



Purchase Requisition in Perceptive

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

-\

AP - G&C APPROVED

02/10/1% |

) (UM) -PUR-APPROVED
UND-PUR-APPROVED | ANNA-LEDDIGE
JOYCE.RICE | i 02/10/17
02/09/17 10:22:57 AM
3:47:01 PM
E;DD'LO ! -EZM?CT. Please forward to Safety &
UND-PUR-APPROVED | ™= |
STEPHEN.RELLER
02/09/17
3:59:55 PM =
[ | e .'

UNY NORTH DAKOTA



Purchase Requisition in Perceptive

Purchase Order is created within -
PeopleSoft - popein

"

- . Document Keys B
Purchase Order Number is added to
UMD-PUR-Purchasing ~
Document K
O C u e n eys 3212125 WT734HSBFO0ZRPG |
PO #/P-Card Ref
. . 0000014256 |
Signed Purchase Order is attached
[viTRAX |
Bid
Purch R ISIti ted t | '
urcnase requisition routed to L
o o [Es-020217 |
complete eForm is converted to a tiff PR D
[ ] L]
[10010000004515 |
Type
Content Viewer - [Page 3] UMND-PUR-Purchase Requisition ~
Annotation  Workflow  Folders  Window  Help
[ . Mare
Custom Properties ES
Purchase Order
Universtty.of North Dekote
5 Purchase Ord Dat Revisi P
GRAND FORKS ND 58202-8356 D01 0600014256 oa/to/zony S UND-PUR-Amount 3 750.00
United States Payment Terms Freight Terms Ship Via UMD-PUR-Yendor ID 0000171670
30 PO FOB DEST, FRT PREPAID Commaon
Supplier: 0000171670 Buyer Phone Currency UND-PUR-Dept # 2015
VITRAX *McGarry,Janelle M 701/777-2681 usD N
660 S JEFFERSON ST STE E ShipTo: 9061 UND-PUR-Funding Dept 8015
PLACENTIA CA 92870-6652 ?g%n;%jléillfrﬁﬁgc;g UND-PUR-Status Approved
Stop 9037
Grand Forks ND 58202-9037 UND-PUR-Order Type
United States
Attention: Not Specified
Notes *
Bill To: UND ACCOUNTS PAYABLE 1
TWAMLEY HALL ROOM 115
264 CENTENNIAL DRIVE STOP 8356 :EI

Tax Exempt? Y Tax Exempt ID: E-2001

GRAND FORKS ND 58202-8356
United States

Replenishment Option: Standard

Line-Sch_Item/Description Mfg ID Quantity UOM PO Price Extended Amt Due Date [
1- 1 catalog #VT128. Dopamine, 1.00EA 750.00 750.00 02/13/2017
[phenyl-2, 5, 6-3H] 1mcd I VERSITY
boau g LN-)NORl H DAKO lA




Accounts Payable Workflow

« Submit invoice & supporting documents
via email to:

APInvoice@UND.edu

* Include either Ref/PO number or
PeopleSoft purchase order number
with the invoice

llllllllllll


mailto:APInvoice@UND.edu

Accounts Payable Workflow

* |nvoice will be routed to your
departmental approval queue

L.y 3130 (AP - Department Approval)
fas 3130 (AP - Non-eForm Dept Approval)

* Review for accuracy — vendor, amount,
etc.

UNY NORTH DAKOTA



Accounts Payable Workflow
® Complete the M Univem:i;iﬂi:? Dakota {

e I O rI I l Vendor Id |:| J Vendor Location I:l Department # |

Name |:| J Fed Tax Id # I:l Reference/PO # |

Address SSN # Invoice #
I | [ ] |

*Last four digits of Sodal Securit .
° l ' d ate th e Address 2 | | Number onlyl | Ivoice Date [13/07/2014 | (=
City fARGO | State [uD] zip [58103 | Voucher # |

description line .

L1 I

[+ Total: |

* Fill in the funding

With-holding Account Fund  Dept. Program Project Amount

h
h LI v I LI J | /| |
source(s)onthe ... O~ C I JC | I |
should be completed by |:| I W | | | | | | | | | | | |
L] ] L] = the department requesting payment.
distribution lines I e o mm e m— |
L v | | Il ]| J | /| |
[ Total: [ 2651
* Check for =
[] Hold Payment call l:l Must be checked before payment can be issued
[ Payment Needed By l:l = [[] Vendor is not EXCLUDED{DEBARRED)

[] Payment By Check, Mot Direct Deposit _
{Complete only for Non-employee travel)
[[] Separate Check

Morth Dakota State Employee (excluding UND employees)
Notes (O Yes Clear

vendors ] on

UNY NORTH DAKOTA



Accounts Payable Workflow

 Complete the eForm (con't)
« Mark and/or note any special instructions
« Stamp your approval on the invoice

AP - DEPT APPROVED
EILEEN.L.JOHNSON

04/09/14

 Route forward to:

= Manual

AP - Audit Approval Route

AP - Depatment Approval Route
AP - Invoice Denial

UNY NORTH DAKOTA



AP — Reminders

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
e Do NOT email or attach W-9s to this email address

Email all other documents to:
UND.pps@UND.edu

UNY NORTH DAKOTA


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

AP - Reminders

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

UNY NORTH DAKOTA



AP - Reminders

Remove/redact personal information
e 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

UNY NORTH DAKOTA



AP — Reminders

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

e 26XXX fundis 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 Prgq

—eep | | e —rp ) e wo | |

%rpton Amount
| -] [12111-Supplies for project | N 527.00|

j Total: | 527.00]
The nd With-holding Account Fund  Dept. Program Project Amount
should be completed by | [-| | ~| [535045] [26111 | [3130] | | | | 527.00]
the department reguesting payment.
Total: | 527.00)
o T _ - | 1 Kuint he rhadind hefors e amd cme e o

UND NO'RVTHR DAKOTA



AP — Reminders

* Wire Transfers
e Subject line of email should contain “wire”

* Note “wire transfer” in the special instructions of

the eForm
UND  vniversitvof Northoakora (T [] Hold Payment Call
e ) payment nesded y :
Q — : ] Payment By Check, Mot Direct Deposit
j [ | Separate Check
MNotes
Wire Transfer

e Wire transfer form must be attached to the
payment request

UNY NORTH DAKOTA



P

AP - Reminders

* Route to another department

« Enter the new department number

* Route forward to:

AP -

AP
AP

AP -

b

Custom Properties

Department # 2130

- Inveice Amount | 53238

- Invoice Date 01,/19/2016
Payment Date  01/26/2016

« AP - Department Approval Route

2 .",

Route Fu_mﬂc_ q ﬁ

Select a destination queue or route to advance this item in the wordlow process:

= Manual

AP - Audit Approval Route

AP - Invoice Denial

UNY NORTH DAKOTA



AP - Reminders

* |nstructions to Procurement & Payment Services regarding
your document

e Use sticky note

¢ M LND University of North Dakota

* Route to department 3130 via e e
Address | ] #[ ] Ivoice # [Foeno

Department Approval Route = R mom )

City State 0| zZip

Descripion ~ Amount
Bl I
[+ Total:

=
=
=
&
a
@
B
=)
="
3

e Use the notes section of the eForm .

an
should be completed by
riment requesting payment,

I | I | | N Y I | B

SRRRR
D g
|
i
|

e Attachments to check

Total:
[ Hold Paym @l ] Must be checked before payment can be issued
. :l = [0 Vendor is not EXCLUDED(DEBARRED)
Check, N rect De
[] Payment gy C epos (Complete only for Non-employee trave)
[] Separate Check Morth Dakota State Employee ( \ngND
Notes () Yes Clear

O No

UNY NORTH DAKOTA



General Reminders

* Multiple Stamps may be available

. . . T 2 Bivkar -p
* Right click on your stamp icon '

UMND-AP-Dept Approval
UMND-PUR-Approved

UND-PUR-Denied

* 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

* PURID for Purchasing

UNY NORTH DAKOTA



General Reminders

Payment/Purchase

Order information
« Document your business purpose should be able to
SRS stand on its own for
Gt By Desctpton ond Boes Pupese e Pce o audit by state or
2 e e ;I'“.”“ | — federal auditors

 Clarify your business purpose on your P Req

Description Description
Description Description
Description E| F:EII-1EI_IH5E: E| ||,115[:
Description |j| E|
E| [MERCH Description
Description
Description [+] Description o pt
Description Description o
[-] [Foop [-] [suppLIES
[+]

« Update/change the description line in AP or add sticky
notes to document your business purpose

UNY NORTH DAKOTA



Appending to an existing Document

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

Applications = . Batches - | Decuments [\ W
8 i |2 0

AF - Appending Documen ts
AP - Journals

AP - PCard

AP - PO Inguiry

AP - Reg Entry Inguiry
AP - Voucher PS Inguiry

« | IM Documen t Append Workf
UMND-PUR-Contracts
UMND-PUR-PCard
UMD-PUR-Purchase Requisition
UMD-PUR-Purchasing

1
Open
Set as Default Action

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

UNY NORTH DAKOTA



Appending to an existing Document

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

Printer

<z |magehlow Printer
-

-
Ready

Printer Properties

* Select the Single Mode capture profile and

>ave
Capture Profile

ﬁ Capture Profile: ImageMow Printer - Single Mod ~
=
_ [ ] Always use this profile

Cance

UNY NORTH DAKOTA



Tlps & Tricks

« Multiple workflows may be

S

. ImageMNow - und.indemouser

Connect  Settings  Help

Documents -

Applications -~

I
L L Workflow ~ Help ~
d ;
AP-Accounts Payable

:?-.'

il 3 |

ey
(]

UMD-PUR-Purchasing

3'1] (AP - Departrnent Approval) - 0 Items
30 (AP - Mon-eForm Dept Approval) - & Items

31
Eil
3130 (UNMD-PUR-AIl Approving Depts) - 0 ltems

£2 {ZJ D ©;

available. i.e. Purchase

wisitions

Click - to show all workflows

:Eile Edit  View Workflow Help

Views o=
= &8 Application Plans
1 Documents

> o I

= &gy AP-Accounts Payable

Click the [ to expand and
show all workflows

£.h 3130 (AP - Departrment Approval)
fuy 3130 (AP - Non-eForm Dept Approval)

Lg UND-PUR-Purchasing

ERSITY

UNY NORTH DAKOTA



Tips & Tricks

« Emall from Perceptive Content

. Perceptive Content

File VWiew Annot

-
" i [ ]

H <

E-rnail £
General |
* On the E-mail screen, click the dropdown | ™ ===
\ E-mail:
E-mail =] W [1magenow Link -
e .|+ Select: Attachment and Single
—
Format: |SingIePDF K v| PDF
j E:i: ; Select All .
|Page 3 Deselect Al L CIICk OK
/ « Processes through default email
o //| software
&
Optio ok | [ Concel ] I VERSITY OF

« Select envelope icon on the toolbar

available in workflow or documents

UNY NORTH DAKOTA




Tips & Tricks

* Print without

General

stamps/annotations Frofe: | -]
Printer
Mame: [Imagehluw Prirter T] [ Properties... ]
1 Status: Ready I
. Select “with” to print e o |

. . r Comment: Print to TIFF
Invoice/docu _ . |
Print Range Copies
Stam pS @ Al Mumber of copies: 1 s
() Pages 1-2 Example: 1, 35,5
Callat
Selection _’J _’J _'J o
Annotations

« Select “without” to © Curert view
remove stamps on

printed copy only

N

* @ Without annotations

Pit | [ Cancel

(71 With annotations

UNY NORTH DAKOTA



Tips & Tricks

* % is the Perceptive Content wildcard character.’ | #2333

low  Projects  Help

: i : ! g1 AP - A5 Voucher Inguiry - QE,:qq'[_.;fl_|
1 x Quick Search |Search|
| Invoice # v | [starts with | ze2459] Go
quiry
E}|Wnrkﬂﬂw Queue |Drawer |Inv{:ice # |"|.*'0uch£
Enter search criteria.
Quick Search |5earch|
Invoice # w | |starts with | %2459 Go
 Results [ i ]
E}|Workﬂ0w Queue |Drawer ‘Invﬂice # |V0ucher li

AP - Accounts Pay... 3992459)) 0002011 -
AP - Accounts Pay... §24593792/52499... 403941 1
AP - Accounts Pay... [2459§ 404080
AP - Accounts Pay... 302459490 407207
AP - Accounts Pay... 04412 F094535
AP - Accounts Pay... 1245900 403891
AP - Accounts Pay... 1225742459 DS0427:
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Tips & Tricks

“Lift” stamps/annotations

« Removes for clean viewing

ref/po # 3130555

INVOICE

THIS IS A TEST DOCUMENT TO BE USED FOR

IMAGENOW TRAINING.
Invoice #: Eileen Demo
AP - G&C APPROVED
Vendor: Laser Systems EILEEN.L.JOHNSON
Location: Remit A 04/09/14

AP - AUDIT APPROVED
EILEEN.L.JOHNSON

04/09/14

AP - DEPT APPROVED
EILEEN.L.JOHNSON

04/09/14

|F|+[@]f--=- I

ref/po # 3130555

INVOICE

THIS IS ATEST DOCUMENT TO BE USED FOR
IMAGENOW TRAINING.

Invoice #: Eileen Demo

Vendor: Laser Systems

Location: Remit A

UNY NORTH DAKOTA




AP - Tips & Tricks

« Has this invoice been paid?????
‘.‘]|Workﬂow Queue |Invoice # 3
Ls 3130 COMP (AP - ... eileen
Ls 3130 COMP (AP - ... Eileen Demc .
NOT n paid.
L4 3130 COMP (AP - ... 3130010013 OT bee pa d
9005798431 .
241521
[ J
number field
Custom Properties £
AP - Departrnent # 3130 comp NOt Pald AP -
AP - Invoice Amount 5 500,00 AP -
AP - Invoice Date 09/19/2011 AP -
AP - Payment Date 09/26/2011 AP -
AP - ACH Mumber Paid AP -
AP - Check Number T
AP - Wire Mumber AP -

If the document resides in a workflow

gueue other than AP-Complete, it has

Check the custom properties . ..
A paid document MUST have a number

In either the ACH, Check, or Wire

r

Custom Properties

Department # 3130
Invoice Amount | 5 42.50
Invoice Date 06,/12/2012
Payment Date 06/14/2012
ACH Mumber

Check Mumber | 255419
Wire Number

UNY NORTH DAKOTA



WebNow

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

Perceptive Content 7

PC sign in screen
for WebNow

Ser name:

I VE RSITY OF

ORTH DAKOTA

UNDNC


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

WebNow

Perceptl\fe Content Q v options ~ | help ~ | disconnect

Waorkflow

/S A= 0@ | R4 b % 5 | 00amens % % < DB

‘ ‘ Select 3 document view, |

L
Views

H.. —

G Workflow

« Still two options
* Documents — searches all documents in Perceptive
Content application
« Workflow — items in your queue to be processed

. b=
Percephve Content v options = | help - | disconnect
Documents Lapture
GE/SA 0@ | ER|4H4 D 4| Dwerdon -|% % 2 D)%
#-| % Documents Select a workflow view,

‘

&Yoo



——

| Perceptive Content Viewer

File [View] Annotation Workflow Folders Window Help

WebNow

=
i W W

H < ZoomIn

|4 a el |F))+A R e

rsv/7 /700 e

W F @ Zoom Qut
] Resize

Rotate

ﬁ v | Smooth

Invert

Actions

Content Search Results
Digital Signatures

| ¥ | Forms

- v Properties

- Related Documents

Thumbnails

Toolbars

Multi Page TIFF
Status Bar

< 3

p ;A} Document Keys

Drawer -

[AP - Accounts Payable

Mame

| 301YX19_VW77X2ZTQ003645

Invoice #

3130010913

Voucher #

|Eleen's Test - send to 3130 comp

Vendor ID

0000023504

Vendor Name

|CAR.DINAL HEALTH 200 LLC

ReffPO £

|3130COMPTest

Type

|AP - Non-PO Inveice

s Custom Properties

AP -Department # 3130 comp o
AP - Invoice Amount $10.00 (
AP - Invoice Date 01/05/2013
AP - Pavment [ n1inaian1g

|

Properties | Forms |

WAL ~PHP G&4 0GB

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.
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PPS Web Page

Home About Procurement Payment P-Card Asset Mgmt T&E Forms Resources

#  Finance Operations ' Procurement and Payment Services @ &8 +

Procurement & Payment Services

Procurement & Payment Services is a customer first resource and the single point of contact for all centralized procurement and payment
activities for the University. Our goal is to identify and implement innovative purchasing and payment practices to better support the needs of
the University while adhering to the highest ethical values in the purchase, receipt, and payment of goods and services.

We are responsible for soliciting, contracting and issuing orders for goods and services, as well as overseeing the purchasing card program and
performing disbursement functions for all approved expenses for goods, services and reimbursements. We at PPS strive to provide excellent
customer service, maintain resourceful practices that follow the state and federal laws, and maintain and expand vendor relations that enable
competitive and diversified vendor sources that will provide the best value to the University. Our ultimate goal is to provide professional and
courteous service to our internal and external customers while remaining in compliance with University policies and federal and state

requirements.

Vendor Fair 2018
2rd Annual UND Vendor Fair - November 15, 2018
2018 Vendor Fair Registration
For more information email: B4 UND.PPS@und.edu

Policies Current Newsletter Cooperative Contracts Training & Guides
C R < -~



Home About

Staff Directory
Email Addresses

How to Process

Determination of Worker Status

Expense Table
Meals Table

Procurement

Nonresident Aliens

Contracts
Cooperative Contracts
Services Template
Consultant Template
Guest Speaker Template
Contract Signature
Authorization

Blds/Quotes/RFP
Alternate Procurement

Request

Bid Request Form
Quotation Template
Request for Proposals

(RFPs)

PPS Web Page

Payment

2

Card

Major Equip

Minor Equip

Annual Inventory Procedures
Major Annual Procedures
Minor Annual Procedures
Modular Furniture

Surplus Property

Forms

Training

Policies

Reqgulsit

Asset Mgmt

T&E

General Information
Manual

PaymentMet Link
P-Card Change Reguest

General Information

T&E User Guide

T&E Approver Guide
Travel & Expense FAQ's

Procurement

Purchase Orders &

lons

Changes / Cancellation /

Closed
Federal
Purchas

Fundss/SAM
2 Requisitions

Terms & Conditions

RFP Evaluator Guide

Printing/Furniture
Printing Procedures
Printing Vendors
Furniture Purchases
Furniture Vendors

Forms

Resources

Resources

Account Code Listing
FAQ's

FON Flow-Thru Instructions
Fiscal Year End Process
Calendar

Glossary

Links

Mewsletters

Paolicies

Tax Exempt Documents
Training & Guides

PeopleSoft Finance Access
Perceptive Content Access
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Other News

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

UNY NORTH DAKOTA



Discussion

Questions?

lllllllll OF
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Thank you for your time!
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