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	Log into ImageNow
Click on [image: ] located on System Tray
Or: Click Start, All Programs, ImageNow 6
Enter User Name and Password
Will use e-id and e-id password
Password will be updated in ImageNow whenever you change your e-id password
Click [image: connect.tif]

	ImageNow Log In
[image: ]

	Search for Documents
Without Banner Open
On ImageNow toolbar, select Documents
Select the document view from left side of menu
From Quick Search
Where to search, select from drop down list
From Banner View, ID or Name
From All Document, Folder is the same as ID and Tab is the same as Name
How to search, leave at ‘starts with’
Enter search criteria in blank field
If searching using name, enter last name then ‘, ‘ and part of first name (last name comma space first name)
Click [image: Image10.tif]
Search results are displayed

	ImageNow Toolbar
[image: ]

ImageNow Search
 (
Where to Search
) (
Search Criteria
) (
How to Search
)[image: ]
 (
View Selection
)


	Search from Banner
Find person in Banner (i.e.; SPAIDEN)
On ImageNow toolbar, select Applications
Search results are displayed

	ImageNow Toolbar
[image: ]

	Open Document
From the search results, double click on document type to view


	Search Results Window
[image: ]


	View Document
Note: Screen size and resolution can affect how the document is viewed. If blank, reduce size of WebNow Viewer.


	ImageNow Viewer
[image: ]


	Use the navigation buttons at the bottom of the screen to move from one page to the next.


	Navigation Buttons
[image: ]


	[image: ][image: ]
Moves to the previous/next document type on Search Results
	[image: ][image: ]
Moves to the first/last page for selected document type
	[image: ][image: ]
Moves one page forward/backward for the selected document type

	Use the toolbar buttons to manipulate the view


	Toolbar
[image: ]


	[image: ]
Zoom in and out buttons to increase/decrease size of document
	[image: ]
Rotate left and right buttons to rotate document view 90º
	[image: ]
Select how to view document: fit to window (4 arrows) default view to see entire document, fit to width (landscape) and fit to height (portrait)


	Documents may include annotations, items not original to the document but added, such as highlighting, text
Click [image: ] to toggle between showing and not showing the annotations


	Close ImageNow Viewer
Click [image: ] in the upper right-hand corner to close document view and return to search screen


	ImageNow Viewer
[image: ]


	Select new document type to view
OR Enter new search criteria to view document types for another person
OR Exit ImageNow
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NOTICE FROM S.LUE. AND LC.C.C.

‘Appicants shoud understand that withoding iformation rocuestad on tis appfoaton or gving fals informa-
tion may make the applicant eighie for acmission to the Unversi or subject to dsmssal. Your sgnature
ot that the statements on s appicatin are corract and compiate. Previous S.LULE. sudents 3pping
1011 program are subjec 10 approval by S.LUE. The fie completon deading i two weeks prio 1o th frst
ay of the cuarter Isted on flem 5 of tis appicaton.

‘Southem Hinas Universit at Edwardsvile and Laws and Clark Commty ollege are coritied 1o equal
oducational and employment opportuty and affrmative acton. Both nstftlons adminster ther programs,
services, and empdoymment opportunties wiou r6gard o race, eticy, Cokr, sex, creed o olgon, national
orign, age, handcap, vetsrars' tatus or olher proscrived categories.  Affemative acton s taken as ap-
oropriate. I adsiion, i the poicy of both stautions 1o make every reasonatie effort 1o accommodate
nciicuals with spocial neecs.

Both nstiutons comply i eter and spi wit fadral an state legisiton, which inchudes bu is not iited 10,
‘Tl V1 and VI of the Civi Fights Act of 1964, Executive Order 11246, the Equal pay Aot of 1963, the Ago.
Discrenination » Employment Act of 1967, Tils X of the Educalion Amandments Act of 1972, Secions 503
and 504 of the Renabitation Act of 1973, the Vitnam Era Velarans® Reacjustmen Assisance Act of 1974,
Tl Vi and Vil of the Pubic Health Servio Act, and the lincs Human Fights Act and related state laws.
Inquries shoud be directed o the Central Affmative Acton Offce at S.LUE, and the Presdental Assistant
for Affimatie Action Offce at LG.C.C.
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