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WebNow - SIS

WebNow Administrative User Guide
WebNow is a document repository tool used by graduate sctooeNsluate applications.

Upon completion of this quick guide, you will be able to:

Log into WebNow and view application materials

Assign tasks to exuators

Enter a Department Decision and route forward using \wawkf
Create private filters

View enrolled student documents

Logging into WebNow and viewing application materials

In this topic you will learn how to log into WebNow and view documents such as applications,
transcripts, or letters sécommendation.

-~ ImageNow homepage - Windows Internet Explorer

e~ [ o v, viginia ecyfintegratedsystem ow/ v [#2][x] [ | o]
Fle Edt View Favorites Tooks Help & -
= = = »
W & [Imagemow homepage I 1 K- B - & - Grree - © ods -
A
S Navigate to WebNow
INIVERSITYq VIRGINIA A
U W‘V by clicking on the
LAUNCH WEBNOW
[ button. 3
. ABOUT
—_— LAUNCH LAUNCH
. MAGEINOW e, - water
[r—— (Enhanced NetBadge) (VPNIToken)
 TRAINING
© HOW DO T?
ImageNow is the electronic document repository for the University of Virginia Integrated System.
© REPORTS ImageNow is used by faculty and staff to access and review academic and business relate
documents. WebNow is the web-based version of ImageNow.
! ARCHIVES
» HOME
L | TABLE OF CONTENTS
QUICK LINKS
« Getting Started
@ Which version of ImageNow,/WebNow do I use ? * Collab site for
o ImageMNow roles/access
o Desktop requirements for webNow administrators
o Desktop requirements for ImageNow Client * WebNow Grad
o How to obtain VPN/Token Adm Faculty
» Training Evaluator
o WebNow Graduate Admission Faculty Evaluator Guide Guide
o WebNow Graduate Admission Departmental User Guide » WebNow Grad
(coming) Adm
» Help Departmental
o ImageNow Desktop Client login User Guide B
- R imee IO AL A Inmiem 2 = s
[# @ Internet # 100% v

‘s start GCESgrrEBY @ mmbox -Micosof... | [ MicosoftExcel .. /7 2 IntemnetExp... - T @ AL e s 1108 aM
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{= NetBadge Web Login - Windows Internet Explorer

6? i https:/jnetbadge. virginia. edu/ DENEIEINE [[R]-
Fle Edit View Favortss Tools Help & -
= - »
W e [ tBadge Web Login I - e - [:2-Page ~ G Tools +
UNIVERSITY s VIRGINIA
NetBadge is a digital "badge" allowing you to access protected resources on the UVa network
On your -
Protect Your Privacy!
Log in with your UVa Digital Logn ~
Certificate - ut, mmptl‘etelv exit your
r when you are
(What's this? | Get one now!) Less fypNe N
Log into UvVa Net_Badge ws users: Close all Web
like you normally do i
¥y Y B ers: Quit your Web
On a shared public computer? =
Log in with your UVa computing ID Uva computing ID ,yohur NEt?Edg.E SOEEEE
d a password you use for one of r PCACINE] el
an P Grounds (1 hour if you're off
the compatible systems. Grounds)—and someone else can
Password use your browser to log in as you.
Applicant for admission or SCPS
student? Use this option.
NetBadge login required by [webnow | https://ss-i ices.virginia.edu/webnow/]
Forgot your | Help with | About NetBadge | Questions or comments? Share your feedback!
© 2011 by the Rector and Visitors of the University of Virginia
[@| € mtemet  100% -

GEe rE®

{= NetBadge Enhanced Login - Windows Internet Explorer

ttps: jnethadge. virginia. d index.coj o[ 8 ][%][x

File Edit view Favorites Tools Help

] BB @ - [raoe- @Tods -

UNIVERSITY s VIRGINIA

NetBadge Enhanced Login Required for jilc3wn

This NetBadge-protected resource [webnow]
requires more login information for enhanced
security. You are attempting to access a

protected UVa network resource
=

that requires an enhanced level of
Please enter the following pers|

e [‘7 etBadge Enhanced Login

Why Am I Seeing This?

Your University ID number can
be found on your Faculty/Staff’
University ID Card.

authentication.

o If you don't have your ID card
to get your University ID
number, you can look up your
University ID number online.
To access this resource, you
need to have a Personal
Security Question established.
Eind out how to create your
security question.

s | earn mare about the levels of

University ID Number (fro

Personal Security Question: Your favorite holiday

Answer:
| ‘_\ Answer the personal security question.
[ean) Note: if you get the first question wrong, you will
have the opportunity to answer three other
auestions.

NetBadge login required by [webnow | https://ss-i 7 7T
Forgot your password? | Help with NetBadge | About NetBadge | Questions or comments? Share your feedback!
© 2011 by the Raector and Visitors of the University of Virginia

(@ € mtemet 100% -
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v“, X

B

G_\A ~+ (@ https: jss-inowagents. eservices.virginia.edu/webnowfincex

File Edit View Favorites Tools Help

& -

W IOWEanwﬁ

v B & v hPage - {hTools -

[+ Documents

options = I'h

elp - | disconnect

3 ASG ADM All Documents

T2 My Recydled D ts

[¥] Tasks
-2 Workflow

W Projects The WebNow launch page
displays.

Navigate to the Projects tab
to search for an applicant and
view application materials.

Dane

r4 start cE9gremw

ndows Internet Explorer

@ Inbox - Microsoft ...

Select a document view.

Internet

@T\:;p ~+[(© https: jss-inowagents. eservices.virginia.edu/webnowfincex

V“‘t X ‘E

File Edit Wiew Favorites Tools Help

b Iowawnws

[

fi v B & - hPage - (BT -

web

Documents

Tasks

P/ A =0) (R [Esoncon MNP

9 a

Worldlow

N

options = I'h

elp - | disconnect

Viens —
Quick Search | search|
[Name | [starts with ¥ | | B
£ Name [ Type | Status |Created By | Created | Workflow (
Lee,Yu ASG Admission  Active workflow.agent... 1/26/10 3:48:4... &
Jacksor ASG Admission  Active workflow.agent... 12/4/09 5:09:5... B
D'Amicc ASG Admission  Active workflow.agent... 10/7/09 9:07:2...
ASG Admission  Active workflow.agent... 1/22/10 3:37:3...
Click on your ASG Admission  Active workflow.agent... 1/18/10 9:
department's project ASG Admission  Active workflow.agent... 1/18/10 9:09:|
view. ASG Admission  Active workflow.agent... 1/18/10 9:
ASG Admission  Active workflow.agent... 1/18/10 9:09:
ASG Admission  Active workflow.agent... 1/18/10 9:
5 ECON-PHD Macrosconamics ASG Admission  Active workflow.agent... 12/4/09 7:0(
3 ECON-PHD Public Economics ¥in,San ASG Admission  Active workflow.agent... 1/26/10 3:5i
;_5 Webnow Colaiace ASG Admission  Active workflow.agent... 1/30/10 9:1
Y D“"_mIE Projects ¥ Bian,Ch ASG Admission  Active workflow.agent... 1/30/10 9:|
%7 Projects as of 8/16/11
5] My Recyded Projects Mai,Xiar ASG Admission  Active workflow.agent... 1/30/10 9: -
] Tasks Markste ASG Admission  Active workflow.agent... 1/30/10 9:08:5... 2
2 Workflow ai e I = e s

G_Ij ASG ADM ECON

Done

iy start CES LEMBY

@ 1nbox - Microsoft ...

E caalator

1selectd

[# € intemet

BoEL

b

Mare than 500 projects

# 100% T

2@ 2a0pm
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~ WebNow 6 - Windows Internet Explorer

@_.\:;,- @ https: s -nowagents.eservices.virginia.edu/webnowfindex ) [#2] [x] [coogte B

File Edit View Favorites Tools Help qg -
_— . »

P & Iowawnws I | - B - & - [rrage + {JTools -

Documents
2SR =0| | R|[&scrovecon MRS
Views S
=[] Documents ‘Quiksearch [sewan|

. B starts with]

M Q - optians ~ I help = | disconnect

ASG ADM All Documents
| My Recyded Documents

=, ]asc apm ECOn
% 2011 Appiicants

G Accepts
% Dedines D'Amico ASG A

5 ECON-PHD Econometrics Viriyavip ASG A
6 ECON-PHD Economic Development Tsai,Chi ASG A :0...
5 ECON-PHD Economic History Davis,Cl ASG A ow.agent... 1/18/10 9:09:0...
%:ﬁgx: :E f:;s;:;‘;;:ﬂ:’mn Kim, Jee ASG Ad RCEWE Wotkflow.agent.... 1/18/10 9:00:0.

G ECONHD International Econerics McColist ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
% ECON-PHD Labor Econaics Mishkin, ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
% ECON-PHD Macrosconamics Russov, ASG Admission  Active workflow.agent... 12/4/09 7:00:2...
5% ECON-PHD Public Economics ¥in,Sam ASG Admission  Active workflow.agent... 1/26/10 3:56:1...

To search for an
applicant use the Quick

Search tab. flow. .. 1/26/10 3:48:4...

You will primarily use the . .. 10/7/00 0:
"Name" option in the ow.agent... 1/22/10 3:
drop down menu. ow.agent... 1/18/10 9:

;_5 Webnow Colaiaco ASG Admission  Active workflow.agent... 1/30/10 9:15:5...

; El?:z::ﬁ:ﬁ]\;m Bian, Ch ASG Admission  Active workflow.agent... 1/30/10 9:08:5...

5] My Recyded Projects Mai,Xiac ASG Admission  Active workflow.agent... 1/30/10 9:08:5...
] Tasks Markste ASG Admission  Active workflow.agent... 1/30/10 9:08:5... 2
2 Workflow i e — = e 5

ADM ECON

’ . lculator o s o8 @ zs0PM

WebNow 6 - Windows Internet Explorer

@T\:;, ~+[(© httpss jss-inowagents. eservices.virginia.edu/webnowfincex B
File Edit View Favorites Tools Help qg -
— . »
W & IOWeanwﬁ I | - B - & - [rrage + {JTooks
web j - - & - options ~ | help = | disconnect
Documents Tasks Waorkflow

g = @ 1 2|8 Aseapmecon N A i |:‘.\

Viens —
] Douments Quick Search | search|
3 ASG ADM All Documents [Name | [starts with v [ | Bl
& My Recycled Documents ceam I
T 3 Name lis not equal to
& &n IR T e x
% 2011 Appiicants 3 ’K lis greater than : =
ACKS ve
S Accepts s less than or equal to
G Decines D'Am i greater than or equal to five You. can _Charfge the 2
5 ECON-PHD Ecanometrics Viriya “" "‘ e condition in this drop
% ECON-PHD Economic Development Tsai, down box. When
% ECON-PHD Economic History Bevis —ASG AdmESOn A searching for a name use
" s
%:igx::ﬁ lEc;"":‘E‘LhEW " Kim, 2 .. ASG Admission  Active starts with".
ndustrial Organization
< s McCe ... ASG Admission  Active
ECON-PHD International Economics IfyDu dG ﬂUt havﬂ the
T ECON-PHD Labor Economics Mishk ...ASG Admission  Active hol
% ECON-PHD Macrocconamics Russi ...ASG Admission  Active Whole name you can use >
" "
3 ECON-PHD Public Economics Yin,S .. ASG Admission  Active contains". ...
G webnow Colaie . ASG Admission  Active 5.
EEWE;ZPWEfTh\;m Bian, .. ASG Admission  Active 5...
rojects as of
) Y Mai,» ...ASG Admission  Active workflow.agent... 1/30/10 9:08:5...
~{a] My Recyded Projects
] Tasks Mark . ASG Admission  Active workflow.agent... 1/30/10 9:08:5... 2
& Workfiow oo T o ‘o e A4

SG ADM ECON o More than 500 projects
Done )

s cErEBY . [ E BoELL u G

# 100% T

14 start @ mmbosx - Microso Caleulator o Co e [ 2:50PM
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@
(= WebNow 6 ndows Internet Explorer

@T\:;p +[(© httpss jss-inowagents. eservices.virginia.edu/webnowfincex ¥ [#s][x] [ |2~
File Edit View Favorites Tools Help & -
e & Iowawnws I_} - B - & v [hrage v {FTools -
=5 . . A i .
Web j D Type in the name of the applicant ct
Documents (Last name,First name) |
B 7 @R = O | % || s aomccon ~ wwmwell[on Then click Co.
Vi —
;WE] Docments Quick Search | search|
£3 ASG ADM All Documents [Name | [starts with | [vangF | | Go
o] My Recycled Documents |
T g: 2| Name [Type Status |Created By | Created [Workflow ¢
& G = : : ~
S it ropicnts Lee,Y ASG Adm.lsswon Active workflow.agent... 1/26/10 3: a8
G Accepts Jacks ASG Admission  Active workflow.agent... 12/4/09 5:
G Decines D'Am ASG Admission  Active workflow.agent... 10/7/09 9:0
5 ECON-PHD Econometrics Viriya ASG Admission  Active workflow.agent... 1/22/10 3:3
G ECON-PHD Economic Development Tsai,t ASG Admission  Active workflow.agent... 1/18/10 9:
%ECU"“’H“ Economic History Davis ASG Admission  Active workflow.agent... 1/18/10 9: .
ECON-PHD Economic Theary Kim,J ASG Admission  Active workflow.al :09:
¥ .agent... 1/18/10 9:09:0...
% ECON-PHD Industrial Organization §
5 ECON-PHD Internationl Economcs McCo ASG Admission  Active workflow.agent... 1/18/10 9: .
T ECON-PHD Labor Economics Mishk ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
5 ECON-PHD Macroeconamics Russc ASG Admission  Active workflow.agent... 12/4/09 7:01 .
% ECON-PHD Public Economics Yin,Si ASG Admission  Active workflow.agent... 1/26/10 3:56:1...
;_5 Webnow Colaig ASG Admission  Active workflow.agent... 1/30/10 9:15:5...
; :“rr_“ztpm"i:fs’_;nl Bian, ¢ ASG Admission  Active workflow.agent... 1/30/10 9:08:5...
il R;Zedsd:;em Mai,X ASG Admission  Active workflow.agent... 1/30/10 9: .
] Tasks Marks ASG Admission  Active workflow.agent... 1/30/10 9:08:5... 2
& Workfiow — T ‘e ‘o e ——

Lselected | More than 500 projects

Internet

14 start TES -~ ER @ mbox - Microsoft ... a . soa o8 @ 257PM

WebNow 6 ndows Internet Explorer

@T\:;, ~+[(© httpss jss-inowagents. eservices.virginia.edu/webnowfincex DISIERE
File Edit WView Favorites Tools Help
— . =
W & Iowawnws I | - B - & - [rrage + {JTools -
web j - - & - options ~ | help = | disconnect
Documents Tasks Waorkflow

S EIT R I s L RS

[ T4 vy Reerded Do [Name | [starts with | [vangF | B
7l Proects . £} Name | Type | Status | Created By | Created | Workflow Qu
B 2011 Apicants £ Yang, | ASG Admission  Active workflow.agent... 10/16/10 9:06:... GRAMS Auto Li.
G Accepts
G Dedines
5 ECON-PHD Econometrics
§ ECON-PHD Economic Development
4§ ECON-PHD Economic History The quick search results

% ECON-PHD Economic Theary

3§ ECON-PHD Industrial Organization
g ECON-PHD International Economics
G ECON-PHD Labor Econemics
5 ECON-PHD Macroeconamics
3 ECON-PHD Public Economics
G Webnow
¥ Domidie Projects ¥
P Projects as of 8/16/11
~{a] My Recyded Projects
[¥] Tasks
& workflow

display. To open the
project. double click on
the applicant's name.

Done [# € ntemet
1 cEeremo : . Y

#100% T

‘4 start @ mbox - Marosoft ... | [ calalator BoeLy o 8 2iszem
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¥ Project - ASG Admission -

File View Workflow Documents Help
MO & @@
Documents | Tasks | Forms | The applicant's project opens in the forms tab. To view the supporting document
for this applicant, click on the Documents tab.
=0
Select a form: | GRAMS Admission Reader Sheet
Empl ID | | PS Appl ID Domicie M
nName [Yang, | mrapplo [ Damicle Date [10/16/2010
Frogram [ASG | Admit Term [1118 Birth Country:
mprcren: ECON | s ]
P 1. ECON D ] T — T
e I
Citizenshif
Sbpln | ERTRRE CON T )
Sub Plan 2 | Griminal O 150Ready [
Email | | 150Reviewed []
Ressarch I
Inkerest 1
Research I
Inkerest 2
Research |
Interest 3
2 Degree Major Last
Rec'd School Major Dearee Date GPA aPh 2¥rs
Transt [ ] [Univ Michigan Ann Arbor*® Financil Engineering | pmasT || o k75 b
Transz [ ] [Oniv Wise Madison™ | Mathematics, Econamics | kBACH |[ps/17/zo0p |B75 |b
Trans3  [] [zhejiang University | [Economics I [ B85 I
Transt [ [ I J[ Il o b |0
[Reet Zhuai | Received | | Recd| | Received | 1

B Project - ASG Admission -

Fle View Workfiow Documents Help
IR P
Dacuments } Tasks | Farms| /

Br@ds0 _x}m/

The documents tab lists all the received

supporting documents for this applicant.

To open a document. double click on the
document type.

a Document T ID

'l GM Applicaf 2238547 Yan ~

I GM Rect 2238547 Yan 1118 3221919 00102197 2

I GM Rec2 2238547 Yan 1118 3221919 00102197 2 11/5/10 9:00:1...

% GM Trans2 2238547 Yan 1118 3221919 00102197 2 11/5/10 1:32:3...

¥ GM Trans3 2238547 Yan 1118 3221919 00102197 3 11/5/10 1:32:2... ADMASGSCN
< il | »

Ready | | Sdocuments | {2 GRAMS Auto Link and CKist |

Page 6
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cEeredo

@ tnbox -

File View Workflow Documents Hel
M@ | wh @ s § =
Doaumants | vagks | 7 FiEView  Annotation Joikﬁuw Project  Window Help
a4 9 ¢ EmEm
2728 — -
"
Il GM Appl L o The document displays ... intool_001
i oM Recfl il NI with fhumbnails. .. intoo_001
I GM Rec (GRADUATE SCHOOL ~ M. intool 001
i GM Tra o ARTS & SCIENCES If the thumbnails are not (GRADUATE APPLICATION .. ADMASGSCN
i GM Tra visible click on View > ~ ... ADMASGSCN
Thumbnails or (F9)
Program: Economics (PhD) Admit term: __Fall 2011
Name: __1 Yang
Frarcien e Tty
Sex (O Female @ Male ) Decline lo Answer
s =Tt
Previous Name (if applicable):
Ot efbaried Names. Suffie i, ™
Birthdate: Birth City: Wuhan
T
Rirth Camntevs China Rivth Ctate | Brovinee: Earaian Conte ™
< >
Thumbnails
cEE Rz B A B X -
= == = = = ~
2 3 4 5 [ 7 3
Thumbnails
- HH 4 P H >
| | | | | Page1of14| 214,943k
Ready T 5 documents | L CRUAMS Auto Link and CKist |

Assigning tasks to evaluators

Assigning tasks is similar
are primarily used to let evaluators know which applicants
will learn how to assign a task to multiple evaluators.

i @ 259PM

to creating a
need twiegvesl. In this topic, you

1ts. eservices, virgini [

v|6, X

File Edit view Favorites Tools Help

@ [Q Webhow &

=

B~ B & [rage - GTock -

web B B e

Worldlow

Projects Tasks

options - | help = | disconnect

| £ ASG ADM All Documents
f&] My Recydled Documents
1 Projects
[] Tasks
2 Workflow

To begin, navigate to
the Projects tab.

cE ,EMY @ Calendar -Micr... | @ MioosoftExcel.. /7w

Select a document view.

Bui@®

0 documents
L3 @ mtermet

N @) L fhea, b LSIPM

Page 7
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6@1 - |(_ tps:f/s \gents.eservices. virgini / vl +2|[x ‘ =k
File Edit View Favorites Tools Help & -
* & [Owenows = G- B @ - [rpage - GETodk v

web

Documents

EI N e ks

Tasks

9 e

Workflow

aptions ~ | help = | disconnect

Views

-1 Documents

-l Frojects
5 ADM

G Accepts
g Dedlines

5 Webnow

-[] Tasks
2 workflow

|'£3 AsG ADM All Documents
“[&] My Recyded Documents

6 2011 Applicants

6 ECON-PHD Econometrics
7 ECON-PHD Econamic Development
i ECON-PHD Econmic History
5§ ECON-PHD Economic Theory
6 ECON-PHD Industrial Organization
i ECON-PHD International Economics
5§ ECON-PHD Labor Economics
g ECON-PHD Macroeconomics
6 ECON-PHD Public Economics

-7 Domicile Projects ¥
57 Projects as of 8/16/11
& My Recyded Projects

[Quick Search | search]
[vame ~ | [starts with ~ [
21| Name [Type | Status | Created By
& Yang, ASG Admission  Active workflow.agent...
& Ahma ASGMgJmission  Active workflow.agent...
£ Hami. ASG AdNssion .
Hag ASG Admisgn| Open the project that . 1/2/10 10:26:0...
Hua ASG Admissio you want to assign . 2/1/10 9:37:36...
Levl ASG Admission to an evaluator. . 2/1/10 4:09:59...
Yin,! ASG Admission . 1/26/10 3:56:1...
Luo, ASG Admission| Double-click on the . 1/2/10 9:37:18...
Kurr ASG Admission| name of applicant. . 1/8/10 9:09:42...
Li, Sk ASG Admission . 12/25/09 9:09:...
Edot ASG Admission . 12/30/09 9:23:...
Hwa ASG Admission . 1/17/10 9:08:4...
Tua ASG Admission  Active workflow.agent... 12/14/09 9:48:...
Mea ASG Admission  Active workflow.agent... 1/28/10 9:1 .
Soqu ASG Admission  Active workflow.agent... 1/31/109:09:3... 3
< il | >

ASG ADM ECON

i4 start

B Project - ASG Adm

cE9rem

on

lected

More than 500 projects

Fie View Workflow Document . .
- 5 The applicant’s project
& 5 : . L
Mo & &g automatically displays in the
Documents | Tasks | forms tab.
Click the New Pointer task
Seectaform: [GRAVS Admissor 0.y 1 assign evaluators to the hs
applicant. -~
T — oot o
Name [Yang, T Darmicle Date [11/08/2010
Program [ASG | Admit Term [1118 Birth Country:
st ECON | e
Flan 1 ECON-PHD | DOB Primary Country
e I 1
Flan 2 | ] werarall ] Country
Citizenshif
Sbpln | TDORE CO R —
Sub Plan 2 | Griminal O 150Ready [
Email | 150Reviewed []
Research I
Inkerest 1
Research I
Inkerest 2
Research |
Interest 3
g Degree Major  Last
Recd  school Maiar Degree oo A o =
Transt [ ] Bejing Normal University | [Econemics | past |jo7joz/zo1llo o |lo
Transz [ ] [Tsinghua University | Economics | kBAcH |[p7/oz/zooo | |l
Trans3  [] Electronic Engineering | pBacH|[p7joz/200f0 o I
Transt [ [ I I Il Jo—1b 1o
[Rect Ma,Lianrang | Recsived | | Rec3 [yang,Siqun | Received | T L]
Ready | | Sdocuments | {5} ASG ADM School Approver |

Page 8
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> Project - AS

ion - Yang,Fan, 2238547, 1118, 00102667

File View Workflow Documents Help

Project - ASG Admission - Yang,Fan, 2238547, 1118, 00102667

File View Workflow Documents Help
M| Wh“® [
= — ] Fms} To add tors to the
ocuments | Tas :
L AT T e task, click on the Add
E= N — Users button.
Select a form: | GRAMS Admission Reader Sheet [options] v
Users or Group AN ~
BAD || Sclectthe uscrsor goup o task assgrment.Level represenige order ofthe task ] =
P series. When a level 1 task is completed, the level 2 task begins, 2
=) I | ey | J
PogampSG_ | User Name First Name |Last Name J N
Department [ECON | b
Plan 1 ECON-PHD Remove ]
ez Remove Al |
Remove Level —
Sub Plsn L [EHTHRE-CON ]
[ Create an individual task for each user or greup member
Sub Plan 2
[ Set series as a hierarchy
Emal
Ressarch Details
Inkerest 1 Location: (&) Project
Research
Interest 2 Document
Research Page without 2 visual representation
Interest 3 Page with a visual representation
Rec'd School Startdate: |10/24/119:22AM v ;a\?:s
Transt [ lUniv Michigan Ann Ar Due date: o
Transz ] Univ Wisc Madison™
Trans3 O [Zhejiang University
Transd [ ]
[Reet Zhuai | Received | [ Rec3| | Recsived | L1 |
Ready | | 5documents | (5} GRAMS Auto Link and CKist |

MO | & @@
Documents | Tasks| Forms |
s B @ Select Users
Select a form: | GRAMS Admission Reader Sheet Search for users: *
usq [ v |[ Search | | A
Empl ID 9 ] W
| Search results:
Meme [yang, | Userhame / [LastName |First Name add I
Program [ASG ame Otrc Chr |
Department [ECON ‘2: ;‘: ff‘ s 3
Peni ECONPHD | ez fcha e ]
Plan 2 :f: \F/';:u ti: A list is displayed of your
oife Futr Pat department evahlators. 3
Sub Plan 1 EHTHRE-CON - sige Rac
Sub Plan 2 Choose the evaluators who
el s need to be assigned this
mai . =
S e Selectedusers: applicant and click Add.
esear User Name Last Name First Name Rem
Inkerest 1
IRetsearihZ If the evaluator does not
R" eres N display, use the search button
esearc L
Interest 3 to find additional evaluators.
Recd  School E
Transt O luniv Michigan Ann Ari of
Transz ] Univ Wisc Madison™
Trans3 O [Zhejiang University o
Transd ] [
[Reet Zhuai | Received | | Rec3|

Ready
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Ready

File View Workflow Documents Help

Fle View Workflow Documents Help
o i N
Documents | Tasks| Forms |
Select a form: |GRAMS Admission Reader Sheet Search for users: *
usq [ v| [(seach | | &
Empl ID 9 ] W
s
Search results:
Nae frang, | UserName - [Lasthame Fist lame aad | ] J
Program [ASG ame Otro Chr |
Department ECON ‘2: ;‘f ff‘ ] 3
Flzn L [ECON-PHD jie Char Jen ]
ooz Ifés Friec Leo
enz [ ns viak L | ||
fife Futn Pat
SubFlsn 1 EHTHRG-CON s siga Rac ]
Sub Plan 2
Users: &
Emal
X e Seectedusers: |
Researct
Researh User Name Last Nme Remove
[Accoun
Research -
Researd Charback Jennifer
Research
Inkerest 3
Once all evalnators have
) " Last
Recd  school been added click the OK 2rs
Transt O luniv Michigan Ann Ari button. o
Transz ] Univ Wisc Madison™ \* 1[g
Trans3 O Zhejizng University [ o] [ Concel ] o
Transd [ ] 1
[Rect Zhuai | Received | | Rec3| |_Received | il ¥
| | Sdocuments | {5} GRAMS Auto Link and CKist |

MO e

Documents | Tasks FW’"‘S}

=0 4|:|
Select a form: | GRAMS Admission Reader Sheet "|Loptions| v
Users or Group ~
BAD || Sclectthe uscrsor goup o task assgrment.Level represent he order ofthe task ] =
P series. When a level 1 task is completed, the level 2 task begins, and so on.
T — |y [ Addvser | |
Frogram [5G ]
User Name First Name |Last Name o
Department ECON nowtest SsP Account ] b
Hent B | Jc3nn Jennifer Charback S — ]
Plan 2 Remove Al I
Remove Level —
Sub Plsn L [EHTHRE-CON ]
Ereate an mdvidlal task For each User of graup memben
Sub Plan 2
[]Set seugs a hierarchy
Emal
Ressarch Details
Inkerest 1 Location: (&) Project
Research
Inkerest 2 Document
Research Feesmoute il yon must select this checkbox so that
Interest 3 I . .
Page with a visual repre: the task will be assigned to each
Rec'd School Start date: | 10/24f118:22 AM evaluator.
Transt 3 i i
ranst [ [Univ Michigan Ann Ar Due date: | ~| Next, click on the Options tab.
Transz ] Univ Wisc Madison™
Trans3 O [Zhejiang University ‘
7 —
vanst [ o |
[Rect Zhu,ai | Received | | Rec3| |_Received | il ¥

Ready

Page 10



ORACLE’
USER PRODUCTIVITY KIT

Training Guide
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File View Workflow Documents Help

File View Workflow Documents Help
MO | & &
Documents | Tasks F"”’“s}
® New Task - ASG ADM ECON Evaluate Application
=0
Select a form: | GRAMS Admission Reader Sheet = a | v
General
|
Empl ID State: You may wish to change
wame [ang, | [ Expedite this task the instructions for
Program [ASG | evalators by editing the
Instructions . i
Department ECON | A Instructions field. E
Fizn 1 ECON-PHD Instructions: «
1. Use documents tab to review the
Flan 2 materials. L | ]
2. Use forms tab to enter the faculty N
SubPlsn L [EHTHRE-CON ) = ]
Sub Plan 2 Caspsns
Emal
Ressarch
Inkerest 1
Research
Inkerest 2
Research Workfiow
Interest 3
Select a workflow queue where you want the item sent after the task is assigned.
Rec'd School Send to queue: | (None)
TSl O [Univ Michigan Ann Ar Send project instead of document
Transz ] Univ Wisc Madison™
Trans3 O [Zhejiang University
Transd [ ]
[Rect Zho,Ji | Received | | Rec3| |
Ready | | Sdocuments | {5} GRAMS Auto Link and CKist |

MO W@ @ Close the /
Documents | Tasks | Forms | project 4
viewer.
=0
Select a form:
=
D | T — oerice
b Yang, [T ] — boricke Dot
Program [ASG | Admit Term [1118 | Birth Country [CHM |
Department [ECON ] Sex [M ] Birth State | ] 3
Flan 1 ECON-PHD | DOB | | Primary Country [CHN |
Secand
Flan2 | | Fsjor GPA [0 ] E‘:c”gugt’;’y [ | |
SubPlan 1 ERTHRG-CON | Lastzrsaea o | e orher ]
Sub Plan 2 | Griminal O 150Ready [
Email | | 150Reviewed []
Research I
Inkerest 1
Research I
Inkerest 2
Research |
Interest 3
Recd  School Major Degiee  DETE gpa  Joor o Las
Transt [ ] [Univ Michigan Ann Arbor™ Financial Engineering | pmasT || o k75 b
Transz [ ] [Oniv Wisc Madison™ | Mathematics, Econamics | kBACH |[ps/17/zo0p |B75 |b
Trans3  [] [zhejiang University | [Economics il [ B85 |l
Transt [ [ I I Il Jo—1b 1o
\ Recl [Zhu,Ji | Received | ] Rec3 [ | Recsived [ ] L]
Ready | | Sdocuments | {5} GRAMS Auto Link and CKist |
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6‘51 - |O https: | gents.eservices. virgini / vl +2| [ ‘ =k
File Edit View Favorites Tools Help & -
* & [Owenows = G- B @ - [page - Tods v
Webnow j M i M E - aptions ~ | help = | discannect
Documents Projects Workflow
|

/R A=0 | X

Views [
<[] Documents
[ £y AsG ADM All Documents
“[2] My Recyded Documents

Select a task view.

To view the applications

8 Projects that you assigned to the
T iy s evaluators, click on the
[y To Review Tasks tab and then
[ Retumed to Me click on My Assigned.
- [ Complete Pending Review
- [#5 Retumed by Me

[y Complete
[y Canceled
L [ Invalid

£ orkfiow

[@ € miemet

SRS sEMD @ Calendar -Microsoft ... /[

2:08 PM

{= WebNow 6 - Windows Internet Explorer

@;1 - |Q https: /| \gents.eservices. virgini / vl +2| [ ‘ =k
Fle Edit View Favortss Tools Help & -
* & [Owenows = G- B @ - [page - GETodk v
Webnow j M ﬁ M = ﬂ - aptions ~ | help = | disconnect
Documents Projects Tasks Workflow
/P Bs @ | R[Ny % o0 (BN
Vi N
\Ej; ;iGR::L:: EZZEZ [assignedby @) [isequaite v
B projects 1 [Project Name | Status StartDate  DueDate.
] Tes Malo, Assigned 8/19/11 9:53:0....
[ To Review Zhou Assigned 8/19/11 .
. [ Retumed to Me Ham Assigned 8/19/11 Under the Quick Search tab, use the drop
- [dgy Complete Pending Review Zhai, Assigned 8/19/114  down box in the Property List field to choose
- 4 Retumed by Me Katz, Assigned 8/19/11 the appropriate search criteria.
[y Complets Ren,! Assigned 8/31/11
[ led .
. ‘C:‘:;E ! Yang Assigned 10/5/111  From the Value field, choose your computing
& vorkfon Yang Assigned 10/5/11 D.
Note: If you do not see your ID, click the
More... item and enter your ID.

(@ € mtemet

¢» Start GESrEBD @ Calendar - Microsoft ... " . ¢ z ) ; ST

Page 12
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= WebNow 6 - Windows Internet Explorer

Training G
WebNow

G~ [ et monagents servies vign / ][] [3¢] [cous-
File Edit View Favorites Tools Help
W e [OWEBN!}WE Iil - B @ - [Page - GiTods v

web g B

Documents

Projects

* /@A =0 | K[ %% 0 [En

aptions ~ | help = | discannect

Views N

<[] Documents Quick Search | Search|
g ASG ADM All Documents [Assigned by V] [sequaite @
- [&] My Recyded Documents

0 Projects I | Project Name | Status

] Tasks Malc Assigned
[y ToReview Zho Assigned
[ Retumed o Me Han Assigned
- [y Complete Pending Review Zhai Assigned
-4y Returned by Me Katz Assigned
[y Complete Ren Assigned
- iy Canceled I van Assigned
L [ Invalid Y A d

12 Workflow an SSIONe

Start Date Due Date -

8/19/11 9:53:0....

The Status column shows the
status of your assigned tasks
and the Assigned To column
indicates to whom the tasks are
assigned.

[@ € mtemet

.-’ SEEBY @ Calendar - Mi / . 4 A ;12

uide

T SIS

Entering department decisions and routing forward using workflow

In this topic, you will access a project in Workflow, enter a department dec#sid route the

decision forward.

/= WebNow 6 - Windows Internet Explorer

& - (O sl inomagents eservies. g, edfnetnan] | (%) [¢] [ceoge |2~
Fle Edt View Favorites Took Help & -
w o [mewuwa liw BB @~ [rrage s GTes v

web

Projects Tasks

aptions ~ | help ~ | disconnect

Workflow
To view the projects
in workflow, click on

the Workflow icon.

* /S8 =0 | R [)] oot A% %<0
Viens —
Quick Search | Search|
£3 ASG ADM All Documents [Name v [starts with | [smith, Jason

12! My Recycled Documents

{8 Projects
[¥] Tasks
& Workflow

cEg,EMBY @ trbox - Mirosof... /7 w

+4 start

T Document1 - Mic... T OFIG@ e »  403PM
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@
(= WebNow 6 - Windows Internet Explorer

@T\:;p ~+ (@ https: jss-inowagents. eservices.virginia.edu/webnowfincex ) [#2] [x] [coogte 2B
File Edt View Favorites Tools Help & -
e & IOWEanwE I_} % v B v hPage - {FTods -
Web £| - E - - options ~ | help - | discannect
Documents Projects Tasks
B 8= @ | R R assamecon LRI
Vi S—
;WFJ Decuments Quick Search | search|
. \‘ ASG ADM All Documents [Workfiow item status (v [isequalta v [any ¥ Go
i My Recyded Documents
15 projects Time In T Sta... Dra... |F... Tab | Fiel... Document T Project Name
E!EEIl E::ﬂnw 69 days 18 mi L Ide  — = = = = Hamilton, Grace. .. s
5 8) ASG Adission 69 days 18 mi ﬂ Ide — — — — — Katz Katie, 221...
T 69 days 18 min... @ Ide — — - — - Zhou,Sam, 111...
69 days 18 min... I Ide — - - -— -— Zhai,Ashley, 22... =
Assie 10 e B Ide — —_— - — Malo,Suzie, 111...
) . B Ide - —_— - — Tumur,Baasani...
First, click on your W Ide — Sun,Xiaonan, 2... T
departmental view. B Ide — — — — — So,Inhwan, 227...
i . i B oIde — —_ — — Hassan, Solaima...
Th:k]ElSt OfvP;]rl"(J;Ctia'ﬂ W Ide — I — = Li, Yuanzhi, 227...
Wworktlow Splay. W oIde — — — — Kim,Jongheuk, ...
B Ide - —_—— - - Kang,Kee Youn...
TT7 =W Ide — — - — — Hsu,Julian, 225...
117 days 4 hou... B Ide — — — — Sekine, Atsushi, ...
117 days 4 hou... @ Idle — - - -— -— Payne,Kevin Mi...
117 days 4 hou... 1 Ide — = = - = Pattison,Nathan... v

ADMECON Idle: 42 OnHold: 0 Pending: 0 Working: 0

\WebNow 6.5.1.448  Copyright ©1991-2011 Perceptive Software, Inc. [& @ internet

= WebNow 6 - Wi

@T\:;p ~+ (@ httpss jss-inowagents. eservices.virginia.edu/webnowfincex o [#2][x] [ 2B
File Edt View Favorites Tools Help & -
e & IOWEanwE I_} - B - & v [rrage v {FTools -
Web j - E - - options ~ | help - | discannect
Documents Projects Tasks
B 7 @R =0 | |8 sscaomccon ~ MwmBelli)e
Vi S—
;E] Documents Quick Search | search|
3 ASG ADM All Documents [Workfiow item status (v [isequalta v [any ¥ Go
o My Recydled Documents
Time In Qu... ' | Type | Sta... Dra... |F...Tab | Fiel... Docl.nent'l'!g Project Name
@ Workdow 69 days 18 mn... L Ide — = = = = Hamilton, Grace. .. s
5 8) ASG Adission 69 days 18 min... ﬂ Ide — — — Katz Katie, 221...
Y5 aom Econ | 69 days 18 min... @ Ide — Zhou,Sam, 111...
69 days 18 min... M TIdle — — — hai Ashlev 29 =
69 days 18 min... B TIde —
70 days 37 min... @ Ide —
117 days 3hou... B TIdle — ) ) ) 0
117 days 3 hou... @ Ide — Double click on the first project to open in
117 days 4 hou... B Idle — workflow.
117 days 4 hou... 1 TIdle — . . .
117 days 4 hou... @ Ide — The Time in _Queue co]um_n displays how
117 days 4 hou... B Ide — long each project has been in the workflow
117 days 4 hou... B Tdle — queue.
117 days 4 hou... B Ide —
117 days 4 hou... B Idle —
117 days 4 hou... 1 TIdle — v

[ ASG ADMECON Idle: 42 OnHold: 0 Pending: 0 Working: 0

\ebNow 6.5.1.448  Copyright ©1991-2011 Perceptive Software, Inc. [& @ internet #100% ~
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race, 1111111, 1118, 001111

Fle View Workflow Documents Help
MO e
Documents | Tasks | Forms |
=0
Select a form: | GRAMS Admission Reader Sheet v
el
D | T — oerice
P [ ezl Date
Program [ASG | Admit Term [1118 | Birth Country [USA |
Department [ECON ] sex [F ] Birth Stats [MD ]
Plan 1 [ECON-PHD | DoB | | Primary Country USA |
Secondary
Flan 2 | ] werarall ] Country L[
The project opens in the
Sub Plan 1 MACROB-CON lastzwsepa ] Cheemshe e . 3
‘ l ) sians U5 Forms tab view.
Sub Plan 2 | Griminal O 150Ready [
Email [ | =0Reviewed [[] Wh_ en you are flm.shed
Ressarch | reviewing the applicant,
Interest 1 scroll down to
hesearch ] Department Decisions
nkerest 2 y
Research | section.
Inkerest 3
Recd  School Major Degiee  DETE gpa  Joor o Las
Transt [ ] Univ Maryland College Parkc™ Mathematics | kBacH |jos/1g/201|pe1 |l |0
Tranez [ [ I J[ Il P |o
Transz [ [ I I Il O o
Transt [ [ I J[ Il o b |0
[Rezt | | Received [11/26/2010 | _Reca| . [ Recaived [12/02/2010 || ‘:
Ready || 2documents | {2 ASG ADMECON |

p
HO i+ ¢ 4280w @OR % EH
Documents | Tasks| Forms
=0
Select a form: | GRAMS Admission Reader Sheet =
~
Comments 2
Enter the department decision and comments in
/ the Department Decision section according to
Denartment Decisions your school or departmental policy.
Delete Line : .
g Note: If there is already a comment in the
Decision Tnitials,/ Date section, click Add Line.
None -
Comments
S
School Decisions
Reason Publish Date Defer Term Initials /Date =
[ | [ I |
Comments
I I v
IREady 2 documents | {23 ASG ADM ECON

E start cEeLERY @ Calendar - Micr... WebNow 6-W... B
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AU M e £ AU Ao Teebmeeeect Eoerl e
¥ Project - ASG Admission - Workflow
File View [ ™ Cocuments  Help
M@ § P Vewhextiem Ro=®| meam
Documents -
=0
Selecta f v
Facult ™ When you have _
4| Mark Item as On Hold... L.
Adl completed your decision
—" ] Mark Item as Pending h
in workflow, you must
[ route the project forward.
Go to: Workflow >
Route Forward.
) view History At '.lhls point, the project
& View Recently Routed Items. will be removed from
your workflow queue.
Department Decisions
Add Line Delete Line
Decision Initials/Date
Wailist [rcssm 8/15/2011 =
Comments
Dedision Tnitials/Date
[hara ST ve—
Comments
Great Anplicant! 1 )

The following screen shots show an alternative way to open a project in workflow, enter
the department decisiorend route the project forward.

B Project - ASG Admission -

Fie View [UEEGS Documents Help
Setcta form: [GRAVS Adanon Reader D -
Go to: Workflow > Open in a
T Workflow. beicte
Narme Domicle Date [10/14/2010
Frogram A5G Birth Country
Department ECON ] Sex M grthstate [ |
Plan 1 [ECON-PHD ] pog [ | rimary Country
; e ]
Sub Plan 1 MACROB-CON | lestzwsepafp | el q
atus
Sub Plan 2 | | Ezmim O 15OReady []
Email | - | I50Reviewed [ ]
Research |
Interest 1
Research ]
Interest 2
Research I
Interest 3
. Dedares Major Last
Recd  School Major Degres Do [ i
Transl ] [Virginiz State University | Economics | pasT |fosjzojzolls | |l
Transz [ ] [Cherkay Banking Institute |Accounting and Audinting | pmasT |foej1g/z00ls  |la I[o
Trans3 ] [Cherkasy Banking Tnstitute | [Accounting and Auditing | kBAcH |[p7/tsjzoos | |l
Transt ] [ ] [ I [ Il ] T
‘Re:l [Larson, | Received | ] Rec3 [ | Received | | \ >
Ready | | 7documents | () ASG ADMECON

10:04 AM
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8 Project - ASG Admission - - Workflow
Fie View |UELAC] Documents Help
M @ § B\ Vewhextitem P O ® b @@
Documents |
=0
el o ~ Then click on Route h4
\ Forward. ~
Ev . | MarkItem 25 On Hold... Domicle:
| Mark Item as Pending | micle Date [10/14/2010 |
Fro Admit Term [1118 | Birth Country [UKR |
Depart Sex M ] Birth State | |
[ DB | | Primary Country [UKR |
Second
F ] weercalo L | |
e fro Citizenship |
Sub P Last 2 s GPA 0 Other
@) View History ) | | Status [ ]
SubF % View Recently Routed Items... Griminal O 150 Ready [
Email | | 150Reviewed []
Ressarch I
Inkerest 1
Research I
Inkerest 2
Research |
Inkerest 3
Recd  School Major Degiee  DETE gpa  Joor o Las
Transt [ ] [Virginia State University | [Econemics | pasT |fosjzo/zolls |l |lo
Transz [ ] [Cherkay Banking Institute | [Accounting and Audinting | st |fos/1o/zo0ls | |l
Transs [ ] [Cherkasy Banking Institute Accounting and Auditing | kBacH jo7/18/200p  Jla |
Transt [ [ I J[ Il o b |0
[Rect Larson | Received | | Recd | | Received | ] v
Ready || 7documents | {3 ASG ADM ECON

Creating private filters

In this topic, you will leen how to create a private filter in order to search for a specific group of
applicant projects.

WebNow 6 ndows Internet Expl

gafv |© httpst/fss-nowagents.eservices. virginiz.edufwebnow] > [#][x] [ | 2]
File Edit View Favorites Tools Help & -
P & IOWEhNowﬁ liw - B - & - [hrage v {FTools v

Web - Q M options = | nelp ~ | disconnect

Documents

=/ A m0| | R @i MRBRD|

Vi —
g‘E ~ — Quick Search | search
ocument
£3 ASG ADM Al Documents [Name ~ Miarts with | [Yang | Boo
.

7 & My Recycled Documents S k
I8 Projects £ Name Type, . B Created Workflow

2R Jasc apm econ ] Yang,Chenyu, ... ASG Admi To Crea_te a pﬂy’ate w.agent... 10/30/09 9:08:...
G 2011 Applicants 3 Yang,Fa ASG Admissid  filter with multiple  Jow agent... 10/16/10 9:06:... GRAMS Auto Li
% S‘fj”‘s & Yang,Fa ASG Admissid  conditions, click on  Jow.agent... 11/9/10 11:03:... ASG ADM Scho
% ECONPHD Econometrics 0 Yang,Ka_— . ASG Admissij  the Search tab. ow.agent... 6/29/11 10:18:... ASG ADM ECOR
5 ECON-PHD Economic Development Yang, ASG Admissid Dw.agent... 1/31/10 9:09:
S ECON-PHD Economic History Yang, ASG Admission BCIVE wn%mw.agent... 1/27/10 9:45
5 ECON-PHD Ecanomic Theary Yang, ASG Admission  Active workflow.agent... 1/25/10 9:22:
G Econero Indusirial Organization Yang, ASG Admission  Active workflow.agent... 12/14/09 9:51:...
5§ ECON#D Intermational Econorics Yang, ASG Admission  Active workflow.agent... 1/20/10 9:08:3...
‘S ECON-PHD Labor Economics
% ECON-PHD Macroeconomics
5§ ECON-PHD Public Economics
5% Webnow
57 Domidle Projects Y

{21 My Recycled Projects
- [¥] Tasks
-4 Workflow

% | ASGADMECON 1selected | 9 projects

Done [& @ internet E100% -

i4 start cEgremo @ Inbox - Micros... Bo.@o0n
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@
(= WebNow 6 - Windows Internet Explorer

G@" @ https: s -nowagents.eservices.virginia.ecu/webnowfindex ¥ [#2][x] [ 2B

File Edt View Favorites Tools Help & -
— . »

W & IOWEanwﬁ I | - B - & - [rrage + ool -

webnow -

Documents

/5850 | K S ¥wBL]

Views

M E - optians = I help = | disconnect

| Quick Search | Search

Documents
23 ASG ADM All Documents . -
| My Recydled Documents tTABRDRE KT L
£ Go
B o o =
%% 2011 Appicants Click on the +
G Accepts button to enter
G Dednes conditions for the Status Created B
% ECON-PHD Econometrics filter. Active
% EEE:::E ::::E z:é:‘:me”t Jackr..o Active workflow.agent... .
5 ECON-PHD Economic Theary D'Amic Active workflow.agent... 10/7/09 9:07:2...
7% ECON-PHD Industrial Organization Viryav ASG Admission  Active workflow.agent... 1/22/10 3:37:3...
% ECON-PHD International Economics Tsai,C ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
% ECON-PHD Labor Ecanomics Davis, ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
G ECON-PHD Macroecanarics Kim, Je ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
% sﬁ:::n Publec Economics McColl ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
7 Domicie Projects ¥ Mishkit ASG Admission  Active workflow.agent... 1/18/10 9:09:|
7 Projects 2s of 8/16/11 Russo' ASG Admission  Active workflow.agent... 12/4/09 7:
~{a] My Recyded Projects Yin,Sa ASG Admission  Active workflow.agent... 1/26/10 3:
Tasks Colaiac ASG Admission  Active workflow.agent... : ~
Workflow

I 1 The Add Condition box B - [ race - Grrods -
displays.

optians ~ I help = | disconnect

Constrain by: |Project property
e o P g
ASG ADM Al Documents 3 A
é o 'Ep:i[, My Recycled Documents Field: ‘Name 3 ‘
jects Go
LR Jsc ADM ECON ] Operator:  |is equal to v
3 2011 Appiicants
TG Accepts Value: [ ]
7 Decines 2 Ng ted B Created Workflow (
5 ECON-PHD Econometrics Ledl Fow.agent... 1/26/10 3: @
G ECON-PHD Economic Development . =i
G ECON-PHD Econoic istory Jzac flow.agent... 12/4/09 5:09:5...
5% ECON-PHD Economic Theory DA flow.agent.... 10/7/09 9:
7§ ECON-PHD Industrial Organization Viry flow.agent... 1/22/10 3:
% ECON-PHD International Economics Ts4 flow.agent... 1/18/10 9:
5% ECON-PHD Labor Ecanomics Da flow.agent... 1/18/10 9:
5 ECON-PHD Macroeconamics Kin = == flow. agent... 1/18/10 O
7§ ECON-PHD Pubiic Econormics =] -agent... 1/18/10 9:09:0...
T Webrion Mc! flow.agent... 1/18/10 9:09:0...
Mishkin, £ ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
¥ Domidie Projects ¥
7 Projects = of 8/16/11 Russov,/ ASG Admission  Active workflow.agent... 12/4/09 7:00:2...
~{a] My Recyded Projects Yin,Sand ASG Admission  Active workflow.agent... 1/26/10 3:96:1...
Tasks Colaiaco, ASG Admission  Active workflow.agent... 1/30/10 9:15:5... ~
2 werkflow 4 i I 3

More than 500 p

¢4 start TR SEMD @ 1rbox - Mirosoft ... | [E Calculator &M@ soepm
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"B

|l

G_@ ~+[(© httpss jss-inowagents. eservices.virginia.edu/webnowfincex

& -

- = v hpage - (FTools -

= @8 =0 | # |8 ascamecon

L]

2 Wor

-] Documents

o] My Recydled Documents
- Projects
gt

& EEEE

Tasks

ASG ADM All Documents.

% 2011 Appiicants
G Accepts
% Dedines
i ECON-PHD Econometrics
5 ECON-PHD Economic Development
G ECON-PHD Economic History
% ECON-PHD Economic Theary
% ECON-PHD Industrial Organization
6 ECON-PHD International Economics
% ECON-PHD Labor Economics

5 ECON-PHD Macrosconamics

3 ECON-PHD Public Economics

G Webnow

¥ Domidie Projects ¥
P Projects as of 8/16/11
My Recyded Projects

rkflow

| Quick Sef

+ 4

Field:

Operator:
Value:
Led]
Jac|

Froject property

[Composite property
[custom property

|is equal to

)

<

Viri

Ts3 flow.agent...
Da flow.agent...
Kirr flow.agent...
Mc flow.agent...
Mishkin, £ ASG Admission  Active workflow.agent...
Russov,/ ASG Admission  Active workflow.agent...
Yin,Sand ASG Admission  Active workflow.agent...
Colaiaco, ASG Admission  Active workflow.agent...

flow.agent...

In this example you will

search for all

applications that were
created after a specific

date.

In the Constrain by
drop down box select

1/18/10 9:09:0...
1/18/10 9: =
1/18/10 9:09:0...
1/18/10 9t
1/18/10 9:09:
12/4/09 7:01
1/26/10 3:5¢
1/30/10 9:1

optians = I help = | disconnect

s Go

] [E calalator / . H e C

- Microsoft

@ b

b

&

IOWEanwE

- v hpage - (FTools -

webnow

1 # | &0 ase apmEcon

5]

& Projects

& EEEE

Tasks
& Workflow

My Recycled Documents

% 2011 Appiicants

G Accepts

5 Dedines

i ECON-PHD Econometrics

5 ECON-PHD Economic Development
4§ ECON-PHD Economic History

% ECON-PHD Economic Theary

% ECON-PHD Industrial Organization

G ECON-PHD International Economics
G ECON-PHD Labor Economics
5 ECON-PHD Macrosconamics
% ECON-PHD Public Economics
G Webnow

¥ Domidie Projects ¥

P Projects as of 8/16/11

My Recyded Projects

EINEE @ Add Condition

optians ~ I help = | disconnect

Constrain by: |Date
| Quick 5| Tvme: [Hormal ~|
+ i
Field: [created v Keep the
Operator: |isequal to = Tyge as ‘N‘())rmal > Field
as “Created”. and change
s equal to ~ ®
Value: is not equal to il the Operator to “is
F=IT | s less than ereater than”.
Led is greater than =1 fhow ~
s less than or equal to - =
Jad is reater than ar equal to | ffow.ag
D'Al is one of flow.agent... 10/7/09 9:07:2...
Vir s not ene of *| fflow.agent... 1/22/10 3:3
Tsg flow.agent... 1/18/10 9:
Da flow.agent... 1/18/10 9:
Kirr flow.agent... 1/18/10 9:
Mc! flow.agent... 1/18/10 9: .
Mishkit ASG Admission  Active workflow.agent... 1/18/10 9:09:0...
Russo' ASG Admission  Active workflow.agent... 12/4/09 7:00:2...
Yin,Sa ASG Admission  Active workflow.agent... 1/26/10 3:96:1...
Colaiac ASG Admission  Active workflow.agent... 1/30/10 9:15 ~
< i tal

Done

‘4 start

@ 1nbox - Microsoft

E caalator

[# € intemet
7] SR EMD = = ) 2, 5%, 2

=Pl b

More than 500

2@ so7pm
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=[5 [x] [

|l

& -

b IOWEanwE

- v page - (FTools -

optians ~ I help = | disconnect

Constrain by: |Date
= 1] Documents | Quick sej|  Tvme: [Hormal ~|
- @-|Fy ASG ADM All Documents + A
Field: [created v .
o
LR JAsc ADM ECON ] Operator:  |is equal to v
% 2011 Appiicants
G Accepts Value: [107211 3
%Ded\nes <2< Ockober 2011 B
ECON-PHD Ecanometrics me_w_w
flow.agent... 1/26/10 5 &
% ECON-PHD Economic Development Change the date Sun Mon Tue Wed Th Fri Sat fow :gent 1‘;"4;09 & bt
% ECON-PHD Economic History by using the 1 4 E3y t'" 10/7/09 9'07 3 c
5 ECON-PHD Economic Theary 203 4 5 6 78 ow.agent... :07:2...
5§ ECON-PHD Industrial Organization calendar. S 10 11 12 13 1% 15 flow.agent... 1/22/10 3:37:3...
G ECON-PHD International Economics 1617 18 19 20 22 flow.agent... 1/18/10 9:09:0...
2324 25 26 27 2w 2
T ECON-PHD Labor Economics DoauE T E R lowagent.. 1/18/10 9:09:0...
% EEE:::E :a;“:”"r"": Kir flow.agent... 1/18/10 9:09:0...
ublic Econormics
G viebnow Mc! —Aflow.agent... 1/18/10 9:09:0...
7 Domicie Projects ¥ Mish ASG Adm rkflow.agent... 1/18/10 9:09:
7 Projects 2s of 8/16/11 Russ ASG Admission  Active workflow.agent... 12/4/09 7:
~fa] My Recydled Projects Yin,! ASG Admission  Active workflow.agent... 1/26/10 3:
Tasks Cola ASG Admission  Active workflow.agent... : v
2 Workflow =

a Tools  Help

b IOWEanwE

& - v hpage - (FTools -+

webnow

50| | R8s

EINEE @ Add Condition

ECON

Constrain by: |Date

optians ~ I help = | disconnect

= b boaments | Quick seff  Tvme: [Hormal ~|
| g3 ASG ADM All Documents + 4
f‘] “ E—] Mz‘:aqde'j Pocuments Field: ‘Created v ‘ -
= roje o
& H - Operator: |is greater than ]
ican
% Accepts Value: [10/21/10 3:13:04PM ]
Dedines =W | "
%Eiz:i:g E‘“"“’“E‘;‘G ey || |2 L m.agent... 10/26/10 5:16:10 PM ASC A
conomic Developmen e ]
% ECON-PHD Econoic istory a Wi flow.agent... 10/26/10 5:26:41 PM ASC §
S ECON-PHD Economic Theary & Sur flow.agent... 10/30/10 9:06:25 PM ASC
7% ECON-PHD Industrial Organization a 7hg flow.agent... 10/30/10 9:06:28 PM ASC—
5§ ECON-PHD International Economics | | | & Ghi Click OK. flow.agent... 11/4/10 9:09:17 PM ASC
% Ezgzi:g ;ﬁb“’ EU’"""‘_‘E Ya flow.agent... 11/9/10 11:03:47 AM
acrosconamics @ Asg I OK ] Cancel flow. t... 1/10/11 12:30:48 AM ASC
3% ECON-PHD Public Economics N i ov-agen 10/
G viebnow a Ei flow.agent... 1/10/11 12:30:54 AM ASC
& Ako ASG Admission  Active workflow.agent... 1/10/11 12:31:05 AM ASC
¥ Domidie Projects ¥
7 Projects = of 8/16/11 @ Fris ASG Admission  Active workflow.agent... 1/10/11 12:31:47 AM ASC
~fa] My Recyded Projects 2 Guc ASG Admission  Active workflow.agent... 1/31/11 11:11:43 AM ASC
Tasks &8 Hue ASG Admission  Active workflow.agent... 1/31/11 11:12:50 AM ASC+
& Workflow & I | s

i4 start cEerERD

@ 1nbox - Microsoft ...

=

Calculator
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File Edt View Favorites Tools Help & -
— . »

W & IOWEanwﬁ I | % - B - & - [rrage + {JTools

webnow

Documents

/5850 | K Svomcn ¥ wBL]

3 -

optians ~ I help = | disconnect

Views

Documents ‘

Quick Search | Search

£ ASG ADM All Documents
& My Recydled Documents
& Projects
& o T

% 2011 Appiicants

G Accepts

G Dedines
5 ECON-PHD Econometrics
5 ECON-PHD Economic Development
g ECON-PHD Economic History
% ECON-PHD Economic Theary
3 ECON-PHD Industrial Organization
6 ECON-PHD International Economics
G ECON-PHD Labor Economics

% ECON-PHD Macrosconamics

3 ECON-PHD Public Economics

G Webnow

¥ Domidie Projects ¥
P Projects as of 8/16/11
~{a] My Recyded Projects
Tasks
2 Workflow

+/.BDRB % T 4
ed is greater than 10/21/10 3:18:04 Pl Go
To add another
) Name condition, click the + Created B Created - Wi
2 Liu, b button again. workflow.agent... 10/26/10 5:16:10 PM ASC A
a2 War workflow.agent... 10/26/10 5:26:41 PM ASC
& Sun TASE ATTISSION ACOvE workflow.agent... 10/30/10 9:06:25 PM ASC
a 7ha ASG Admission  Active workflow.agent... 10/30/10 9:06:28 PM ASC—
& Ghe ASG Admission  Active workflow.agent... 11/4/10 9:09:17 PM ASC
Yar ASG Admission  Active workflow.agent... 11/9/10 11:03:47 AM

@ Asa ASG Admission  Active workflow.agent... 1/10/11 12:30:48 AM ASC
& Eier ASG Admission  Active workflow.agent... 1/10/11 12:30:54 AM ASC
& Ako ASG Admission  Active workflow.agent... 1/10/11 12:31:05 AM ASC
@ Frisl ASG Admission  Active workflow.agent... 1/10/11 12:31:47 AM ASC
2 Guc ASG Admission  Active workflow.agent... 1/31/11 11:11:43 AM ASC
& Hue ASG Admission  Active workflow.agent... 1/31/11 11:12:50 AM ASCv|
& I

¢/~ WebNow 6

indows Internet Explorer

@ b

b - Microsoft ... a . : £ & g f@ 319

Internet

b

G—‘{;’ ~+ (@ https: jss-inowagents. eservices.virginia.edu/webnowfincex

v‘{, X

H100% T -

W IOWEanwE

fi v B & v [hPage - GToos T

webnow

EINEE @ Add Condition

1 # |7 applications with all

3

w
-5 ECON-PHD Econometrics

-4 ECON-PHD Economic Development
56 ECON-PHD Economic History

5% ECON-PHD Economic Theory

- ECON-PHD Industrial Organization

6 ECON-PHD International Economics

G ECON-PHD Labor Economics

-5 ECON-PHD Macrosconomics
- ECON-PHD Public Economics

% webnow
e

%7 Domidle Projects Y
57 Mew Filter

7 Projects as of 8/16/11
{21 My Recycied Projects
Tasks

Constrain by: |Project property v|
[Composite property
Type:
ate In this example. you will
add 2 Custom Broperty
Crel |eer condition to search for all Go
oyt [seai® a applications with the
admission decision of
Value: i
= | admit (ADMT). -
Q L, ASC
a wa - qan ASC
& Sur flow.agent... 10/30/10 9:06:25 PM ASC
a 7Zhg flow.agent... 10/30/10 9:06:28 PM ASC—
& Gh flow.agent... 11/4/10 9:09:17 PM ASC
Ya flow.agent... 11/9/10 11:03:47 AM
 As3 flow.agent... 1/10/11 12:30:48 AM ASC
& Ei flow.agent... 1/10/11 12:30:54 AM ASC
8 Ako ASG Admission  Active workflow.agent... 1/10/11 12:31:05 AM ASC
@ Frisl ASG Admission  Active workflow.agent... 1/10/11 12:31:47 AM ASC
2 Guc ASG Admission  Active workflow.agent... 1/31/11 11:11:43 AM ASC
& Hue ASG Admission  Active workflow.agent... 1/31/11 11:12:50 AM ASC+
o m | 3

options ~ I help = | disconnect

/4 start

% Project...

[# € intemet

» & G:Func... : AN i
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le it Vie a Tools  Help

& -

W IOWEanwE

- v hpage - (FTools -

optians = I help = | disconnect

[E3

ASG ADM All Documents
My Recycled Documents

= & EEERE

% 2011 Appiicants

G Accepts

G Dedines

5 ECON-PHD Econometrics
3 ECON-PHD Economic Developmer
4 ECON-PHD Economic History
% ECON-PHD Economic Theary
% ECON-PHD Industrial Organizatiol
g ECON-PHD International Economi
G ECON-PHD Labor Economics

5 ECON-PHD Macrosconamics

% ECON-PHD Public Economics

G Webnow

¥ applications with all required doa.—
% Domidile Projects ¥
7 New Filter

7 Projects as of 8/16/11

| 3

L3l

Constrain by: | Custom property
| Quick 5| Tvme: [Hormal ~|
+

Field: | Action Reason v
Crey [GM Citizenship Status ~ =

Operator: B

(GM Decision Publish Date
Value: (GM Dedision School =
M GM Department
Led GM DOB Select GM
(GM DocCodes Decision Dept.
Jac| (&M Domidie fro ... 12/4/09 5 .
m the field dro;

D'A down box. 3 nt... 10/7/09 9:07:2...
Vi ' nt... 1/22/10 3:37:3...
Ts4 T Sgent... 1/18/10 9:09:0...
Da flow.agent... 1/18/10 9:09:0...
Kir] flow.agent... 1/18/10 9:09:0...
Mc! flow.agent... 1/18/10 9:09:0...
Mishkin, | ASG Admission  Active workflow.agent... 1/18/10 9:09:|
Russov,: ASG Admission  Active workflow.agent... 12/4/09 7:
Yin,Sanc ASG Admission  Active workflow.agent... 1/26/10 3:
Colaiaco ASG Admission  Active workflow.aaent. : L

3

More than 500 p

r5 start cEecER

& G:\Func...

M@ 2 Micr... =~

3:46 PM
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