
 

Training Guide 
WebNow ï SIS 

 

 Page i 

 

WebNow ï SIS 

Table of Contents 
WebNow - SIS ................................................................................................................... 1 

WebNow Administrative User Guide ....................................................................................... 1 
Logging into WebNow and viewing application materials ..................................................................... 1 
Assigning tasks to evaluators .................................................................................................................. 7 
Entering department decisions and routing forward using workflow ................................................... 13 
Creating private filters .......................................................................................................................... 17 
Viewing enrolled student documents .................................................................................................... 25 

 





 

Training Guide 
WebNow ï SIS 

 

 Page 1 

WebNow - SIS 

WebNow Administrative User Guide 
WebNow is a document repository tool used by graduate schools to evaluate applications.   

  

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

  

·         Log into WebNow and view application materials    

·         Assign tasks to evaluators 

·         Enter a Department Decision and route forward using workflow  

·         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 of recommendation.   
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Assigning tasks to evaluators 
 

Assigning tasks is similar to creating a ñto do listò for an individual or group of individuals. Tasks 

are primarily used to let evaluators know which applicants need to be reviewed.  In this topic, you 

will learn how to assign a task to multiple evaluators.  
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Entering department decisions and routing forward using workflow 
 

In this topic, you will access a project in Workflow, enter a department decision, and route the 

decision forward.     
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The following screen shots show an alternative way to open a project in workflow, enter 

the department decisions, and route the project forward. 
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Creating private filters 
 

In this topic, you will learn how to create a private filter in order to search for a specific group of 

applicant projects. 
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