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IMAGE NOW IMPLEMENTATION PLAN

CONTRACTS
Workflow and Permanent Archive

Contracts are Grouped by Project Number
(All contracts roll up under project number)

INVOICES
Workflow and Permanent Archive

Organized by Contract Number
(All invoices roll up under contract number)

Facilities Design and Construction
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Project ‘Folder’ in Image Now

Invoice 2

Invoice 3

Invoice 1

Contract B

Invoice 2

Invoice 3

Invoice 1
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Invoice 2

Invoice 3

Invoice 1

BUDGET 
AMENDMENTS

O&M

EH&S

CPSM

BUDGETING
Workflow and Permanent Archive

Budget Amendments to GT Budgeting Office

Organized by Project Number
(All invoices roll up under Project Number)

BUDGET OFFICE

Campus 
Services

Image Now
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IMAGE NOW / WEBNOW TRAINING RESOURCES 

Training Documents for Image Now / Web Now are located on the D&C Facilities Forms Website under the 

Training Tab. 

(Hold down the Control button and click to open the link)   http://web1.fac.gatech.edu/projects/forms/ 
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404-894-5000  Form: ImageNow Access Campus  07-2013 
 

 
                     ImageNow Access Request Form  
                     Business Office/Campus Unit Administrator 

 
Name:  _______________________________________________________                               

 
Job Title:  _____________________________Phone #:_____________________ 

 
Dept. Name:  ___________________________Dept. #:______________________ 

 
User ID:                                                                       ________________________ 

  
             Email address:  _____________________________________________________ 
 
Check the security level requested for ImageNow access: 
 

AP Invoices, Purchase Orders, Change Letters, Check Requests, Travel Expense Statements, Journal 
Entries, Bursar Receipts  
 
Vendor e-Verify Affidavits 

 
User Type: (check all that apply) 
 
    Invoice Approver    

   Document Searcher    
 
The access granted upon approval of this request is governed by Section 5.1.2 of the USG Appropriate Use 
Policy.  As a whole, each individual institution, and its users have an obligation to abide by the policy stated 
standards of appropriate and ethical use.  Any user of any USG system found using its resources for unethical 
and/or inappropriate practices has violated this policy and is subject to disciplinary proceedings. By signing, I 
agree to abide by the Institute's Data Access Policy.  All sensitive data will be properly secured and protected. 
 
             
Signature        Date 

 
             
Signature – (Dean, Director or Department Head)               Date 
 
             
Printed Name        Title 
 
 
PLEASE SCAN AND EMAIL THIS FORM to: Karla Gibson, Karla.gibson@business.gatech.edu   

Or Send to: Business Services, MC 0300, fax 4-8552 

 
For Use by Business Services: 
Approved By: 
 
             
Signature                                                                                            Date 
 

Access Provided By: 
 
             
Signature                                                                                            Date 

This form is located on
the D&C Forms website
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mailto:Karla.gibson@business.gatech.edu


Example of completed
form. This should be sent
to Lisa Snyder and Steve
Sywak.
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When you are a first time user, you must set up
a profile in order to route a contract.
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STEP 1: Opening and Logging into the Image Now Software 
 

1) Open the Image Now Software. 
(Icon image below.) 

 

 
 
 

2) Log in Using your GT log in name and password.  
(Not your Facilities log in and password). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Image Now is software on your machine.
Web Now is the same software but is Web based.
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LOGGING ON TO WEBNOW 

Webnow is the website based version of Image Now.  If you are an approved user and have completed a form 

and submitted it to Business Services, you will be able to log in and access documents. 

(Hold down the Control button and click to open the link)   

https://www.webnow.gatech.edu/webnow/index.jsp 

Open Webnow using your browser and the link provided. 

Log‐In using your Techworks (GT) password and Log‐In. 

 

Click RUN if you get this message…..

 

You may get Java error messages.  If so, contact GT Facilities help desk at askit@facilities.gatech.edu 

Web Now is the web based version of Image Now. 8



Facilities Contract Routing Work Flow - Electronic Signature by VP

Project Manager

Construction 
Approval

(Frank Lamia)

Design Approval
(Gary Jelin)

Special Projects
Approval

(Liz Punch)

Design & 
Construction 

Director Approval
(Scott Jones)

Financial Director 
Approval

(David Goldfarb)

Contracting Approval
CONTRACTS > $100K

(Teresa Corso)

Contracting Approval 
CONTRACTS < $100K
(Donna Vongsouvan)

Vendor

3b

3a

4 5

Facilities VP 
Approval and 

Electronic Signature
(Chuck Rhode)
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7a

7b

Vendor Profile AiM
Peoplesoft Accout 

Set Up AiM
(John Richardson)

1 2

IMAGE NOW

Email

Email

Forward with   
Image Now

FACILITIES CONTRACT ROUTING WORK FLOW

1) Project Manager sends electronic copy of contract document to 
vendor by email.
2) Vendor signs in colored ink, scans an electronic copy of contract 
document back to Project Manager.  (If a copy is mailed back, PM 
can scan to a PDF.)  Project Manager prints contract to Image Now 
and completes contract routing form in Image Now.
3 - 5) Image Now routes contracts through Design and 
Construction, and Finance Director for review and approvals.  
6) Facilities VP completes electronic and digital signature on 
contract.
7) Image Now routes to Contracting department based upon 
contract value selected by Project Manager on initial form.  
Insurance, vendor profiles and other information are finalized prior 
to approval by Contracting Officer. Contracting officer appends 
contract with NTP, insurance, and any other supporting documents 
in Image Now and approves contract.  
8) Contracting department returns executed contract to vendor by 
email.
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 Key to Individuals on Workflow 
 
 CTR Contracting Officer >100 - Teresa C 
 CTR Contracting Officer <100 - Donna V 
 CTR D&C Dir - Scott Jones 
 CTR Financial - David Goldfarb 
 CTR Design - Gary Jelin 
 CTR Constr - Frank Lamia 
 CTR Campus Svs - Kim Wilson  
 CTR Special Prj - Liz Punch 
 CTR VP Fac - Chuck Rhode 
 CTR Return to PM - Project Manager Action 
 CTR Approval Start - Project Manager Action 
 CTR Approval Complete - Headed to Archive 
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Project Manager

Facilities Contract Routing Work Flow – Contracts Executed Externally, Requiring Hard Copy Signatures

Project Manager

Construction 
Approval

(Frank Lamia)

Design Approval
(Gary Jelin)

Special Projects
Approval
(Liz Punch)

Design & 
Construction 

Director Approval
(Scott Jones)

Financial Director 
Approval

(David Goldfarb)3

3

4 5

Vendor Profile AiM
Peoplesoft Accout 

Set Up AiM
(John Richardson)IMAGE NOW

FACILITIES CONTRACT ROUTING WORK FLOW

1) Outside Signing Authority sends hardcopies of contract to Project Manager.
2) Project Manager scans contract document into Image Now. Project Manager fills out 
routing form in Image Now.
3 – 5) Image Now routes contracts through Design and Construction and Finance 
Director for review and approvals.  
6) Image Now routes to CTR Return to PM ‐ OutsideSign.  PM prints routing form/ 
stamped cover page, and delivers contract documents with routing form in red folder to 
Facilities VP for signature.  
7) Facilities VP signs, and has sealed as required, all copies of contracts. 
8) Hardcopies of contracts are returned to Project Manager.
9) Project Manager sends contract documents out for execution. Contract documents 
are executed by outside signing authority and returned to Project Manager.
10) Project Manager returns executed document to Vendor, as required. 
11) Project Manager scans signature sheet (only signature sheet) and appends to Image 
Now. Project Manager releases from CTR Return to PM – OutsideSign by routing 
forward in workflow to either contract administrator in accounting.
12) Contracting enters encumbers contract document.

Facilities VP         
Hard Copy Signature

(Chuck Rhode)
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Contracting 
Accouting Entry

CONTRACTS > $100K
 

Contracting 
Accounting Entry

 CONTRACTS < $100K
 

12

12

6

11

IMAGE NOW

2

Project Manager

8

GSFIC, GTFAC, BOR, 
ATHLETICS

Hard Copy Signature
(Contract Executed)

9

VENDOR

10

GSFIC, GTFAC, BOR, 
ATHLETICS
Hard Copies 
Submitted

1

Contracts requiring outside signatures and hard copies 
will follow this work flow, which requires part of the 
process to be outside of Image Now.
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WORKFLOW QUEUES
DECODER

CONTRACTING
Name of Queue Person Managing Queue / or Description
CTR Return to PM Project Manager who initiated the document must address correctios

CTR Return to PM ‐ Outside Signature Project Manager needs to manage hard copies of a document signed outside of Facilities

CTR Approval Start Project Manager has started a contract document but it needs more information and won't leave PM queue

CTR Design Approval Gary Jelin oversight of design related contract documents

CTR Construction Approval Frank Lamia oversight of construction related contract documents

CTR Campus Services Kim Wilson oversight of campus services related contract documents

CTR Special Projects  Liz Punch oversight of special projects related contract documents

CTR D&C Director Approval Scott Jones oversight of all contract documents

CTR Financial Director Approval David Goldfarb oversight of all contract documents

CTR eSignature Chuck Rhode oversight of all contract documents

CTR Year End Contracts that are not approved and put in a Year End queue for consideration with year end funds

CTR eSignature Declined Scott Jones will manage this queue and consult with PMs on any contracts that are rejected by VP Facilities.  

CTR Contract Officer >100K Approval Donna Vongsouvan contracting officer queue.

CTR Contract Office < 100K Approval Ericka Thomas contracting officer queue.
CTR Approval Complete Contracts that are complete.
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STEP 2: Printing a Contract to Image Now, and Initiating Routing Process 
 

1) Open a PDF copy of the contract signed by the vendor, and print it to Image Now.  
The PDF should include the vendor quote as back-up. 
Image Now Printer is an option under Printer, Name pull down: 

 

 
 

2) If this box pops up, click OK. 
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STEP 3: Complete Proposed Keys Information: 
1) The proposed key box will pop up.  
2) Enter the Project Number, Document Type, Amendment Number, Vendor Name. 
3) In the Notes section, enter the email address of the vendor so that Accounting can 

send the executed contract to the vendor. 
4) Do not fill out: Contract No. field. 
5) Click Capture. 
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PROJECT NUMBERING 

0067‐2014   (Four digit number + Four Digit Year) 

TEX T‐2014   (Four digit alpha + Four Digit Year) 

CAPT  CARPET PROGRAM PROJECT 

CLAS  CLASSROOM PROGRAM PROJECTS 

CVYG  HUMAN & FRIEGHT CONVEYANCE (WORK ON ELEVATORS, LIFTS, ESCALATORS, CONVEYORS, ETC.) 

ELBS  ELECTRICAL BUILDING SYSTEM  

ELOL  ELECTRICAL OUTSIDE LIGHING  

ELSD  ELECTRICAL SERVICE & DISTRIBUTION  

ENGY  ENERGY PROJECTS 

EXTO   EXTERIOR DOOR AND WINDOW PROJECTS 

EXTR  EXTERIOR REMAINDER PROJECTS WORK EXCLUDING WALLS, DOORS, WINDOWS 

EXTW  EXTERIOR WALL PROJECTS 

FFAE   FURNISHINGS, FIXTURES & EQUIPMENT  

FNDN  FOUNDATION PROJECTS 

FPES  FIRE PROTECTION EXTINGUISHING SYSTEMS  

FPOS  FIRE PROTETION SYSTEMS 

HABS  HVAC BUILDING SYSTEM PROJECTS 

HACI  HVAC CONTROLS & INSTRUMENTATION  

HASC  HVAC STEAM & CHILLED WATER GENERATION PROJECTS 

INTR  INTERIOR PROJECTS WORK ON INTERIOR STRUCTURES (WALLS, FINISHES, DOORS, FLOORS, CEILINGS, ETC.) 

LAND  LANDSCAPE PROGRAM PROJECTS 

MTRG  METERING PROGRAM  

OITH  IT INFRASTRUCTURE  

PLEX  PLUMBING EXTERIOR  

PLIN  PLUMBING INTERIOR  

PNTG  PAINTING PROGRAM  

ROOF  ROOFING PROJECTS 

STRS  STAIR PROJECTS 

STWK  SITE WORK PROJECTS 

STWK  SITE WORK PROJECTS 

WYFN  GENERAL CAMPUS WAY FINDING SIGNAGE  

 

 

 

 

 

 

Follow this project numbering system when
entering project numbers into Image Now / Web Now.
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CONTRACT NUMBERING 

0067‐14   (Four digit number ‐ Two Digit Year) 

0067D‐14   (Four digit numbers  D – Two Digit Year)  

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow this contract numbering system when entering 
contract numbers into Image Now / Web Now.
Note: For the original contract, the Contract Administrator
will input the contract numbers.  The PM only inputs
the contract numbers for change orders or amendments.
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Complete Custom Properties Information: 
1) A view of the contract and form screens (on the right) will pop up. 
2) Fill in the section of the form in the lower right hand corner. 
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3) Custom Properties: The following information is required:  
‐ Total Project Budget (greater than or less then 100K? – Yes or No. 
‐ Manager Name (select your name) 
‐ Encumbrance amount 
‐ Component Group, Component 
‐ Outside Signing Authority (i.e. GSFIC, BOR, GTFAC, etc.) 
‐ Design or Construction Review (i.e. Frank or Gary review) 
‐ Peoplesoft Account Number 
‐ Amount to Encumber to that Account 
‐ Note that if the contract is to be split across more than one account, fields are  
  provided to do this. (Account 2, Account 3) 
‐ Additional notes may be added to accounting or others in the notes section. 

 

 
 
 
 
 
 
 
 
 
 
 
 

You must fill out all information through the first
amount line, or the contract will not move forward.
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Include the vendor contact email (who will receive the contract)
and the page number of the signature in the Notes area.  If the contract
is a direct award with no signature required, type Direct Award or DA in the 
Notes section.

You must fill out
all info through 
the first amount
line or the contract
will not move 
forward!



Final New Expense Accounts 05.01.14 (Component Group Cost Codes)

Project Component Group Account # Component Description Financial Category

CONSTRUCTION  
860900 CONSTRUCTION Construction Prime Contract HARD COSTS
860901 CONST-ABATEMENT Abatement Material Removal - Separate Contract from Construction Prime Contract HARD COSTS
860902 DEMOLITION Demolition Work - Separate Contract from Construction Prime Contract HARD COSTS
860903 PRE-CONSTRUCTION Pre-Construction Services - Separate Contract from Construction Prime Contract HARD COSTS
860904 SITE DEVELOPMENT Site Development - Separate Contract from Construction Prime Contract HARD COSTS

PROJECT OVERSIGHT  
 860910 PROGRAM MANAGER Program Management Services - External SOFT COSTS

860911 PROJECT MANAGER Project Manager - Staff costs billed by customers to the project (e.g. Campus Services) SOFT COSTS
 860912 FACILITIES FEES Facilities Project Management Fees  (1% Flat Fee proposed for all Capital Projects billed to campus customers) SOFT COSTS

860913 PROJECT OVERHEAD Project Overhead - External - Flat Fees billed to projects by external customers (e.g. GTFI projects at 0.0075%) SOFT COSTS

ARCH & ENG SERVICES
Basic Design Services

860920 PROGRAMMING Programming (if separate contract from Lead Design contract) SOFT COSTS
 860921 LEAD DESIGN Principal Design Contract, Design Lead SOFT COSTS

Special Consultants
860922 A&E SVCS-ABATEMENT Abatement Monitoring, Survey, and Design SOFT COSTS
860923 ACOUSTICAL CONSULTANT Acoustical Consultant  SOFT COSTS
860924 ARBORIST Arborist Consulting SOFT COSTS
860925 AUDIO VISUAL Audio Visual Design SOFT COSTS
860926 COST ESTIMATOR Cost Estimator SOFT COSTS
860927 ENERGY CODE RVW Energy Code Review SOFT COSTS
860928 FOOD SERVICES Food Service Design Consultant SOFT COSTS
860929 LANDSCAPE Landscape SOFT COSTS
860930 LEED Leed Certification Activities SOFT COSTS
860931 PARKING TRAFFIC Parking and/or Traffic Consultant  SOFT COSTS
860932 PRE-DESIGN Pre-Design Consultant SOFT COSTS
860933 SECURITY Security Consultant (site security, building access, etc.) SOFT COSTS
860934 SIGNAGE & GRAPHICS Signage and Graphics Design Consultant SOFT COSTS
860935 WATERPROOFING Waterproofing Consultant SOFT COSTS

LOOSE EQUIPMENT
860940 AUDIO VISUAL Audio Visual HARD COSTS
860941 FFE Fixtures, Furnishings & Equipment HARD COSTS
860942 MOVABLE EQUIPMENT Movable Equipment HARD COSTS
860943 NETWORK ELECTRONICS Network Electronics HARD COSTS

TESTING, SURVEY, ETC.
 860950 ASSESSMENTS Condition Assessment, Historic Structure Reports, Fire Studies, ESA I & II, GEPA Investigation, HABS, Camera of SOFT COSTS

860951 GEOTECHNICAL INVESTIGATION Geotechnical Investigation - Boring, Soils Testing, Material Testing SOFT COSTS
860952 PRINTING Advertising / Printing / Mailing SOFT COSTS
860953 SPECIAL INSPECTION Special Inspections and Material Testing - When Contracted Outside of AE Contract SOFT COSTS
860954 SURVEY Site Survey Work SOFT COSTS
860955 TESTING Water Flow Testing, etc. SOFT COSTS

OWNER CONTINGENCY
NONE GSFIC CONTINGENCY GSFIC Contingency HARD COSTS
NONE OWNER CONTINGENCY Owner's Contingency HARD COSTS

SPECIAL COSTS
860960 BIM Building Information Modeling Consultant SOFT COSTS
860961 COMMISSIONING Commissioning SOFT COSTS
860962 COST/SCHEDULING Cost and Schedule Validation SOFT COSTS
860963 MOVING Moving Costs SOFT COSTS
860964 PEER REVIEW Peer Review SOFT COSTS
860965 PUBLIC ART Public Art HARD COSTS
860966 SIGNAGE Interior or Exterior Signage Installation HARD COSTS
860967 PERMITS / FEES City Fees, Permit Fees, Health Dept Fees, Land Disturbance Fees, Easement & Encroachment Fees, Franchise Fees SOFT COSTS

IN HOUSE SERVICES
(Roll up to Special Costs) 860970 KEYING Key Shop HARD COSTS

860971 O&M SERVICES O&M Services SOFT COSTS
860972 U&E SERVICES U&E Services SOFT COSTS

INFRASTRUCTURE
(Roll up to Special Costs) 860980 CHILLED WATER SERVICE WORK Chilled Water Work HARD COSTS

860981 ELECTRICAL SERVICE WORK Electrical Service Connection / Site Work HARD COSTS
860982 GAS SERVICE WORK Gas Service Infrastructure Work HARD COSTS
860983 STEAM SERVICE WORK Steam Infrastructure Work HARD COSTS
860984 VOICE DATA NETWORK WORK Voice, Data, Network, Cable, Telephone, Security Systems and Cameras, Parking Controls, Door Controls HARD COSTS
860985 WATER SERVICE WORK Water Service Infrastructure Work HARD COSTS

UTILITIES
(Roll up to Special Costs) 860990 CW USAGE Chilled Water Usage Cost During Construction SOFT COSTS

860991 ELECTRIC USAGE Electrical Usage Cost During Construction SOFT COSTS
860992 GAS USAGE Gas Service Usage Cost During Construction SOFT COSTS
860993 STEAM USAGE Steam Usage Cost During Construction SOFT COSTS
860994 VOICE DATA NETWORK USAGE Voice, Data, Nework Usage Cost During Construction SOFT COSTS
860995 WATER USAGE Water Usage Cost During Construction SOFT COSTS

 

 

 

GT IBPA (data from Facilities AIM System)

Date: 12.20.13 K:\KWilson_Project_Files\00_AIM Implementation\Account Codes\Final New Expense Accounts 05.01.14 (Component Group Cost Codes)

This is a detailed key for the cost coding system that has been implemented
for all D&C contracts.
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4) When the Custom Properties form is complete, click the close ‘X’ in the upper right 

hand corner of the screen. 
 
 

 
 

5) The below pop up will appear.  Select ‘YES’. 
 

 
 

6) Your contract is now routing through Web Now for approval and should be visible on 
the Web Now queue. 
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Email Contact for Contracting and Invoicing – USE COMMENTS SECTION 

 

 

Image Now Communication – USE STICKY NOTES ON FRONT PAGE 

 

Please include the 
email of the vendor
who is to receive the
executed contract
in this notes section.

Please use sticky
notes as a rule for all
communications with
accounting.
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CONTRACT APPROVAL INSTRUCTIONS FROM EMAIL: 
 

1) You will receive an email notification when contracts are waiting in your queue for 
approval.  Please note that the email notification frequency can be adjusted (e.g. 
once a day, twice a day, etc.) 

2) Click the HTTP link that is in the email.  The WebNow log in box should appear. 

 
 

3) You will need to log into Web Now using your GT use name and password.             
(Note, this is not your Facilities user name and password.) 

 
 

4) WebNow will open to your workflow queue showing a grid of the contracts that 
require your approval. Double click on the grid line of the contract that you want to 
review. 
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5) The contract will open and look similar to the below with the routing information to 
the right.  Review the contract by scrolling through the pages using the page forward 
and back arrows in the bottom left corner of the window.  OR press F9 to click 
through thumbnails of each page. 
 

 

 
 
 

6) STAMPING THE DOCUMENT: To approve the document, you simply apply your 
approval stamp to the front page of the contract. 

a. Right click on the stamp icon in the annotation bar.   
b. Choose your default stamp by clicking on the appropriate ‘FAC ______ OK’ 

stamp (You’ll only have to do that the first time!)  
c. Click on the document to apply the stamp. 
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7) The stamps will look similar to the below once the contract is complete (but with 
your name instead of Karla’s!) Note that you are the only person who can access this 
stamp – it is tied to your unique log in and password. 

 

 
 

8) Close the window using the RED ‘x’ in the upper right hand corner to complete the 
approval and close the contract. 

9) The below pop up box will appear, and you should select ‘YES’ to save your approval.  
Done! 
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Home > End User Topics > Using ImageNow  > Process Documents > Share > E-mail a document

E-mail a document

The sections that comprise this procedure include:

Select a document to e-mail

Choose an output profile to automatically set e-mail settings

Manually set e-mail settings

Begin w ith the "Select a document to e-mail" section and complete the steps as directed.

Select a document to e-mail

1. In ImageNow Explorer, select the document or documents to e-mail.

2. On the File menu, point to Send To and click E-mail.

3. In the E-mail dialog box, perform one of the follow ing actions:

To select an e-mail output profile, perform the steps in the "Choose an output profile to automatically set e-mail settings" section.

To enter e-mail settings manually, perform the steps in "Manually set e-mail settings" section.

Choose an output profile to automatically set e-mail settings

To select an output profile for the e-mail, perform the follow ing steps.

1. Under General, for Profile, select the appropriate output profile for the individual or group to w hom you w ant to e-mail the document.

ImageNow  automatically populates the remaining f ields.

2. To output the documents, click OK.

Manually set e-mail settings

You must choose an output method to manually set e-mail settings. If  you select Attachment as the output method, you must also set

attachment options.

Choose an output method

To choose an output method, under General, perform the follow ing steps.

1. Optional. For E-mail, type the e-mail address of the individual or group to w hom you w ant to e-mail the document.

Note  Leave the E-mail box empty  to select the e-mail address from the address book of your e-mail client.

2. For Method, select one of the follow ing methods to e-mail the document:

Attachment to attach the document to the e-mail.

ImageNow Link to place an ImageNow  link in the e-mail that can open the document directly w ithin ImageNow .

WebNow URL to place a WebNow  link to w ithin the e-mail that can open the document in w ithin WebNow .

3. If  you selected ImageNow Link or WebNow URL as the method for sending the document, in the Output Profile dialog box, click

OK to output the links to your e-mail client.

4. If  you selected Attachment as the sending method, perform the steps provided in the follow ing “Set attachment options” section.

Set attachment options

If  you selected Attachment as the output method, you must choose one of the follow ing formats for the attachment:

Individual files to output multiple f iles w ithin the ImageNow  document as individual output f iles.

Multi-page tiff for each document to output the document as a single, multi-page TIFF f ile. If  you output multiple documents,

ImageNow  creates a multi-page TIFF output f ile for each document.

Single PDF to output the document as a single PDF file. If  you output multiple documents, ImageNow  creates a single PDF output f ile.
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Perform the steps provided in the follow ing section that are applicable to the attachment format you w ant.

Output as individual files

Output as multi-page tiff

Output as single PDF

If you selected Attachment as the output method and you w ant to output documents as a Single PDF, perform the follow ing steps.

1. For Format, select Single PDF.

2. Under Pages, select w hich pages of the document  to e-mail.

3. Under Annotations, for Include, select one of the follow ing options:

Annotations to output the document w ith annotations.

No annotations to output the document w ithout annotations.

4. Optional. To change the attachment settings, click Options and, in the E-mail Output Options dialog box, perform the follow ing

substeps:

1. Under File Generation, for File name, type a name for the output f ile.

2. For Image color conversion, perform one of the follow ing actions:

None to not modify the color of the output f ile.

Grayscale to convert the color of the output f ile to grayscale. Converting a color output f ile to grayscale reduces its size.

Converting a black and w hite output f ile to grayscale increases its size.

Black and White to convert the color of output f ile to black and w hite. This setting reduces the size of the output f ile.

3. Under Include, select w hether to include sticky note contents.

4. Under Header Includes and Footer Includes, select w hether  to include date and time, document keys, and page number.

5. Click OK to close the E-mail Output Options dialog box.

5. Click OK and send the e-mail as you normally do.

Note  To send e-mail, ImageNow  uses the default e-mail program configured on your system.

 

 Copyright© 2004-2011 Perceptive Softw are, Inc. All rights reserved.
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Facilities Invoice Routing Work Flow – Design and Construction INVOICES

Facilities Accounting
(Quinae)

Project Manager 

Vendor

1

IMAGE NOW

Email

FACILITIES INVOICE ROUTING WORK FLOW

1) Vendor:  Vendor sends an invoice by email to: gtfacinvoice@mail.gatech.edu
Note: If a project manager or accounting receives an invoice, they should direct the vendor to email it to the designated email 
address in the future and provide the contract number and project number to the vendor. The PM can scan and email, or 
forward the invoice to this email address as needed. 

2a) Facilities Accounting:
- If invoice does not have contract number, or project number, it will be returned to the vendor and deleted from the queue. 
- Standard email instructions on new process is included when invoices are returned to the vendor.

2b) Facilities Accounting: 
- Match invoice to contract in Image Now. 
- Enter the following data in Image Now Invoicing Workflow: 

Automated: Vendor Name, Contract #, Project #  
Manual Entry: PO #, Peoplesoft Account #, Invoice #, Invoice Amount, Invoice Date

- Stamps invoice for approval when complete.

3) Project Manager:
- Invoice is routed to a queue for each Project Manager.  
- The PM is notified by email that there is an invoice in their queue for approval. 
- PM reviews invoice for payment approval, reviews all data fields in Image Now, adjusts dollar value for payment as needed,     

notes if invoice should be applied to more than one Peoplesoft accounts as needed, and stamp invoice for approval.

2b 3

Contract Officer
CONTRACTS < $100K

(Donna)

4

Contract Officer
CONTRACTS > $100K

(Teresa)

4

Facilities Accounting 
(Sharon)

5
Project Folder
Invoice filed in 
Contract Folder 

Routing Back to PM
- Invoices can be routed back and forth between accounting and the PM with Image Now.
- Image Now will notify PM by email that an invoice in their queue.
- PM can review, correct and route back to the queue.

2a

4) Contract Officer: 
- Log invoice into AiM, review invoice in AiM to confirm no duplicates and balance available to pay on contract.
- Final Payments - Hold for close out documents as required on final payments. 
- Stamps contract for approval. 
Note: Contracts with a D in the contract number are automatically routed to Donna, without a D go to Teresa.

5) Facilities Accounting: 
- Reviews invoice against open encumbrance report for duplicate pay and encumbrance funding availability.  
- Completes GT Accounts Payable invoice approval form
- Copies document to GT Accounts Payable AP Docs for pay
- Routes copy to GT Accounts Payable Construction Pay queue.

6) Automated: Image Now routes invoice to project and contract folder.  
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WORKFLOW QUEUES
DECODER

INVOICING
Name of Queue Person Managing Queue / or Description
INV Approval Start Sharon Harrah manages invoices coming into the system

INV Return to Approval Start Sharon Harrah manages invoices coming into the system

Purchase Order Invoices  Brenda Cochran manages purchase order invoices

INV Contracting Officer >100 K Approval Donna Vongsouvan manages invoices against contracted amount

INV Contracting Officer <100 K Approval Ericka Thomas manages invoices against contracted amount

INV Accounting Approval Sharon Harrah prepares invoice to go to AP
INV PM Approval Project Manager approval of invoice
INV Return to PM Project Manager needs to respond to an issue on the invoice and route back to correct person in accounting.
INV Approval Complete Invoices that are complete.
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Image Now Communication – INVOICE APPROVAL 

      PM Approval of Image Now Invoices: 

 All invoices will come to you via an invoice queue.  You will receive an email advising you that 

invoices are in your queue.  You can click on the link to open the queue OR you can open 

Image Now and click on the Invoice Active folder. 

 

 
 

 All of the invoices will be in a SHARED queue. Click on the grey column header titled Manager 

1 and the invoices will be sorted by Manager name. 
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 Double click on the first invoice in your queue to open the invoice for review and approval. 

 

 Note: Hit F7 if the Document Keys and Custom Properties window is not visible.  
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 To approve an invoice, select the FAC INV OK to Pay stamp by right clicking on the stamp 

button.  You should only have to select the stamp the very first time you approve an invoice. 

Click on the front page of the document to stamp your approval. 

 PM responsibilities:  

o Review invoice for payment approval,  

o Review all data fields in Image Now that have been completed by accounting, 

o Adjust dollar value as required for cut payment. 

(Please use a sticky note to explain why you are cutting invoice payment.) 

o Add peoplesoft account numbers and amounts if the invoice must be split.                   

(This should be an exception.  Normally you can leave as‐is.) 

o Use stamp to stamp your approval of invoice. 
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 Note: You can move from invoice to invoice in your queue, using the arrow. (Be sure that you 

don’t move into other PMs invoices.)  If you chose to use this button a menu will pop up asking 

if you want to Return to Queue.  Selecting Return to Queue, will save your changes and move 

you to the next invoice.  

 

 
 

 

 

 

 

 

 When you are done approving invoices, click the RED ‘X’ at the upper left corner.  This will save 

your changes and close the invoice. 
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RETURN TO PM: 

 There is a queue of invoices that need input beyond a simple approval.  These invoices are in 

the INV Return to PM queue.  (The workflow queue column indicates if the invoice is in the INV 

PM Approval queue or the INV Return to PM queue.) 

 You’ll need to read the sticky note (yellow note in center of first page) and respond to 

accounting with an action.  Please respond ON THE STICKY NOTE. 

 When you are complete, you need to forward the invoice back to the accounting staff person 

who sent you the invoice. 
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Image Now Communication – INVOICE APPROVAL TRANSITION 

PM Accounting Transition Assistance: 

 Vendors are going to be notified to send all invoices to gtfacinvoice@mail.gatech.edu and to 

provide the contract and project number on all invoices.  These instructions have been added 

to all Notice to Proceed documents.    

 Accounting will be matching up all invoices with the contracts already in Image Now.  We have 

approximately 500 contracts (from prior to FY15) that are not in Image Now.   

 There will be a transition period where older contracts are sun‐setting, and vendor’s are 

beginning to receive the revised NTPs, where PMs will need to assist accounting in the 

following ways: 

o If you receive hard copy invoices (via mail), please scan and forward them to the invoice 

email address. 

o If you receive emailed invoices, please forward them to the invoice email address. Please 

also send a quick email to the vendor advising them of the new invoice email address, and 

providing them with the project and contract numbers for that invoice, so that they can 

properly submit the next invoice.  

o Please do not submit hard copy invoices to accounting after the launch date. 

o If you are forwarding an invoice to the invoice email address, please help accounting code 

the invoices and include the contract number and project number in the email on all 

invoices if the vendor has omitted this information.   
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NAVIGATING TO FIND PROJECTS, CONTRACTS, INVOICES 

   

CONTRACTS 

1) Fac Mgmt Contracts Active – These are contracts that are in the workflow for approval.  They remain in 

the Active folder for 7 days after they are issued and then automatically move to Archive. 

2) Fac Mgmt Contracts Archive –This is a searchable permanent archive of all D&C contracts. 

INVOICES 

3) Fac Mgmt Invoices Active ‐ These are invoices that are in the workflow for approval.  They remain in 

the Active folder for 7 days after they are issued and then automatically move to Archive. 

4) Fac Mgmt Invoices Archive – This is a searchable permanent archive of all D&C contract invoices.  

PROJECTS  

5) Fac Mgmt Projects‐ All of the invoices and contracts within an AiM project number roll up into this 

folder 

1
2

3

4

5
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View of Invoice Folder 

 

Click on any line item and the document will open.
Hit F7 if the document keys and properties are not visible.

double click to 
open document
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View of Contract Folder ‐ Active 
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View of Project Folder 

 

 

The project folder view includes all contracts, and invoices
for any project, and is organized by AiM project number.
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Facilities Contract Routing FAQs 

 

1. Once I capture and save a contract, how can I tell if it has routed into the 

approval process? 

  All the custom properties from the “Project Budget<$100K? or IDIQ or TO” line item through the 

“Amount 1” line item are required to auto‐route your contract into the approval routing.   

 

Once you complete the required fields, close and save the contract (use  ).  It will auto‐

route to the next queue after approximately 1 minute. You cannot manually forward it. 

If you do not enter a value or select a value for each of these required fields, your contract will 

not auto‐route forward.  It will sit in the CTR Approval Start queue.  

You will receive an e‐mail notification if your contract sits in the Start queue for over 30 

minutes.  Use the link from the e‐mail to log back into ImageNow and be taken directly to 

complete the required fields.  Close and Save the contract. 

 

2. How do I search for a contract? 
Use the created filters in the document views to see all contracts OR search for specific 

contracts by document key values.   

 
 

Click on the view name and the return grid will look like this: 
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Use any of the filters (identified by the filter icon next to it) to search for specifics. 

 

3.  How can I create a personal filter to show only documents where I am 

  Manager? 
  You can use the created views to make filters that show only your documents. 

  1. Click on the view of the document type you want to see.  The grid of all documents will show. 

  2. Use the Quick Search tab to choose ‘Custom Property’ from the drop down.  

   
 

  The Custom Property window will pop up.  

  3. Choose ‘Manager 1’ from the Custom Property box.  

   
 

 

 

4344



 

  4. Choose the qualifier ‘is equal to’ and choose your name from the drop‐down box. 

 
 

5. Click the green ‘Go’ at the end of the Quick Search bar to view the results of your filter. 

6. To Save this filter,  click the Save Filter icon in the toolbar. 

 
7. Name your filter: 

 
8. Click Ok. 

9. Your personal filter will populate in the list of filters associated with the document view. 

 
 

4. What does the “Workflow Status” in the grid mean? 

The Workflow Status column will show “Completed” after the contract has been processed by 

the contract officers, which is the last stop in the approval workflow. It is in the CTR Approval 

Complete. 

 

The Workflow Status column will show a blank after the contract has been complete over 7 

days. The contract will then be moved to the archive.  Contracts that have been archived are not 

in workflow, therefore no workflow queue and no workflow status. 

 
Workflow Status will show “Idle” if the contract is not open or being acted upon. 

Workflow Status will show “Working” if the contract is open and being acted upon. 
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5. Once I find a contract, can I edit it? 

  The Workflow Queue column in the grid tells you what queue the contract is in. 

  PMs have editing rights in (1) the CTR Approval Start workflow queue when the contract is first 

  captured and in (2) the CTR Return to PM workflow queue if the contract has been returned by 

  an approver.   

  A PM may edit a contract only if they are in one of these 2 queues. 

6. If a contract is in a workflow queue that I have access to, how do I edit it? 

 
The Document views where the search tools and filters are found are for searching for and 

viewing documents. The contract must be open in workflow in a queue that you have edit rights 

in to be able edit it. 

 

1. Locate the contract in the grid. 

2. Double‐click on the contract line item. The item will open in the viewer. 

3. In the menu bar, click Workflow.  If you have edit rights on the workflow queue 

where the contract resides, click ‘Open in Workflow’. 

4. Edit the contract. 

5. Save and close (use  ). 

 

7. Once I make changes to the contract, how do I route it back into the 

approval process? 

  Click the Route Forward button   at the bottom of the window to route the document 

forward back to the CTR Approval Start queue. 

  Or from the grid,  

    1. right‐click on the contract line item, 
    2. Click on Workflow‐>Route Forward. 

8. How would an approver route a contract back to the originating PM? 

4546



1. If you need to return a contract for a PM to review or correct, click the   annotation in the 

annotation bar, then click on the document to write a text annotation stating what needs to be 

corrected.   

2.      OK out and your text should annotate the page. 

3. Click the Route Forward button   at the bottom of the window to route the document 

forward to the CTR Return to PM queue. 

 

9. Will the PM be notified that a contract has been returned? 

Yes, the PM will be notified by e‐mail if a contract where he/she is selected as Manager 1 is 

returned for review or correction.  The PM can use the ImageNow link or the WebNow link to 

login to the CTR Return to PM workflow queue. 

 

     10.  How will a PM know when a contract has completed approval routing? 
The Workflow Status column will show “Completed” after the contract has been processed by 

the contract officers, which is the last stop in the approval workflow. The contract will then 

auto‐route to the CTR Approval Complete queue where it will sit for 7 days. 

 

The Workflow Status column will show a blank after the contract has been complete over 7 

days. The contract will then be moved to the archive.  Contracts that have been archived are not 

in workflow, therefore no workflow queue and no workflow status. 

 
Workflow Status will show “Idle” if the contract is not open or being acted upon. 

Workflow Status will show “Working” if the contract is open and being acted upon. 
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11.  How can I change the appearance of my grid? 

1.      On your toolbar, click Settings‐>Options or File‐>Options. 

2.      In the ImageNow Options window, click Grid Appearance in the left menu. 

3.      In the grid appearance options, you can change the size and style of the header font (which 

will resize the columns so you don’t have to scroll) and the table font among other items. 

  

 
4.      Apply and OK out. 

 

 

     12. Is there a way to trace the path of a contract? 
   

  Yes, the history of the workflow path is always available. 

 

  1. From the grid, right‐click on the line item and click Properties at the bottom of the menu OR if 

  you have the item open in the viewer click File‐>Properties. 

  2. Click the ‘+’ to the left of Workflow in the left margin. 

  3. Click on the queue name below the Workflow. 

  4. Click on the History tab to the right. 

48



 

 
 

The grid will give you the document status, action (reason), time of the action, queue name where the 

action occurred, the user who completed the action. 

 

 

13.  How can I ImageNow Print in color to ImageNow? 

1. In your Devices and Printers area, find the ImageNow Printer. 

2. Right‐click on the ImageNow Printer. 

3. Click on Printing Preferences 

4. In the ImageNow Printer Printing Preferences dialog box, perform the following steps to print your 
document in color: 

1. On the Paper/Quality tab, verify that Color is selected. 

 

2. On the Compression tab, in the Color Options section, in the Color Reduction list, select Reduce 
to Optimal Palette. Leave all other settings. 
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3. To close the ImageNow Printer Document Properties dialog box, click OK. 

4.  In the Print dialog box, click OK.  The settings will be retained. 

5. Print your document to the ImageNow printer and use the capture profile you created. 

 

14. The icons at the bottom are rather small and hard to read (for me). Is there 
any way to make them bigger? 
 

1. On the menu, click on View‐> Toolbars‐>Customize. 
2. Check the 'Large Icons' box in the Other area. 
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3. Close. 
The size of the buttons should adjust immediately. 

 

15. How do I show/hide the properties window or the thumbnails window? 

Hit your F9 key to show/hide the Thumbnails…or you can click View‐>Thumbnails. 

Hit your F7 key to show/hide the Properties window….or you can click View‐>Properties. 

The sticky note is like a running conversation annotation. 

16. How do I add or respond to a sticky note annotation? 

 

To add a sticky note annotation: 

1. Click the sticky note button at the top of the viewer.    
2. Click a location on the page.  The Sticky Note dialog box will open. 
3. Enter your text message in the top open box. 

 
4. Click the ‘Add’ button on the right to add your text to the sticky note. Your note with a user 

name and date stamp will move to the History box. 
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5. Click Close. The sticky note will save when you Save and Close the contract. 

 

To respond to a sticky note that has already been created: 

1. Double click on the sticky note to open it. 
2. Follow steps 3‐5 above. 

 

 
17.  Can I export a view filter to Excel? 
Yes, you can.   

Create your filter query to show only the contract line items you want to see. 

Right‐click on any line of the grid. 

Click Export Grid. 

Give your file a name and a Save destination.(It will save as a .csv file that you will pen with Excel). 
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OFFICE OF FACILITIES DESIGN AND CONSTRUCTION 

CAPITAL PROJECTS  
Georgia Institute of Technology 

955 Fowler St., NW 
Atlanta, Georgia 30332-0410 

Tel. (404) 385-3881 
 

 
Image Now ‐ Process Improvement 

November 19, 2014 
Business Services Office 

 
Attending: Karla, Lisa, Kim, John, David, Teresa, Donna, Quinae, Ericka, Sharon 
Meeting Notes and Decisions in RED 
               

A. Invoice Routing 
a. Using Text for Notes to Accounts Payable 

i. If we are cutting a payment, should we use the Text feature on the front page (in lieu 
of a sticky note) so that the note will go on the invoice sent to Accounts Payable?  Is 
this necessary, or does Sharon transfer the notes into the Accounts Payable Image 
Now. 

                             PROCESS:  
‐ PMs will be requested to use TEXT on the first page of the actual invoice (not first blank 

page) and they need to note that they are cutting the invoice.   
‐ PMs will be requested to change both invoice payment amount fields when they cut an 

invoice. 
‐ Everyone will put stamps on the first page of the invoice (not first blank page) 
‐ Sharon will send the invoice back the PM if they do not follow this procedure. 
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b. List of All Queue’s – INV Return to Start 
i. It would be helpful to have a list of all the Queue’s and what they are for 

 
 Purchase Order = Ericka 
>100 = Teresa 
<100 = Donna 
Invoice Approval Start or Invoice Return to Approval Start = Quinae 
Invoice Accounting Approval = Sharon 

 
c. Multiple Invoices Submitted in One Email 

i. Vendor submits more than one email in a PDF to the email. 
                              

PROCESS:  
‐ Quinae will go into her invoice email, and reply back the vendor and ask the vendor to 

re‐submit the invoices individually.  If a GT PM forwards multiple invoices, Quinae will 
tell the PM to separate them out / get the vendor to separate them out. 

‐ Quinae will delete the invoice with multiple copies from the queue. 
‐ Everyone will start telling vendors that invoices must be emailed individually. 

 
d. Invoice without Invoice Number 

i. Document current process.  Vendors and PMs will try to look up invoices and the 
invoice number has been changed by Facilities, so this needs to be clear. 

 
PROCESS:  
‐ Invoices that do not have a number will be pushed back to the vendor by either the PM 

or Quinae.  The vendor will be requested to submit all invoices with an invoice number. 
It is preferable if the invoice number is at least 3 digits. 

‐ For construction periodic payments, the contract number will be added to the front of 
the invoice number to make it more searchable. (e.g. for invoice #2, the number would 
be 0174‐13‐2). 

‐ For all other invoices (consultant invoices), the actual invoice number will be used.   
 

e. Deleting Invoices 
i. Right now the entire accounting team can delete invoices.   

 
PROCESS:  
‐ Sharon and Quinae are to be given privileges to delete invoices. 

 
f. Invoice Routing – Wrong PM 

i. What happens if a PM gets an invoice that does not belong to them?  No way to 
forward back or send to another PM?  Right now the only way to move it is to 
approve it? 

PROCESS: 
‐ Karla fixed the software during the meeting so that a PM can route an invoice back to 

start that does not belong to them. 
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g. Invoice Routing – more than one peoplesoft account 
i. Sharon asked how to duplicate an invoice to submit to Accounts Payable in Image 

Now.  For invoices with multiple people soft accounts she has to submit the invoice 
individually for each invoice. 

 
PROCESS: 
‐ Karla showed Sharon how to copy the document.  File, Copy Document; Change PO 

Number, etc; Click Send to Workflow Queue. 
 

h. Windows Issue – Accounts Payable Image Now + Facilities Image Now 
i. Sharon is unable to open the Accounts payable Image Now, and the Facilities Image 

Now simultaneously.  As a result, she has to type everything onto the invoice in text, 
and then type it in again in Accounts Payable. 

 
This has been resolved. 
 

i. Purchase Order Invoices – Where to send? 
i. Will purchase order invoices continue to be sent to Accounts Payable, or will they go 

to the GTFAC invoice email? 
 
PROCESS: 
‐ Purchase order invoices will continue to go through Accounts Payable.  Only contracts 

with an AiM contract number (i.e. Donna and Teressa’s contracts) will go to the GTFAC 
invoice email. 

 
j. Purchase Order Invoices – PM responsibility for Duration in Queue 

i. Once the invoices leave the accounting department and go into the PM queue, what 
happens? 

 
PROCESS: 
‐ The invoices age in the PM queue.  Everyone, including managers, have visibility to this 

shared PM queue.  There is no action required by accounting once they go to the PM 
queue. 
 

k. Purchase Order Invoices – PM Name and Adding a Project 
i. Should Polly or Reagan’s name be used if Ericka starts a new project in the Manager 1 

slot? 
 
PROCESS: 
‐ It is fine to use Polly or Reagan’s name in the Manager 1 slot.  If it is a larger project, the 

project will already be set up before furniture is ordered.  If it is a furniture order only 
project, and they are the first to procure something, it is probably one of their projects 
only.  The Manager slots in Project are for convenience only and don’t have to perfectly 
assigned.  PMs can search other ways to find their documents. 
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B. General Image Now Items 
a. Procurement Folder: 

i. How is this going to work? Process for PMs to get this input / get it to Teresa? 
ii. How are we going to handle selection sheets? 

 
PROCESS – Selection Sheets    
‐ PMs will include the selection sheets only when routing in the contract PDF.  They will 

place a note in the notes section of the pages to delete from the PDF when sending 
contract to vendor. This note will help Donna and Teresa make sure that they are not 
sending the selection sheet to the vendor. 

‐ Teresa and Donna will need to check through the contract before sending to the vendor 
to make sure that the PMs have remembered to do this. 

  
PROCESS – Bid / Procurement Documents   
‐ RFP/Q proposals, selection sheets, and bid documents will be stored in the new 

Meridian document management system. 
 

 
b. File Size Issue  

i. CM at Risk contracts and invoices are large. Image Now locked up when trying to print 
to Image Now . What is file size limit?  How do we handle this? 
   

                             This could be a computer speed/ processing issue. Image Now does not have a file size limit. 
 
 

c. What is Process for Designating Signature Authority: 
i. Do we have a handout on this?  Will Lisa handle? 

 
PROCESS:  
‐ Notify Business Services (Lisa) and the change will have to be made in the software 

 
 

d. O&M and EH&S: 
i. Recommend that we use PM names if they are available, but leave these defaults in 

case we are waiting for a name to be added, or there is a shift in personnel. 
 
PROCESS:  
‐ We will go ahead and delete generic O&M and EH&S names from the contract routing 

and invoice system.  If new PMs need to be added, they should be directed to Kim or 
Lisa for the form to have them added to Image Now. 

 
e. Projects Folder Set Up: 

i. What is our process for setting up the folders?  Does Quinae set them up (moving 
forward) when the PRF comes through (Probably best)?  Or, do we wait for the first 
contract to be routed? 
 

PROCESS:  
‐ Quinae is going to feel this out and will be either adding the folders when the PRF 

comes through, or when the first invoice comes through.  Ericka also adds folders for 
projects that are managed only by Polly with Purchase Orders (furniture, carpet only 
jobs). 
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f. Project Name in Project Folder:    

i. Can we add a project name column to the Projects folder? 
ii. Should we add a second project manager name to the Projects folder? 

iii. Can we go ahead and fill out , Project Name, Bldg # and Alternate Project #?   
 
This is complete. 
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APPENDING DOCUMENTS IN IMAGE NOW 

 

1) Open the existing document in Image Now that you want to append (or insert) a new document 
into. 
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APPENDING CONTRACTS



2) Open the document that you want to insert (PDF). Go to File, select Print. Select the Image Now 
Printer. (In this example, we are inserting an insurance certificate to the contract document 
already in Image Now.) 

 

 

 

3) Click OK when the Capture Profile Box appears. 
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5) When the proposed key window comes up, you’ll need to fill out the document keys for the 
document you are inserting to *exactly* match the document keys on the existing document.  
Only the following (5) keys have to be completed: Project Number, Contract Number, 
Amendment Type, Amendment Number, and Vendor.  Click CAPTURE when you are done. 
NOTE: For fields that are not pull downs, it is recommended that you copy / paste from the 
original document keys to the new fields so that they match exactly.  These keys are the 
document address, which is why they must be exactly the same. 
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6) When the document that you are appending opens, you do *NOT* need to complete any other 
fields.  Simply click the red ‘x’ to close the document.  (You might want to double check that all 
the fields match exactly first!) 
 
 

 
 

7) Click Yes. 
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8) If this message comes up, you are on track and your document is going to append correctly. 

Click OK.  (This message is asking if you know that you are about to add to an existing 
document.) 
If this message does NOT come up, you had fields that were not exact and you’ve created a 
brand new document in the queue.  You’ll need to Route it Forward to the accounting 
department to delete it from the queue. 

 

9) Reopen the document that you were appending to, and you’ll see the new pages at the end of 
the document.  You can drag and drop them into the order that you prefer. 
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Facilities ‐ Capture Profile Creation for Appending Invoices 

Create Capture Profile (This must be complete ONE TIME only to set up the ability to append) 

A. Log into ImageNow 

B. Click the down arrow to the right of the Capture Button 
C. Click on Manage Capture Profiles 

D. Click on Create 
E. Create a new profile using the following settings on the 3 tabs (settings to match below!).  

On the General Tab, the Name: field should be Append Invoice. 
 

    

F. Hit CLOSE 
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Facilities – APPENDING INVOICES 

        Note: In order to append an invoice, you must first set up an Append Invoice capture profile.  See above. 

A. Open the invoice that you want to append. 
B. Open the PDF document that you want to add, and Print that document to the ImageNow Printer. 

C. When the below screen appears, select the “Append Invoice” profile from the pull down, and click OK. 

 

D. Copy the Document Keys information from the ImageNow document to the blank fields of the document to be 

appended.  You must copy and paste the following fields from the original document into the fields of the document 

being appended: Name, Project Number, Contract Number, Invoice Number, PO Number, and Vendor Name. 
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E. Click “Capture” and the document will be printed into ImageNow.   

F. Click the Red X (upper right corner) to close the document to be appended.  

G. A prompt will appear asking if you want to save the scanned image: Click YES.    

 
H. A prompt will appear notifying you that you are adding to an existing document: Click OK. 

 

 

I. You will need to close and reopen the original document for the appended document to appear.   

The document to be appended has been added to the end of the existing document.   

Note that you can drag and drop the added pages to any location within the existing document.   

J. If you make a mistake, the document will be in the INV PM Approval queue, and you will need to route 

it forward in workflow to someone in accounting with a sticky note to delete the document that did not append. 

 

 

♦♦♦ DONE  ♦♦♦ 
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Create Two Budget Amendment Capture Profiles.   One is used for the initial capture.  The second is used to append documents later, should you need to. 

Click on Capture, then on the pull down menu select Manage Capture Profiles.  Click Create. 

Create a Capture Profile “BA – Facilities” for the Budget Amendment Process with the following properties 

Enter the data below and all of the field information on each tab below.  It must match exactly.  Click Close and the profile will be saved. 
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Capture Profile for Appending to Budget Amendments 

Create an ImageNow Printer Capture Profile with these settings: 

     

On tab 3 (Document Keys) two items are cut off in this screen shot. 

• Drawer should be “Budget Amendments”   (circled in blue) 
• Doc Type should be “Budget Amendments – Append”   (circled in red) 

How to Append  

1. Open the existing document to be appended to, and copy its name:    
2. Close the document. 
3. Open the document you want to append.  Print it to ImageNow printer, and at the ImageNow Print prompt, select the profile  “BA- Facilities  - Append”  
4. At the next prompt for Proposed Keys, paste the document name copied from step 1. 
5. The document will appear in an ImageNow Viewer window, with the pasted name, all other fields will be empty.  
6. Click CAPTURE. 
7. When document appears, close with the Red X in upper right hand corner. 
8. Open the original document.  You will find the new page(s) appended to the end of it. 
9. Pages can be moved by dragging and dropping. 6969

Select Budget Amendment
Append

Select Budget Amendment



How to ImageNow print a Budget Amendment 

 

Complete a Budget Amendment form, and attach any back up into a single PDF. Then select print to the ImageNow Printer.  Set the Properties as follows: 

 

 

Go to Properties, then select Compression Tab, Change Color Reduction to 
“None” and Dithering to “Floyd‐Steinberg 

 

Click OK 
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Print ONLY Page 1 

 

Select the BA – Facilities Capture Profile on the pull down menu, then click OK. 

 

 

You will be prompted for a Project Number (AiM Project Number).  Enter the project number in the format xxxx‐Year.  If this is your first budget amendment 

on the project and you do not have a project number assigned yet, enter 0000‐year (0000‐2016).  Once funding is approved, a project number will be added 

later by the Facilities Accounting Department.  Click OK 
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Index prompt will appear.  Enter other applicable information on the Budget Amendment. Click Capture. 

Notes: 

Amendment #:  Use zero if this is the first budget request on a project. 

Amount Requested: This is the amount of funding requested in the budget request being routed. 

Amended Total Project Budget:  This is the total amount of funding requested to date, including the request being routed.  Note that if this is your first 

funding request on a project the amount requested and the Amended Total Project Budget will be the same amount. 
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Select Manager 1 and Design or Construction (Required).  Click Red X in upper right hand corner to close and save the budget amendment. 

 

 

After completing all Index fields, and the two required Custom Properties, the document will automatically route to either Design or Construction review. 
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FOUR

Fill out the following fields:
Manager 1
Design or Construction Review
PS Account/s and Amount/s.

If this is a budget amendment fill in the 
Peoplesoft number/s for the project and fill out
the amount of funding needed.
If this is a first time budget request put a zero
in the Peoplesoft numbers field, and fill out
the amount of funding needed.



Append to a Budget Amendment 

To append to an existing Budget Amendment, first Open the BA, and copy contents of the Name field to clipboard: 

 

Print the document to be appended, using the ImageNow printer, but select the “BA – Facilities – Append” Capture Profile 

Paste the Name into the empty Name index field. 

 

Click the Red close button with an ‘x’ in the upper right hand corner, which will save the scanned Image.  

The second document will be appended to the existing Budget Amendment.  Note that you will have to reopen or refresh the existing Budget Amendment in 

order for the appended pages to appear. 
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Overview of Budget Amendment workflow 

 

 

 

1. PM completes and print‐captures only Page 1 of Budget Amendment into BA Approval Start.  May use 0000‐2016 placeholder if a project 

number has not yet been assigned.  

2. BA forwards to either Construction or Design Appr as appropriate, approver stamps 

3. D&C, Financial Dir, VP Fac review and stamp approval 

4. Budget Analyst completes only Page 2 of BA, appends it to document, stamps approval 

5. Budget Director reviews and stamps BA, doc moves to BA Cap Budget – To Sign.   

6. In BA Cap Budget ‐ To Sign  

a. document is printed to hard copy for review and wet signature by J. Scott and S. Swant 

b. Signed copy is print‐captured back into ImageNow, appended to existing document in ImageNow. 

c. Document is manually Route Forwarded, to Facilities Sr. Financial Analyst 

7. Facs Financial Analyst sets up the project in AIM if it is not already, may increase AIM funding, corrects fictional AIM number if necessary. 

Stamps Approval 

8. Document moves to BA Complete.  PM is notified by email that document is in the queue for review. 

 

At any step 1‐5, the BA may be sent back to PM for correction.  After correction PM may then send it directly back to whomever sent it back. 
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How to Rename ImageNow Capture Profiles: 

Click the small down arrow next to “Capture”   Select “Manage Capture Profiles . . .” 

 

 

 

 

A list of Capture Profiles will appear.  Click Modify on any, and in the Name: field rename it with a short 

descriptive name.   Put text in the Description to further describe it.   

 

Rename all capture profiles with descriptive names and descriptions. 
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Budget Amendment Review and Approval by Any Facilities Approver.docx 

Budget Amendment Review and Approval by Facilities Approver 

1. You will receive an email similar to below, notifying you that you have a document available for review and a direct link to the queue containing the
document.

From: ap.ask@business.gatech.edu [mailto:ap.ask@business.gatech.edu]  
Sent: Tuesday, March 08, 2016 11:34 AM 
To: Rhode, Charles G <chuck.rhode@facilities.gatech.edu> 
Subject: WebNow / ImageNow BA VP Fac Appr has 1 documents for review/approval 

Document requires your review and approval. 

View your queue: https://www.webnow.gatech.edu/webnow/index.jsp?action=workflow&queue=BA%20VP%20Fac%20Appr 

2. Click the link, your browser will open.  You may see a message like this.  Simply click “Activate Java” or “Run this Time”

Firefox message:   

~or~ 

Internet Explorer message: 
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https://www.webnow.gatech.edu/webnow/index.jsp?action=workflow&queue=BA%20VP%20Fac%20Appr


Budget Amendment Review and Approval by Any Facilities Approver.docx 

3. You’ll be prompted to login to WebNow.  Enter your regular ATTID and password and click Connect:

4. Your queue (BA VP Fac Appr) with a document for review will automatically open:
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Budget Amendment Review and Approval by Any Facilities Approver.docx 

5. Double-click the document, and it will open for viewing:

Upper-right, you will notice preceding approval stamps from Construction or Design, D&C Director and Financial Director 
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Budget Amendment Review and Approval by Any Facilities Approver.docx 

6. Review the Amendment.  If you approve, Right-click the Stamp icon, select your “Fac VP OK” stamp.  For future documents, your stamp will be pre-
selected.

7. Click on the vertical line next to the other stamps to place your stamp.   You may also place notes on the document using the yellow sticky note icon.

80



Budget Amendment Review and Approval by Any Facilities Approver.docx 

8. Click the red close button, upper-right .    The document will close and be automatically sent to the next reviewer. 
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Budget Amendment Review and Approval by Facilities VP 

1. You will receive an email like the below notifying you that you have a document available for review and a direct link to the queue containing the
document.

From: ap.ask@business.gatech.edu [mailto:ap.ask@business.gatech.edu]  
Sent: Tuesday, March 08, 2016 11:34 AM 
To: Rhode, Charles G <chuck.rhode@facilities.gatech.edu> 
Subject: WebNow / ImageNow BA VP Fac Appr has 1 documents for review/approval 

Document requires your review and approval. 

View your queue: https://www.webnow.gatech.edu/webnow/index.jsp?action=workflow&queue=BA%20VP%20Fac%20Appr 

2. Click the link, your browser will open.  You may see a message like this.  Simply click “Activate Java”

3. You’ll be prompted to login to WebNow.  Enter your regular ATTID and password and click Connect:

82

https://www.webnow.gatech.edu/webnow/index.jsp?action=workflow&queue=BA%20VP%20Fac%20Appr


 Your queue (BA VP Fac Appr) with a document for review will automatically open: 
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4. Double-click the document, and it will open for viewing:

Upper-right, you will notice preceding approval stamps from Construction or Design, D&C Director and Financial Director 
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5. Review the Amendment.  If you approve, Right-click the Stamp icon, select your “Fac VP OK” stamp.  For future documents, your stamp will be pre-selected.

6. Click on the vertical line next to the other stamps to place your stamp.   You may also place notes on the document using the yellow sticky note icon.

7. Click the red close button, upper-right .    The document will close and be automatically sent to the next reviewer. 
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PRINTING QUALITY ISSUES 

Contract printing quality varies widely between PMs and between documents.  The following shows 
how to permanently set ImageNow printer properties to produce high quality document captures.  You 
MUST go through Control Panel, Devices & Printers, to make these changes stick from session to 
session. 

 

1. Start Button 
2. Select Devices and Printers 
3. Locate the ImageNow Printer and Right Click.   
4. In fly-out menu select “Printer Properties” (NOT Properties at bottom of menu) 
5. ImageNow Printer Properties box appears: 

 
 

6. Click Preferences, ImageNow Printer Printing Preferences box appears: 
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7. Click Advanced, ImageNow Printer Advanced Options box appears: 

 
 

8. Set print Quality to 300 x 300 dots per inch, and OK. 
9. Previous ImageNow Printer Printing Preferences appears, Select the Compression Tab 

 

10. Set Color Reduction to None 
11. Set Dithering to None 
12. Click OK, OK, and close “Control Panel Devices and Printers”. 

These printing preferences are now permanently set for your ImageNow printer.  Assuming the original 
is of high quality, your contracts will now be consistently captured in high quality. 

 
 Note:   When capturing Budget Amendment Excel spreadsheets, follow the Budget Amendment 
instructions to choose Floyd-Steinberg Dithering, to maintain color fidelity for the BA document.  You 
may change dithering temporarily, on-the-fly through printer properties, when printing Budget 
Amendments. 
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USE OF ANNOTATIONS ON DOCUMENTS: STICKY NOTES vs TEXT and LINE TOOLS 

 

ABOUT THE TOOLS 

Sticky Notes: 

Sticky Notes can be utilized to communicate as documents are passed between various reviewers and the document initiator.  They keep a running conversation 

intact on the document file in Image Now.  Sticky Notes do not print on the final document when issued.  Best practice is to keep a single sticky note with a 

running conversation – don’t start a new sticky note for a reply. 

Text or Line Tools: 

Text or Line Tools can be used to mark up a document or to edit a document.  The mark ups will permanently reside on the document when printed or issued. 

 

BEST TOOLS FOR THE JOB: 

Annotating Contracts: Sticky Notes are the only annotation tool that should be used on contracts.  The sticky notes will stay on the contract within Image Now 

for future reference, but the advantage is that they do not print out on the document when the document is issued to the vendor.  We don’t want text notes 

which do print to be used on contracts because a contract is a legal document and we don’t want to confuse the vendor with random notes between D&C 

Facilities Staff. 

Annotating Budget Amendments:  Use Sticky Notes for conversations.  Use Text or Line Tools for minor mark ups on the document.  If major changes are 

required, append new pages into the document. 

Annotating Invoices: Text or the Line Tool should be used for any invoice mark ups or notes to accounting that need to move forward with the invoice.  For 

example, if you are cutting payment use the Text or Line Tool.  This way the notes will go all the way through to Accounts Payable.  It is OK to use Sticky Notes for 

conversations, but know that they will not go with the document to Accounts Payable once the document leaves Image Now. 
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HOW TO CORRECT RESOLUTION ISSUES IN IMAGE NOW 

1) First go to the control panel and under Hardware and Sound select view 

devices and printers. 

2) Right click on the Image Now printer. 

3) Select printer properties. 

4) Select Change Properties.  It is a select button at the bottom of the display 

box. 

5) Select the Preferences button. 

6) Select the Advance button on the bottom right side. 

7) Then click on the Print Quality line.  This will cause an arrow to appear at 

the right of the numbers.  Select the arrow and scroll down to either 600 x 

600 or 720 x 720 dpi. 

8) Select ok and as the various screens close select the Apply button if it 

shows up at eh bottom of the dialog box or select ok located in the same 

location.  If the Apply button appears and you only select Ok your changes 

will not be saves as your default. 
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