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Course Overview

Discussion

Nolij Web is a document imaging software application. Document imaging is the online
storage, retrieval and management of electronic images of documents. The main
methods of capturing images are scanning paper documents and copying electronic
documents.

The University is using Perceptive Nolij Web (Nolij Web) to image, annotate, retrieve
and manage our large volume of documents. Most of these documents are originally in
paper form, are scanned into Nolij Web and saved electronically to a folder for a
particular student, employee, alumnus, friend of The University or business entity. Some
of the documents in Nolij Web are created originally in electronic form, such as a Word
document, and are copied to Nolij Web.

At this writing, The University has realized the following benefits:
e Better student service through immediate access to student files and no lost or
misplaced files
e Increased staff productivity through faster storage, retrieval, analysis, and
management of document information
e A more collaborative environment through both the consolidation of information
from many sources and the immediate sharing of data with other campus users

Course Objectives

In this course, you will learn:
e How to get started with Nolij Web
e How to get help
e To efficiently use the Nolij Web interface for inquiries
e To efficiently use the Nolij Web interface for scanning

Ver. 2014.03.10 Page 3 pstrain@uakron.edu
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Lesson 1: Get Started with Nolij Web

In this lesson, you will learn about resources at The University of Akron that are
available to you, as you begin to use Nolij Web.

Topics

» Get help with Nolij Web
» Login and logout
» Change roles

» Record retention

Note: If you will be accessing Nolij Web using the wireless network on campus,
VPN software needs to be installed on that laptop. Contact the Support Desk
at x6888 for assistance or view the Support Wiki at
http://support.uakron.edu/wiki/index.php/Vpn .

Ver. 2014.03.10 Page 4 pstrain@uakron.edu
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The University of Akron

Get Help with Nolij Web

Contact Type

Comments

Contact

IT Contact

Resource person for
departmental setup and

Matthew Bungard
mrb3@uakron.edu

technical issues X6663
Help by Phone For problems/questions | Support Desk
about using Nolij Web X6888

and changes to
departmental setup

Record Retention

The University of Akron
is required to comply
with the Ohio Public
Records Act. Electronic
records and hard copy
records must comply
with the law.

James Hilliard, University Records Manager
jnhl@uakron.edu
x8182

S. Victor Fleischer, UL Archival Services
svfleis@uakron.edu
x6253

Scott Campbell, Assistant General Counsel and
Records Compliance Officer
smc4@uakron.edu

X7226

Records Retention documents at:
General Counsel’s website

http://www.uakron.edu/ogc/legal-policies-and-
procedures/records/records-retention.dot

Student Records —
FERPA

The University Registrar
is the FERPA (Family
Educational Rights and
Privacy Act) coordinator.

Office of the Registrar
Registrar@uakron.edu
X8300

FERPA (Family Educational Rights and Privacy Act)
online training is accessible on the Faculty/Staff tab of
My Akron.

Training

Seminar and
documentation for an
introduction to Nolij Web
inquiry and scanning

A quick start User’s
Guide for Nolij Web is
available on the
perceptive tool on the
Nolij Web toolbar. .

|perceptive - |

Pam Rodehaver
rodehav@uakron.edu
x2388

Sue McKibben
smf@uakron.edu
X6391

Go to http://www.uakron.edu/training for additional
documentation.

Go to https://www.uakron.edu/seminars to register for
a seminar.

Ver. 2014.03.10
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Login/Logout

Login

The installation of client software on your PC is not required for Nolij Web 6.7. However,
the Nolij VPN software is required for wireless users. If necessary, contact the Support
Desk at x6888 to request the Nolij VPN software.

Users can login to Nolij Web multiple times. This means that you are able to login to
Nolij Web on more than one computer at the same time or more than once on a single

computer.
1. Open a web browser.
Nolij Web 6.7 is compatible with most web browsers.
2. Navigate to Nolij Web 6.7 at The University of Akron:
https://imaging.uakron.edu
The login page displays.
W:mm.‘? PG NG EAKAIAOU MW 1 e 4 A AL SCFAADER FDOAG03EF DL 195 103 00 AR P=ir 2
x 1::‘:1 ._.’?\jr\\.\:mw-’m nnnnnnnnn = Bing |4 4 Resources tor Hiring (8] Seminars 18] sobs Page New [l Googie @ tynda.com saftwore traini ] Training Home Page [A] Site af Sites .
l_guuuv«nﬁmn N i & - EB_ 5 ) - Page= Safety~ Tock - g' |
Security and
confidentiality
message —
[ P
3. Read the security and confidentiality message.
| understand that violations of security and confidentiality may result in serious disciplinary actions. Clicking
the "Login® button' below Indicates acceptance of the terms of The University of Akron FERPA policy.
hitpfwww.uakron.edufogelegaknalicles-and-procedures/privacy-praclices-and-pelicies/ferpa.dot
4. If this is the first time that you are accessing Nolij Web 6.7, a shortcut may be
created on your desktop. From the menu in Internet Explorer, select
File > Send > Shortcut to Desktop.
5. Enter your UAnet ID and password.
Ver. 2014.03.10 Page 6 pstrain@uakron.edu
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6. Click | teain |

A prompt, similar to this, may display. Click to mark the checkbox and
click on Run.

Do you want to run this application?

Name: fileSystemApplet

(!
= Publisher: Perceptive Software
e

From: http://cpiga-pc2:8080/.../NolijWeb-fsb-applet.jar

This application will run with unrestricted access which may put your computer
and personal information at risk. Run this application only if you trust the
publisher.

D}o not show this again for apps from the publisher and location above

g Mare Information Cancel

You are logged in to Nolij Web with your default role.

The role determines what can be viewed and the tasks that can be
performed.

You may have more than one role.

The Nolij Web window displays.
The first time that you login, the window looks like this:

perceplive » || 1o - [ atemic Adisons - Unive

y Culege T |

Your role is listed here. To change roles,
click on the down arrow and make a
selection.

When you change roles, the search
and query results areas are cleared.

Fie Leplorer 2 form Ll

Click on the Workflow/View tool | WerkfewiView g select a view.
Nolij Web remembers the choice for future logins.

ceptive - || o0k - Academic Advisors - University College v || 3 Logout

flow/View ~

kflow : ADM Process Q|

! Last Name

{ame

=51

:nt Inbox: -

Ver. 2014.03.10
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Logout
1 It is best practice to remove any student folders from the Query Results area by
clicking on the Clear Query Results tool “ in the Query Results header.
@~
4 || UA Person Query (No SSN) 1
() 1229982, STUDENT, JOSEPHINE, Jun-
2. . . . . =)
It is best practice to click on the Clear Query Fields tool on the Workflow
header to clear the Search area.
Workflow : ADM Process = =]
However, it is not required.
3. .
Click on | *¢teseut
perceptive - || o0l - Academic Advisors - ity College v % Logout
You are logged out of Nolij Web and the login page displays.
(] ok Web & Login RrB - M v Pagew Saferyw Tooksw i@
Ver. 2014.03.10 Page 8 pstrain@uakron.edu
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Change Roles

When roles are changed, you are logged out of Nolij and logged in with the new role
that you selected.

1. If the current role is not the role you need in order to complete your work,
click on the down arrow of the Role tool.

Academic Advizors - University College bt

Be certain that your current work is completed.
When you change roles, the search and query results areas are cleared.

2. Select the correct Role.

The Search area and Query Results are cleared.
The Nolij Web window refreshes.

Your role is changed.

Ver. 2014.03.10 Page 9 pstrain@uakron.edu
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Record Retention

Whether a student record is in hard copy or is stored electronically, the rules of

The University and all legal requirements must be followed and met. If you have
guestions regarding records retention, contact the University Records Manager, UL
Archival Services or the Records Compliance Officer. Their contact information is on
page 5 of this manual.

Important documents concerning Records Retention are available at General Counsel’s
website: http://www.uakron.edu/ogc/ .

e Under University Rules at a Glance, click on the link Search for rules.

e Click on the tab for Keyword Search.

Text Search | Keyword Search | Subject Search

e Search by keywords “records retention.”

Search for Rule (Title, Number or Date)

|recc|rc|5 retention | Search
Ver. 2014.03.10 Page 10 pstrain@uakron.edu
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Lesson 2: Select Preferences

Discussion

Select the Theme

The colors of the Nolij Web window may be selected.
Caution: Changing themes will clear the work area.
perceptive - ||| ool -

C2J  Communication Window

£ Workflow Summary
[im] Themes B

£, Preferences B

Search Preference

When a search for a student folder is done, select a preference to either:

e Clear all results before each query
-OR-
e Stack the students’ folders in the Query Results area

Ver. 2014.03.10 Page 11 pstrain@uakron.edu
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Select the Theme (Colors)

The theme is the set of colors used in the Nolij Web window.

1. Complete any current work that you are doing in Nolij Web.

When a new color theme is applied, the folders and
documents on which you were working are closed.

2. Click on the Tools menu button.

perceptive || /oo -

A short list displays.

3. From the list that displays, point to Themes.

A list of color choices displays.

The current theme is indicated by a checkmark.
|‘_;J‘L’TDDIS o

CJ  Communication Window

£ Workflow Summary

[ig] Themes b

—
m
E
T
T
T

£ Prefere b Gray Theme

Slate Theme

| Access Theme

4. From the list, select a color theme to use.
A Warning dialog box displays.

Unsaved Changes

o [fyou change themes, unsaved changes
- will be discarded. Save any changes you
want to keep before you change themes.

Do you want to continue changing themes®

2

= No

5. See the Caution note in step 1 before selecting Yes or No.
To apply the new color theme, click Yes.
The window refreshes with the new colors displayed.

Ver. 2014.03.10 Page 12 pstrain@uakron.edu
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Search Preference

When searches for student folders are done, select a preference to either:

Clear all results before each query
-OR-
Stack the students’ folders in the Query Results area

Click on the down arrow on the Query Results header.

perceptive - _}—"T.Juls -
Workflow/\View -

Workflow : ADM Process

Emplid Last Name
First Mame

DOB [q =

Address1

Current Inbox:

° [

A list of options displays.

Clear All Rezultz Before Each Query
Al Expand All Results

| Coliapse All Rezultz

@ Clear &l

To clear the existing Query Results (folders), when a new search is done,
ensure that the checkbox is marked for Clear All Results Before Each Query.

To keep the existing Query Results (folders), when a new search is done (i.e.
stack the folders), unmark the checkbox for Clear all Results before Each
Query.

In class, unmark the checkbox. This will “stack” the student’s folders in the
Query Results area.

Jl Expand All Results

[ Colapse All Rezultz

@& Clearal

Ver. 2014.03.10 Page 13 pstrain@uakron.edu
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Examples:

e The query results (search results) for EmplID 1229982 display like this:

@ 4~
4 |[Z] UA Persen Query (No SSN) 2
[Lj 1225832, STUDENT, JOSEPHINE, Ju

e A search is completed for EmplID 1235635.
If the box to Clear All Results Before Each Query is marked, the display is:

= & s
4 [Z| UA Perzon Query (No SSN) 3
U.j 1233835, STUDENT, NATASHA, 858

If the box to Clear All Results Before Each Query is not marked, the
display is:

= P T
4 7| UA Person Query (No S3N) 2
(] 1229982, STUDENT, JOSEPHINE, Jun-
4 [Z| UA Perzon Query (No SSN) 3
(] 1235635, STUDENT, NATASHA, 6611

Ver. 2014.03.10 Page 14 pstrain@uakron.edu
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Lesson 3: Inquiry

Discussion

In this lesson, you review elements of the Nolij Web window, search for a student’s
folder, and review the images that are stored in that folder.

Topics

v

Terminology

Review the window

Search for a student’s folder

Review the documents in a student’s folder
Columns displayed

View Form data

Begin a new search

Clear the query results

Search for documents by index type

vVvvyvvvVvYVyYVYyYy

Create favorite folders

Ver. 2014.03.10 Page 15 pstrain@uakron.edu
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Terminology

Each student with a PeopleSoft ID has a folder in Nolij Web.
[ 1235635, STUDENT, MATASHA,

The documents stored in the student’s folder are called folder objects.

E |_" UC Correspondence 2013 Jul 31 15
E . UC Other 203 Jul2511:
E |E||__] UC Interview Record 2013 Jul 25 11:
E |E|_|_:] UC Intake Prep 2013 Jun g 13
] ] UG Preadviging workshest 2043 Jun 4131

When a department/college places a document in a student’s folder, the document is
iIndexed (named) by that department/college.

| Choose Index Type

x E
| ACE Transcript o
1 Admit Decizion j r
1 Application r
? Application Fee Payment
Application Update
Change Form
College Prep
College Tranzcript Final
College Tranzcript Fersign/Evaluation
College Tranzcript Guest Work

College Transcript In Progess J I
-

Ok Cancel

The selected name of the document is referred to as an index type.

Ver. 2014.03.10 Page 16 pstrain@uakron.edu
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Review the Window

perceptive - IijUUlS - Academic Advisors - University College v || % Logout

Workflow/View ~ 70 Se 9 $f-@QHIO

ry

Workflow : ADM Process

Emplid | 1233635 Last Name |STUDENT First Name NATASHA

DoB [ = [3 Address1 6611 Maplewood Rd 103

CurrentInbox: ot in Workflow =

m

v 9 /-fa -
4 [F] UA Person Query (No S3N) 4 All || Adviser Notes Thes v e Lo Ihe Compuler Cenler b chenged, When wou arive B class, pleass
st bz et that s located of the parking al
[]_:] 1228882, STUDENT, JOSEPHINE,
Type Name Created = 10 W YR MRS AT 3l pE Avallahia SEMINAR FIEARR 0577
4 UA Person Query (No SSN) 5
=| Ty (No S5H) = [ UCCorrespondence 2013 Jul31 152 4
(] 1235635, STUDENT, NATASHA, 6ff —. =
: = UC Other 2013 Jul 25 11:3...
= ﬂl__] UC Interview Rec 2013 Jul2511:3...
: |E|_J UC Intake Prep 2013 Jun g 13:4...

1l | D

A m b Page 1 of 1 @ Digplaying 1 - 102 of 102 o
File Explorer 5 g er

1. PeopleSoft Search- to locate the student’s folder

~

Admissions users with the appropriate permissions also will see fields to
search the Gray Folders.

Query Results — the PeopleSoft Search results. Select a student’s folder here.

Folder Objects — the documents available for the selected student folder

Document Viewer — a view of the document that is selected in the Folder
Objects area

5. File Explorer — to locate documents on your computer to be copied to the
selected student’s folder

6. Form — displays PeopleSoft data about the selected student

Click on the Expand/Collapse tool = on the Form header to view the form and
the data.

Ver. 2014.03.10 Page 17 pstrain@uakron.edu
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Tip: To copy an ID
Search for a Student’s Folder from PeopleSoft,
select the ID and
For the most frequent methods used to search for a student’s folder, enter: | press CTRL+C to

e The student’s ID copy. Use
-OR- CTRL+V to paste
e Last Name and First Name (Partial values are allowed.) the 1D in Nolij.

The (Home) Address Line 1 and Date of Birth fields also are available for searching.
The Social Security Number field is no longer available to most users. To submit a
request for access to the SSN, please contact the Support Desk at x6888.

Your role determines the search fields that are available to you.

Nolij Web can return the first 100 results that match the criteria entered.

1. In the PeopleSoft Search Area, enter the search criteria.

In class, enter the student ID 1229982 and press the ENTER key on the
keyboard.

The student’s folder displays in the Query Results area.
Emp\id LastName| |

First Name| | pos| ‘B' =| |E'

|
|
!Address1 ‘ |
I

Current Inbox:

& @ & |@-
4 [ UA Parsan Quary (No 55N} 1 I
] 1225882, STUDENT, JOSEPHIE, Jun-1]

2. Notes: Any of the displayed search fields can be used to enter criteria.

The PeopleSoft wildcard character, % (percent sign), can be used. The wildcard
character is used, when you only know a patrtial, rather than whole field value.

For example:

To search for Judi or Judith or Judy Miller, the criteria could be
Emplid| | LastName|r.'IILLER |

First Name | JUD% | DOB| @ = @

To search for Judi or Judy or Judith Miller, who lives on Boneta Road or Street,

the criteria could be:
Emplid| | La.stName|r.'IILLER |

First Name | JUD% | pos| = = =

Address| |%E||:|neta% |

(The Address field searches the Home address only. It is a case sensitive field.)
Use title case (initial capital letters for each word).

3. Review the Query Results area to see the student folder(s) that match the
search criteria.

Ver. 2014.03.10 Page 18 pstrain@uakron.edu
©2014 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Perceptive Nolij Web ver. 6.7

The University of Akron

Review the Documents in a Student’s Folder

1. Click once on the student folder to select it and to see:
e The names of the Folder Objects (documents) that are available for that
student.
¢ Additional PeopleSoft data displayed in the PeopleSoft Search area and
the Form area. See page 25 to review and to work with the Form.
percept\ve - "bTuu\sv Academic Advisors - University College | ¥ Logout
Workflow/View - 7 a8 € 24/-14 4 BT
Waorkflow : ADM Process Y i
Emplid 1229982 Last Name STUDENT i
First Name JOSEPHINE DOB | 08121880 [ =
Address1 Office of the University Registrar O
Carentmba: Ntinorktow - T e e e T A
L4 @ &~ - |l 1l 3 .
4 I[E) UA Person Query (No SSH) 1 All || Adviser Notes — DM Student Formyg | €81
(] 1229982, STUDENT, JOSEPHINE, Type | Hame ——— . .
i & College Prep 2013 Jul31 092 : =
B UC Correspondence 2[I13Ju|2612u: s Ao é 3
R— 1126372 BIOL
i & College Prep 2013 Jul 26 09: CHFM o2
4 T 8 Page 1 of 1 é" Displaying 1 - 100 of 11 Tes;i:mes P Ch:::;‘ g
File Explorer L= 1 2 Er .
2. Note: The first user on campus to select and open a document/student’s folder

is able to edit the document or add documents to that folder, if the user has the
appropriate security. All other users who select the document/student’s folder
can view the documents for which they have security, but they cannot edit or add
documents. These users receive a message that displays in the center of the
Nolij Web window that notifies them of this and of the UAnet ID of the person

who has the folder for editing.

This is similar to when three people in your office open the same Word
document from the H: drive. The first person can edit the document, but the
other two people receive the read-only message.

A message displays in the Folder Objects header to notify you that a file/folder is
locked.
@ = Folder iz in use by user RODEHAW

I All ” Adviser Notes ]
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3. At the bottom of the Folder Objects area, there are Page tools available, if the
document list is longer than one page.

Refresh tool

F'agell of2| b B | & Displaying 1 - 25 of 43

Use these tools to move to the first, previous, next and last pages of the list of
documents in the Folder Objects area or to refresh the list of documents.

Point to a tool to display its function.

4. In the list of folder objects, the font color used for a document’'s name is
meaningful.

Black — The document belongs to your Department/College.

Red — This is a shared document that belongs to another
Department/College, but is shared for viewing by your Department.

Some of the documents that are shared across all colleges are:

e Interview records for Advising areas
e Admissions documents
e Transfer documents

Blue — The document is stored in a subfolder. Sub folders are used by a
Department to make it easier to locate frequently used and/or key
documents.

Note: In general, the name of a document identifies which Department/College
owns the document. For example, a document with a name that begins with UC
belongs to University College, with SC belongs to Summit College.

The exception to this naming convention is Undergraduate Admissions.

Ver. 2014.03.10 Page 20 pstrain@uakron.edu
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- - ; -
5. In the Folder Objects area, click once on a document’s name to display the
document in the Document Viewer.
Document Viewer toolbar Maximize tool
perceptive - __'Jm"s- Academic Advisors - University College v ogout
WiorkflowiView {7 o 1 (120 W viE@dE 6 9 - Qb1
Workflow : ADM Process @ X
- - 11C ADVISEMENT CENTER
Emplid | 1235635 Last Name STUDENT First Name NATASHA
p Page tools jsrvies recorn
DO Bl 94 Address1 6611 Naplewood Rd 103 NITeT E
Currentinbox: ot i Workfow 4 Email: Phone:
U4 © '~ | @ - Folderis in use by user RODEHAV - ‘_\‘IAJUR: Living on Campus?
4[] UA Person Query (No S3N) 1 All | Adviser Notes
(0 1o2s852, STUDENT, JOSEPHRE | T Created ACT COMPOSITE:
4 LE)UA Person Query (o 55K) 2 & UC Comespondence e English Math Reading
(1123535, STUDENT NATASHA B — =
i L] UC Other 2013 Jul2511:3.
SAT COMPOSITE:
= " s
I_ ._'lj UC Interview Record 213 Jul2511:3... I Math Yerhal
Page tOOIS j .ﬂj UC Intake Prep 2013 Jun6134..
. o Page!  off Displaying 1 - 102 of 102 COMPASS SCORES:
MATH WRITING READING CISBR -
4 I )
File Explorer 2 Form 5
6. To move from page to page in the displayed document:

e Use the Page tools in the Document Viewer toolbar.
e Use the mouse wheel.

7. When an entire page does not display in the viewer:

e Use the Hand tool L to “grab” the page and move it within the viewer.

e Use the scroll bar on the right side of the Document Viewer.

e Use the Zoom, Fit Width, and Fit Page tools in the Document Viewer
toolbar.

LE

n}

8. On the Document Viewer toolbar, tools are available to modify the size of the
Document Viewer area.

Click on the Maximize tool | ' in the Document Viewer toolbar.
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9. Note the changes in the Nolij window when the Document Viewer area is
maximized.
The File Explorer and Search, Results, and Folder Objects | Restore tool
areas are hidden.
A E{\l'i}:ﬁit} The University of Akron
CRAKIon_ Zoom In and
e Graduate School
Zoom Out tools
Date Entered: Qct 31, 2011 Term Considered: Spring 2012
|. Academic Evaluation
Name:  Student . Josepine Empl ID#: 1229982
Major Field:  Biology Major Code:  346000MS Locality: international
10. To return the Document Viewer area to its previous size and return to the main

Nolij Web window, click on the Restore tool

The Document Viewer is returned to its normal size in the Nolij Web window.
The File Explorer and Search, Results and Folder Objects areas display.
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Columns Displayed

You may select the columns of information that display with the document name.

- _,-. I"’
All || Adviser Motes
Type HName Created « Modified
E| ] UC Correspondence 2013 ul 311520 2013 Jul 31152 =
[ - E
i . UC Cther 23 Jul 25 11:30 2013 Jul 31 14:4__
i |E|_] UC Interview Record 23 Jul 251130 2013 Jul 25 11:3...
i |E|_] UC Intake Prep 2013 Jun 8134 2013 Jul 31 14:4__
Page 1 of 1 r@—' Dizplaying 1 - 102 of 102
1. In the Folder Objects area, point to the blank area to the left of the column
headers.
A down arrow displays.
All Adviser Motes
| Type Name
& UC Other :
[T UC Correspondence &
2. _
Click on the down arrow
3. Point to (do not click on) Columns.
A list displays of available columns.
All || Adviser Motes
+ Type Name Created The Type column
(EH Columns i displays an icon that
; Name indicates the
Created application in which
[ Created By the document was
Hodified created, e.g. Word
1 Modified By or Adobe Pro.
[ size
[] wersion
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4. Click to mark the checkbox for the columns to display.
The column display reflects the changes.

All || Adviser Motes Press the ESCape

Type Name Modified = key on the keyboard
i IEH UC Other 2012 Dec 12 10:35:46 to exit the COlumnS
i "1 UUC Correspondence menu.

The Folder Objects area may need to be resized to see the selected columns.

Note: To resize the Folder Objects area:
Place the mouse pointer on the right border of the area. With the mouse pointer

as a double-headed arrow "”" , drag the border until the area is the
appropriate size. It may be necessary to adjust the Query Results area, as well.
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View Form Data

When a student folder is selected in the Query Results area and the Form is opened,
data from PeopleSoft about that student populates the Form in Nolij Web. The Form
may be detached as a separate box that can be dragged to display in other areas of the

Nolij window.

In the Query Results area, click to select the student’s folder.

At the bottom right of the Nolij Web window, click on the Expand tool on the Form
header.

=

Form

The Form expands. There is a pause as the PeopleSoft data is retrieved.

To hide the Form, click on the Collapse tool

Click once on the student folder to select it and to see:
e The names of the Folder Objects (documents) that are available for that

student.
e Additional PeopleSoft data displayed in the PeopleSoft Search area and

the Form area.

Form list — Click
on the down arrow
to select a form for

perceptive « | froos~

Workflow/View =

ax

Workflow : ADM Process

Empiid 1220982 Last Name | STUDENT ith hich h
wnic Oou nave
First Name JOSEPHINE DOB 06/12/1880 [ = Form Area wit ty
Address1 Office of the University Registrar Form data dlsplayed Securl yl
Current Inbox: ot in Workfow - T W I T e et
i lirne, -
4 @ - @~ & |4 I »
4 [[Z) UA Person Query (No SSN) 1 All || Adviser Notes Form ADW Student Formv | v G2 =
(] 1229882, STUDENT, JOSEPHME, —— —
w e 1126372 -
C &  ColegePrep 2013 Jul 31052 1 Hoover High School
- A e 12 ALCB A |E
O B UC Correspondence 2013 Jul 26 124 /1126372 nul BIOL =
= & ColegePrep 2013 Jul 26,927 nul CHEN A
null
H H null
Point to a row of data in Teses M
HSOV
ACT - !
the form to see the row 3.75 3 i all-
. . A 0 1 3
= values displayed in a 0
) 437 /
list format.
Use the scroll bar

to view additional
data in the Form,
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5. When viewing a document, the Form may be detached and moved to another
part of the window.
To detach the form:

e Follow the instructions in steps 1 and 2 above to view the Form.
e Click on the Detach tool.

Form E3 |—

The Form will display as a floating window.

e Place the mouse pointer on the Form header bar and drag the Form to
another location. Nolij Web will remember the location and size of the
Form, so that the next time you select the Detach tool, the Form will
display in that same location and in the same size

perceptive - Yool =

Cra

File Explarer || *

6. The size of the Form may be modified by placing the mouse pointer on the
Form’s boundaries. When the mouse pointer displays as

a double-headed arrow " , drag to resize the Form.
7. .
To reattach the Form, click on the Form box close tool
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Begin a New Search

When you begin a new search, one choice you make is whether to:
e Clear the existing Query Results (student folders).
-OR-
o Keep the existing Query Results (student folders).

1. Click on the down arrow on the Query Results header.

\E} J.E
4 |F] UA Person Query (Mo SSH) 1
[1_'_] 1229882, STUDENT, JOSEPHIME, Jun-12-1980, Offics

A list of options displays.

Clear All Rezultz Befors Each Query
Al Expand All Results
[ Collapze All Rezultz

@ Clear Al

2. To clear the existing Query Results (folders), when a new search is done,
ensure that the checkbox is marked for Clear All Results Before Each Query.

To keep the existing Query Results (folders), when a new search is done (i.e.
stack the folders), unmark the checkbox for Clear all Results before Each
Query.

In class, unmark the checkbox. This will “stack” the students’ folders in the
Query Results area.

|:| Clear All Results Before Each Query
Al Expand All Results

| Coliapse All Rezultz

@ Clear &l
3. . . Q@ .
To clear the PeopleSoft search area, click on the Clear Query Fields tool in
the Workflow header.
Workflow : ADM Process
4. Enter the new criteria to locate a student’s folder.
In class, clear the number in the ID field of the Search area
and type the EmplID 1813884.
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Press the ENTER key on the keyboard.
The search is completed and the search results display in the Query Results

area.

= -

4 | | UA Person Query (No SSN) 1
(11229982, STUDENT, JOSEPHINE,

4 | | UA Person Query (No SSN) 2
(11813884, STUDENT, BRITTANY, |

The results from the
previous search (1229982)
remain in the query results,
in addition to the new query
results for 1813884. This
occurs because the option to
Clear all results before each
query was turned off
(unmarked) at the down
arrow.

Click on the Clear Query Fields tool

PeopleSoft search area.
Workflow : ADM Process

Emplid Last Name

DOB q = 9| Address?

Current Inbox: -

@ &7 - -
4 (5] UA Perzon Query (Mo SSN) 1
(] 1229982, STUDENT, JOSEPHINE,
4 [ 5] UA Perzon Query (Mo SSN) 2
(] 1313884, STUDENT, BRITTANY, |

First Name

in the Workflow header to clear the

= [ %
@Ear Query Fields

Only the Search area is cleared. The Query Results are not cleared.
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Clear the Query Results

There are several options for clearing query results.
e Clear all the query results.
e Clear a single set of query results.
e Clear only unlocked query results.
e Keep all the query results.

To prepare for this lesson, search for MILLER, MICHAEL with a date of birth range of
01/01/1990 to 12/31/1990. In Nolij Web, it is necessary to enter dates in the mm/dd/yyyy
format, e.g. 01/01/1990. Enter the forward slashes.

Workflow : ADM Process @ ¥

Emplid Last Name | MILLER First Mame WICHAEL

DOB 01/01/1880 |[4| =¥ 123111990 |4 Addressi
Current Inbox: -

@ #- - =
4 [ UA Perzon Query (Mo SSH) 1 o
I]__j 1225582, STUDENT, JOSEPHI
4 = UA Person Query (No S3N) 2
le 18135884, STUDENT, BRITTAN
4 [Z)UA Person Query (No SSN) 3 |5

(o MILLER, MICHAE 1
(ol MILLER, MICHAE F
(o MILLER, MICHAE 1
i MILLER, MICHAEL, . _
4 nrrr 3
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1. To clear a single query’s results:

¢ Right click on the query’s header. (The header contains the words
Person Query.) In this example, right click on Person Query 2.
A list displays.

@ F-
4 |[Z] UA Person Query (No SSN) 1
[Lj 1229982, STUDENT, JOSEPHINE, Jun-]

4 |[Z] UA Perzon Query (No SSI '
(] 1813884, STUDENT, Bf§ =
4 [[F] UA Person Query (No S5 @ Clear Resutt
] 20782 R, MICl§ (2 Move To b b
———

20782 R, MIC

J 21588 R, MICHAEL, Mar-04-1
021794 R, MICHAEL, Jan-23-1
(123256 ., ___R, MICHAEL, May-18-1

e Select Clear Result from the list.
Only that query’s results are cleared. All other query results are kept.

@ o+~
4 | | UA Person Query (No SSN) 1
(11229982, STUDENT. JOSEPHIMNE. Jun-12-19
4 [ ] UA Person Query (No SSN) 3
(N MILLER, MICHAEL, May-11-1990, «
('Y MILLER, MICHAEL, Feb-15-1990, -
(=N MILLER, MICHAEL, Mar-04-1990, 1
(N MILLER, MICHAEL, Jan-23-1990, 1
('Y MILLER, MICHAEL, May-18-1990, |

2. To clear only unlocked query results:

e Lock any query results that are to be kept (not cleared):
- Right click on the query’s header. (The header contains the words
Person Query.) In this example, right click on Person Query 1.
A short list displays.

i

| Lock Query Results

& Clear Result
J Move To 3

- Select Lock Query Results from the list that displays.

Alack icon displays in the Person Query header.
“." A Person Query (No SSN) 1

(1229982, STUDENT, JOSEPHINE,

e Click on the Clear Unlocked Results tool = in the Query Results
header.

4 “.% UA Person Query (No SSN) 1 @
_ Clear Unlocked Results

nnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ o'~
4 .\ UA Person Query (No SSN) 1
11229982, STUDENT, JOSEPHINE, Jun-12-19
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3. To clear the results of a locked query:

e Right click on the query’s header and select Unlock Query Results from
the list that displays.

4 [ UA Person Query (No
Il_'] 1229882, STUDENT

55 Unlock Guery Results

4l Move To 4
-

¢ Right click on the query’s header, again, and select Clear Result.

% Lock Query Results

&) Clear Result

] Move To 4

4. To automatically clear the Query Results, when a new search is completed:

e Click on the down arrow in the Query Results header.

=/ i

e In the list that displays, click to mark the checkbox for Clear All Results

before each guery.
Z| Clear All Resultz Befors Each Query
Il Expand Al Results
[ Collapze AllRezults
@ Clear Al
5. To clear all the unlocked Query Results at any time:

e Click on the Clear Unlocked Results tool ' in the Query Results
header.

=) %

e The unlocked Query Results are cleared.

- v

0. To clear all Query Results , locked and unlocked:

e Click on the down arrow on the Query Results header.
e Select Clear All.

Z| Clear All Resultz Before Each Query

|l Expand All Results

[ Collapze All Rezults

& Clzaral
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Search for Documents by Index Type

If the list of documents in a student’s folder is lengthy, use the Filter On option on the
down arrow of the Folder Objects header to view only those documents that are a

particular index type (name).

To prepare for this lesson in class, search for the student, whose ID is on the yellow
sheet of paper on your keyboard. Click once on the student’s folder to select it and view
the list of documents in the Folder Objects area.

Note: The Filter On option is not available if the folder is locked.

1. Use the Filter On option on the down arrow of the Folder Objects header to select
Index Type
&l - I 'vI
All Adviser Notes Fitter On [ I Document Text
Auto Index Index Type
Approve Indeximng Custom Property b
Add Template Doc 3 |
A Filter by box displays below the Folder Objects header. Index Type is the
z 5 document’s name.
Al v| x
Click on the down arrow next to All to display a list of the index types.
Select an index type (document name). Wait.
A list of the selected student’s documents with that index type displays.
All other documents for that student are hidden from the document list.
To search for another index type in that student’s folder, repeat steps 2 and 3.
To view all the documents in a student’s folder, select All from the list at the down
arrow.
all X
6. To remove the Filter box from the display, click on its X.

Ver. 2014.03.10
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Create Favorite Folders

Favorites for folders are available. When a folder is marked as a favorite, it will display
at the top of the Query Results, whenever you log in to Nolij and until it is removed as a
favorite. If you have multiple roles, the favorite is associated with the role in which it was
created. The favorite displays only when you login and use that role.

In the Query Results, click once on the student’s folder to select it.

Right click on the folder.

Select Add Favorite from the list.
4 |Z] UA Person Query (No S3Nj 2

lj 1235635, STUDEMT MATACHA E££44 Manlawnnd Rd 103
" Work Complete

@ Move To B
. History

¥ Remove from Workfio
oy
x|

Add Favorite H‘r‘r

4. The Favorite Folders list displays with your favorite folders.
v © &~
F ﬂ Favorite Folders

[} 1235635, STUDENT, NATASHA, ¢

[[E] 1228982, STUDENT, JOSEPHINE,

. When the Clear Unlocked Results tool # is used, the Favorite Folders are not
cleared.

6. To remove a folder from the Favorite Folders list:

¢ Click on the folder to select it.

¢ Right click on the selected folder to display the shortcut menu.
e Select Remove Favorite.
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Lesson 4: Work with Documents

Discussion

When reviewing the documents in the student’s folder, you may need to copy a
document from your computer to the student’s folder in Nolij or to print the document. In
this lesson, you review how to complete these tasks.

Remember that your role determines what you can see and do in Nolij Web.

Topics

» File Explorer — Copy a document

» Index documents (name documents)
» Annotations

» Print a document

» E-mail a document
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File Explorer — Copy a Document

The File Explorer is divided into two columns, when expanded. It is used to search for
files on your computer and to copy the files to the student’s folder in Nolij Web. The File
Explorer is similar in appearance to Windows Explorer.

When a folder is selected in the left column, the file objects that are stored in that folder
display in the right column.

In the example shown here, the Desktop\Desktop Files 2013 folder is selected in the left
column. The files that are stored in that folder are displayed in the right column.

File Explorer E

11_.] C: : Mame
[]___] O m &|- DTS Walk-In Schedule.xlsx =
“ 'L'] Desktop a0 email list.xlzx

4 ] Desktop Files 2013
(| DesktopFiles 2013

m

W] Endpoint doc

] Nancy M| Excel 2010 - Pivot Tables ver10.docx
(] Fac1800verview il faculty center 01-15-13 et il
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subfolders that it holds.

Emplid 12299382 Last Name STUDENT

DOB 06121980 |[8 =

Current Inbox: ot in Workflow =

v 4 @ & -
4 [[Z] UA Person Query (Mo S3N) 4
[1_:] 1235835, STUDENT, NATASHA,

| -

All

4 |[F] UA Perzon Query (No S5N) 5
r.L'_'I 1229982, STUDENT, JOSEPHINE,

l
£l 1Ll b
File Explorer
[1_:] C: -
do = &
a | Desktop =
4 (] Desktop Files 2013 I
[..] DeskiopFiles Z01 =l
] Nancy A
ﬂ.j Fac1800verview 'EI_.]
ﬂ_j Documents
i

4 ] H:

First Name | JOSEPHINE

Adviser Notes

Type MName

.

-

College Prep

UC Correspondence

LA College Prep

e’

F Other

fed

)

UC Interview Record
11

Page 1 of1

HName

[§ Address1 Office of the University Registrar

&

Created ~

2013 Jul31 08:2..

2M3 Jul2612:4_ .

2013 Jul 26 08:0...

2013 Jul 26 09:0....

2013 Jul25 113

k

ME

Displaying 1 - 100 of 100

copy of BOTReport 2-13 narrative.docx

Correspondence from J Student 1229582 pdf

DTS Walk-In Schedule xlsx
email list xlsx

Endpeint.doc

Excel 2010 - Pivot Tables ver10.docx

11

1. In the Query Results area, select the student’s folder in which to place the
document.
o @ s~ < &
4 7| UA Perzon Query (No SSN) 4 All Adviser Motes
(] 1235635, STUDENT, NATASHA, Type | Name Created - Mod
2 ) UA Persan Query (No S5N) 5 = @ Colege Frep 2013Jul31 092 ;4
| i1 1229982, STUDENT,JDSEPHINEI = = =
i = UC Correspondence 2013 Jul2812:4... &
i & College Prep 2013 Jul 26 08:0... <
[ &  Other 2013 Jul 26 09:0... :
= UC Interview Record 2013 Jul2511:3... i+
« 1 r
4 T s Page 1 of 1 @ Displaying 1 - 100 of 100
2. . . . .
To display the File Explorer, click on the expand tool on its header.
File Explorer =
3. In the File Explorer, click on a folder to expand it and to view the files and
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4, Navigate to and select the document to copy to the selected student’s folder in
Nolij Web.

5. To copy the document to the student’s folder in Nolij:

e Place the mouse pointer on the file’s icon in the File Explorer.
e Drag the file to the Folder Objects area in Nolij and drop it.

Emplid 1229532 Last Name | STUDENT First Name JOSEPHINE
DOB | 06/1211980 [§ = [H| Address1 Office of the University Registrar
Current Inbox: ot in Workflow =
v @ #- - F-
4 [Z) UA Person Query (No SSN) 4 All || Adviser Notes
SE35,
ﬂ,j 1235635, STUDENT, NATASHA, Type: | Name Created Wod
4 UA Py Q No SSN) 5
] UA Person Query (No SSN) S| @  ColegePrep 2013 Jul31 092, ;4
] 1229982, STUDENT, JOSEPHINE, =
i = UC Correspondence 2013 Jul26 12:4.. 2
: & College Prep 2013 Jul26 08:0...
i = Other 2013 Jul26 09:0... I
= ]  UCinterview Record 2013 Jul2511:3.. I+
4 I 2
P T o Page 1 of 1 Displaying 1 - 100 of 100
File Explorer -
[1_.] C: : Name
o: " | i copy of BOTReport 2-13 narraffe docx -
a ] Deskh
' Desktop I '31 Correspondence from J Student 1229982 pdf I
4 ] Desktop Files 2013
X Walk-| .. -
ﬂ-] DesktopFiles 2013 & DTS Walk-In Schedule xlsx 3
] Nancy & email list. xlsx
[1_.] Fac1800verview |£|_] Endpoint doc
(] Documents
T4 W Excel 2010 - Pivot Tables ver10.docx
4 [ H: i il

The mouse pointer displays as shown below.

[k Uplaad 1 file=)

6. By default, the copied document is listed at the bottom of the Folder Objects list.

To sort the documents so that the newest document is at the top of the list, point
to the Modified document header and select Sort Descending at the down arrow

that displays.
All Adviser Notes
Type MName Created * Nodified
5 uc 0Oth 2012 Nov 8 18:53:15
= nfl & o ‘El Sort Ascending
o = UC Worksheet 2012 Mov & 17:01:16 il Sort Descending
: UC Other 2012 Nov & 17:02:07 E‘ Columns

7.
To hide the File Explorer, click on the Collapse tool
File Explorer -
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Index Documents (Name Documents)

Click on a document icon to select the document.

2. Right click on a document’s icon in the Folder Objects area.

A shortcut menu displays.

4 ||| UA Person Query (No SSN) 4 All || Adviser Notes

[) 1235635, STUDENT, NATASHA, 6611 Maplel Type Name Created

o | FW OFFICE TRACKER IS 2012 Mar 12

L1 o | FW OFFICE TR/ Subfolder 2
o | RE OFFICE TR4
ST Rename
Lo al.docx
- '—] Reset Name
4 I
Page af 1 Email Document Download Link

Email as Attachment
Duplicate

Auto Index

Resolve

UC Delete

UC Other

More Index Ty;:»es..P h

Properties

3. If the index type needed is not on the menu, select either the Choose Index Type
or More Index Types option.

A box displays with a list of all the document index types to which you have
access.

| Choose Index Type X[ |

I ACE Transcript o
1 Admit Decizion r
1 Application r

Application Fee Payment

Application Update

Change Form

College Prep

College Transcript Final

College Tranzcript Fersign/Evaluation
College Transcript Guest Work

College Tranzcript In Progezs _I I
-

Ok Cancel

4. Select an index type and click on OK.
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5. To index a document and add the index type to the shortcut menu, at the same

time:
[ ]

Click on the document’s icon in the Folder Objects area to select it.
Right click on the document icon to display the shortcut menu.

Note: This document should need the index type to be locked or
already have the index type to be locked.

Select More Index Types from the menu. A box displays.
Right click on an index type (name) and select Lock.

Choose Index Type *
ACE Transcript -
Admit Decizion j
Application
Application Fes Payment
Application Update
Change Form
College Prep
College Tranzcript Final
College Tran=cript Foreign.|

Lock
College Tranzcript Guest -,‘
College Tranzcript In Progess
=
Ok Cancel

A lock displays to the right of the selected index type.
_“I Coll=ge Tranzcript Foreign/Evaluation

Click on OK.

The Index Type is added to the shortcut menu that displays when you
right click on a document.

The selected document is indexed with the selected Index Type.
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Annotations

The Annotation tools are available from the Document Viewer toolbar.
87 L_;,.'J e 1) veEldE2 6 A2l =1L e

If the Annotation tool is not displayed, click on the More tool ™ | to select it.

If you have the permissions to annotate a document, you may highlight areas of a
document or add a sticky note, for example. Annotations are stored separately from the
document in Nolij Web. This allows the document to be viewed or printed with or
without the annotations.

1. In the Folder Objects (document list), click once to select the document to view
and annotate.
2. - - - - -
In the Document Viewer toolbar, click on the Annotations tool “"  to display and
select an annotation type.
Highlight
O Circle The Stamp annotation type
& stamp b only is available if your
ab Free Text department has a stamp
\, Line created for its use.
[ Square
Ab Sticky Note
Hide
On the document, drag to draw the annotation shape.
Right click on a drawn annotation to display a menu that includes deleting the
annotation or changing its properties.
5. . . . . . x|
When you are done using an annotation option, click on the Selection tool
on the Document Viewer toolbar.
6. To Hide or show the annotations for a document:
e Select the Annotation tool.
e Use the Hide checkbox. Click to mark the Hide box to hide the annotations
or unmark the Hide box to show the annotations.
7. =
On the Document Viewer toolbar, use the Save tool = to save any changes that
are made.

Note: To move or resize an annotation, use the Selection tool "*
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To Print a Document

One of the reasons for using Nolij Web is to reduce paper consumption, while allowing
efficient access to student records. Consider whether a hard copy of a document is
necessary before printing.

Use the Print Tool in the Document Viewer

The preferred method for printing a document is to use the Print tool on the Document
Viewer’s toolbar.

1. Click once on the document’s name to select it.
The document displays in the Document Viewer.

2. O
In the Document Viewer toolbar, click on the Print tool =
The document opens in a separate Adobe Reader window.

3. To view the Adobe toolbar, move the mouse pointer toward the bottom
of the document in the Adobe window.

4,
Select the Print tool =, in the Adobe Reader toolbar.
The Print dialog box displays.
Make your selections and click Print.
Close the Adobe window.
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App Activation

For Microsoft® Office documents, another method for printing a document is to activate
the application from which the document was created. Then, use the File > Print or
Office Button > Print command in the application.

1. In the Folder Objects (document list), click once on the document’s
name to select it.
2. Double click on the document’s icon in the Type column.
: UC Alternative Credi... 2012 Dec 13 11:03:40 2012 Dec 13 11:04:04
3. If the following message displays, select Open.
| File Download [ihj

Do you want to open or save this file?

iz - Name: docx2650028.doox
Type: Word 2007 Document, 15.8KB
From: cpiga-pc2.uanet.edu

Open | | Save | [ Cancel

V| Always ask before opening this type of file

¥ While files from the Internet can be useful, some files can potentially harm
g your computer. fyou do nottrustthe source, do not open or save this file.
What's the risk?

Wait. The application, in which the document was created, is opened
with the document displayed. For example, Word would open to
display a document that was created in Word.

The document is opened read-only and cannot be edited.
AppActivate [Read-Only] [Compatibility Mode] - Microsoft Word

Note: Annotations will not display or print. To print a document with its
annotations, use the Print tool in the Document viewer toolbar in Nolij.

4, In Office 2007, select the Office Button > Print.
In Office 2010, select File > Print.
Make your selections and click OK or Print.

Close the application window, when your work is complete.
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E-mail a Document

The documents may contain sensitive information about a student.

Display the document in the Document Viewer in Nolij Web.

L]

2. On the Document Viewer toolbar, click on the Print tool

L;J & 2 # @ @ « I |

A separate, Adobe Reader window opens and the document displays.

Move the mouse pointer toward the bottom of the Adobe Reader window to
display the Adobe toolbar.

Campus Community Functional Analyst: A functional analyst is needed for
PeopleSoft ERP development and support for Campus Solutions (Student
Administration) and HCM applications.

Preferred candidates will have excellent problem solving skills, strong PL/SQL, a
working knowledge of PeopleSoft technologies including Application Designer,
Crystal reports, PSQUERY, PeopleTools, COBOL, SQR, integration concepts and
XML Publisher.

Specific areas requiring support include but are not necessarily limited to:

Campus Community

1) Document Campus Community Set up for Campus Solutions/HR, including:

0 Person Model (must have working knowledge of person model)

0 Bio/demo data - make recommendations for any necessary corrections or
modifications.

0 Service indicators and service indicator data

0 Student groups and new student group security

2) Coordinate i”umarca&

3) Provide recommendation for future management of campus community,

B &

A
Click on the Show Acrobat toolbar tool .
The expanded toolbar displays at the top of the Acrobat Reader window.

Lo MO |@®[=]-||HB |2 43|
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6. —
Click on the Share Files tool

The Send Files task pane displays.

Sign In

v Send Files

() Use Adobe SendMow Online
(®) Attach to Email
Select File:
| PrintFile
1 file

Attach

Select Attach to Emaiil.

The Select File value will default to the displayed document.

Select File:
) PrintFile
1 file
Click on tee
An Adobe Acrobat dialog box displays.
/ Adobe Acrobat ﬁ

,:0:, How would you like to email this document:
* Send a link (URL) to the PDF file on the Web?

* Send a copy of the entire PDF file as an attachment?

I Send Link l l Seng Copy l I Cancel
L :
10.
Select | >¢n9 opy ‘ .
Note: See the information on the next page about using the Send Link
option.
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11. Your default mail application will open. On campus, usually, this is Outlook.
The document will be attached to the email in a PDF format.

The name of the attachment will be PrintFile.pdf.

File ‘ Message Insert Options Format Text Review Adobe POF

- AN E-E- |5 (88
Paste ) B 7 U | \ = = = | £ =  Addres
- Y Book
Clipboard ] Basic Text M
To..
=] Cc..
Send
Bcc...
Subject:

Attached: |- PrintFile.pdf (708 KB)

Notes: If the Send Link option is used, a link is created in the email message as shown
here. However, the link only will work if the mail recipient first logs in to Nolij and then
clicks on the link. For the link to work, Nolij needs to be open, but it is not necessary to
open a student’s folder.

=P !“|—: nolij . Message (Plain Text) ==y X
File Message | Adobe PDF o @
] _
i Reply 3 Fun 53 & - | Y Mark Unread % ) [ 5]
“ ® 3 -, [, ) 1
=8 Reply Al i To Manager = K| mm Categorize ~ =
& - Delete B . 3 - _ | Move Translate Zoom
& Forward  © &1 Team E-mail - . t] - | ¥ FollowUp ~ - kg -
Delete Respond Quick Steps ‘ Maove Tags ‘ Editing Zoom
From: Rodehaver,Pamela K Sent: Thu 12/20/2012 10:16 AM
To: Rodehaver,Pamela K
Cc:
Hl Subject: nolij
http://cpi-nolij-01/NolijWeb/handler/PrintFile?
docld=2650149&pageCount=2&printAnnos=true&wfmaCode=1&usid=e41a8269-abc6-4ebb-9bag-
26f82e9f98c9&rand=0.5071457520495142&jsessionid=DICOF0O6BE84D93C5E319B7FBEB737300

Alternatively, you may App Activate certain documents. Then, within that application,
use the Attach to Email or Send or Save & Send commands to email the document. The
Attach to Email or Send or Save & Send commands are located on the application’s File
menu or on the Office Button menu.
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Lesson 6: Scanning

Discussion

The scanning process is reviewed in this lesson. Although your job duties may not
require that you scan documents, it is beneficial to understand the process.

Topics

v

Scan a single page document
Scan a multi-page document
Scan using blank page detection
Staple (merge) documents
Rescan a page

Insert a page or pages

Append pages

Modify scanned images

vvvyvVvvyvVvyyvyy

Move documents between folders
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Scan a Single Page Document

1. In the Query Results, click on the student folder that is to hold the scanned
document.
2. If the document is to be placed in a subfolder, click on the subfolder in the

Folder Objects area.

> Click on the Scan tool " in the Folder Objects header.
- F-
All || Adviser Notes
Type Name Created W
[0 = UC Interview Record 2013 Aug212.... *
Note:

The Scan tool displays in the header only after a student’s folder is selected.
The Scan tool displays only if your role has permission to scan.

4, At the beginning of each log in session, a prompt may display to select a default
scanner, when the Scan tool is selected for the first time. Select a scanner.

Morena source selector E |

Select TWAIN source

Kodak Scanner: i30/140 I~
The scanner dialog box displays.
5. Make the appropriate selections in the Scanner dialog box.
Imaging | Faper | Compression | Dropoct | Mulifeed | Options | Infa | Progress |
[ Frant Colar ‘ 2]
A | =
O RearBitonal ‘ J
N | |
] o
Fiesal.on (4 E I Your scanner’s
[ <] )
Color T able [ Text with Pictures | dlalog box may be
¥ Convert Color To Grapscale different than the
= one shown here.
" Defaulv,, | san | | cancel
6. The document is scanned into the student folder and stored on the Nolij Web

server. By default, the document displays at the end of the document list.

In the Folder Objects area, right click on the document to index it.

Review the document in the Viewer to verify that it is legible.
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Scan a Multi Page Document

1. In the Query Results, click on the student folder that is to hold the scanned
document.
2. If the document is to be placed in a subfolder, click on the subfolder tab in the
Folder Objects area.
3. Click on the down arrow of the Scan tool in the Folder Objects header and
mark the Multi Page checkbox.
& Q@ &~ |@=|
4 [[Z] UA Persen Query (Mo SSN)1 Multipage
-.]__:| 1235635, STUDENT, NATASHA, 6 cset Default Scanner
nable Blank Page Detection b
T e UC Intake Prep
Note:
The Scan tool displays on the header only after a student’s folder is selected.
The Scan tool displays only if your role has permission to scan.
Click on the Scan tool to begin scanning.
At the beginning of each log in session, a prompt displays to select a default
scanner, when the Scan tool is selected for the first time. Select a scanner.
Morena source selector E|
Select TWAIN source
|kodak scanner: o0 |
The scanner dialog box displays.
6. Make the appropriate selections in the Scanner dialog box.
& Kodak Scanner Properties (Kodak i40 Scanner) Q|§‘g|
Imaging | Paper | Compression | Drcpout | Mulifeed | Options | Info | Progress |
Front Bitanal | |
O Rear Bitonal | J
) | ’
° N Your scanner’s
Rsoltion ) [ — dialog box may be
o | = - different than the
e ’ one shown here.
{ Defauls. | soan | | tancs |
7. The document is scanned into the student folder and stored as a single
document on the Nolij Web Server.
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8. In the Folder Objects area, right click on the document to index it.

By default the document displays at the end of the document list, unless you
have sorted the documents.

9. Review the document in the Document Viewer to verify that it is legible and in
order.

Note: If the document is multi paged and the Multi Page checkbox is not selected, each
page will scan as a separate document. Use the Staple (Merge) Documents instructions
in this manual to staple all the pages into a single document.
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Scan Using Blank Page Detection

Nolij Web can detect blank pages, which can function as document separators. Several
documents may be scanned at one time to a single folder using a blank page between
each document. Nolij detects the blank pages and creates separate documents.

1. Place a blank sheet of paper between each of the documents.

2. In the Query Results, click on the student folder that is to hold the scanned
documents.

3. If the documents are to be placed in a subfolder, click on the subfolder tab in
the Folder Objects area.

4, Click on the down arrow of the Scan tool in the Folder Objects header and
mark the Multi Page checkbox.

J @ &~ |jm)-

4 [[Z] UA Person Query (No SSN) 1 Multipage

] 1235635, STUDENT, NATASHA, 6 @em Default Scanner
nable Blank Page Detection F

= e UC Intake Prep

Note:
The Scan tool displays on the header only after a student’s folder is selected.
The Scan tool displays only if your role has permission to scan.

5. Click on the down arrow of the Scan tool and mark the Enable Blank Page
Detection checkbox.
6. Click on the down arrow of the Scan tool and select Enable Blank Page

Detection > Set Threshold.
- & T

Y| Multipage

Reset Default Scanner

| Enable Blank Page Detection & Set Threshold...

The Blank Page Threshold dialog box displays.
e -

Blank Page Threshold ¥

Slide right to allow more nuﬁ klank page.

Ok | g

7 Drag the slider | to set the threshold that Nolij Web is to use to determine
if a page is blank.
Even blank pages have dots in the background. Use lower values between
40 and 50 for newer scanners. Select higher values for older scanners.
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Click OK.

Click on the Scan tool.

10. At the beginning of each log in session, a prompt may display to select a
default scanner. This prompt displays the first time that the Scan tool is
selected. Select a scanner.

Morena source selector,

Select TWAIN source
[Kodak Scanner: i30440 [~]

o] Ccoma

The scanner dialog box displays.

11. Make the appropriate selections in the scanner dialog box.
# Kodak Scanner Properties (Kodak i40 Scanner) =13
Imaging | Paper | Compression | Dropout | Mubifeed | Options | Info | Progress |
Bl o \ =
Front Bitonal [ =l
O Fear Bitonal ‘ J
] |
i |
Fesobion 451 Er— Your scanner’s
= dialog box may be
s - different than the
] one shown here.
L Defauls, scan | | concs
12. The documents are scanned into the student folder and stored on the Noljj

Web server. By default, the documents display at the end of the document
list, unless you have sorted the documents.

13. Right click on each document to select an index type.

14. Review the documents to verify that they are legible and in order.

Notes: The blank pages used as separators are not kept as part of any document. For
double-sided documents, Nolij Web does not use blank pages on the back sides of the
pages as page separators. These blank pages are considered regular pages and are
added to the document.

Tip: This function may work best if all the documents in the group are double-sided or
all the documents in the group are single-sided.
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Staple (Merge) Documents
Documents that are scanned into Nolij are TIFF documents. Follow these steps to
staple (merge) multiple documents in TIFF format into one document.

When the Merge Selected option is made, only the stapled document
will exist. The original documents are not preserved separately.

Note that the Annotations are preserved.

This process works for TIFF documents —OR- for PDF documents. The documents to
be merged must all be TIFF documents or must all be PDF documents.

1. Select the documents in the order in which their pages are to be stapled
(merged) to create a single document.

In the Folder Objects, click to select the first document.
The selection of the first document is important.

e Itis the document onto which the other documents will be stapled.
e The name and properties of the document after stapling will be those of
the first document.

o Pages are added to the document in the order in which the documents
are selected.

2. Select the second document by holding down the CTRL key and clicking.
The selected documents are highlighted.
all Adviser Notes
Type Name Created ]
i | UC Interview Record 2012 Nov &17:.0... =
: =, UC Alternative Credit Letter 2012 Nov 13 14....
i = UC Alternative Credit Letter 2012 Nowv 13 14:__
|| Wl Aud_grad_advising_templ... 2012 Dec 3 14:4...
i ':’1 UC Correspondence 2012 Dec 17 14:. .
i L | UC Deans Office Corresp... 2012 Dec 17 18.... =

|

UC Preadvising worksheet 2012 Dec1717.... =
I §

.

Page 1 of 1 ,:E‘ Displaying 1 - 105 of 105

3. Continue to select the documents to be stapled with CTRL + click.

Remember that the documents will be stapled together in the order in which
they are selected.
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4, When all the documents to be stapled are selected, right click on one of the
selected documents’ hames.

A shortcut menu displays.

5. Select Merge Selected.

Subfolder (3

Rename

Reset Name

Email Document Download Link

Email as Attachment
Duplicate

Auto Index

Merge Selected

UC Correspendence
UC Delete

UC Intake Prep

UC Other

UC Preadvising worksheet

More Index Types...

The message “Processing . . . please wait” displays.

When the message no longer displays, the documents have been stapled into
a single document.

The document is indexed with the name of the first document.
The date created property will be that of the first document.

6. Review the document to verify that it is legible and in order.
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Rescan a Page
The Rescan Page option is available on a shortcut menu.

Use the Rescan Page option to rescan and replace a page displayed in the Document
Viewer.

1. In the Document Viewer, use the page tools or the mouse wheel to
navigate to the page of the document that is to be replaced.

2. In the Document Viewer, right click on the page to be replaced and select
Rescan Page from the shortcut menu.

& Zoomin

i, Zoom Out

+  Fit Width

I| FitPage

~ Annotation Toole b

I Rescan Page I
Scan Append

3. At the beginning of each log in session, a prompt may display to select a
default scanner, when the Scan tool is selected for the first time. Select a
scanner.

4. The selected page in the Document Viewer is removed from the document
and the scanned page replaces it. The removed page is no longer available
in the student’s folder.

5. Review the document to verify that it is legible and in order.
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Insert a Page or Pages

Follow the Rescan Page instructions on the previous page, but scan both the displayed
page and any pages to insert before or after it.
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Append Pages

Append means to add pages to the end of the document.

1. In the Document Viewer, display the document to which pages will be
appended.
In the scanner’s tray, load the pages to be appended to the document.
Right click on any page of the document and select Scan Append from the
shortcut menu.
&, Zoom In
i, Zoom Out
+  Fit Width
1| FitPage
~ Annotation Toolz kb
Hezcan Page
I Scan Append
4, At the beginning of each log in session, a prompt may display to select a
default scanner, when the Scan tool is selected for the first time. Select a
scanner.
5. The scanned pages are added to the end of the document.
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Modify Scanned Images

Image is upside-down.

Use the Rotate Right or Rotate Left tools.

5 ¥

The tools rotate the image 90 degrees at a
time, so click on the tool a second time if
necessary.

Image contains a blank page.

With the blank page displayed in the
Document Viewer, click on the Extract tool

"~/ in the Document Viewer toolbar and
select Extract Current Page. Then, select
Yes.

The extracted, blank page displays in the
list of Folder Objects.

Right click on the blank page in the Folder
Objects area and select your department’s
Delete option.

Image is named (indexed) incorrectly.

Right click on the document’s name in the
Folder Objects and select a new index
type (hame).

Remove a page from a multi page
document.

With the page displayed in the Document

Viewer, click on the Extract tool - in
the Document Viewer toolbar and select
Extract Current Page. Then, select Yes.

The extracted, blank page displays in the
list of Folder Objects.

Right click on the blank page in the Folder
Objects area and select your department’s
Delete option.

Extract all pages from a multi page
document

With the document displayed in the
Document Viewer, click on the Extract tool

IS . .
! in the Document Viewer toolbar and
select Extract All Pages.

This option extracts the pages of a multi-
page TIFF document, making each page a
separate document.
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Move Documents between Folders

If a document is in the incorrect student folder, follow these steps to move it.

1. Open the student folder, which incorrectly contains the document.
(For instructions on stacking student folders, see the topic Begin a New Search.)

2. Search for the correct student folder. Both of the student folders display in the
Query Results area.

“5?‘? \3} o s - P
4 |[Z| UA Perzon Query (No SSH} 1 All || Adviser Notes
r.l_j 1235635, STUDENT, NATASHA, & Type | Mame Created « M
4 |[Z| UA Perzon Query (No 33H}2 = UC Other 2013 Aug 2 14: N
ll,j 1225882, STUDENT, JOSEPHINE, J .7 =
i i Interview Record 2013 Aug 212

3. Drag the document to be moved from the Folder Objects area to the correct
student’s folder in the Query Results area and drop it.

o 2 J‘z_.,v @ - oo
4 IJ% JA Person Query (No SSN) 1 ||J All ” Adviser Notes l |
i1 1235635, STUDENT, NATASHA, EJI Type | Name e ul
4 IJ% UA Person Query (No SSH)Y 2 | |_-T UC Other 2013 Aug 2 14-... A‘
] 1225882, STUDENT, JOSEPHINE, J =]
[ 'IC Interview Record 213 Aug 212
e 1 file(sj.|
=7 [=  UccCorrespondence 2013 Jul 31 15:2_..
4. Verify that the document has been moved.
Ver. 2014.03.10 Page 58 pstrain@uakron.edu

©2014 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Perceptive Nolij Web ver. 6.7 The University of Akron

Appendix A: Communication Panel

The Communication Panel is used to display messages from Nolij Web.
You must have the appropriate permissions to use this panel.

To access the Communication Panel:

1. Click on Tools in the toolbar at the top of the Nolij Web window.
" perceptive - ||| 2tools 7|

L) Communication Window

£ Workflow Summary 5]

|im| Themes

£ Preferences (2

2. Select Communication Window.
The window opens.
Communication - [
Console Collaboration

16:03:21: More than 100 query results were found, displaying ;l
the first 100.
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Appendix B: Use the Uanet VPN

The Uanet VPN is required to connect to Nolij, when using the wireless network on
campus. If the UAnet VPN is not on your computer, contact the Support Desk at x6888
for assistance or see the Support Wiki at http://support.uakron.edu/wiki/index.php/Vpn .

To access Nolij Web via UA’s wireless network, follow these steps:

1. Start the Uanet VPN from either a shortcut on your desktop or at:

Start > All programs > Cisco Systems VPN Client > VPN Client.

Select Uanet VPN.

Click on the Connect button.

In the VPN Client-User Authentication box, enter your UAnet ID and password.
Click OK.

A Cisco VPN icon becomes available in the system tray, which is in the lower

a ko

right corner of the display. The icon is a padlock g
6. Open a browser and login to Nolij Web at https://imaging.uakron.edu .

To disconnect from the Uanet VPN:

1. Logout of Nolij Web.
2. Double click on the padlock icon in the taskbar.
3. Inthe VPN client window that displays, select Uanet VPN.
It will have a padlock icon.
4. Click on the Disconnect button.
The button changes to be the Connect button.
The status bar at the bottom of the VPN client window says “Not connected.”
5. Close the VPN client window.
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Appendix C: Save an Email to a Student’s Folder in Nolij

If an email message should be saved and placed in a student’s folder in Nolij, follow
these instructions. Save the message in the MSG format, which is the default format for
saving in Outlook. If MSG is unavailable as a choice at Save as type, select the Text
only format.

These instructions will save the email message only. If there are attachments to the
email message, the attachments must be saved separately.

Note: Your security must allow you to add an MSG formatted or TXT formatted
document to a student’s folder.

1. With the message displayed:
In Outlook 2010, select File > Save As.
In Outlook 2007, select the Office Button > Save As.

The Save As dialog box displays.
1 Save As T T W |

OO | . ¥ Libraries » Documents ‘|‘fH Search Documents Pl
Organize = New folder g= - (7]
Bl Desitop Documents library

Peskop Ol difiles Includes: 2 locations AangSbyilRlderiy

4 Downloads =
Name

ml»

» Recent Places

1

MANUALS 01-27-12
Recruiting Solutions 02-03-12
Seminar databases 12-09-11
< soft train lab (Cclabmbl) Absence Mgmt
Admin
~ Libraries Adult Learner
“. Documents Articulate Studio e
<. Music =l a I b

SN -l nter Grades - change.msg -

Save as type: IOu‘tIook Message Format - Unicode (*.msg) 'I

“ Hide Folders Toals - [ Save II Cancel I

2. Select the drive and folder in which to save the message.
The Desktop is an easily accessible location.

3. At File Name, the subject line of the message will default.
Enter a new file name, if appropriate.
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4. At Save as type, select msg CutlookMessage Format - Unicode ("msa) if the choice is
available.

If msg is not available, click on the down arrow for Save as type and
select Text only (.txt).

4

File name: Registration Successful.mht

<

Save as type; ‘MHT files (*.mht)

Text Only (*.bxt)
utlook Template (*.oft)

Note: Mac Mail does not open an MSG file. It can open a text only file.

Click on Save.

6. In the Query Results area in Nolij, select the student’s folder in which to place the

document.
7 @ & |m-
4 /=] UA Person Query (No S5N} 1 All || Adviser Notes

| (] 1235635, STUDENT, NATASHA, GI — —— Created Mol

i UC PSEOQP Credit Verificat... 2009 Feb 12 09:...

1 »

MCUC Advising Disclaimer 2008 Feb 15 10: ..

: L. OIP ADK Change Form 2009 Apr1315....
O = OIF ADM ADV Interview... 2009 Apr 1315
. CAS Archive File 2009 May 20 09...
: = CAS Archive File 2009 May 20 09
: L. CAS Change Major Form 2009 May 2009... -
4 ] 3

p m o Page 1 of 1 P »

7. To display the File Explorer, click on the expand — tool on its header.

File Explorer =
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L
4 |[Z] UA Person Query (No S5N) 1

4 I

File Explorer
e
o
4 -1_] Deskiop
(] Desktop Files 2013

] Fac1800verview

e &

-

:l_j 1235635, STUDENT, NATASHA, &

ML »

i) -

All

o~

[0 [ [

Adviser Notes
Type Name
UC PSEOQP Credit Verificat...
MCUC Advising Disclaimer

OIP ADW, Change Form

&

Name

- guick enroll 07-313.xlsx

Created

2009 Feb 12 08...
2005 Feb 15 10:...

2008 Apr13 15,

Registration Successfulmsg

| Remote Desktop Connection (2).Ink

8. In the File Explorer, click on a folder to expand it and to view the files and
subfolders that it holds.
o @ &~ - -
4 =] UA Person Query (No SSN}1 all Adviser Notes
(] 1235635, STUDENT, NATASHA, 6 — = Created "
| ®¢  UCPSEOP CreditVerificat.. 2009 Feb1209:... *
i & MCUC Advising Disclaimer 2009 Feb 19 10:... il
i &= OIF ADW Change Form 2008 Apr1315:... i
4 I 2
] M , Page 1 of1 = »
File Explorer -
[1_.] C: Name
Pl e £]° quick enroll 07-30-13.xlsx -
I 4 (] Desktop I | Registration Successfulmsg .
(] Desktop Files 2013 . il
] Fact800vemvine v | Remote Desktop Connection (2).Ink i
9. Navigate to the document to copy to the selected student’s folder in Nolij.
10. To copy the document to the student’s folder in Nolij:

Place the mouse pointer on the file’s icon in the File Explorer.
Drag the file to the Folder Objects in Nolij.

m »

»

m
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11. In the Folder Objects, click once on the document to select it. By default, the
document displays at the end of the document list, unless you have sorted the
documents.

Right click on the document’s icon and select the appropriate index type from the
list that displays.

If you do not see the index type (hame) that you need, select the More Index
Types or Choose Index Type option from the list.

Subfolder 3
Rename
Reset Name
v 8 #- @) - Email Document Download Link
4 |[Z] UA Person Query (No SSN) 1 All Adviser Notes Email as Attachment
'.l_j 1235635, STUDENT, NATASHA, & _
Type Name Duplicate
= M UC Interview
— Aute Index
[0 = UC Intake Pre
Resolve
r Registration
F] T } UC Correspondence
7 m , Page 1 of 1 UC Delete
UC Intake Prep
File Explorer
UC Other
U.j C: it Name:
= UC Preadvisi ksheet
o =| @ quickenroll 07-30-13. AETIOE LIRSS
4 (] Desktop ~ Registration Success More Index Types...
(] Desktop Files 2013
a | Remote Deskiop Conr i
1] Far1A00vervisw — P HAEEiEs 1

12. To hide the File Explorer, click on the Collapse tool

File Explorer -
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Appendix D: Edit a Document

Discussion

One common business process on campus is to use a form document that contains text
fields of information and notes that are updated on a continuing basis.

In Nolij Web 6.7, annotations may be added to a document, but the document itself can
be edited only through versioning. Versioning is the method for editing an Office
document.

The steps to edit an Office document differ between the Internet Explorer and Firefox.
Notes:

e Microsoft® Office 2007 or higher is required for the editing of Office documents
that are stored in Nolij Web. On a Windows 7 PC, Office 2010 is required for the
editing of Office documents.

e If you have an older version of Office on your computer, please contact the
Support Desk at x6888 for assistance. You will need to install Microsoft® Office
2007 or Office 2010 on your computer in order to edit documents in Nolij Web.

e A Windows 7 PC has an office globe icon =z in the lower left corner of the
display.

A Windows XP PC has the Start button in that location.

e |tis not necessary to upgrade Office in order to view documents in Nolij Web.
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Add a Document from a Template

To make a template (form document) available in Nolij for your department or college,
contact the Support Desk at x6888 to have a ticket created to the Nolij team. At this
writing, templates in Nolij are Word documents.

Permissions determine who can use a particular template to create a new document in
a student’s folder.

Select the student’s folder.

2. | Click on the down arrow in the Folder Objects header
and select Add Template Document.

O

All Adviser Notes Filter On b

Auto Index

Approve Indexing

Add Tmr.nplate Doc b UC Interview Record
I L w

3. | Click once to select a template from the list.
In this example, UC Interview Record is selected.
The template is added to the student’s folder as a new document.

Note: If you have not sorted the Folder Objects, the new document will be at the
end of the list of Folder Objects.

To sort the documents (Folder Objects), click on the down arrow for the
column by which to sort. In this example, the Name column is sorted in
Ascending order.

Mame & * Crea

el . f= = gt

l Sort Azcending

Tranzfer Notes 7

A4 SortDezcending

B

UC Auth for Releaze ) Columns b

4. | Follow the instructions on the following pages to edit the new document.

The instructions for editing a document differ between Internet Explorer and
Firefox. Follow the instructions that are appropriate for your browser.
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Edit an Existing Office Document in Internet Explorer

Double clicking on a document’s icon will open the document as read-only in the
application in which the document was created. The document cannot be edited by that
method.

In Nolij 6.7, versioning is used to allow the editing of an Office document, while saving
the original document(s). Only the most recent version of a document displays in the
student’s folder. The older versions of the document can be viewed on your request
through a shortcut menu.

1. Right click on the document’s icon.
All || Adviser Notes

i UC Deans

Subfolder 4
Type Name
= ® ucpsgog ~ Rename
= Reset Name

Email Document Download Link

Email as Aftachment

Edit Document

, Duplicate

2. Select Edit Document from the shortcut menu.

Note: Versioning in Nolij is done by index type. If a document is not indexed, Nolij
will not display the Edit Document command.

3. | When this warning message displays, click on OK.

Open Document &J

Some files can harm your computer. If the file information below
looks suspicious, or you do not fully trust the source, do not open
the file.

File Name: 2¢86332-9452-43d2-83fb-15c00580234b.doc
From: cpiga-pc2.uanet.edu

oK Cancel
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4. The document opens in the appropriate application.

If the Protected View message displays above the document area (Office 2010),
click on Enable Content.

! Security Warning Macros have been disabled. Enable Content

The document is available for editing.

T 79798140-790-4dca-a27c-7f918a542438.docx - Microsoft Word Table Taols - =X
(A %]

“ Home | Insert Page layout References Mailings Review View Developer Acobat Design Layout @
44 Times New Roman 1z - = %, % =Y
J—J |B L U - abe x, % |2 = |

Paste - Quick Change | Editing
- || A Aar| A X Styles ~ Styles ~
Clipboard ™ Font Pl Paragraph F] Styles F]
o = @' P! |*P||§ = httpsy/imaging.uakron.eduddd: = 5
|‘-§--‘w-._-i---l‘-‘z--‘\---3---|‘-‘4--‘\---5---|‘-‘5--‘\---7-@|‘-‘ E{_;

ACADEMIC-ADVISEMENT- CENTERT
INTERVIEW-RECORDY

NAME Studen, Josephine= |:

Page:1 of1 | Words: 24 | 5 | I3 [EEEERT e o (s

5. If this Security Warning message displays, click on No.

Security Warning { 2 —_ -

@ Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network location
may be able to tamper with this file.

What's the risk?

[] Do not ask me again for netwaork files Yes ] [ No

6. In the application:

e Edit the document.
e Save the document with the Save tool.
e Close the document.
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7. In Nolij, the Versioning Document dialog displays.
Enter a comment, if necessary.

Versioning Document: UC Alternative Credit Letter

MNext Version:

URL:
http://cpi-noli-01/Moliveb/dav/13ca23f7-4293-49f8-980d-6cce
Comment:
Mary Smith|

oK Cancel

8. Click on OK.

p~ The document is not saved to the student’s folder in Nolij until

you click on OK in the Versioning Document dialog box.

The current, edited version of the document is displayed in the Folder Objects
(document list) in the student’s folder.
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Edit an Existing Office Document in Firefox in Windows XP

If your PC has a Start button in the lower left corner of the display, it is a Windows XP

computer. The following instructions are for Firefox

on your computer.

L/
Note: If your PC has the Microsoft Office globe icon in the lower left corner of the

display, it is a Windows 7 computer. Those instructi

ons begin on page 55.

Select the student’s folder.

2. | Right click on the document’s icon.
] UC Interview Re Rename

Rezet Mams

Edit Document

)

Duplicate

Select Edit Document from the shortcut menu.

In Nolij, the Versioning Document dialog displays.

Versioning Decument: UC Interview Record

Mext Version:

2 <

URL:
I https://imzaing.uzkron.edu:4443/NolivWeb/dav/b73cdcas-3286 I

PKR =]

The Next Version field displays
the number of the next version of
the document that will be
created. This field cannot be
modified.

=

Ok Cancel

5. The URL field displays the location of the do
Select the text from the URL field.

cument.

You need to select all the text in the URL field.

text for the location is selected.

https://imaging.uakron.edu:4443/NolijWeb/dav/8ac

8da3-371ab20ca875

Use a triple click —OR- use shift and the arrow keys to be certain that the entire

Here is an example of the URL text so that you may see its length:

0089f-8d5b-4f71-8da3-

371ab20ca875.docx?docld=1493210&userCode=905&wfmaCode=1&guid=8ac0089f-8d5b-4f71-
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6. With the URL text selected, copy the URL.
On a PC, use CTRL + C. On a Mac, use Command + C.

Open the appropriate Office program.

Use the File menu or Office button to access the Open dialog box.

In the File name field of the Open dialog box, paste the URL that was copied.
OnaPC, use CTRL + V.

open 2| x|
Loak in: IJ_‘| My Documents j G- X i E-
. |2 Admin |Z)Datahase copies |Z)Grace - language
,_..J |2 Adobe |C)Delete |[ZJHeug
Trusted | ) Adult Learner |Z)Deskkop Files ICIHP classes
Templates | ) Ann Evans |ChdaticMs —Iofaliabh Duakl
. |2 Anna [CIDTCF H
W =T et If the URL was copied
Recent | __)Brainteasers |C)Educational Talent Search H
g = correctly, it is lengthy.
" |_)Capkivate |[J)Excel 2003 Care MOS Class f
,J | ) CapturePro |[C)Excel-Extreme M3 Excel Fromtm—————gmrm™m
MANLIALS | ) Cathy Edwards ) ExcelMOs Microsoft Certifications-mine
|_)<ELT 04-03-07 |Z)FamConsSei Microsoft Office materials
I |7 Certificates ICFAsT () Minolta
| 2) Computer Basics |Z)Files Copied From Old PC |2MSOffice Certificates
Desktop |_2) Copies of SharePoint Final movies |CFinal-Fivot Table Files IaMy Adobe Captivate Projects
|)Course Catalog |J)Footprints )My Adobe Presentations
b | )IDARS and DARWIN |hfarms )My Captivate Projects
-"/ |)data |Z)Fun My Data Sources
My Documnents
4l | |
’J File name: }?1abZDcaS?S.docx?d0c1d=149321D&userCode=905&meaCode=1&guid=8ac0089f-8d5b-4f?1-8daS-3T1ab2DcaS?5|L| I
- =rP= Pword Documents (%, doc) Ll
Tools v| ' Caniel |
v

10.| The File name contains characters that are not needed and must be deleted.

For a Word document, remove all the characters after .docx (or after.doc).

Original copy:
http://cpi-nolij-01/NolijWeb/dav/9bd17384-0c58-419c-bead-
3b631aaf0387.docx?docld=2650088&userCode=905&wfmaCode=1&guid=9bd
17384-0c58-419c-bead-3b631aaf0387

Copy after deleting characters:
http://cpi-nolij-01/NolijWeb/dav/9bd17384-0c58-419c-bead-
3b631aaf0387.docx

11.| If there is a Security Warning, select Enable or Options > Enable this content > OK.
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¢ TR

A EETEES
% Patngriat

I sapicel AaBb [M.Eb(‘cl AaBAEe] a2t
| rmprci | senngt | 1hismar | orang | s
i e

12.| The document opens in the application.

Taan

e

———.

ACADENICADVISEMENT-CF
INTERVIEW RECORD

NTFRT

]

13.| In the application:

o Edit the document.

e Save.

e Close the document.

Enter a comment if necessary.

Versioning Document: UC Interview Record

Mext Version:

2
URL:

Comment:

https://imaging.uakron.edu:4443/MNoljWeb/dav/b73cdce6-3286

PKR

-

ok || cancel

14.| Return to the Nolij window. The Versioning Document dialog box is displayed.
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15.| Click OK in the Versioning Document dialog box.

b= The document is not saved to the student’s folder in Nolij until you
click on OK in the Versioning Document dialog box.

The document is saved to the Nolij Web database.

Note: Nolij uses versioning to allow the editing of an Office document, while saving the
original document(s). Only the most recent version of a document displays in the
student’s folder. The older versions of the document can be viewed on your
request through a shortcut menu.
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Edit an Existing Office Document in Firefox in Windows 7

If your PC has the Microsoft Office globe icon ) in the lower left corner of the
display, it is a Windows 7 computer. These instructions are for your computer.

If your PC has a Start button in the lower left corner of the display, it is a Windows XP
computer. Those instructions are on the previous pages.

Om the student’s folder, select the document to edit.

2. | Right click on the document’s icon.
] UC Interview Re Rename

Rezet Mams

Edit Document

)

Duplicate

3. | Select Edit Document from the shortcut menu.
The Versioning Document dialog box displays.

| Versioning Document: UC Interview Record

MNext Version:

URL:
http://cpi-noli-01/Moljweb/dav/9bd17384-0c58-419c-bead-3b
Comment:

oK Cancel

At this time, leave this box open and do not click on OK or close the Versioning
Document box.
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4. The URL field displays the location of the document.
Select the text from the URL field.
You need to select all the text in the URL field.

for the location is selected.

Here is an example of the URL text so that you may see its length:
https://imaging.uakron.edu:4443/NolijWeb/dav/8ac0089f-8d5b-4f71-8da3-

371ab20ca875

Use a triple click —OR- use shift and the arrow keys to be certain that the entire text

371ab20ca875.docx?docld=1493210&userCode=905&wfmaCode=1&guid=8ac0089f-8d5b-4f71-8da3-

5. With the URL text selected, copy the URL.
On a PC, use CTRL + C. On a Mac, use Command + C.

6. Open the appropriate Office program.

Use the File menu or Office button to access the Open dialog box.

8. Paste the URL in the File Name field.

6 oper .
I\j\_/l F libraries b Documents b v N Sench Doctmens o
Organize ®  New folder =« 7 ®

Recruiting Solut -

pietiill Sl Documents library
4 soft train Iab (Cclabmbl) icllidos 3 locatione
Seminar databases

s Dropbux

PeopleSoll Ve 81 L 01-27-12

Rodehzver fi 02-03-12

B videos 05-25-12

07-13-12

Libranies 09-07-12

Documents 09-14-12

4. Music 10-12-12
&, Pictures Wl

File namyl bead-3b6312ai0387 docddodd - 2630088 8user Code- 3058w imaCode - 1yguid-9bd17384-0c58-419¢-bead-30631aaf0387 « || | All Files (%) -

Tools = | Open H| Cancel

9. The File name contains characters that are not needed and must be deleted.

For a Word document, remove all the characters after .docx (or after.doc).

Original copy:
http://cpi-nolij-01/NolijWeb/dav/9bd17384-0c58-419c-bead-

84-0c58-419c-bead-3b631aaf0387
Copy after deleting characters:

3b631aaf0387.docx?docld=2650088&userCode=905&wfmaCode=1&guid=9bd173

http://cpi-nolij-01/NolijWeb/dav/9bd17384-0c58-419c-bead-3b631aaf0387.docx
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10.| Click on Open.
Wait. The document displays.

M
W W U o o . - T Tdee3dse T20a-4a13-9136-dacblc3abad? doc (Compatibility Mode] & Micro2of Warg I — W . i
i fnd
i o o = - AdaBbCel | AaBbCel AsBbCel AaBb( AaBb( AaBbCen A :
it : I D w.oA.[EExam o neo s i Em e T
R e N A
17 Security Wamning Macros have been diabled | [natde Conten
DEMIC: ADVISEMENT- CENTERS
. INTERVIEW: RECORDS
hmm':"
j=:1229982 [Emait:stujo i zips.uakron.edu Phone: x1111 I
[MAJOR: [ Living: on-Campus? Yes ]
Z = . q

+ACT COMPOSITE:Y|

11.

If the message bar displays a Security Warning, click on | Ena®le Content

This will allow the editing of the document.

12.| If a Trusted Document message displays, click on No.

13.| In the application:

e Edit the document.

e Save.

e Close the document.

14. Return to the Nolij window. The Versioning Document dialog box is displayed.
Enter a comment if necessary.

Versioning Document: UC Interview Record

Next Version:

2
LIRL:
https://imaging.uakron.edu:4443/Noljweb/dav/b73cdces-3286
Comment:

PKR =]

[

Qk Cancel

15.| Click OK in the Versioning Document dialog box.

- The document is not saved to the student’s folder in Nolij until you
click on OK in the Versioning Document dialog box.

The document is saved to the Nolij Web database.
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View Older Versions of a Document

In the Folder Objects, click once to select a document.

Right click on the document’s icon.

Select Properties from the shortcut menu.

;!l] uc UC Delets

= «" UC Interview Record
4| IC Qther
UC Workzhest
F'ru:psrtiss(ﬂ_l_r]
The Document Properties dialog box opens. The Properties tab displays.
Document Properties for UC Interview Record (#1493226) x|
Properties QOCR. Stats Version
Basic
Hame: 1C Interview Record
ID: AL The UAnet ID, of the
Created By: SETEOR person who created
Created On: T . the current version of
Modified On: displays in the
Size: 14087 Created By.fleld on
Version: 3 the Properties tab of
the dialog box.
Ok
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4, Click to select the Version tab.
Document Properties for UC Interview Record (#1493226) ¥

Properties QOCR Stats Version

Uger Verzion Date Comments
|| RODEHAW 1 Feb 3, 2011 11.58:43 AN Qriginal Wergion
RODEHANW 2 Feb 3, 2011 11:58:43 AM PR
RODEHAY 3 Feb 3, 2011 12:06:12 PM PKR
iy Edit Rollback
Ok

5. Click on the version that you want to View.
(The larger the version number, the more recent the version.)

The buttons at the bottom of the dialog box will activate after you select a
version.

6. | Click on View.

The document version displays in the Document Viewer.

This does not make it the current version. This is just a view.
The current version does not change.

7. | To view the current version, refresh the window by:

e Click on another document in the student’s folder.
e Reselect this document.
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Rollback to an Earlier Version of a Document

If the current version of a document is incorrect and a previous version of a document is
correct, use the Rollback button. This will reset the previous version as the correct and
current version.

No version of a document is deleted in the Rollback process.

In the Folder Objects, click once on a document to select it.

Right click on the document’s icon.

Select Properties from the shortcut menu.

@ uec UC Delete
w0 [ & UC Interview Recorg
1_| UC Other
UC YWorkshest
Prcpertiea(ﬂ_rh
The Document Properties dialog box opens. The Properties tab displays.
Document Properties for UC Intake Prep (#2650216) *
Properties OCR. Stats Version
Name: UC Intake Prep :
ID: 2650216 |
Created By: RODEHAV
Created On: 2013-06-06 13:46:55 ' | The UAnet ID, of the
Modifed By: | RODEHAY person who created
Modified On: 2013-08-02 12:25:58 .
. the current version of
Size: 50688

Version: 2 - | the document,

| displays in the
Created By field on
the Properties tab of
the dialog box.

Close

4. Click to select the Version tab.
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5. Click on the previous version that you want to make the current version of the

document.
Document Properties for UC Intake Prep (#2650216) ¥
Properties QCR Stats Version
User Version Date Comments
RODEHAN 1 2013 Jun 6 13:45:55 (Original Version
RODEHAW Z 2013 Aug 2 12:25:58

Wiew Edit Rollback

Close

(The larger the version number, the more recent the version.)

The buttons at the bottom of the dialog box will activate after you select a
version.

6. Click on Rollback.
A copy of the selected version is made. The copy becomes the current version.

Document Properties for UC Intake Prep (#2650216) ¥
Properties OCE. 5tats Version
User Wersion Date Comments
RODEHAW 1 2013 Jun § 13:468:55 (Original Wersion
RODEHAW 2 2013 Aug 2 12:25:58
RODEHANW 3 2013 Aug 2 12:259:.04 Rollback to version 1
Close

This makes the selected document the current version in the student’s
folder.

No document is deleted in this process.

Click on Close.

In the Folder Objects, click once on the document to display it in the Document
Viewer.

The rolled back version displays as the current version.
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