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FA SAP Committee Review Process Manual
(WebNow Only)





ImageNow FA SAP Committee Review Process:

· The FA SAP Review Committee will access the document task via the email and logging into WebNow/ImageNow to add comments on the decision of the FA SAP Appeal.
· The FA SAP Review Committee will access My Assigned Tasks view and review the desired appeal form and based on all the comments entered by the Committee, then the final FA SAP Committee Review member will either APPROVE or DENY the FA SAP Appeal.  The task REASON field needs to be populated with on of the following values:
· APPROVED
· DENIED
· Next, the final SAP Committee Review approver will complete the task by clicking the COMPLETE button.




ImageNow FA SAP Committee Review Processing Instructions using the Email Link:

1. The FA SAP Committee Review member will click on the link in the New Task Created (FA SAP Committee Review) email (see Appendix A) and login to WebNow.
2. The document and TASKS panel will appear displaying all comments about the student’s appeal, see below:

[image: ]

3. The FA SAP Committee Review member can review other Committee member’s comments in the COMMENTS window.



4. Click the ADD [image: ] button to add comments regarding the appeal request.  A task comments window will appear as seen below:

[image: ]
5. Start entering in free-form comments and press the ADD [image: ]button when done.  Then press the CLOSE [image: ] button to save and exit the task comments window.
6. Close the tab in the browser to exit the ImageNow project task.






ImageNow FA SAP Committee Review Processing Instructions using WebNow:
(*NOTE:  If you are unable to click the link in the email, this is another way to access the student’s appeal request information and enter in comments for your decision; basically the same view in the client version if you want use it.)

1. The FA SAP Committee Review member will login to WebNow using their NinerNet credentials by clicking on the link, https://imagenow.uncc.edu and the following screen will appear:
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2. After logging in to WebNow, setup your user preference defaults by clicking on the OPTIONS drop-down menu and selecting Explorer Options as seen below:
[image: ]
3. An Explorer Options window will appear; here you can setup user preferences under the GENERAL, GRID COLUMN HEADINGS, GRID OPTIONS, TASKS, and TOOLBAR.  Click on each one and explore your options.



4. Next, click on the TOOLBAR option and set the below DEFAULT ACTIONS and INITIAL STATE as seen below:
[image: ]
5. Press the OK button to save your user preferences.  Disconnect and logon again to see the changes take effect.



6. After logging into WebNow again, the FA SAP Committee Review document view will appear as seen below:
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7. To add comments, double-click on the task in the list.  Click the ADD [image: ] button to add comments regarding the waiver request.  A task comments window will appear as seen below:

[image: ]
8. Start entering in free-form comments and press the ADD [image: ]button when done.  Then press the CLOSE [image: ] button to save and exit the task comments window.  Your comments will be listed in the COMMENTS section.
9. Close the WebNow Viewer window to return to the My Assigned view.



Appendix A
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do.not.reply@uncc.edu <do.not.reply@uncc.edu> Thu, Jun 25, 2015 at 10:08 AM
To: mlee104@uncc.edu

New Task Created

Instructions:
A SAP Committee Review task has been created for this student; click the WebNow link below to view document(s) and view the task where you can enter comments in the free-form notes section:

Created By: mlee104
Assigned To: its-proc1
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jp FA SAP Committee Review

Instructions: A SAP Committee Review task has been created for this student; click the WebNow link
Blackmon, Bruce below to view document(s) and view the task where you can enter comments in the
free-form notes section:

From: IC Lee358 IMAP <jclee358@gmail.com>
Sent: Tuesday, June 02, 2015 9:30 PM Comments:  mleel04 - 6/25/15 1:33 PM
To: Blackmon, Bruce m atest.
ce Tikeri Lee'
Subject: Alana Lee - Student ID: 800763707 - Request to Remove Parents Personal Data
[ Add... |
Sensitivity: Private -
Returned
Reason: Approved &
Mr. Blackman,
My name is Carl Lee. |am Alana Lee’s Father. Alana’s Student ID is 800763707. | spoke with a lady in Finay Return Skip Gomplets;

you. She directed me to send this email explaining my situation to you

B/ % @ R > @ [AlTasks
On May 22, 2015 Alana Lee made a decision, against my wishes and  written agreement signed by both of
campus. In addition to discovering my personal password, email account, and bank information may have been co W
commandeered the FAFSA account I created, which | used to provide my personal information for the purpose of Fi
onto the FAFSA account, after repeated attempts, | was locked out. The 4 digit pin is useless. Alana s 19 years old
student. | contacted FAFSA, they advised to contact the school and the Office of Inspector General Hotline if | couldh

ht of recent events, | am requesting that the UNC Charlotte remove all my personal information (SSN,
purpose of obtaining financial aid, since Alana is now an independent student, and has blocked me out of my FAFSA
not notify me of the same. | hereby do not authorize my information to be used for financial aid since Alana is an in
authorize any loans or use of my social security number or financial information without my express written consen

‘Alana has been less than honest with me regarding the reason for two F's she received in Fall 2014 and noy

opportunity to sit and talk with Dr. Tuan Cao (Biology Professor after Spring 2015 semester ended.) Alana tried to d
the wrong dates. The Professor was very clear of the dates and subject covered that was on the final. He shared wi
class and he was told by Alana she was helping a girl that had personal problems. | subsequently discovered, the tru
campus with a man name Lenkeith Warren - a senior Student at UNCC. She lied to me and Professor Cao about the
poor performance Spring 2015 semester. | discovered the truth when | took away and reviewed text messages on a
safety. Turns out it was more a social tool that kept me in the dark.

After catching on to a host of surprising revelations in her text messages, | made a decision to not allow Alal
in 2013 as a High School graduation gift) on campus until she regained focus, her grades improved, and she showed
manner regarding her education and career goals. | am embarrassed and hurt! This is my youngest daughter who h
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