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[bookmark: _Toc302458277]Notification of New Student Application Packet:

1. The UHP Processor will receive an email stating a new student application packet is in the UHP Student Packet Review workflow queue for processing, as shown below:

[image: ]



2. Login to ImageNow or WebNow using your NinerNet credentials and click the CONNECT button as shown below:
[image: ][image: ]


3. Proceed to the workflow queue identified in the email, as shown below:
[image: ]
4. An ImageNow Explorer window will display a list of UHP student application folders to be processed, as shown below:
[image: ]
*Note:  The folder list is sorted by Time In Queue.  

5. The student application folders in the list are ready for review and processing.


[bookmark: _Toc302458278]Processing in the UHP Student Packet Review Workflow Queue:
6. To process student application folders that do not have a student ID number (ZERO in the SID column):
a. Double-click on the item to open the student application.
b. Verify the student exists in Banner.
c. Open the UHP_Evaluation_Form, by double-clicking the document within the folder.
d. Enter the student’s 800# in the form ID Number field, and then press TAB to populate the remaining form fields with Banner information.  

*Note:  Do not press the SAVE Button.

e. Click the EXIT [image: ] icon to exit the document.
f. Press the REFRESH [image: ] button, to view updates to the SID and Name for all the documents in the folder list.
7. To process student application folders that have a SID number and Student Name, open a student application folder by double-clicking on the desired item in the grid display.


8. Evoke the TASK view panel by selecting VIEW>TASKS, if necessary.
9. Evoke the TASK Toolbar by selecting VIEW>TOOLBARS>TASKS, if necessary.
10. Evoke the ANNOTATIONS Toolbar by selecting VIEW>TOOLBARS>ANNOTATIONS, if necessary.
11. To redact a student’s ESSAY document, double-click on Essay – UHP in the folder.
12. Click the rectangle annotation icon [image: ] and select the text in the document to be redacted, as shown below:
[image: ]

*NOTE:  The rectangle can be adjusted to include only the text to be redacted. The rectangle can also be deleted if necessary.



13. To assign a Student Ambassador to review the ESSAY document:
a. Click the NEW TASK button [image: ] and a New Task – UHP Essay Review window will display as shown below:
[image: ]
b. Click the ADD USERS button and a Select Users window will display as shown below:
[image: ]
c. Select the desired Student Ambassador user(s) from the search results and click the ADD button, then click the OK button to return to the New Task window.
d. If you selected multiple Student Ambassador users, select the CREATE AN INDIVIDUAL TASK FOR EACH USER box, else ignore this field.
e. Select the OK button to add the task and exit the NEW TASK window.
f. Now you will see a new task in the TASKS panel for the student applicant.  This Student Ambassador(s) will receive an email with a link referencing the ESSAY document where they can review it.
14. Click the SAVE button [image: ] to save changes to the document.
15. Click the EXIT [image: ] icon to exit the document.

16. Verify all six (6) required documents have been received.  The following documents are required:
a. Application
b. Essay
c. Resume
d. Evaluation Form
e. Transcripts
f. Recommendation Letter
[image: ]
17. Once the student application packet has been reviewed and completed, click the ROUTE FORWARD [image: ] icon to the UHP Evaluation Processing workflow queue for evaluation.

*NOTE:  After the folder is routed forward, an email will be sent to the Student Ambassadors stating the student essay is available for review.



18. If no Letter of Recommendation has been received within 30 days for a student applying to the University Honors Program, then the student application packet folder will be routed automatically to UHP Awaiting Recommendation workflow queue, as shown below:
[image: ]
19. The UHP Processor has 2 options:
a. The UHP Processor can wait for the student’s Letter of Recommendation to be submitted and when received the student application packet folder will automatically be routed to UHP Student Packet Review workflow queue.


b. Or, the UHP Processor can deny the student application packet folder by:
i. Changing the UHP Decision folder custom property to DENIED, as shown below:

[image: ]
ii. Click the SAVE [image: ] icon to save all changes.
iii. Select the Route Forward [image: ] icon and the student application packet folder will be routed to Archive.

*NOTE:  After the folder is routed forward, an email will be sent to the Student Applicant stating that he/she has been denied.


[bookmark: _Toc302458279]Processing in the UHP Evaluation Processing workflow queue:

1. Proceed to the workflow queue called UHP Evaluation Processing, as shown below:
[image: ]
2.  A list of student application packet folders will be displayed, as shown below:
[image: ]
3. Select a student folder and double-click to open.   A list of documents for that student will be displayed, as shown below:
[image: ]
4. Press the F7 key to ensure the PROPERTIES panel is displayed.
5. Attach any additional supplemental documentation regarding this student, if applicable, by using the drag-drop feature. See the Drag and Drop section of this document for more details.
6. To verify a final essay score is ready:
a. Find the Essay - UHP line in the document list and review the Summary Tasks Status column. 
i. If the information in the Summary Tasks Status is COMPLETE – all Ambassadors have provided their feedback.  
ii. If the information in the Summary Tasks Status is ASSIGNED – the Ambassador evaluation is not completed.  
b. Double-click to open and review the Essay – UHP document task comments and ratings.
c. Evoke the TASK view panel.
d. Select each task associated with the document to review the Ambassador’s comments and rating.


[bookmark: _Toc302458280]Reassigning an Essay Task

To reassign an Essay task to replace another Student Ambassador, first you must delete the current task and assign a new task.  The reason for this is to ensure the new Student Ambassador receives an email with the document link embedded.

e. To reassign a TASK to another Student Ambassador:
i. First, select the desired TASK(s), then click the DELETE button as shown below:
[image: ]


ii. A DELETE TASK window will display as shown below:
[image: ]
iii. Select the YES button to delete the TASK.
iv. To assign a new Student Ambassador to review the ESSAY document:
v. Click the NEW TASK button [image: ] and a New Task – UHP Essay Review window will display as shown below:
[image: ]


vi. Click the ADD USERS button and a Select Users window will display as shown below:
[image: ]
vii. Select the desired Student Ambassador user(s) from the search results and click the ADD button, then click the OK button to return to the New Task window.
viii. If you selected multiple Student Ambassador users, select the CREATE AN INDIVIDUAL TASK FOR EACH USER box, else ignore this field.
ix. Select the OK button to add the task and exit the NEW TASK window.
x. Now you will see a new task in the TASKS panel for the student applicant.  This Student Ambassador(s) will receive an email with a link referencing the ESSAY document where they can review it.
xi. Click the SAVE button [image: ] to save changes to the document.
xii. Click the EXIT [image: ] icon to exit the document.


7. Double-click on the UHP_Evaluation_Form document. The form will be displayed as shown below:
[image: ]
8. Complete the following: 
a. Enter the applicant’s 800# and click the TAB key or click the REFRESH [image: ]button to update the form to associate the essay scores from the document.  Note:  Do not press the SAVE Button.
b. Adjust the Overall Ratings, if applicable.

Note:  If you hover over the Average Ambassador Evaluation Median score, all Ambassador Evaluation review scores will display.

c. Add your evaluation comments in the Additional Evaluator Comments box.


d. To Invite the Student Applicant for an interview, click the INVITE button [image: ].  If a student needs to reschedule an interview appointment, the button can be clicked more than once.

Note:  A message in red text will be displayed, indicating the student has been authorized to schedule an appointment.
9. To exit the document, click the EXIT [image: ] icon.
10. Once all due diligence is completed and an applicant has been either accepted or denied, the UHP Processor will change the UHP Decision custom property to either ACCEPTED or DENIED, as shown below:

[image: ]
11. Click the SAVE [image: ] icon to save all changes.
12. Select the Route Forward [image: ] icon to route the student folder to Archive.
13. After the student folder is routed to archive, the Student Applicant will receive an email of the final decision.



[bookmark: _Toc302458281]Notification of A UHP Recommendation Exception:

Documents are added to the UHP Recommendation Exception workflow queue when:
· The Letter of Recommendation was emailed into ImageNow and flagged as an invalid document type.
· The Letter of Recommendation document submission ID does not match any submissions in the ImageNow UHP application.

1. The UHP Processor will receive an email stating a new student Letter of Recommendation document has been added to the UHP Recommendation Exception workflow queue for processing, as shown below:
[image: ]
[bookmark: _Toc302458282]Processing in the UHP Recommendation Exception Workflow Queue:

2. Open to the workflow queue identified in the email, as shown below:
[image: ]


3. A window will display a list of UHP Letter of Recommendation documents to be processed:
[image: ]
4. In the NOTES field, the error will be displayed with information about the reason the document was added to this exception workflow queue, as shown above.
5. To correct the document for processing, double-click the selected document. 
6. Take note of the student’s Submission ID within the document.  You may want to copy this Submission ID because you can copy and paste the submission ID number from this document into the Submission ID document key.


7. Enter the student’s Submission ID number and select the appropriate Document Type, as shown below:
[image: ]
8. Click the SAVE button [image: ] to save changes to the document.
9. Click the Route Forward [image: ] icon to route the document to Archive.  The document will be re-indexed and added to the appropriate student folder.
10. If there are additional documents in the list, the next document will open
11. Repeat the above steps to process the next Letter of Recommendation exception document.

[bookmark: _Toc302458283]Notification of A UHP Decision Exception:

Folders are added to the UHP Decision Exception workflow queue when the student application folder has an invalid decision value (PENDING REVIEW) at the conclusion of the folder processing.  The UHP Processor must open the folder and change the UHP Decision field to either ACCEPTED or DENIED. 

1. The UHP Processor will receive an email stating a new student application packet has been added to the UHP Decision Exception workflow queue, as shown below:

[image: ]
[bookmark: _Toc302458284]Processing in the UHP Decision Exception Workflow Queue:

2. Open the workflow queue identified in the email notification, as shown below:
[image: ]


3. A window will display a list of UHP student application folders to be processed, as shown below:
[image: ]
4. In the NOTES field, the error will be displayed display with the reason why the folder was added to this exception workflow queue, as shown above.
5. To make corrections, double-click the selected folder. 



6. Select the appropriate UHP Decision, as shown below:
[image: ]
7. Click the SAVE button [image: ] to save changes to the folder.
8.  Click the Route Forward [image: ] icon to route the folder to Archive.  
9. If there are additional documents in the list, the next folder in the list will open.
10. Repeat the above steps to process the next student application folder.

[bookmark: _Toc302458285]Drag and Drop Feature

Using the Drag and Drop feature, a user can select a document from the desktop and drop the document into a particular ImageNow workflow queue or document.
[bookmark: _Toc292619097][bookmark: _Toc292623507][bookmark: _Toc302458286]Drop as a New Page

1. Open a document by double-clicking the document item in the ImageNow Explorer window grid. 
2. Ensure the THUMBNAILS view is evoked.
3. Drag and drop a document from your desktop or selected drive into the whitespace in the THUMBNAILS view as show below:
[image: ]
4. Click the SAVE icon [image: ] to save the added document as a new page.
[bookmark: _Toc292619098][bookmark: _Toc292623508][bookmark: _Toc302458287]Drop as a New Document within a Folder

1. In the ImageNow Folder Viewer window, drag and drop a document from your desktop, or selected drive, into the whitespace in the grid as show below:
[image: ]


2. A New Document window will display, as shown below: 
[image: ]
3. Select UHP Manual App Plan.
4. Enter the Submission ID for the student folder.
5. Select the document Type.
6. Select the OK button to add the document to the student application folder.  The document will open automatically.
7. Exit the document by selecting the [image: ] button.
8. Refresh the folder viewer by selecting the Refresh [image: ] icon.  The document will be displayed in the list.
9. Double-click the UHP_Evaluation_Form in the folder.
10. Verify the student’s 800# in the form ID Number field, and then click the REFRESH [image: ] button to update the form.
Note:  Do not press the SAVE Button.
11. Clicking the EXIT icon, [image: ].
12. Press the REFRESH [image: ] button, to view updates to the SID and Name for all the documents in the folder list.

[bookmark: _Toc302458288]Searching for Folders:

Search for FOLDERS in UHP University Honors Program folder view.  There is one (1) document view filter to assist in the search called By Student Name.

1. Click the FOLDERS view filter, BY STUDENT NAME.
2. Enter the student name or partial name and click the OK button.  
3. ImageNow will display a list of UHP student folders that meet the selection criteria, as shown below:

[image: ]


[bookmark: _Toc302458289]Searching for Documents:

Search for DOCUMENTS in the UHP University Honors Program document view.  There is one (1) document view filter to assist in the search called By Submission ID.

1. Click the DOCUMENTS view filter, BY SUBMISSION ID.
2. Enter in the appropriate search criteria and click the OK button.  
3. ImageNow will display a list of UHP documents that meet the selection criteria.
4. Below is an example using the By Submission ID document view filter.  ImageNow will display the document for the entered.

[image: ]



5. You can search for documents using the Quick Search feature, as shown below:

[image: ]
6. Type in your search criteria.  Click the GO button to run the search.  An ImageNow Explorer view will display a list of documents that meet the criterion.
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To: imaging-workflow-group@unce.edu

Atention UHP Processors:

Mon, Aug 10, 2015 at 11:08 AM

There is a new student packet in 3 UHP Recommendation Exception workflow queue. The total number of student packets in the workflow queu is(are) 1 that are waiting for review and processing.
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ImageNow




image30.png
(@ 1onaernon isproct e =

pr—
ot <[ vt | @ -

88 otctns - [ vocments ~ [l Foers -
PP ][v] 1t tutenpacot e

2UHP Evaluation Processing

4UHP Decision Exception





image31.png
CHe Edt Yew Worlflow e

G0 225200 R Ciuromneen - FYC 20 % 08 o)
Quick Search | search |

[Wortion tem taus =] [ squsto =] [y

=
3 days 16 hour § ... Document Type Error M 321Y787_013V61YNGOO0O3W __ 321Y787_013

2 1189 Sucr o v
3 2089 Evbion roceng

35149 Reconmendaton xcson
34149 DeconExceptin





image32.png
»

_—
=

S TR0

Pt

B AR

Fz

Field3

Submision 1D
321287 _D13V61 INGOT00IW
Unigue 1D

321V287_D13VCWAFL0000CF

[Acceptance Letter - URP
|appication - UFP.
Email- LHP

[Supporting Documentation - UHP





image33.png
>

/7 Lo, Vonda <l 104@uncc
UNC CHARLOTTE

New Student Packet in 4 UHP Decision Exception Queue - TEST

1 message

do.not.reply@unce.edu <do.not reply@unce.edu> Mon, Aug 10, 2015 at 11:08 AM
To: imaging-workflow-group@unce.edu

Attention UHP Processors:

‘There is a new student packet in 4 UHP Decision Exception workflow queue. The total number of student packets in the workflow queue is(are) 1 that are waiting for review and processing.

Thank you,
ImageNow
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Nemah-Allah Saleh
Nsalehl@uncc.edu
704-315-3069
College address:  UNCC
Home address:
9201 University City Boulevard
4206 Barons court
Charlotte, NC 28223, United States

Harrisburg, NC
28075

Education
Aug. 2014-Now: University of North Carolina Charlotte (2018), College of
Health and Human Services, Charlotte, NC 28223 (Hyper link)

. B.S. Biology Major and Biotechnology minor
. GPA: 3.906, with 35 credits as of Spring 2015
. Relevant coursework: Biology, Chemistry IT, and Statistics/

Calculus
Aug. 2010-June 2014: Hickory Ridge High School, Harrisburg, NC 28075
Youth Experience/Leadership

Ex-President of United Muslim Relief (UMR) Charlotte, Charlotte, NC
President, Spring 2015

. Helped create/establish a new chapter of UMR in Charlotte, NC to
help

people in need.

. TIs currently a board member of this chapter

. Attends homeless/cleanup projects

Chemistry and Biology Tutor (unpaid)
Spring 2015

. Work one-on-one with fellow students to improve their
chemistry/biology

skills.

. Help other students with problem sets, practice, and memorizing
skills,

and to do better on tests.

Summer Camp Volunteer/Teacher, ICC’s children summer camp (Islamic |
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