Berkeley Financial System

How to Access and View Imaged Documents in BFS

The Disbursements Office converts vendor invoices from paper to electronic images. The ability to view these images is available to
all campus BFS/AP users. Images can be accessed in BFS from two locations:

A. Voucher Inquiry page, or
B. Worklist Voucher Approval page

AP documents that cannot be viewed by campus users include:
e EFT authorizations
e Direct Vouchers
e bluCard back-up
e Adjustments
Wire transfer vouchers
e Invoices processed prior to November 26, 2007
e Travel & Entertainment back-up prior to September 1, 2009

A. From VOUCHER INQUIRY PAGE - Steps 1 and 2 to access imaged documents:

Summary Related Documents Invoice Information

1. From the Voucher

. . Business Unit: 10000 Invoice Date: 0212912012

Inquiry page, to view i
. . Voucher ID: 12609425 Invoice Ho: AD2058894
imaged documents click _

Voucher Style: Regular Invoice Total: 2,000.00 usD
on the Image tab.

Contract ID:

Vendor Name: NATURE PUBLISHING GROUP Pay Terms: Met 30 Day

ADVERTISEMENT DIVISION Voucher Source: Online

LONDOMN N1 9X0W GBR

Entry Status: Postable Origin: OoNC

Match Status: Matched Created: 04/03/2012

Approval Status: Approved Created By: 011852050

Post Status: Posted Modified: 04/03/2012
Modified By: 011852050
ERS Type: Mot Applicable

Budget Status: Valid Close Status: Open

Budget Misc Status: Valid

View Related Payment Inquiry Go

El save | L Return to Search | [=] Motify | %y Refresh

Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary | Imaage

2. From the Image Tab screen, click Invoice Information Payments Voucher Attributes | Error Summary Image
on the View Image button to
launch the WebNow document Q@) view image
Voucher ID: 12609425 R e
access system.
Vendor ID: 0000526716
Vendor Name: MATURE PUBLISHING GROUP
Invoice Number: AD2059894
PO Number: 2000104010
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B. From WORKLIST VOUCHER APPROVAL PAGE — Steps 1 and 2 to access imaged documents:

1. From the Worklist
Voucher Approval
page, to view imaged
documents click on the
Image tab.

| Image
—

Vendor:

Approval |_Line Information [ Charge Information

Unit: EMOOD Invoice: 4423 FERME MARIAME C

Voucher: 90087244 Date: 02/28/20M2 10 E010825933

Moucher Details

Approval Information

@ Pending Total: 3,785.00 USD Due Mow
© Approved Sales Tax: 0.00
© Denied Frelaht .00

Use Tax: 0.00

Entered VAT: 0.00

From the Image Tab screen,
click on the View Image button
to launch the WebNow
document access system.

First (4] 1 of 1 [¥] Last

Details &

e
Customize | Find | Wiews All | 52

Remit SetlD Remit Vendor Name 1 Name 2
EMO00 E010825933 FERME MARIAME C
Comments

Approval Line Information Charge Information |
D)) View image
Voucher ID: 90087244 @@"
Vendor ID: E010525933
Vendor Name: FERME MARIAMNE C
Invoice Number: 4423

PO Number:

To view imaged documents, Steps 3 through 8 are the same for either access method ( A or B) above:

3. The WebNow system opens with
a Security Warning message.

Click “Yes”.

How to View Images in BFS

,

Do you want to view only the webpage content that was delivered
securely?

This webpage contains contertt that will nat be delivered using a secure HTTPS
connection, which could compromise the security of the entire webpage.
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The document will be
displayed in a new
window.

The page number that
you are viewing and the
number of pages in the
document are displayed
below the image. For
multi-page documents,
use the arrow next to
the page number field
to scroll forward to the
next page or to scroll
back to the previous

page.

Note the toolbar above
the document image.
Click on the icons for
the following actions:

a. |®
b. | &
c. QL
d.

e | &

How to View Images in BFS

/€ WebNow 6 - Windows Intemet Explorer

TN . — T—
\ ! 3 4 O https://imagineweb.berkeley.edu/webnow/ind: %
: File Edit View Favorites Tools Help
¢ 9 Favorites 7% ] Oracle PeopleSoft Enterpr... @] Oracle PeopleSoft Enterpr... @] Suggested Sites v & Web Slice Gallery
JO WebMow 6 ﬁ = - = @ v Page~ Safety~ Tools~ >

File Wiew Annotation Workflow Project Window Help

HeEdz7/70BW9| a3 deHEET T

[HH A -[p WP

P |, 0000526716 \NATU% PUBLISHING GROUP | 12509425 | AD2059894 \ 2000104010 \ Wire Transfers | | (3} AP Complete | | Page 10f 3 | 228,912K
| A

&5 #,100%

-

WebMow 651149  fCopyright ©1991-20:

Click on arrow to
move to next page

w" Trusted sites | Protected Mode: Off

Number of pages

File View Annotation Workflow Project Window Help

HEEAs70BW |4 9CBEIFE « HA

Reo = T/v/0E

@ DIOIOIOI0]0]C

Print — allows user to print a copy of the document

General:

Profile: | No Profiles Available -

Annotations

Use “Current View”

<
@) Current Views =

() With annotations
(7 Without annotations

[ Options... ] [ OK H Cancel ]

Zoom In — enlarges images on the screen

Zoom out — Makes images on the screen smaller

Rotate Left — Rotates image counterclockwise 90 degrees

Rotate Right — Rotates image clockwise 90 degrees
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7.

If you get a “No
documents found”
result while attempting
to view an image:

» it may contain
confidential
information, which
will not be displayed,
or

» it may be an old
document, processed
before Nov 26, 2007.

When you are done
viewing a document,
click on the red X

in the upper right corner
of the WebNow image
window (not the BFS
screen). This will return
you to the BFS page.

How to View Images in BFS

Fit Window — Resizes image to fit in the space available on the screen

Fit Width — Resizes image to fit the entire width of the window

Fit Height — Resizes image to fit the entire height of the window

WeblNow 6 - Windows Intemet Explorer

NI © s imssivescoiicipiuinenon'nis =8 [B] |

File Edit View Favorites Tools Help
ﬁ @ Oracle PeopleSoft Enterpr... @ Oracle PeopleSoft Enterpr... a Suggested Sites » a Web Slice Gallery =

T~ v [ = v Pagev Safetyr Toolsw

| < Favarites

53

| () webNow 6

webnow

options - | help - | disconnect

*7@A =0 1X[ETN

| [@[ 5] %] Drawer | Folder Tab [Field 3 [Field 4 [Field 5
[
| @No documents found.
l
[
[l
l
[
l
[
[
[
NN i N 3
‘ I":) All Documents  Filter: AP_VCH_ID 0 documents
Done JTrustedsites| Protected Mode: Off Sy v H10% v __:
& WebNow 6 - Windows Internet Explorer. o 0 o
& ®
'_‘_:_' 3-'_ O https://imagineweb.berkeley.edu/webnow/indi » g EH -;' Google Pl e
— — = Click here
: File Edit View Favorites Tools Help
: : to close
| {‘g Favorites {g @ Oracle PeopleSoft Enterpr... @ Oracle PeopleSoft Enterpr... @ Suggested Sites + @ Web Slice Gallery = the image
JO WebMNow 6 - v [ dm v Pagew Safetyr Toolsw i window
File View Annotation Workflow Project Window Help
MWK AL -PHPK
10000526716 \ NATURE PUBLISHING GROUP | 12503425 | AD2059894 | 2000104010 \ Wire Transfers | | {23 AP Complete | | Page 10f 3 | 228,912k
WebMNow 6.51.149  Copyright ©1991-20: /" Trusted sites | Protected Mode: Off 4h v ®100% ~ i
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http://controller-dev.berkeley.edu/disbursements/ImagingSystem/ImageNowHelpfulTips.htm
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