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Log in to Web Access and search the document that you want to export.
Click on Document on the Left top side of screen or Export on the Right top of the screen,
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To delete a page there must be more than one page. Display the page you want to delete. Select PAGEEt
top left of screen and on the drop down list select Delete. If there is only one page then Go to delete

Document.
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Delete Page

Are you sure you want to delete the current page?

The page will delete.

NOTE: Thereis no Garbage can to recover a deleted page

DELETE DOCUMENT
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PanenT Asser InFormancn (If student s consdered dependent For federal student aid purpasest
Balance of cash, smings, and checuirg accounts $_ -
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Far help detesinihing HETwort sea INsrectans on page 2.

CERTIFCARON
Ry wigrirg this farse, you are: corifving Tt all infurrmation being reparted on 1he form ard all syzaorting
dacumentation you are submitting for the federal student aif review is samplete and correct If you purposely ghve
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Student signature: Date:

Faremt signature Tiae:
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To delete a document. Display the document that you want to delete. Select DOCUMENT at top left of
screen and on the dropdown list select Delete.
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Delete Document ®

Are you sure you want to delete the document?

The Document will delete.

NOTE: There is no Garbage can to recover a deleted document.

REORDERING PAGES
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EMC ApplicationXtender - SMPL
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Page Rotate Zoom Annotation Format Actions
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Open the document that you want to reorder.
Page
E hd 4 4
. 4 |/
Display thumbnails on right side by clicking on down arrow.
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Click on the image and hold down left mouse button

A blue box will display around the image you want to move. Drag the
image to the new location

then let go of mouse button.

Moving Pages ®
Are you sure you want to move page(s) 2 to 17

CANCEL

You will then see this message select MOVE

The image will move to the new location.
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Display the document that you want to see the properties on. Click on DOCUMENT on the upper left side of
the screen and select Document Properties.

Document Properties

®

| The Document Properties box will display.

Title: | Add the document title here
Subject: | Add the document description here
Author: | Add a user friendly name here

| ** You can see the application name

Application:
Revision:

Created:

11/7/2017 9:54:51 AM By SYSOP

Modified:

Check-out Comment:

Reset Data CANCEL

Add Comment

+* Who created / indexed the document.
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INDEX BY DOCUMENT PROPERTIES

User Settings

Data Source Application

- Search/Result Set

Display Document in Separate Popup Window O
Auto Open Document if Query Yields One Result [
Show Document ID [l
Show Previous Document Version O
Document ID Sort Order |Des|:ending
Query Results Page Size Limit |25 |
Enable Document Properties Search Wi
Document Index Export Format |Tab-5eparated Values

»  Document View
If you go to users setting [ by clicking on your name in upper right corner of the page] and select:
e User Setting

e Search result set
e Enable Document Properties Search

[Title] | =28
[Subject] | =28
[Author] | =28
[Keywords] | =28
[Comment] | =28
[Owner] | =8

You can then then search by: Title, Subject, Author, Keyword, Comment or owner.
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Open a document with multiple pages. Splay thumbnails on right side
Page
Ov < | 4 |/4
o 4 )

X LGk

Click on image that you want to delete than click on the page icon with the black X
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Document50f5 <PREVIOUS |

EXPORT & PRINT

More ~

The Delete Page screen will appear click on DELETE.

Delete Page

Are you sure you want to delete selected pages?

CANCEL

DELETE

The page will delete.
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ROTATE A DOCUMENT AND SAVE IT

opentext"| ApplicationXtender - BDMTEST
B-S-ADMN ) New Search )» Query Results ) 901234567 Document 1 of 2 | NEXT > r.
Document Page Q Text Search B EMAIL % EXPORT &5 PRINT
Page D~ 901234567 =
[ 1 |n PIDM
DOCUMENT TYPE * COLLEGE TRANSCRIF
LAST NAME * MOUSE
FIRST NAME MICKEY
SSN AsRA%YY]Y
BIRTH DATE 02-Feb-2020
I TERM CODE
APPLICATION NUMBER
ADMISSIONS REQUIREMENT
INSTITUTION NUMBER
ROUTING STATUS |
ACTIVITY DATE 2018-03-08 10:56:02
VeDI CODF 24
<1 | >

Open the document that you want to rotate

New Search » Query Results » 901234567

Page
" 3 e » Select Page
- 4 NewPage 138%
1 - ®
- £] Replace Page Select Rotate and Save
o Select one of the setting 90,180,270
Paste
Delete The document is now saved at that setting
[;i. New Version
Delete Current Version

Delete Previous Versions

Text View

m Display Image Information

Reorder Page
E* Rotateand Save » @b 90° Clockwise

ﬁl 180° Clockwise

ﬁl 270° Clockwise
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DOCUMENT PREVIEW FROM RESULT SET LIST

Query Results

B-S-ADMN » New Search » Query Results

D PIDM DOCUMENT TYPE LAST NAME FIRST NAME S5M BIRTH DATE TERM CODE A
[l 901234567 @ COLLEGE TRANSCRIPT ~ MOUSE MICKEY 1111 02-Feb-2020
900012121 @ 1234 COLLEGE TRANSCRIPT ~ MERENDINO BOB 2323 01-Jan-2020 1718

Documents 1-2of 2

Do a query for a document then click on the page icon

B-S-ADMN » New Search » Query Results
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The preview document will display with a zoom adjustment.
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FILTER BATCHES BY USER

Select Manage Batches

MANAGE BATCHES

CreatedBy Y

Click on created by icon

Batch Filter @

Filter by User: All v

Click on Filter drop down then select OK. Batch list will only show batches of User shown in filter.
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TEXT SEARCHING ON IMPORTED PDF OR TEXT DOCUMENTS

=3 Select New Query

NEW QUERY

Query Results

B-S-ADMN » New Search » Query Results

v [ © Open [ Delete [ Export~ [ Print 24 Email Submit ~ l.AST MAME FIRSTMAME  SSN BIRTHDATE  TERM CODE
v [ soo012121 @ 1234 FINAL HS TRANSCRIPT ~ MERENDINO  BOB i 7 01-Jan-2020

v [ so1z3sse7 @ COLLEGE TRANSCRIPT ~ MOUSE MICKEY meraay gy 02-Feb-2020

v [ sooniz121 @ 1234 COLLEGETRANSCRIPT ~ MERENDINO  BOB b 7 01-Jan-2020 1718

4

Query the documents to search and check the box at top to select all.

[Q Collegd | O

STATUS ACTIVITY DATE VPDI_CODE

Enter a search word and click on the Magnify Glass

Text Search ®

900012121, 1234, CORRESEPONDENCE, MERENDINO, BOB, ... Found 8 Hits

...... 2008, Fall 2008, or Spring 2009 college term. The member colleges and universities fully ...... e made between this
form and a college’s own. Please type or pr ...... (Page 1)

...... Yes Mo In comparison with other college preparatory students at ...... (Page 2)
...... Academ ic Transcript 1996-1999 (College-Bound Example) Jane Ann...... (Page 8)

...... 008, Fall 2008, or Spring 2009 college term. The member colleges and universities fully ...... be made between this
form and a college’s own. Please type orp ...... (Page 18)

Click on the specific word that you were searching for.
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ﬁgSCATlgﬁ 2007-08 MIDYEAR REPORT

T Useniganaate Catings Aewinnies

To be ased by students applying for the Spring 2008, Fall 2008, or 2000 term. The member colleges and urversities fully support the use
of this form. No dustinction will be made between thas form and 2 own Mease type or pant in black ink, Be sure 10 follow the mstructions
on the cover page of the Commeon Application booklet to complete. copy, and submmt your application to one or more of the member institutions

TO THE APPLICANT

After compileting all the relevant questions below, give fils form o your sapandary school counselor or anather schoof officizl whe knows you better. Please also
give that schoot offickd stamped envelopes addressed 10 sach instiiution that requires & Midyeasr Report

Birth aate Socinl Security No
A S Yy ey Apanan!
Lagal name &
Lest Famdy (Evter apme RCHY 4r /) appwars oo oW documeats ) Fret Wven At (campiede. J s
NrsOw s Shwel Aparinew # My & Rwn Sy Mo Cowtry P (e

Current year courses—please indicale title, level (AP, I8, advanced honors, elc.) and oredit value of all courses you are taking this year, Indicate quarter
classes laken In the same semoster on ihe appropriate semester line.

First Gamuxte r/Trirmestes Secued Semasior Trimete Therd Triemes tar

The Document will display and highlight the word in a black box.
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Confidential Business Information

This documentation is proprietary information of Ellucian and is not to be copied, reproduced, lent or disposed of, nor used for any purpose other
than that for which it is specifically provided without the written permission of Ellucian.

Prepared By:

Ellucian Headquarters
4375 Fair Lakes Ct.
Fairfax, VA 22033

© Ellucian. All rights reserved. The unauthorized possession, use, reproduction, distribution, display, or disclosure of this material or the information
contained herein is prohibited.

In preparing and providing this publication, Ellucian is not rendering legal, accounting, or other similar professional services. Ellucian makes no claims
that an institution's use of this publication or the software for which it is provided will insure compliance with applicable federal or state laws, rules, or
regulations. Each organization should seck legal, accounting, and other similar professional services from competent providers of the organizations own
choosing. Ellucian the Ellucian logo, and Banner, Campus Pipeline, Luminis, Power CAMPUS, Pocket Recruiter are trademarks or registered trademarks
of Ellucian Inc. or its subsidiaries in the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective
holders.

The configuration described in this document is provided by Ellucian for illustrative purposes only and is not a recommendation by Ellucian that your
institution should acquire the equipment reflected herein. Ellucian makes no guarantee or commitment that the equipment described below will be
sufficient for your institution’s needs, and the equipment description is merely intended to reflect a starting point for your institution’s consideration.
Each software implementation is unique, and each institution has different needs and/or requirements. Further, system performance and response times
are dependent upon a variety of factors, including network latency, hardware and peripheral configuration, systems tuning, number of users at a given
time, peak periods of usage, Internet connectivity, the number of applications being deployed on a processor, as well as hardware sizing and processor
capability. Accordingly, the appropriate equipment and configuration for your institution may vary in many regards from the one described in this
document. You must independently make the determination as to the equipment to acquire in connection with the implementation of the contemplated
software. Ellucian recommends that you consult directly with your hardware vendor of choice regarding overall configuration selection and sizing
recommendations. Ellucian has no responsibility or liability in connection with this determination, and Ellucian disclaims any warranties of any kind
in connection with the hardware you select, including any warranties of merchantability or fitness for a particular purpose.
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