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Completed document must be signed by both traveler and department head signature
authority (Gina Nixon or Lori Buss).

The only exception is OSTRs for Department Head. These are scanned after
department head has signed them, before they are sent to Waters Hall for the Dean’s
signature.
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Viewing Scanned Documents
From desktop computer log into WebNow.
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Tables can be turned on/off by click on view tab.

Select Properties.
Repeat for Actions and Thumbnails
Uncheck boxes to turn them off
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To add a text box to document.
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Notes can be added to Note box in bottom right corner of screen.
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