




ImageNow for Travel and Expense
Centralize Your Expense Records
Create a secure and instantly accessible repository for all travel- and 

expense-related documents.

Eliminate Manual Sorting and Entry
Automatically bind receipts to associated expense reports in your financial 

software.

Improve Employee Self-Support
Shift receipt-expense matching to submitting employees and make 

documents available from self-service portals.

Secure Corporate Records
Capture documents to minimize the potential for lost, misplaced, destroyed 

or orphaned items.

Speed Client Services Billing
Quickly compile and send receipts, time sheets and other project documents 

required for billing.

Rapidly Resolve Discrepancies
Answer questions instantly by viewing receipts directly from your expense 

software.

Enhance Expense Control and Compliance
Readily compare employee expenses against receipts and provide backup  

for auditors.
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Travel and Expense
Remove Obstacles to Speed Reimbursement

By providing instant, integrated access to receipts and other  

travel-and-expense documents from your business applications and 

employee portals, ImageNow dramatically decreases the time it takes 

to record, review, approve, bill and report on personnel expenses.

ImageNow supports your auditing requirements, manages all 

exceptions and verifies that all receipts are connected to valid 

transactions in your financial software. Throughout your workflow 

process, ImageNow tracks every receipt and document and keeps  

a complete audit trail of the actions taken upon them.

ImageNow Technology Focus

Integration

When employees fill out expense reports  

in your business software, a single click of 

an embedded button can generate a bar-

coded cover sheet. Your employees simply 

group their receipts with this page and fax 

the documents to your designated expense 

line from anywhere. ImageNow automatically 

captures the receipts and creates a link with 

the matching expense report. 

This integrated connection makes it 

possible for you to immediately retrieve the 

receipts you need whenever you need them 

in context with related expense reports — 

without leaving the application screen 

you’re using. And it virtually eliminates  

the time-consuming and tedious tasks 

surrounding manual receipt collection  

and matching. ImageNow also easily 

accommodates receipts in any other form, 

such as e-mail and PDF.
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Customer and Vendor Relations
Improve Service and Communications

Did You Know?
Solutions for All Industries
The versatility of ImageNow makes it possible for organizations in any 

industry to apply powerful document management functionality throughout 

their enterprise in areas like customer and vendor relations.

ImageNow and WebNow enable your service representatives to fetch 

specific documents quickly, regardless of where they are, from any 

application screen. Everything they need to know is right in front of them 

when a question arises.

Government
Immediately locate documents helpful for problem solving, such as citizen 

correspondence.

Financial Services
Display a 401(k) investment history while reviewing a customer’s retirement 

strategy.

Shipping and Distribution
Access bills of lading and purchase orders at the point of need to better 

track order fulfillment.

Media and Communications
Instantly view a customer’s existing plan when conducting marketing calls 

or responding to requests.

Manufacturing
Respond to inquiries immediately with single-click access to product 

warranty information.

Good business requires building and maintaining solid 

relationships with both customers and suppliers. Manual 

processes slow the ordering-receiving process and hinder 

communication between your company and others. With 

ImageNow, important documents such as customer 

correspondence, invoices, contracts and inventory 

listings are just a click away. The result is a dramatic 

decrease in response time and a noticeable improvement 

in customer service. 

Similarly, ImageNow simplifies your procurement 

activities to keep your supply chain connected and 

inventory stocked. Find the documentation you need 

quickly and keep your business processes running 

smoothly with minimal disruption.

ImageNow for Customer and 
Vendor Relations
Centralize Your Customer and Vendor 
Records
Associate customer correspondence with relevant records 

in your existing business software.

Respond to Inquiries Faster
Instantly determine the status of an order, invoice or other 

request to answer questions in real time.

Share Information and Maintain Productivity
Enable customer service staff to e-mail, print or fax 

requested documents without leaving their desks.

Connect Remote or Traveling Employees
Provide web-based access to documents through 

WebNow to improve interaction with customers and 

suppliers.

Protect Corporate Records
Secure electronic files to minimize the potential for misfiled 

or lost transaction documentation.

“If someone does call in, we can 	 
	 instantly bring up their documents  
	 in ImageNow or WebNow and  
	 e-mail a copy to them. The process  
	 is so much better. Before, it could  
	 take up to two days to fulfill a  
	 request; now it’s instantaneous.”
	 Phil Brandt 
	 Manager, Branch I.S. Operations 
	 Ben E. Keith Company



ImageNow for Human Resources
Centralize Employee Records
Create a secure and instantly accessible repository for all HR-related 

documents.

Enhance Employee Privacy
Eliminate photocopies of records, ensuring that sensitive content remains 

private.

Streamline Core Processes
Simplify recruiting, onboarding, performance management and other 

initiatives.

Protect Corporate Records
Minimize the potential for misfiled or lost employee documentation.

Speed Information Sharing
Automatically distribute job requisitions, resumés, benefit documents  

and more. 

Rapidly Resolve Issues
Instantly view tax, benefit and other HR-related documents to resolve 

discrepancies promptly.

Enhance Regulatory Compliance
Quickly and easily audit employee records for internal or external audits. 

Reallocate Work to Available Resources
Shift HR and payroll tasks around your enterprise based on current workload.
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Human Resources
Manage Your People Processes

To deliver superior products and services to customers, your 

organization must hire and retain the most talented personnel.  

That’s not an easy task when you’re swimming in a sea of resumés, 

applications, payroll inquiries and more.

With ImageNow, all employee information is centralized and secure. 

Applicant and personnel documents alike are captured, stored and 

accessible electronically, enabling you to retrieve a resumé or answer 

a payroll question instantly and directly from any business application.

ImageNow Technology Focus

Security

The security of personal information is an 

ever-increasing priority for all organizations, 

especially when tasked to meet compliance 

guidelines such as HIPAA and Sarbanes-

Oxley. With ImageNow, you can rest 

assured that confidential documentation 

remains confidential with powerful security 

features, including:

Digital Signatures: Electronically sign 

documents using advanced PKI technology.

Annotations: Define flexible access rules 

for annotations and combine them with 

digital signatures.

Redaction: Conceal sensitive data in a 

document while preserving the state of the 

original.

Encryption: ImageNow supports the latest 

encryption standards and is Common 

Criteria (EAL2+) certified.

Authentication: ImageNow provides a 

variety of methods to authenticate users 

and track document access.

User and Document Privileges: Tightly 

control access to distinct system functions, 

documents and document types.

Auditing: Easily configure audit templates 

to log more than 150 different ImageNow 

functions.
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Microsoft Office 
Applications

performance reviews

Career Website
e-mailed resumés

Recruiting Events
on-site applicationsBranch Offices

scanned benefits forms

Collect all types of documents 
directly from any source

ImageNow stores the documents 
in a highly secure and centralized repository

ImageNow links the documents 
automatically with the candidate’s 

or employee’s record in 
HR applications, creating an 

electronic personnel file

ImageNow automatically routes documents 
to the right place for processing:

 > Recruiting  > Payroll  > Compliance

  9:17  a.m. 
After completing orientation, you 

easily capture I-9s, W-4s, 
acknowledgements and compliance 
documents collected from the new 
hires and link them to their records 

in your HR application.

  10:15 a.m. 
An employees calls with a question 
about his W-4, which you answer 
in seconds because the document 

is at your fingertips.

  10:45 a.m. 
The recruiting coordinator sends an 

e-mail notifying you of a phone 
interview and includes a direct link 

to the candidate’s resumé.

  1:34 p.m. 
In just a few steps, the annual cost of living 

increase letter that you sent to every 
employee is automatically stored and copied 

into each employee’s electronic personnel file.   2:24 p.m. 
A manager sends you a draft of a performance 

improvement plan. You check out the document 
in Microsoft Word, make a few changes, check in 
the final version and route it back to the manager. 

  3:45 p.m. 
Your compliance manager stops by 

and asks that you pull all the I-9 
documents for an internal audit, 
which you complete in minutes 

 using ImageNow. 

  4:50 p.m. 
The company’s medical

benefit provider calls asking
you to fax an employee
enrollment form. You
instantly locate the
document and fax it

directly from ImageNow 
  to the provider. 

Secure access to documents and 
protect content integrity through 

version control

Add customizable annotations 
to documents

Print, send via e-mail or 
perform other document actions

Click the ImageNow button to instantly 
retrieve documents in a personnel file 

exactly when you need them: 
 > Resumé  > Tax Forms  > Reviews

Enter feedback about an 
interview or review in 

a worksheet

Conceal sensitive information 
using intuitive redaction features

Common Areas of Use 
recruiting 
onboarding 
employee management 
benefit administration 
audit preparedness 
legal and regulatory compliance

ImageNow at Work
Supporting Your Daily Routine

Documents a Click Away 
resumés 
tax forms 
accident reports 
letters of reference 
insurance documentation 
drug test results 
employment applications 
investment forms 
work authorization documents 
signed offer letters 
direct deposit forms 
confidentiality agreements 
vacation requests 
time sheets 
annual reviews
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Legal
Ensure Accurate, Secure Legal Documents

ImageNow Technology Focus

ImageNow Printer

Create electronic TIFF images of documents, 

including reports, spreadsheets, Microsoft 

Word documents and e-mail messages, 

that are imported directly into the 

ImageNow repository.

Eliminate the time lag associated with 

printing and scanning by making these 

images instantly accessible enterprise-wide.

Capture single-document print requests  

and bulk electronic files alike. ImageNow’s 

seamless integration allows print jobs to  

be stored and instantly organized with 

associated records in your business 

applications.

All organizations deal with legal documentation, whether it’s as simple as a 

business’s service contracts or as complex as a law firm’s extensive paper trail 

of contact records. 

Given the innate vulnerability of paper, electronic document management is 

an ideal tool for keeping legally binding documents secure from unauthorized 

viewing and tampering as well as protecting records in cases of disaster.

ImageNow’s unique architecture ensures easy access to documents for 

authorized users, while utilizing proven, industry-standard security features  

to keep others out.

ImageNow for Legal Departments
Centralize Corporate Files
Create a secure repository for all documents, such as contracts, release 

forms and affidavits.

Organize Client Records
Automatically index documents by client, department or any other 

classification for instant retrieval.

Instantly Access Documents
Find the right documents with a single click, eliminating lengthy file cabinet 

searches.

Secure Confidential Information
Ensure that sensitive documents are viewed only by people with appropriate 

access.

Manage Collaborative Projects
Check in and check out shared documents to improve collaboration and 

protect document integrity.

Support Discovery Requests
Quickly gather reports, e-mail and other requested documents to meet 

discovery requirements.

Did You Know?
ImageNow Advanced Content Search 
Use ImageNow to conduct full-text searches, quickly 

targeting specific information contained within the content 

of all documents in the ImageNow repository.

A variety of search options enable you to quickly find  

what you need using “fuzzy” queries of scanned and other 

electronic documents even when search terms are limited  

or vague.

Perform searches on more than 200 popular document 

formats, including scanned paperwork, Microsoft Word 

documents, Excel spreadsheets, PDFs and HTML files.

“In cases where we have to provide these  
	 (fire inspection) documents for court  
	 proceedings, it’s imperative that we be  
	 able to access them as needed, and now  
	 we can with ImageNow.”

	 Donna Chester 
	 Administrative Assistant 
	 City of Greensboro Fire Department



Compliance
Support Your Compliance Initiatives

The Acts in Brief
Sarbanes-Oxley Act
Purpose: To ensure investor protection. 

Sarbanes-Oxley mandates reforms requiring corporate responsibility and 

proof of internal controls over a company’s information, records and financial 

reporting.

Health Insurance Portability and Accountability Act
Purpose: To ensure medical privacy. 

HIPAA requires standardization of transactions between healthcare providers 

and payers. It also requires organizations to protect the security and 

confidentiality of electronic information being shared.

Gramm-Leach-Bliley Act
Purpose: To ensure financial privacy. 

GLBA requires banking and financial institutions across the United States to 

describe how they will protect the confidentiality and security of consumer 

information and to track and honor consumers’ opt-out requests.

Valuable Addition to Your Compliance Strategy
ImageNow centralizes all documents, corporate records and other 

unstructured data within a sophisticated architecture that provides data 

integrity, confidentiality and accessibility. With its secure and permanent 

repository, ImageNow captures and stores virtually any type of document — 

e-mail and attachments, faxes, enterprise reports, scanned paper, imported 

files and more — ensuring your organization has appropriate access when 

and where it’s needed.

Designed with a flexible and scalable foundation, Perceptive Software’s 

products help you leverage your IT investments in support of both current and 

emerging regulatory requirements as well as your business goals.

Did You Know?
NIAP-Certified Document Management
ImageNow achieved the Common Criteria Evaluation and Validation Scheme 

for IT Security (CCEVS) at Evaluation Assurance Level 2+ through the 

National Information Assurance Partnership (NIAP).

The United States and 22 other countries — including Australia, Japan and 

the United Kingdom — recognize the Common Criteria as the official third-

party evaluation criteria for IT security procedures. ImageNow manages data 

with the utmost security, helping organizations worldwide strengthen 

compliance initiatives and safeguard sensitive information.

Meeting today’s regulatory mandates requires practical 

methods to address multiple requirements across your 

enterprise. Perceptive Software understands the 

compliance issues your organization faces and develops 

solutions that seamlessly complement your overall 

compliance strategy.

Perceptive Software has studied the dozens of 

regulations relevant to our customers and offers its 

products in support of compliance efforts with Sarbanes-

Oxley, Health Insurance Portability and Accountability Act 

(HIPAA), Gramm-Leach-Bliley Act and others.

ImageNow for Compliance
Across the legislative spectrum, there are three common 

requirements for compliance — data integrity, 

confidentiality and accessibility. ImageNow technology 

comprehensively and cost-effectively supports these 

provisions, which are critical to satisfying regulatory 

demands.

Data Integrity
Collect and manage all documents using indexing, tracking 

and version control features that ensure data accuracy. 

ImageNow provides sophisticated, secure storage and 

supports long-term retention.

Data Confidentiality
ImageNow supports the latest encryption standards and 

offers many authentication, access control and tracking 

measures to ensure that documents are available to 

authorized users only. 

Data Accessibility
A rich array of display capabilities enables users to access 

data using the most convenient method. These capabilities 

tightly integrate with ImageNow security features and 

generate auditable records of all user actions.
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