Imaging System (WEBxtender)

WEBxtender is an application used to archive scanned documents. If you do not have access to WEBxtender,
please have your supervisor submit a help desk ticket requesting your access.

Step 1: Go to www.tarleton.edu and hover over the word “Login” at the top right corner of the screen. A
drop down menu will appear. Select “myGateway”.
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Step 2: Log in using your Username and password (same as your NTNET). For log in assistance, contact the
HelpDesk at helpdesk@tarleton.edu or 254-968-9885.

WELCOME TO myGateway!

SECURE ACCESS LOGIN

¥ Gateway ID:
¥ Password:

[ Login H Cancell

Step 3: Click the “Banner Tools” link on the left side of the screen.

[ Faculty | Staff | Home |

DEGREEWORKS

= DegreeWorks

C1Duck Trax

FACULTY LINKS

LOST AND FOUND

= Banner Tools (including Ducktrax)
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Ste’p 4 C_Iick the “Imaging System” link.
\m TARLETON STATE UNIVERSITY

Member of The Texas &&M University System
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Step 5: Enter your NTNET credentials.

Authentication Required lﬁ
e_ Enter username and password for http://axprodil.tarleton.edu
User Narme:

Password: |
[ 0K ] l Cancel l

Step 6: Double click on the “STUDREC” folder.
W T, Welcome to Tarleton State University ... * | | | ApplicationXtender Web Access NET

'\f,a-"ll [ || https/ axprod0l tarleton.edu/AppXtender/Main.aspxiDataSource=BANPROD
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[ REPORTS - REGISTRAR
[ C3) ROSTER - REGISTRAR
=3 3 STUDREC - STUDENT RECORDS
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Step 7: Enter the students SSN in the “SSN” field and press Enter or click “Submit”.

Note: You can also search using the students name by following this format: Last name, first name* (you
must include the asterisk right after the first name). When using this method, the results will show any
and all students with the name you entered so check you are viewing the correct documents for the
student you are querying.

File Edt ‘iew Help

= | 1
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Query Criteria for Application 'STUDREC' Current Query: New Query
Show Index Name Search Value
7] 5SN $ I g
Fi FULL NAME d
7 DOCTYPE * -
¥l SCAN DATE d

Query Options

Show all documents =

Include previous document revisions

Save Options

Query Name
Available To All Users

Submit Save Reset

Step 8: All of the imaged documents on file will appear for the student. Documents are labeled according to
the type. Once you determine which document you would like to view, double click it. For example, if you
would like to see the undergraduate application, double click on the “UG APPLICATION” link.

Query Results for Application 'STUDREC' [ie]

Document 1 - 11 of 11

Pages
J MEMOS 06-02-2015 1
J UG DEGREE PLAN 11-04-2014 1
J UG DEGREE PLAN 10-17-2014 1
J UG DEGREE PLAN 06-26-2014 2
J UGG DEGREE PLAN 06-20-2014 1
J UG DEGREE PLAN 06-11-2014 2
J CL TRANSCRIPT 05-19-2014 2
J BACTERIAL MENINGITIS 02-10-2014 1
J CL TRANSCRIPT 01-17-2014 4
J HS TRANSCRIPT 04-03-2013 5
J UG APPLICATION 02-04-2013 3
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Note: The results only display 25 documents at a time, so if you don’t see the document you are looking for,
check to see if there is another page. For example, in the search below there are more than 25
documents. You can use the arrows to move from page to page. The 2 center arrows are for next and
previous pages and the 2 outer arrows are to jump to the end and beginning of the documents.

b

Document 1 - 25 of 1000

e o e R A v g e e e v o e e e e e e A

SCORES - TASP,SAT,ACT ETC
CL TRANSCRIPT

SCORES - TASP,SAT,ACT ETC

UG APPLICATION

PSA

PSA

PSA

UG APPLICATION

CL TRANSCRIPT

SCORES - TASP,SAT,ACT ETC

SCORES - TASP,SAT,ACT ETC

GR APPLICATION

CL TRANSCRIPT

GR APPLICATION

FINANCIAL AID CONSORTIUM AGREEMENTS
UG DEGREE PLAN

THESIS-DISSRT DEF/COMP EXAM RESULTS
HS TRANSCRIFT

MISCELL. DOCUMENTS

UG APPLICATION

SCORES - TASP,SAT,ACT ETC

CL TRANSCRIPT

CL TRANSCRIPT

RESIDENCY DOCUMENTS

CL TRANSCRIPT

07-21-2015

07-20-2015

07-20-2015

07-20-2015

07-20-2015

07-20-2015

07-20-2015

07-20-2015

07-17-2015

07-17-2015

07-17-2015

07-16-2015

07-15-2015

07-15-2015

07-14-2015

07-14-2015

07-14-2015

07-09-2015

07-08-2015

07-06-2015

07-06-2015

07-01-2015

07-01-2015

06-30-2015

06-30-2015
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Step 9: You can now view the document you selected and move around using the Navigation bar above the

page. Note: The actions for the buttons on the Navigation Bar can be found on the next page.
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| | http://axprod0l.tarlet¢n.edu/AppXtender/DocView.aspx?DataSource=BANPROD&Pararr

File View Document Page Help
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Check the appropriate box
] Initial Degree Plan
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BA
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ENGL
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P8YC
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Minor (2" if any)
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Anty sdditions o delelons mus Do appravid with a new Cegree P an Adaowledgemart For

! e degree requirema

Student
/\
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Box T-0£20 / S

Returr (e fhe OFica of e Recisirar

signaturas cartly the above studant filed 8 degrea pian on Te dete under the calalog term and has recaved a
In crcer ¢ ba eligibe for graduaton. the studant uncarsiangs it s histher
ity 4o Lulfil these and ather requireensnie in the caldol

tephenuiie, TX 76402 7 254 508 9121 / 254 936 639 Fax
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Note: When you are done, you can either click “Return to Query Results” to go back to the list of documents

for the student and select a different document type or click “New Query” to query a different student.

To return to the main menu, click on “Return to Application List”.

Step 10: Click the “Logout” link under “File” to exit WEBxtender.
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2% Batch Import..
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