
The Journal Document Imaging system is accessed through VandalWeb via the “Employee Menu” tab: 

 

Under “Financial Tasks”, select “Journal Document Imaging”: 

 

When prompted, enter the journal document number to which you wish to attach images: 

Please note, the document must already exist in Banner. 

 

 

 

 

 



Select “Choose File” to choose the files you wish to attach to the journal document.  After choosing the 

file, select “Attach selected image” to move the file to the list of images to be Fed to Imaging.  As seen 

below, multiple files can be attached to the same journal document.  Also note as mentioned below, the 

images on the list will be loaded to the Imaging System on a nightly basis.  The files listed below as “Not 

Fed” have been loaded that day and the user that originally uploaded them can also choose to delete 

them, (meaning that the document will not be “Fed to Imaging”).  If the document contains sequences 

that post to a grant budget, please make sure to check the appropriate box.  To exit uploading images 

for that document, select “Choose another document” and you will be taken back to the original screen, 

or simply logout.   

 

 

 


