Basic Instructions

Using the Oracle IPM software to access documents.

Log In

Select "IBPM Startup” by clicking on the "Start" button selecting "Programs" and "Oracle" and "Imaging
and Process Management" and "IBPM Startup."
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The log in box will appear.
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Enter you network ID and password.

Oracle IPM will open. There will be some delay as the program updates itself if necessary.


http://www2.kumc.edu/imaging/ibpm.htm
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Once IPM opens your first choice is to open the "Search Form" tool. It is located under the "View" menu.
Click on "View" and select "Search Form"

If you using IBPM to rout or approve Invoices your first choice will be the Worklist tool. It is located under
the "View" menu. Click on "View" and select "Worklist" If this is the tool you want skip down this document
to Worklist.

Some windows may be already open when you start IBPM. IBPM will open the same windows that were
open when you last exited.



Search Form

A Search Form

Once the "Search Form" opens click on the "Choose" box to display the list of available searches.
Select the search you wish to use.
After the search opens you can enter data into the search windows.

The more information you enter into the search form the fewer documents you will find. If you are having
problems finding the document in question enter less information.

Click on the magnifying glass button | ') or press the enter button to execute the search.



Search Results

# Search Results
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Select Search: |Accounling|nvoices [101 : 8810560] v O

Accounting Invoices [101 : 8810560]
Yendor Name Yendor Number Invoice Num Invoice Date Document Status
CINTAS CORPDRA™ 0000003036 430535366 11/14/2002 -
93364 Fisher 23-2942737 3135370 11/5/2002 12/3C
92053 Getinge/Castle, Inc. | 0000018254 3021770 10/25/2002 12/3C
98798 Boise Office Solution| 0000018002 824234 10/30/2002 12/3C
213002 833044 11/13/2002 12/3C
94139 AMAXA BIOSYSTEN] 0000019263 DRO002775 12/9/2002 12/3C
86994 ABM Janitorial 0000017457 784928 10/31/2002 12/3C
93736 Charles River SPAFZ| 0000017845 22152529 10/28/2002 12/3C
93801 Federal Express Corg| 0000002600 4-425-40083 11/1/2002 12/3C
93836 Jackson Laboratorie:| 0000000020 701511 10/4/2002 1416/
93330 | 0 50937 11/14/2002 116/
94214 KUPI 0000008815 107810 11/1/2002 1416/
94264 Kelly Services Inc | 0000004385 43273593 10/28/2002 14167
0000115825 Stanion Wholesale E| 0000007545 order #839128-00  |9/30/2003 10/1C
94213 Laboratory Corporatic| 0000001386 summary 114142002 1416/
94170 Rick Mcadams 0000014885 2k21107a 11/7/2002 14167
93470 Midwest Scientific | 0000005741 0044391-in 11/5/2002 1416/ o,
Sl >
Stopped 1000

After the search is run the "Search Results" window will open. IPM will begin displaying results before the
search is complete.

You can open a document by double clicking in any of the index columns. In the above picture they are
"POID" "Vendor Name" "Invoice Date" “Vendor Number” and “Invoice Number”

The viewer window will then open with the requested document.

You can reorder the search results by clicking on the index column head. Clicking a second time will
reverse the order.

Q 07/20/33 To print documents from the search
04/13/38 HUMANA LAkl results select the documents you wish to
??j:g;gg CHAMPUS ??j:%gg print and right click. Multiple documents

,= Send To can be selected by using the Shift and or
3} 12/17/38
12717799 [T IGGPEER  Crirl buttons.
04716701 05707701

Q 06/16/93 Delete Document 01/01/93

] 04/16/01 Document Annatation 05/01/01

0 10/14/97 Force Unlock Document 10/14/97

a 09/17/93 Lock Document 01/01/33  Under the right click menu you will find

g 02/20/01 Prirt/F an 02/21/01 _ the Print command. Be sure and select

& E,Eﬂgﬁg? U"'°°k.0°°”"‘°"'t g;j?ljg? "All Selected documents" in the print

o] 05/16/01 Properties 05/16/01 statement.

=" AA AN | P === AC NN




Viewer Tool
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i Purchase Order

Univ of Kansas Medical Center urchase Order Revision Page
3901 Rainbow Blvd. KUMED - 0542 0 2
Kansas City. KS 66160 Payment Terms Freight Terms Ship is
913-588-1100 Hes Lessivat-or, Helav savm [RESTEN
Buyer: alcpacgh, bsazch k Currency Code: U=
Reqg & Requestor Phone
AC 147 Teog Toas T, 3T RANgA-NN G

Deliv. Loc.: 17751402 [ Contract #:

Ship To:  Unlvershy Recelving DOCK
2106 Clathe Bivd
Kansas City KS 66160
United States

Accounts Payable MS 2023
3901 Rainbow Bivd.
Kansas City. KS 66160

Tax Exempt? Y Tax Exempt ID:  KSA73-3606(C) _ s
Line-Schd Iltem Description Quantity  UCM Price Ext Amt Due Date|
1.00 EA 1,875.00 1,875.00
Schedule Total 1.875.00

1

Once a document is open in the viewer.

The zoom buttons will enlarge and shrink the size of the document.

The Print button ‘will allow you to print the document.

A complete list of the buttons and their function is available at www2.kumc.edulimaging\Buttons
More in-depth help is available under the IPM help menu by selecting "Contents."

The most common error in the viewer is "To many views open" it is caused when you have to many
documents open in the viewer. The normal limit is 24 but this can be increased if you contact Document
Management.

To close documents use the close documents buttons. The one on the left closes
just the top document the one on the right closes all.



http://www2.kumc.edu/imaging/Buttons.htm

Work List Tool

Worklist Right clicking on the Blue bar in the left of the window

gives you the Workist menu.

Refresh refreshes the contents of the window. Package
Search and Adhoc Profiles alow you to write searches
Refresh and profiles contact Document Management staff for

_ Cear more information.

Mew Package
Package Search F2

Named profiles allows you to select a named profile.

Mamed Profiles > Most of the time this will be your userid.
Ad Hoc Profiles 3
Queues »
Find Specific Package

Font

Worklist

Named Profile:Grant

Right clicking on a package in the wordlist tool opens the package menu View will open the Package
viewer tool this is the same thing as double clicking on the package. If you are processing invoices you
want to double click on the package or select view. If you are approving invoices you want to right click
and select Lock, or double click on the package and select Lock from the package viewer tool.
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Viewe Map Chrl+w

Forms »

Artachments »

Remove from Process

Remove from Queus

Properties Chel+O




Package Viewer Tool

The important button in this tool is the lock package tool
Locking the package opens the Document for viewing in
the viewer and opens the Form Viewer for user input.

[ 4 Package Viewer
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\ ‘ A complete list of the buttons and their function is
available at www2.kumc.edulimaging\Buttons

Attachments \Forms ibT‘ask‘s f VHislBryi

More in-depth help is available under the IBPM help
menu by selecting "Contents."

Form Viewer Tool

~ There are no buttons or menus in the form viewer tool.
But the individual forms may contain several.

The complete button will complete the package and rout
it out of your wordlist to its next queue. The Save button
will commit any changes to fields in the form without
completing the package.

Package Vié\}\)er“

A complete list of the buttons and their function is available at www2.kumc.edu\imaging\Buttons
More in-depth help is available under the IPM help menu by selecting "Contents."

There are several ways to switch between windows; the best is to use the "Window" menu to pick the
window to go to. Do not close windows reopening them takes longer than switching. You can use either of
the "Tile" commands under "View" to arrange the windows.

If you have special needs please let us know we can customize your viewer to give you the data you
wish.

Contact information

John Hinkle, Manager
jhinkle@kumc.edu

(913) 588-7086

5018 Taylor

3901 Rainbow Boulevard
Kansas City, KS 66160-7171
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