
Basic instructions for viewing documents in the IPM system. 

 

Look for the Oracle Imaging link on 

your desktop of go to  

http://malta/ibpmweb 

  

Enter you network ID and password. 

 

 

 

 

 

Under the “Find” menu pick 

“Document by Saved Search” 

 

 

 

 

 

 

 

Under the “Select a saved search” 

menu pick a search 

  

http://malta/ibpmweb


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. 

 Press Enter or click on “Execute” to 

perform the search. 

 

 

 

After the search is run the "Search 

Results" window will open.  

You can open a document by double 

clicking on the number to the at the left of 

the result or checking the box and clicking 

“View”" 

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. 

To print documents from the search results check the 

documents you wish to print then under the “Send To” 

menu select “Local Printer” To select all the search 

results select “Select All from the “Edit” menu or Alt + 

W 

 To email a document check the document you wish to 

email and click “Email” from under the “Send To” 

menu.  

When emailing you must fill out the to and from boxes 

with valid email addresses. An invalid address will 

result in the mail not being sent. 

  



Once a document is open in the viewer 

you may wish to do several things. The 

magnifying buttons will enlarge 

and shrink the size of the 

document.  

The Print button will allow you to 

print the document.  

More in-depth help is available by clicking 

on the “Help” menu. 

 

 


