Basic instructions for viewing documents in the IPM system.

Look for the Oracle Imaging link on

ORACLG’ Imaging and Process Management

your desktop of go to

http://malta/ibpmweb

s : r Enter you network ID and password.
8 oy Password: i W
License Type: Full Seat v
i
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Under the “Find” menu pick

ORACLG’ Imaging and Process Management

Work Center  Find = wre» GoTo» Home Help Logout

“Document by Saved Search”

Welcome

Get Started
Click here to get to work

My Workplace

Your awn personalized workplace

Customize Your Work Space

Customize your preferences

Help

Imaging and Process Management help and information

Copyright ®, 1998, 2007, Oracle. All rights reserved.

ORACLE’ imaging and Process Management Under the “Select a saved search”
Work Center Find» Store» GoTo» Home Help Logout menu pick a search

Execute Save As Favorite Clear

1. Select a saved search...

\ Select a saved search... V\ (s

2, Enter search criteria


http://malta/ibpmweb

ORACLG’ Imaging and Process Management

Work Center Find » Store

Execute Save As Favorte Clear

1. March...

| Student Career Code M {Alt+3)

Enter search criteria

2,

» GoTos»

Home

After the search opens you can enter data
into the search windows.

Help  Logout

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

Last Hame (Case Sensitive Use Upper and Lower Case)

First name (Case Sensitive Example = John)

Student ID

information.
| cate+cy
‘:’::\\ Press Enter or click on “Execute” to

perform the search.
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ORACLG' Imaging and Process Management

Work Center  Find »

Store » Process > Admini

istration :

Go To =

Home Help Logout

After the search is run the "Search
Results" window will open.

i

You can open a document by double

Clicking a second time will reverse the order.

{= Oracle |/PM : EmailTool - Windows Internet Explorer,

Edit» View Thumbnal Refresh << Previous Next >> Send To»
View with: (at+0) [F] View in separate window (Alt+5)
Accounting: Records 1 - 84 of 84
(Alt+B) [Alt+N) POID Vendor DocStatus
Sutton- K
Lo | 0000206542 Oracle USA Inc. 0000018113 40845402  2/20/2008 3/12/2008 00284708 Johnson,Crystal |-
B <
Sutton- B
2 (O @ 0000199861 Oracle USA Inc. 0000018113 40782042 5/31/2008 5/20/2008 Johnson, Crystal ¢
B
3 0o @ 0000221746 Oracle USA Inc. 0000018113 41039171  7/7/2009 ‘Cﬁa‘ﬂi' 7/15/2009 JWILLIAMS3 |
&) Voucher .
@ O 0000222311 Orack USA Inc. 0000018113 41056661  &/18/2008 /180 g/31/2009 JWILLIAMS3 ¢
@ ey voucher |, ]
s O 0000222311 Oracke USA Inc. 0000018113 41056661  8/18/2008 /1% lg/31/2009 JWILLIAMS3 ¢
Sutton-
e O @ 0000177399 Oracle USA Inc. 0000018113 40645498  5/8/2006 10/9/2006 00255126  Johnson,Crystal
B
Sutton-
O @ 0000181932 Oracle USA Inc. 0000018113 40678468  8/21/2007 8/23/2007 00273973
<

Email Cancel

To | |
From | |
Subject | |

Message

Selected Attachments 3

‘ﬁ Local inkranet

IDone .q.‘

100%:

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.

Johnson, Crystal |k
M =

3

You can reorder the search results by
clicking on the index column head.

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.



= Oracle I/IPM : ImageViewerTool - Windows Internet Explorer,

Properties View With » Previous Document  Mext Document
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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.



