When you receive an email telling you to follow an enclosed link to approve a student’s withdrawal from

current semester, cancellation of future semester or leave of absence. You should follow the link using
Microsoft Internet Explorer.

Example of email:

A student has applied to withdrawal from the current semester .
Click on the link below to approve or reject.”

A blue http link will follow this wording. Click on that to launch in Microsoft Internet Explorer.

When Oracle IPM opens the user will be ask to enter their user id and password. Please use your KUMC
network user id and password.
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Please Login...

User Name:
Password:
License Type: [Full seat
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During log in you may be asked if you want Oracle IPM to remember your user id and password. It is okay
to say yes if you would like that to happen.
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Please Wait...

An invalid login information cookie is on

your mar hine.

Do you want to remember your new login

information?

Oaly select *¥os® if this machine is physically

secure.

[T ¥es, remember my login infarmation.

Continue




Once Oracle IPM opens, the package form will be displayed. This one is for a Cancellation. All forms will

look very similar. It will list student information.

Steps to complete the form are to the right of the screenshot.
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There are no attachments f6r this package...

Feems: | Cancal_Dep M@ stachments: No Attachments... w

Cancellation from Future Semester
Department Approval

First Name

Middle Name /
Deparment Approval v

Please Select Request Status

Comments

Coppright ©, 1998, 2007, Oracle. A8 rights resened

1) Select Approved or
rejected from drop down
box.

—2) Click on “Complete”

to finish the process.

3) Once completed
logout by clicking
logout.

4) Close Internet
Explorer window.

Two messages may follow when completing a package. When asked if you want to save changes, you
should answer “OK”

Microsoft Internet Explorer:

\?‘) Do wou wank ko save changes ko the package Form? IF vou choose "Cancel” vou will lose wour changes.

Cancel

Then you will see a browser box open as the save is made. This box can be closed when complete.
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