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1.0 AlternatTiff Installation  
 
BBeeffoorree  llooggggiinngg  iinnttoo  eePPMM,,  aalltteerrnnaattttiiffff  sshhoouulldd  bbee  iinnssttaalllleedd  oonn  PPCC  ttoo  vviieeww  iimmaaggeess  iinn  tthhee  ccoorrrreecctt  ffoorrmmaatt..  
FFoolllloowwiinngg  iiss  tthhee  pprroocceedduurree  ffoorr  tthhee  ssaammee..  

On the home page click on the tab    
 
 

  
 
 
Following window will be open. To install the Tiff Viewer Control follow the instructions as shown 
below. 
 
Use first option of ‘Alternate Tiff Online” 
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Click on “Click here” and following screen will appear. Click on install. 

 
 
Next screen will appear. Select Automatic Registration and click on next. 
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Enter your personal details as mentioned in below screen: -  
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Click on next and send registration. 
 

 
 
 
Once installation is completed system will show following message. 
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2.0 How to log in E-Payables Manager:  
 
 
E-Payables Manager (EPM) is a web-based application that is accessible at 
http://220.227.52.32/DorfKetal/MainScreen.aspx  
 
Following is the home page, which will be displayed as you type in the address of the website: 
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PPuutt  tthhee  UUsseerr  NNaammee  &&  PPaasssswwoorrdd  

*Change in Password for new user when log in first time to EPM 

E-Payables Manager is a package of high security and confidentiality. To protect against the misuse 
and alteration of the information under our control, we endeavor to safeguard the confidentiality of 
personal information by means of Secure Sockets Layer (SSL) incorporated with Internet browser. 

We enforce strong logon credential policies hence we recommend changing your password frequently 
helping protect your account information.  

When the approver approves a new request, the requester can login using the user id and password 
provided in an email that is auto-generated by the system. 

New approved users can logon to the system through  

http://220.227.52.32/DorfKetal/MainScreen.aspx  

Change Password Screen: 
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Password must be at least ten characters in length and the maximum length must be 16 characters. 
(Longer is generally better.)  

• Password must contain at least one alphabetic and one numeric character.  

• Password must be significantly different from previous passwords.  

• Password cannot be the same as the user ID.  

• Password must be a combination of at least one upper case character, lower case and digits to 
strengthen the password. 

• It should not be information easily obtainable about you. This includes license plate, social 
security, telephone numbers, or street address.  

3.0 Access to EPM for Dorf Ketal 
 
 

 : This option provides rights to search or look-up invoices  
 

  : Rights to approve invoices 
 

  : Rights to view all the queues in e-Payables Manager. 

 

Invoice Look up: Rights to search or look-up invoices in e-Payables  
 
This function will help to search any invoices using one or more of the search criteria.  
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Invoice search screen – 
 
Invoice Look up: Rights to search or look-up invoices in e-Payables  
 
This function will help to search any invoices using one or more of the search criteria.  Note that the 
more search criteria entered, the fewer results you will receive. 
 
The % sign can be used as a ‘wildcard’ during searches – either preceding or following a character 
string.   
 
Example.  
 

• % Will provide all results 
• %123% will provide all results that include 123 
• %123 will provide all results that end in 123 
• 123% will provide all results that begin with 123 

 
Invoice can be searched by any of the following criteria 
 
Invoice Number, 
Vendor Name 
Vendor Number 
Received date (with range option) 
Invoice date (with range option) 
Invoice amt (with option of equals to, greater than etc) 
IRN number 
Purchase Order Number 
Voucher Document Number 
Batch Name 
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Once you click on Search option the results will be displayed as shown in below screen.  
 
The results will be displayed 5 per page.  
 

Different 
search 
options 
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Moving on to next Page: 

To move to a different page within the results, click the page number at the bottom of the matrix.  
 
EExxppoorrttiinngg  ttoo  RReessuullttss::  
 
Results can be exported to Excel or .CSV file by clicking on “Save as a Comma Seperated Excel File”  
Clicking the link will export all search results on all pages. 
 
 
 
IInnvvooiiccee  HHiissttoorryy::    

Clicking the blue icon  under ‘Invoice History’ will display the invoice history and timeline. 
 
 
 

 
You can see the Invoice history as shown in below screenshot.  
 

Invoice history 
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This can be exported to Excel by clicking the ‘export to excel’ link. Clicking on will 
return you to the search screen. 
 
  
OOppeenniinngg  aann  iinnvvooiiccee::    
  

To open an invoice image, click the orange icon  to the left of the invoice information under ‘invoice 
link’.  Doing so will open the invoice image to the following screen:  

 
 

4.0 Display of Invoice information: 
 
Invoice information is listed on the left of the screen, including current status and notes regarding the 
invoice. 
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VViieewwiinngg  aallll  tthhee  ppaaggeess::      
 
If the invoice has more than one page, you may flip to another page using either the drop down page 
selector or the arrows next to the drop down  

 
 
EEnnllaarrggiinngg  aanndd  rroottaattiinngg  iimmaaggeess::    
 
Using the controls directly above the image, you can enlarge and rotate the image as necessary, as well as 
print/save the current page you are viewing. 
 
PPrriinnttiinngg  ooff  ppaaggeess::    

To print all pages of an invoice, click on the green printer icon  to the right of the ‘return to search’ 
button 
  
 
EEmmaaiill  aallll  ppaaggeess::    

To email all the pages of an invoice, can click on the envelope to the right of the ‘return to search’ 
button.  Please note that any email sent utilizing this feature would not be recorded with the image.  As 
well, the email address that the invoices are sent from is not able to receive replies. 
 
DDeettaaiilleedd  NNootteess::  
 
Having your cursor over the notes section will provide the full view in a fly out box 
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If your search returned more than one result, you may use the ‘back’ and ‘next’ buttons 

to access invoices before or after the one you are currently viewing. 
 
Note: 
When you are done viewing the image, click on Return to Matrix.  Failing to do so will lock the invoice 
so that others cannot view it.  

Similarly, should you time out or click the ‘back’ button on your browser; you will also lock 
the invoice.  It will be locked in your ‘my queue’ and you must open it from there and close out of it 
properly to unlock the image for others to view.  If invoice gets locked then it will be viewed in user’s 
login in ‘my queue’ 
 
 
 

 

Notes history 
 

Do not click on Back 
option. 
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5.0 Queues Access as per User Definition 

Click on  module displayed on the left side of the below screen 
 

 
 

: Once clicking on this particular module, it will bring you to a screen that is 
customized to your access permissions.  You may see and be able to update select types/statuses of 
invoices, as per your user definitions, of which My Queue will be by default available for all users.  
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Queues are defined as follows: 
 

 My Queue: Invoices that are locked by the user. 
 

 Non-Conforming:- Invoices sent to DK buyers for their resolution. 
 

 Response– Invoices for which response have been given by buyer 
 

 Hold: Invoice which are kept on hold by the Dorf Ketal team. 
 
 
 
 
After clicking on the any of the count, the following invoice list for that respective queue will be 
displayed as shown below 
 

 
 
 

Invoice pending in 
the respective 
queue. 
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After clicking on  option will be open the invoices as shown in below screen.  
 
 
 

 
 
  
 
After changing the status, enter the required comments in ‘Your Notes’ and Update the status by clicking 

on   button at the bottom of the window 
 
 
 
 
The following dialogue will be displayed. Hit OK to update the status. And with this a confirmation 
message will be displayed of “Status updated successfully” 
 

 
 
 
This invoice will thus be routed back to the respective selected queue. 
 

Mention the 
comments 

Change Status of 
invoice, if 
authorized. 
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6.0 Approving Invoices: -  
 

Select  to approve invoices. 
 

 
 
Click on the invoice number under “Invoices waiting for approval” queue  
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Click on  to open and view invoices to approve it. 
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And then click on ‘Update’ so that invoice will be approved and it will go to next level. 
 
Note: - If any invoice needs to be rejected then simply select status to ‘Reject’ so that invoice 
will get rejected and user shall put the comments for rejecting any invoice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Put comments as 
approved 

Updates status to 
Approved 
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Proxy Approval: -  
 
This is user when approver is going on leave and wants to assign his responsibility to someone else who 
is in approval matrix. 
 
For this login into ePM, go to reports section, select Transaction – Proxy approval 
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Enter Handover to name and the date from and to for proxy approver and click on ok. 
 
 

 
 
Once proxy approver is assigned, new approver can approve invoices. 
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Insert Pages: -  
 
User can upload images in TIFF and PDF while approving invoices and responding to non-
conforming cases.  
 
Open invoice record and go to browse and click on save. ePM will add record in last page. Once 
page is added, first click on any existing invoice page then click on last new page for verification. 
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PDF Link: -  
 

To view all pages in one PDF, users need to click on PDF link  
 

 


