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 The first part of starting the imaging module is 
making sure that the correct User Groups have 
been given the “Imaging” function in BOMS.

 Go under employee-> Administration->

Configuration-> “User Functions”



Click on Function 
Options to add or 
edit user functions.



 Click on BOMS Employee Module(or 
Personnel-> configuration)

 Then Click on Configuration

 Then click on Image Categories

This is where you can add the category you wish to 
store under the various areas/types within BOMS.



 The areas /(types ) of fields where images can be added are as 
follows:

 Batch
 Case
 Case Event
 Class Code
 Employee
 Employee Signature
 Forms
 Fund
 Inventory
 Invoice
 Ledger transaction
 Position
 Purchase Order
 Travel
 Vendor 



Click add to add a 
category where you 
can store images 



This would be what 
you call the category an 
example would be 
Contracts under the 
purchase orders type

Description of 
Category

Please 
indicate 
what 
type/area 
this is  ie
Contracts 
Purchase 
order

If you want the image 
to automatically 
upload ie PAR you 
need to designate a 
workflow.



 Now go to the module where you added the 
category and upload your documents.  Click on 
Images tab.



 To Add a document click add



 To access an existing document highlight the 
document then click on the open folder.




