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Technical Support 

 
Welcome to the Introduction to the Practice of Medicine. This series of modules is designed to complement 
and reinforce what is being taught in the patient setting and didactic curriculums in residency and fellowship 
training programs.  
 
This online series is a collaboration between AMA, OSMA (Ohio State Medical Association) and the Ohio State 
University Medical Center. The modules address the ACGME general competencies and topics are identified 
by competency. Each module has a post assessment and a brief evaluation. 
 
This document is designed to guide you through the Knowbase Learning Management System. 
 
Technical Requirements for the Program: 
Internet Explorer 7.0 or greater, or Google Chrome 
Adobe Acrobat Reader 8.0 or greater 
Flash Player 9.0 or greater 
Speakers for audio 

 
For Questions About the Program: 
Contact ipmhelp@osma.org.  
 
For Technical Support: 
Call us at 800.766.6762 from 8:30am to 4:30pm EDT, Monday through Friday, and ask for IPM Technical 
Support or send an email to ipmhelp@osma.org. 
 
 

 
 

mailto:ipmhelp@osma.org
mailto:ipmhelp@osma.org
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 Logging In to the LMS 
 
To access the Learning Management System (LMS), open your web browser and type the appropriate URL, 
http://ipm.knowbase.com/(your organization’s name or abbreviation), in the address bar and select “Enter”.  
You will be directed to the Login Screen pictured below.   
 
To login, enter your “Username” and “Password” and click the Log In button. 
 

 
 
Your “Username” will be provided by the system administrator and your initial “Password” is “ipm”. 

 
When you login for the first time, you will need to complete the registration form, to which you will be 
automatically directed. 

 
 
The “First Name”, “Last Name”, “Email Address” and “Institution Name” fields will be filled in for you, as your 
system administrator has provided this information.  If this information needs to be updated, please speak with 
your system administrator. 
 
 

http://ipm.knowbase.com/
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You must enter/select data for each required field (marked with a red asterisk) or you will not be able to 
complete your registration, and, therefore, your learning. 
 
After completing the form, click Done at the bottom of the screen to save your information. 
 
If you forget your password, you can click the “Forgot your password? Click here!” link on the login page.  
Enter the email address registered in the system in the field on the next screen, and then click the Send button.  
Your password will be emailed to you. 
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The Start Page 
 
Upon logging into the LMS, you will be directed to the Start Page, pictured below.  The Introduction to the 
Practice of Medicine LMS consists of Courses (including online and classroom courses), Progress (course 
reporting), Resources (IPM and institution resources) and an Event Calendar.  
 

 
 
 
 
In the top right hand corner of the screen you’ll find the “User Profile” (your username), “Help” and “Logout” 
links.  The username in the example below is “Administrator”. When you are finished working within the LMS, 
click Logout to end your session.  “Help” displays contact information for technical support. Your username link 
will direct you to manage your user profile. 
 

 
 
You’ll also notice other buttons toward the top of the screen: Courses, Progress, Resources which will direct 
you to the various sections of the LMS.   
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You can also access your assigned learning and assessments through the “Courses” link.  To view your report 
information select “Progress”. To access IPM resources or your institution’s resources, click the “Resources” 
link.    
 

 
 
 
You will also notice the event calendar on the right hand side of the page, from which you can access offline 
event information.  To access an event, simply click its date or name; a pop-up window will display event 
details, including location, time, organizer and more. 
 
 

 
 
You can also access the entire Event Calendar by selecting the “View More Events” link.   
 
This option allows you to access the different months and years by clicking the name of the previous or next 
month. Or you can specify a specific month by clicking on “Select Another Month”.  
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Here you will be able to select a specific month and input a year in the text box next to “Year”.  Then select the 
Go button. 
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Manage Your User Profile and Password 
 

You can change your password and update your user information through the My Profile section of the LMS.  
Begin by clicking the “Username” link at the top of the Start Page. In the example below, the username is 
“Manager”.  Remember, you can return to the Start Page at any time by clicking the “Home” link toward the 
bottom of any screen. 
 

 
 
CHANGE PASSWORD 
To change your password, click the “Change My Password” link on the My Profile Screen.  Then, enter your 
current password in the appropriate field on the next screen.  Create a new password by typing it into both of 
the new password fields.  To save it, click the Submit button. 
 

 
 

 
CHANGE PROFILE INFORMATION 
To change your personal profile information, click the “View My Personal Information” link on the My Profile 
Screen.  Update your personal information in the fields provided and click the Done button at the bottom of the 
screen to save your changes.  To make changes to your name or email address, please contact your system 
administrator. 
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MY PROGRESS 

This link will direct the learner to a page that contains reporting information about their progress in the program 
and a link to access certificates he/she has received. The My Progress contents will be described in more 
detail in the Progress section of this manual.  
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Access Your Courses 
 

To access learning content assigned to you, either click the Courses button dropdown in the page header or 
the “Courses” link on the Start Page. 
 

 
 

 
The Courses button will provide you with options to access “Online Courses”, “Online Course Instructors” or 
“Classroom Course” as displayed in the image below.  
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ONLINE COURSES 
Note: You will need Flash Player 8.0 or greater installed on your system to view the online courses.   

 
The IPM online courses will be listed in an expandable menu, as pictured below. The top level of this 
expandable content menu contains tiers for the Courses. Please note the instructions in red at the top of the 
page: To access the course post-assessment, the module lesson must be launched. In order to receive credit 
for successfully completing the course by achieving the course certification, the post-assessment must be 
completed with a score of 80% or higher. 
 

 

 
 
Under each course is a list of lessons related to that topic. While the post assessment is visible on the image 
below, it will ONLY be visible after the course is launched for the first time. If the course has not yet been 
accessed, the link to the post assessment will not be included on the screen.  
 

 
  
 

Click the “Click here to launch the lesson” link to begin the lesson.  Lessons open in a new window, while 
assessments typically load within the LMS window.  The majority of the lessons include streaming video 
alongside a slide presentation.  If you need to review a section, or advance to another section, you can use the 
navigational arrows. 
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DISCLAIMER: The content of the modules/lessons contained under Courses does not constitute legal advice, 
or express the opinion(s) of the American Medical Association, The Ohio State University Medical Center, or 
the Ohio State Medical Association, or their respective counsels or staff.  For legal advice, the viewer should 
consult a legal advisor. 
 
 
ONLINE COURSE INSTRUCTORS 
To access a list of all of the course instructors who have contributed to the online courses, select Courses. 
Then click on “Online Course Instructors”. You will be directed to a list of instructor names with credentials. 
Click on the instructor’s name to see their affiliation. 

 
 

STREAMING VIDEO 

SLIDE 

PRESENTATION 

EMAIL QUESTIONS 

NAVIGATION 
ARROW  
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CLASSROOM COURSES 
Some institutions will provide users with the ability to register for offline courses using the IPM system. To 
access these courses, click on Courses. Then select “Classroom Courses”. You will be directed to the Current 
Classroom Course Registration page which will provide a listing of your registered courses and waiting list 
courses.  

 

 

To view a list of available courses, select the “click here” link. You will be directed to the “Offline Courses – 
Classroom Course” screen. Here, select a course category to access the course sessions.  

 
Next, select the session you’d like to attend by clicking on the View button.  

 
The Course Information screen will provide you with the session details and a link to view information about the 
instructor. To view the instructor’s picture and bio, click on the instructor’s name. 
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The instructor’s information will open in a new window. Click on the Close button to go back to the Course 
Information screen.  

 
To register for a session, click on the Register button.  

 
 

You will receive a Confirm Registration pop-up window. Select Confirm to confirm your registration or Close if 
you decide not to register.  
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You will notice an enrollment message at the top of your screen after you register for a session. If you need to 
cancel your registration, click on the Cancel Registration button. You will be asked to confirm your cancellation. 

 
 

If you are interested in registering for a course that no longer has seats available, you can elect to be added to 
a Waiting List. Click on the Register button and you will receive a notice to confirm that you’d like to be added 
to the waiting list. Click on Confirm.  

 
 

You will receive a notification at the top of the Course Information screen indicating that you have been placed 
on the waiting list. If someone cancels their registration, the next person on the waiting list will be added to the 
course. You will receive an email notification if you have been added to the course. 
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The Course Registration screen will now display your Waiting List course.  
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Take an Assessment 

All of the IPM lessons contain post-assessments which must be completed with a score of 80% or higher to 
achieve the program requirements. Some classroom courses may also have assessments associated with 
them. The assessments can be accessed on the Course page and will be visible after the first time a course is 
accessed. To access an assessment, click on its name.  
 
 

 
 
 
 
The lesson window will close and the assessment will load within the LMS. You will be directed to a screen 
similar to the one pictured below.  To take the assessment, click the “Load Assessment” link. 
 

 
 
NAVIGATING THE ASSESSMENT 
At the bottom of each assessment screen are the navigational buttons (Back and Next) and a button to Finish 
& Grade the assessment.  You should not grade the assessment until you are finished answering every 
question on every screen. If you do, any unanswered questions will be marked incorrect.  After answering all 
the questions on the screen, click the Next button to continue to the next screen. The final screen of the 
assessment will not have a Next button.  After filling in the final answer(s) on the last screen, click the Finish & 
Grade button to receive your score. 
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FINALIZING AN ASSESSMENT 
The last question of each assessment will not have a Next button.  Fill in your answer to the last question, and 
then click the Finish & Grade button.  A confirmation box will appear.  Click OK. You will be redirected to the 
Session Results screen, pictured below. This screen displays your name, your score, the amount of time it took 
you to complete the assessment, and all questions that you answered incorrectly (if you received a passing 
grade).  If the administrator has set the option, you will be able to also see what the correct answers to those 
questions are; if not, you will only see the question. 
 

 
 
 

RETAKING AN ASSESSMENT 
The current IPM requirement is to take the course and pass the assessment with a score of 80% or higher. If 
you did not meet the accuracy requirements, or are not satisfied with your score, you may be able to retake the 
assessment.   
 
If you want to change your answer to a question after clicking the Finish & Grade button, you will have to 
retake the entire assessment.  Each time you click to start the assessment, your previous answers are 
archived in an instance, or testing session, within the LMS to make way for a new set of answers.  Therefore, 
you CAN navigate Back and Next while taking the assessment without losing your answers, but, you CANNOT 
Finish & Grade the assessment, then go back to change one or two answers without taking the entire 
assessment again. 
 
You may only take an assessment 3 times. After that point, you will no longer have access to the 
assessment.  
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Completing the Evaluation 

Each online course has a corresponding evaluation. Evaluations are optional and can be accessed once a 
passing grade is attained on the assessment.  An evaluation link will appear on the Session Results screen.  
 

 
 
 
Answer each screen of questions and click the Next button.  You may navigate back and change a previous 
answer using the Back button.  The last screen of the survey has a Done button, which you should click to 
finalize and submit the survey. Questions marked with a red asterisk require an answer in order to advance 
through the survey. 
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Access Your Certificates 
Upon successful completion of a lesson and assessment, you will be given a certificate of completion.  For 
some courses, you are required to print and submit a copy of this certificate in order to receive credit for the 
course.  To access your certificate, click the “Click here to download your new certificate” link on the Session 
Results screen. 
 

 
 
 
In the pop-up dialogue box, click the Open button to view and/or print the certificate, or click Save to save the 
certificate PDF to your hard drive. 
 

 
 
If you choose to Open the certificate, Adobe Acrobat Reader will launch on your computer, displaying the 
certificate.  You can print or save your certificate from Acrobat Reader. 
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Some IPM programs will require you to complete a specific number of courses.  Upon completion of those 
courses, you will receive a Program Completion Certificate. 
 
You can access the certificates you have achieved by selecting the Progress button in the top navigation or 
the Progress link on the left menu. Then click on the “Certificates” link. You will see a listing of all completed 
certificates.   
 

 
 
 
To view one, click the appropriate “Click Here To Download This Certificate” link. 
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Progress 
 

To review your current testing status or detailed reports on the tests you and your direct reports have taken, 
click the Progress link or Progress button on the Start Page. 
 

 
 
The Progress section of the site has three options: “Current Assessment Status”, “Assessment Results”, and 
“Certificates.” 

 
CURRENT ASSESSMENT STATUS 
Clicking “Current Assessment Status” will direct you to a summary listing of all the assessments assigned to 
you, including status, score, time and date taken.  To access individual score reports, click the assessment 
name. 

 

 
 
This will display a simple report, pictured below, that shows the “Number of Assessment Questions”, 
“Questions Answered Correctly”, “Questions Answered Incorrectly”, “Approx. Time” and “Date Taken”.  
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ASSESSMENT RESULTS 
Each time you take an assessment, it creates an instance of your assessment results.  Through “Individual 
Assessment Results”, you can review your assessment results for each instance of taking an assessment, with 
the most recent instance at the top.  To view instance results, click the appropriate “Assessment Name”. 

 
 
Upon clicking the “Assessment Name”, you will be directed to a simple report, pictured below, that shows the 
“Number of Assessment Questions”, “Questions Answered Correctly”, “Questions Answered Incorrectly”, 
“Approx Time” it took you to complete the assessment, and “Date Taken”. The “Questions Answered Correctly” 
and “Questions Answered Incorrectly” will display as percentages as well.  
 

 

 

The Certificates link is also accessible under Progress. To learn more about IPM certificates, go to the “Access 
Your Certificate” section of this manual. 
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Resources 
 

The Resources link and Resources button provide access to IPM Resources and My Institution’s Resources.  
These sections are document management areas that contain documents, files and links to content in the IPM 
competency areas to support your learning.   

 
 
IPM RESOURCES 
The main page of the IPM Resources contains a list of topics on the left menu. Selecting a topic on the left will 
display the topic title and supporting resources underneath it.  

 
 

To access a resource, click on the “Click here to launch…” link. The resource (a file, document, web site or 
image) will appear in a new window.  

 
 

MY INSTITUTION’S RESOURCES 
Upon clicking the “My Institution’s Resources” link under the Resources button, you will be directed to 
resources posted by your institution. This area functions the same way as the IPM Resources area.  


