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1 Definitions, Acronyms and Abbreviations 

Abbreviations Description 

KCCA           Kampala Capital City Authority  

DMS Document Management System 

OTP One Time Password 
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2 Scope 

The intent of this software is to implement an Integrated Web-Based Solution 

across KCCA.  
 

The scope includes the following: 

 Document Routing Facilities. 

 Documents Capturing  

 Archiving Of Documents. 

 Storing Documents. 

 Version control.  

 Letter/Document Tracking. 

 Searching Location of Document. 

 Document Annotation. 

 Security. 
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3 Introduction to Document Management System 

 
 Document Management Systems (DMS), is the use of computer system and 

software to store, manage and track electronic documents and electronic 

images of paper based information captured through the use of a document 
scanner. 

 Security, Authentication and role based access control. 

 Workflow for routing the applications online to the concerned officials. 
 Timeframe for action on Inward is defined irrespective of number of scrutiny 

levels. 
 System will allow user to file all concern documents/ letters in one File. File 

will be generated with unique ID. Against File ID, all Inward numbers will be 

linked so that one single file can be send for further actions. Further action 
will be tracked in the system. 

 
 This module aims to improve the efficiency of the Document operations in 

the KCCA. This module gives comprehensive details of Inward, Outward 

transaction etc. 

 The module is bifurcated into various sections namely “Other”, 

“Transaction” and “Reports” 
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4 Dashboard 

Dashboard gives the graphical view of Reports/Application/ Transaction etc.  

Below is the screen to locate the “Dashboard” tab on home screen, 

 

On Click of “Dashboard” below screen will be displayed, 
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Above mentioned is the landing page of the dashboard wherin user  can see the 

status of all the modules currently present in system. Along with that user can 

also view the application status. 

For viewing the graphical view of respective module, user need to select the 

dropdown of modules as shown in below screen. 
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On selection of module, module specific graphs will be displayed by the 

systemas shown below. 
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Document Management System dashbaord is basically divided into three 

sections namely Letter/Document Transaction, Percentage wise transaction 

details and Files and repository details. 

Letter/Document Transaction: 

In this section, user can get to know the number of inward,outward, direct 

outward etc. applications recived in the system in division/parish/village 

hierarchy. 
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Percentage wise transaction: 

In this section, user can get to know the number of inward,outward, direct 

outward etc. received in percentage format. 

Files and repository details: 

This sections depicts the number of repositories and files created in the system. 
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5 Masters 

 Sender Category – Sub Category  

Sender Category & Sub Category will be defined through lookup, Description of 

the same mentioned in Common/Configuration module user manual. 

 Letter/Document Category – Sub Category  

Letter/Document Category & Sub Category will defined through lookup, 

Description of the same mentioned in Common/Configuration module user 

manual. 

Similarly other dropdown values can be configured through lookup. 
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6 Citizen Services  

 Document/Letter Inward 

System provides the facility to capture Inward entry details. Information is 

captured on basis of various sections namely Applicant Information, Sender 

Details, Letter/Document Details, Attach Document, Additional Information etc. 

Follow the path for Citizen: Citizen Login Citizen Services  Document 

Management System  Document Letter Inward 

Note: only registered citizen can apply for Document/Letter Inward service. 

User Need to Login First, after that user can directly apply for 

Document/Letter Inward service. 

Once Citizen is Successfully Logged in, below screen will be displayed by the 

system. 

 

User need to click on “Citizen Services” tab to locate the Inward Entry service. 
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On Click of “Citizen Services” below screen will be displayed. 

 

Then Click on “Document Management System” and “Document Letter 

Inward” service. Refer Below Screen. 

Under Document Management System module, service namely “Document 

Letter Inward” will be present. 

 

Post Click on “Document /Letter Inward” bleow Screen will be displayed by 

the system. 
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The Inward Entry form is basically divided into 5 sections namely 

 Applicant Details 

In this form, system captures the data of applicant (the one who is 

applying for the service)  

On basis of with and without coin number, applicant related data such as 

“Name”, “Contact Number” etc. will be auto displayed by the system or 

entered by user. 
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 Sender Details 

Sender details are the details of the owner of the document. It is not 

necessary that sender and applicant details would be same. 

This form captures the details of Sender such as Sender Name, Mobile No, 

etc. 

If applicant and sender is same then user can select option on just single 

click and sender details are auto filled up but using Click Here, If User Is 

Sender:  

 Letter/Document Details 

This form captures the complete information of Sender Category, 

Letter/document Category etc. Here on this form it is mandatory Witness 

Information also enter or select require columns or data etc.  

Here also provide facility to keep record of confidential documents and if 

this option is selected then only primary owner can see information 

related to attachment. 

 Attach Document  

This form consists of the documents which need to be uploaded to 

complete the Inward process, In Attachment there is file size must  be 

less than 10MB for each attachment and supported file types are shown 

on screen. 

 Additional Information  

This form captures the additional information which would later be used in 

metadata search 

Post entering all the data user need to click on “Final Submit” button to submit 

the application. On final submit Citizen/Applicant User will get the SMS and 

Email and unique application number will be generated by the system along 

with acknowledge as shown below. 

Note: Email sends with acknowledgment attachment.  
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Application will go into Scrutiny Process first at Initiator level.  

Also, the application can be seen on citizen dashboard wherein the user can 

track the application related status. 
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To get to know about scrutiny process Click Here. 
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7 Transaction  

 Inward Entry 

System provides the facility to capture Inward entry details. Information is 

captured on basis of various sections namely Applicant Information, Sender 

Details, Letter/Document Details, Attach Document, Additional Information etc. 

Follow the path for Department: Employee Login Document Management 

System  Transaction  Inward Entry. 
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When clicked on “Inward Entry or Document / Letter Inward” below screen 

will be displayed

 

User can “Search” already added inward as well as do new inward entry in the 

system through “Add” option. 

Firstly let us go through the entire flow of “Searching” Inward 
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Search 

Search Provision  

Follow the path: Department Login Document Management System  

Transaction  Inward Entry. 

 

Below is the description of all the fields present on form for above mentioned 

screen. 

Sr. No Field Name Description 

        1. Reg. From Date Select Reg. From Date 

2. Reg. To Date Select Reg. To Date 

3. Inward Reg.No Enter Inward Registration number 

4. Letter No.   Enter Letter Number 

5. Sender Name Enter Sender Name 

6. Search  Enter or Select require input and click on 

Search button to fetch require output. 

7. Reset Previously Entered or Selected input should 

be clear when click on Reset button. 
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For Search Record User should select or Enter parameters and click on “Search 

Button”. Inward Record should be fetched.  Refer below screen. 

 

For View File form click on “View Button”, refer below screen. 

 

After Click on “View Button”, below screen will appear. 
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Add 

When clicked on “Add” option below screen will be displayed. 
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The Inward Entry form is basically divided into 5 sections namely 

 Applicant Details 

In this form, system captures the data of applicant (the one who is 

applying for the service)  

 Sender Details 

This form captures the details of Sender (Owner details) such as Sender 

Name, Mobile No, etc.  
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 Letter/Document Details 

This form captures the complete information of Sender Category, 

Letter/document Category etc. Here on this form it is mandatory Witness 

Information also enter or select require columns or data etc.  

 Attach Document  

This form consists of the documents which need to be uploaded to 

complete the Inward process. 

 Additional Information  

This form captures the additional information which will be used as a metadata 

while searching 

Below is the description of all the fields present on form 

Sr. No Field Name Description 

Applicant Details 

1.  Service Name Non editable, auto displayed by the system 

2.  COIN Number  Enter Applicant COIN Number 

3.  Applicant Name  Auto displayed on basis of coin number 

4.  Mobile No Auto displayed on basis of coin number 

5.  Email Id  Auto displayed on basis of coin number 

6.  Applicant Residential 

Address 

Enter Applicant Residential Address 

7.  Organisation Name (If 

Applicable) 

Enter Organisation Name if inward entry is 

done on behalf of any organization 

8.  Organisation Address (If 

Applicable) 

Enter Organisation Address 

Sender Details 

9.  If User is sender  User can check/ uncheck the box 

If sender is same as applicant then, 

applicant details will be fetched  

10.  COIN Number  

 

Enter Applicant COIN Number 
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11.  Sender Name Auto displayed on basis of coin number 

12.  Mobile No 

 

Auto displayed on basis of coin number 

13.  Email Id  

 

Auto displayed on basis of coin number 

14.  Address Enter Applicant Residential Address 

Letter/Document Details 

15.  Inward No Non editable, auto displayed by the system 

16.  Data of 

Division/Perish/Village 

Data of Division/Perish/Village has to be 

selected from the dropdown in the 

hierarchy of division perishes  villages 

On selection of division, perishes data will 

be auto fetched and on selection of 

perishes village data will be auto fetched  

17.  Inward Date Non editable, auto displayed by the system 

18.  Subject Enter subject of the Inward 

19.  Sender Category Select “Sender Category” from dropdown 

list. 

20.  Sender Sub Category Select Sender Sub Category from the 

dropdown list. On basis of sender category, 

sender sub category will be fetched in the 

dropdown 

21.  Internal/External 

Document 

Non editable, auto displayed by the system 

on basis of sender category selection. 

22.  Letter/Document Type Select “Letter/Document Type” from the 

Dropdown list (File/Letter) 

Letter – single or multiple document  

File – Which has a reference 

23.  Letter/Document 

Category 

Select Letter/ Document Category from the 

dropdown list. 

24.  Letter/Document  Sub 

Category 

Select Letter/ Document Sub Category 

from the dropdown list. On basis of Letter/ 

Document category, Letter/ Document sub 
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category will be fetched in the dropdown 

25.  Letter/Document  Ref.No.  Enter reference number of the letter 

26.  Letter/Document  Ref. 

date 

Enter reference date of the letter 

27.  Sender Remark Enter Sender Remarks 

28.  Delivery Mode Select Delivery Mode from dropdown list 

29.  Is this Confidential  If yes then click on check box 

If yes : 

Only primary user can view the file and 

take any action 

If no: 

Then all “to” users and the “cc” users to 

whom actionable is marked yes can take 

the action of the file 

30.  Receiver Name  Non editable, auto displayed by the system 

Attach Document 

31.  Upload Document Click on Upload button for uploading the 

scanned document 

32.  Description Enter Description of the scanned document  

33.  Page Count Enter Page Count 

34.  Sequence Number Enter Sequence Number 

35.  User Name – Uploaded 

date and time  

Non editable, auto displayed by the system 

36.  Add/Remove Click on Add (+) or Remove (-) button.  

Additional Information 

35. Parameter Select Parameter from drop down list. 

36. Value Enter Value of the respective parameter 

NOTE: used as a metadata while searching 

the relevant parameter  



   
 

User Manual For Document Management System  Page 29 
 

 

Post entering all the data user need to click on “Final Submit” or “Save Draft” 

Button. 

Save Draft – Save draft option is used to save the application, if employee 

wishes to change any data later then same can be done if the application is 

saved 

Final Submit – On final submit Citizen/Applicant User will get the SMS and 

Email and the application will go into scrutiny process firstly at initiator level. 

After Click on “Final Submit Button”. System will auto generate “SRN 

Number”. 

A pop up message with inward number is generated when clicked on “Save 

Draft or Final Submitted”. 
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This “Acknowledgement Receipt” is also generated on click of “Save Draft” 

or “Final Submit” as shown below, 
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Search Application (Inward) Post Login Employee Login 

“Search” option is used to search a service amongst  n number of service 

requests present in grid. Refer below screen for search. 

 

Employee can Search Service Wise Application,Service Reuest date,Assigned 

date,Service Request No.etc. 

Employee Can “View” the application form pots click on “Edit” option in Status 

columns. 

Refer below screen to View the “Edit” option. 

 

On click of “Edit” option, below mentioned screen will be displayed.     
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User can “Edit or Update” the form and once changes are done user can click 

on “Save Draft” or “Final Submit Button”.  

 

After click on “Save Draft “or “Final Submit “button. Below screen will appear. 
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After “Final Submit” Inward Entry application should be “Pending” at Initiator 

Login. 

7.1.1 Action on Letter/Document 

Action on letter can be taken basically by the initiator wherein provision is given 

to mark multiple “to” and “cc” but amongst multiple “to” there will only be one 

primary user. 

7.1.1.1 Initiator Login 

Initiator Can “View” the application form post click on “Edit or Action” option 

in Status columns. 

 

Below screen is displayed when clicked on “Pending” option. 
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The only task of initiator is to forward the inward to respective “to” and “cc” 

users as highlighted in above screen. 

7.1.1.2 Forward 

Provision is given to the initiator to forward (Mark to and cc) the applications 

to concern officers as per the request given by citizen or any other. 

Refer below screen for Forward Process. 
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Below is the description of all the fields present on form. 

Sr. No Field Name Description 

1.  Forward To Departmental 

Scrutiny  

On clicking this checkbox this application 

will be moved through the departmental 

scrutiny 

2.  Expected Completion Days Auto displayed and non-editable. 

Expected Completion is the days in which 

entire inward process must get completed 

Mark To 

1. Sr. No. Non editable, auto displayed by the 

system 

2. Department  Select Department from drop down list 

3. Employee Code/Name Select Employee Code/Name from drop 

down list 

4. Primary  Click on check box if the “to” user is 

primary. 

Amongst multiple “to” users there will only 

be one primary user 

5. Expected completion days Enter expected completion days. Expected 
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completion days are the days in which the 

assigned user should take the action and 

days  

6. Add/Remove Click on Add or Remove button to add or 

remove the “to” users 

Mark CC 

1. Sr.No Non editable, auto displayed by the 

system 

2. Department  Select Department from drop down list 

3. Employee Code/Name Select Employee Code/Name from drop 

down list 

4. Action   Click on check box if the “cc” user is 

actionable.  

Action cc users can take the action of the 

inward file for example annotation etc. 

(Not applicable if the file is confidential) 

5. Add/Remove Click on Add or Remove button to add or 

remove the “cc” users 

6.  Expected completion days Enter expected completion days. Expected 

completion days are the days in which the 

assigned user should take the action and 

days  

7. Comments Enter Comments. 

 

Note:  

1. Initiator can mark multiple to and cc. 

2. If “to” and “cc” users do not take any action on the application in the 

expected completion days given by initiator then an escalation sms and email 

will be intimated to the primary user. 

When clicked on “Final Submit” below mention popup message will be 

displayed and application will go to concern officers.  
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7.1.2 Routing 

 Routing is the process of taking any corresponding action on the document 

by the “to” and “cc” users. 

 This process is involved for gathering the action taken by the authorities on a 

single inward document 

 The users who are marked as “to” and “cc” by the initiator they can only 

perform routing. 

Follow the path for Department: Employee Login Dashboard.  

Following screen will appear after sucessful “Login of Employee” i.e to and cc 

user login 
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Employee can “Search” any application on basis of application number, service 

name an date 

Search option is highlighted in below given screen 

 

To go further with the process employee need to click on “Edit” option against 

the respective application to do the dispatch process. 

 

Below screen is been displayed when clicked on the “Edit” option 
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We will initially look for the process of  routing users. 

7.1.2.1 Routing User Login 

Additional Document section as highlighted in above screen is used for 

demanding any extra document from the applicant. 
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If clicked on “Yes” then a pop will be displayed by the system to enter the 

document name. Once clicked on save, the application will bounce back to the 

applicant with the status against that as “Re-Submission”. Applicant then 

needs to submit the additional documents mentioned and finally submit the 

application once again. 

The person who had requested for additional application will get the application 

again to that he can take the action further. 

Employee can also view the Routing History  

 

Note: 

1. If employee is Primary then it should have the right to reply to inward or 

letter/document along with the responses of all the “to” and “cc” users.  

2. “cc” users who are marked as actionable by the initiator can also perform 

annotation and view the file. 

Save Draft – Used to Save the Entered or Selected Information in login. User 

can Update or Edit to that information. 

7.1.2.2 Annotation 

If a cc user is marked as “Actionable” during the inward process then that user 

can perform annotation and view the scanned file and all “to” users can perform 

annotation and view the  

 Annotations are special comments or markings, used to highlight importance 

in document. 

 Our System provides annotation facility so that user can add comments by 

providing highlighted text, symbols or colours etc. 

Post click on “Annotation Button” below screen will appear. 
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Note: Annotation is only applicable for image file 

Click here for annotation details 

7.1.2.3 View File 

“TO” and “CC” users can view the uploaded file by clicking on view option as 

shown in below screen. 
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User need to select the file which has to be viewed and later click on “View File” 

Post clicking on view file button user will be able to see the uploaded file by 

applicant in inward  

Routing users can either save the application in Save Draft Mode or Final 

Submit.  

Below mentioned points has to be considered in routing process: 

1. “Send to Outward” option is only applicable for the primary user 
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2. cc users who are not actionable can just comment on the inward application 

3. cc users who are actionable can forward the application to other employee or 

to the primary user. 

4. Until the comments from all the primary users and actionable to users is not 

received then primary user cannot send the application further to outward 

process. 

5. “Send Back to Primary User” option used to send back to inward or 

application to primary user for further process. 

6. “Send Back” option used to send back. 

7.1.3 Outward 

 Outward Process is the opposite of Inward Process. 

 It allows letter/file document to be processed further for the dispatch process 

 Outward processing is the step prior to dispatch 

Follow the path for Department: Employee Login Dashboard. 

Following screen will appear after sucessful “Login of Employee”. 

Note: For Outward entry new application number (SRN number) will be 

generated against the inward application 

 

Employee can “Search” any application on basis of application number, service 

name an date 

Search option is highlighted in below given screen. 
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To go further with the process employee need to click on “Edit/Action” option 

against the respective application to do the dispatch process. 

 

When clicked on “Edit/Action” option below screen will be displayed by the 

system. 
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Outward user just has to mention the remarks and click on “Save Draft or 

Final Submit” for saving the Outward. 

Save Draft – Used to save the entered data in draft mode, employee can 

update or edit the information later if needed. 

Below mentioned screen is displayed when clicked on “Save Draft” or “Final 

Submit” option 
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After click on “Final Submit” the application will go further in the process at 

Dispatch user login and applicant will be intimated with SMS/Email 

7.1.4 Dispatch 

 Dispatch is a process of sending off the document to the destination with 

promptness and speed. 

 Dispatch can be done only if it is been sucessfully passed on through outward  

 There are numerous ways present in the system wherein dispatch can be 

done such as “by hand”, “email” etc. 

Follow the path for Department: Employee Login Dashboard  pending 

option 

Following screen will appear after sucessful “Login of Employee”. 

Note: For dispatch entry new application number (SRN Number) will be 

generated against the inward application 
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Employee can “Search” any application on basis of application number, service 

name and date 

Search option is highlighted in below given screen 

 

To go further with the process employee need to click on “Edit/Action” option 

against the respective application to do the dispatch process. 
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When clicked on “Edit/Action” option below screen will be displayed by the 

system. 
 

 
 

Only dispatch acceptance details section is editable rest entire form will be 

non-editable. 

Below is the description of all the fields present on form above mentioned 

section. 

Dispatch Acceptance Details 

1.  Mode of Dispatch Select Mode of Dispatch from drop down 

list. (By Email/By Hand/ Post/ Courier/ 

Online/Email and Post/Email and 
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Courier/Email and B Hand) 

2.  Tracking ID Enter tracking ID. Mandatory in case of 

Post or Courier selection 

3.  Post/Courier Name  Enter post/courier name. Mandatory in 

case of Post or Courier selection 

4.  Post/Courier Address  Enter post/courier address. Mandatory in 

case of Post or Courier selection 

5.  Dispatched Details  Enter Dispatched details. Mandatory in 

case of Post or Courier selection 

6.  Dispatched date Enter Dispatched date. Mandatory in case 

of Post or Courier selection. Mandatory in 

case of Post or Courier selection 

7.  Payable amount  Enter Dispatched Payable amount. 

Mandatory in case of Post or Courier 

selection 

8.  Received Amount  Enter Dispatched received amount. 

Mandatory in case of Post or Courier 

selection 

9.  Receipt No Enter Receipt no. 

Mandatory in case of Post or Courier 

selection 

10.  Receipt date Enter Receipt date. Mandatory in case of 

Post or Courier selection 

11.  Received from   Enter Received form. Mandatory in case of 

Post or Courier selection 

12.  Outward acceptance date Enter Outward acceptance date. Mandatory 

in case of Post or Courier selection 

13.  Outward received by  Non editable, auto displayed by the system 

 

Note: 

 In case of dispatch mode by “By Hand”, “By Email” ,” By Post”, “By Courier ” 

“Email and Courier”, “Email and Post”, “Email and By Hand”  and “By Online” 

, no details has be to mentioned while submitting the dispatch application 

 In case of dispatch mode by “Courier” and “Post” , employee will have to 

initially fill the details such as tracking ID, Courier Name, Address, 

Dispatched details, dispatched date and payable amount and click on save 

draft option. Once when rest of the details such as received amount, outward 

acceptance date etc. are received from the user then the outward application 

can be finally submitted. 
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 “Dispatched Date” fields allow the back date for dispatch entry as per the 

“BDD” Lookup define in Lookup details. 

Save Draft - Employee can save the dispatch details by clicking the “Save draft” 

button; if no duplication of data is found and all the validations are fulfilled then 

a message will be displayed by the system saying “Data Saved Successfully” 

Final Submit – “Final Submit” option is used to push the application to further 

process. Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

Below Mentioned Screen appears when clicked on “Save Draft” or “Final 

Submitted”.  

 

When clicked on “Final Submit”, Citizen will get SMS/Email intimation 

regarding the dispatch of the document 

 Direct Outward 

 Direct outward is generated when the outward is irrespective of any inward. 
 

 Unique Outward number will be generated for letter/document. 
 

Follow the path for Department: Employee Login Document Management 

System  Transaction  Direct Outward. 

Below screen will be displayed when clicked on “Direct Outward” option 
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User can either “Search” the added Outward or add new outward by clicking on 

the “Add” option 

Firstly let us go through the entire flow of Search outward 

7.2.1 Search  

Select required Parameter and Click on search, on click of “Search” Button 

bellow screen will be displayed. 

 

Data present in the system for the entered details will be listed in “Direct 

Outward List” section; user can edit the same if the application is in Save Draft 

mode. 

Note: If the application is finally submitted then no edit or update can be done 

on click of edit icon 
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If the application is in draft mode then below mentioned screen will be displayed 

when clicked on edit option 

Screen 

All the non-greyed out fields can be edited by the employee. 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used to push the application to further 

process. Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form. 

Close – “Close” option is used to close the existing form. 

7.2.2 Add 

User has to click on “Add” option to add new outward entry in the system, refer 

below screen. 

 

Following screen appears when clicked on “Add” button. 
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Below is the description of all the fields present on form above mentioned 

screen. 
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Sr. No Field Name Description 

Add Receiver Details 

1.  Receiver Name  Enter Receiver Name 

2.  Mobile No Enter Receiver Mobile No 

3.  Email Id  Enter Receiver Email id  

4.  COIN Number  Enter Receiver COIN Number 

5.  Address Enter Receiver Address 

Letter/Document Details 

6.  Outward No Non editable, auto displayed by the system 

7.  Administration Ward Select From Administration Ward Dropdown 

list. 

8.  Outward Date Non editable, auto displayed by the system 

9.  Receiver Category Select From Receiver Category Dropdown 

list. 

10.  Receiver Sub Category Select From Receiver Sub Category 

Dropdown list. 

11.  Internal/External 

Document 

Non editable, auto displayed by the system 

12.  Letter/Document Type Select From Letter/Document Type 

Dropdown list. 

13.  Letter/Document 

Category 

Select From Letter/Document Category 

Dropdown list. 

14.  Letter/Document  Sub 

Category 

Select From Letter/Document Sub Category 

Dropdown list. 

15.  Letter/Document  Ref.No  Enter Letter/Document Ref.No. 

16.  Letter/Document  Ref.No 

date 

Select Letter/Document  Ref.No date 

17.  Receiver Remark Enter Sender Remarks 

18.  Delivery Mode Select Delivery Mode from dropdown list 
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19.  Department   Select Department from dropdown list 

20.  Outward By  Non editable, auto displayed by the system 

21.  File No Select File No from dropdown list 

Attach Document 

22.  Upload File Click on Upload button for upload file or 

letter/document. 

23.  Description Enter Description 

24.  Page Count Enter Page Count 

25.  Sequence Number Enter Sequence Number 

26.  Uploaded by  Non editable, auto displayed by the system 

27.  Uploaded date and time Non editable, auto displayed by the system 

28.  Add/Remove Click on Add or Remove button. If required 

to add or remove multiple.  

 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used to push the application to further 

process. Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

Below Mentioned Screen appears when clicked on “Save Draft” or “Final 

Submit” option. 
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Once the outward is finally submitted (Excluding Delivery Mode Email) then it 

would go further in the process at dispatch user login. 

Below mentioned screen is the login of Dispatch user. 

Note: For dispatch entry new application number (SRN Number) will be 

generated against the direct outward application. 

Employee can “Search” any application on basis of application number, service 

name and date 

Search option is highlighted in below given screen 

 

To go further with the process employee need to click on “Action” option 

against the respective application to do the dispatch process. 
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Below mentioned screen is been displayed when clicked on “Action” option 
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Click here for dispatch regarding details 

 File Creation 

 Using this node new file can be created in the system for mapping the inward 

related letter or document in the system 
 Usage of file creation is that all related Inwards can be filed together 
 All linked Inwards, additional uploads will be consider as one file with 

reference of the unique file ID 

 If file Privacy is marked as Yes, then same (file, linked Inward and additional 

documents) will be not available for searching by any user. Only marked 
primary users can search and view the file. 
 

Follow the path for Department: Employee Login Document Management 

System  Transaction  File Creation. 

Below screen will be displayed when clicked on “File Creation” option 

 

User can either “Search” the added files or create new file in the system by 

clicking on the “Add” option 

Firstly let us go through the entire search flow of file creation. 

7.3.1 Search 

Select required Parameter and Click on search, on click of “Search” Button 

bellow screen will be displayed. 
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After clicked on “Search Button” below screen will be displayed. 

 

7.3.2 Edit and View 

For Edit or View, user need to select the row. Refer the below screen for the 

same. 
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After clicked on “Edit or View” button below screen will be displayed.  

 

Data present in the system for the entered details will be listed in “File Creation 

List” section; user can edit the same if the created file is in draft mode. 

Note: If the created file is finally submitted then no edit or update can be done 

on click of edit icon also if privacy of the file is marked as “Yes” then the created 

file won’t be visible on click of search it will be visible only for primary user. 

If the file is in draft mode then below mentioned screen will be displayed when 

clicked on edit option 

All the non-greyed out fields can be edited by the employee. 

Note:  

1. When file is newly created at that time status of the file is open 

2. User can close the file from “File Status” option (through edit option) 
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3. User can then reopen the file and new file number will be generated by the 

system (through edit option) 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application. 

Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form. 

Close – “Close” option is used to close the existing form. 

7.3.3 Add 

User has to click on “Add” option to create new file in the system, refer below 

screen. 

 

Following screen appears when clicked on “Add” button. 
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Below is the description of all the fields present on form above mentioned 

screen. 

Sr. No Field Name Description 

File Creation Details 

        1. File No. Non editable, auto displayed by the system 

2. Department  Select Department name from drop down 

list 

3. Created by  Non editable, auto displayed by the system 

as per user login 

4. File Subject Enter File Subject 

5. Directorate  Select Directorate name from drop down 

list 

6. Directorate Board 

Function Subject   

Select Directorate Board Function Subject  

name from drop down list 

7. Directorate Main Subject   Select Directorate Main Subject name from 

drop down list 

8. Directorate Mini Subject   Select Directorate Mini Subject name from 

drop down list 

5. File Description  Enter File Description 

6. Privacy  Select Yes or No 

7. Remark Enter Remark 
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Note: If further the created file is mapped to inward or outward or repository 

then the details of inward, outward, repository will get auto displayed by the 

system in the grid 

Post entering all the fields, user need to click on “Save Draft “or “Final 

Submit”. 

Below Mentioned Screen appears of Click on “Save Draft “or “Final 

Submitted” ”its Pop message.  

 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application. 

Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

Save Draft – Used to “Save” the Entered or Selected Information in login. 

User can Upadate or Edit to that information or entered or selected values. 

User should get SMS and Email on registered mail id and mobile no. 

 Repository Creation  

 Repository means a central location in which data is stored and managed 
 If multiple users demand for same document again and again or it is 

supposed to be common for all users then repository of the same will be 

created in the system 
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 To search the file on basis of the file name then the same can be done by 

metadata search  
 
Follow the path for Department: Employee Login Document Management 

System  Transaction  Repository Creation. 

Below screen will be displayed when clicked on “Repository Creation” option 

 

User can either “Search” the already added repositories or create new 

repository in the system by clicking on the “Add” option 

Firstly let us go through the entire search flow of repository creation. 

7.4.1 Search 

Select required Parameter and click on search, on click of “Search” Button 

bellow screen will be displayed.  
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Data present in the system for the entered details will be listed in “Repository 

Creation List” section; user can edit the same by clicking on the edit icon 

Below screen is displayed when clicked on “Edit” icon 

 

The one who has created the repository has the rights to edit (perform 

annotation) and view the attachment document in repository. Apart from this he 

can also assign the permission of view and annotations to employees. 

Note: Status checkbox is used for marking the assigned permission active or 

inactive.  

Click here to get to know about "Annotation" 

Click here to get to know about "View File" 

Click here to get to know about "View Version" 

Click here to get to know about "View Permission" 
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Click here to get to know about "Assign Permission" 

Click here to get to know about "Comments" 

Click here to get to know about "Logical Folder Structure" 

 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application.  

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

SMS/email will be intimated one repository is created. 

7.4.2 Add 

User has to click on “Add” option to create new repository in the system, refer 

below screen. 
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Following screen appears when clicked on “Add” button 

 

Below is the description of all the fields present on form above mentioned 

screen. 

Sr. No Field Name Description 

Add Repository Creation  

1.  Repository Id Non editable, auto displayed by the system 

2.  Created Non editable, current date is auto displayed 

by the system 

3.  Department Name   Select Department Name from drop down 

list. 

4.  File Reference No Select file reference number from the 

dropdown 

5.  Document / Letter type  Non editable, auto displayed by the system 
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as “Repository” 

6.  Document / Letter Sub 

type 

Select Document / Letter Sub type from 

dropdown list. 

7.  Sender Category Select sender category from the dropdown 

8.  Sender Sub Category Select sender sub category from the 

dropdown. On basis of sender category, 

sender sub category will be fetched in the 

dropdown. 

9.  Subject Enter Subject 

10.  Remark Enter Remark 

11.  Manual ID Enter manual ID  

Documents  

12. Serial No Non editable, auto displayed by the system 

13. Upload Document Browse the file which has to be uploaded 

14. Description Entire relevant description supporting the 

document. 

15. No.of Pages Enter the number of pages which has been 

uploaded 

16. Sequence No Enter the sequence number of the page 

17. User Name – Uploaded 

Date Time  

Non editable, auto displayed by the system 

18. Comments Enter the comment supporting the 

document 

19. Add/Remove Click on add option to add multiple 

documents 

 

Post entering all the fields, user need to click on “Save Draft” for saving the 

repository in draft mode also user can click on “Final Submit” to submit the 

repository. 

When clicked on “Save Draft” or “Final Submit” below pop up message will be 

displayed by the system. 
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Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application and 

version number will be getting generated  

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

SMS/Email will be intimated on repository creation. 
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7.4.3 Annotation 

“Annotation” is used for commenting and highlighting the section in the 

attached document for knowing the importance. 

For performing annotation user need to first select the document and then click 

on “Annotation” option as shown below. 

 

Post clicking on “Annotation” button below screen will be displayed. 
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User has to enter the text which has to be annotated in “Annotation text” field 

and then click on either “General Note” or “Important Comment” option 

General Note: General note will be in green colour 

Important comment: Important comment will be in red colour 

Once Annotation is done user need to click on save option to save the work 

done. 

Close – “Close” option is used to close the existing form. 

Save – “Save” option is used to save the annotations done. 

7.4.4 View File  

View file option is used to view the uploaded document. 

User need to select the uploaded document and then click on “View File” option 

as shown in below screen. 
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When clicked on view file the uploaded file can be viewed in new tab. 

7.4.5 View Version 

This option is used to view the version of the file basically used for retrieving the 

previous version files as there are multiple documents going in and out of the 

Document Management System. 

To view the version of the document user need to initially select the file and the 

click on “View Version” option as shown below. 
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Post click on “View Version” option below screen will be displayed. 

 

User can view the version of the file along with the entire history. 

“Close” option is used to close the current page. 
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7.4.6 View Permission 

View permission option is used for viewing the permissions assigned to the 

employee regarding the uploaded document. 

User need to initially select the document and click on “View permission” 

option as shown below. 
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Post click on “View Permission” below screen will be displayed by the system. 

 

The one against which checkbox is given those rights are assigned to the user. 

“Close” option is used to close the existing page. 
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7.4.7 Assign Permission 

Assign permission option is used to assign the rights to the employee 

department wise for taking the action on the document or view the document 

Note: The one who has created the repository only that user has the right to 

assign the task to the employee 

User need to initially select the document and click on “Assign permission” 

option as shown below. 

 

Post click on “Assign Permission” below screen will be displayed by the 

system. 
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Employee needs to select the department name from the dropdown. On basis of 

department, employee name will be fetched in the dropdown. Only one 

employee can be selected at a time. By click on the checkbox of edit/view the 

respective permission will get assigned to the selected employee. Permission for 

multiple employee can be assigned by clicking on the add (+) icon. 

Note: Status checkbox is used for marking the assigned permission active or 

inactive.  

User need to click on “Save” option to save the work. 

7.4.8 Comments  

Comments option is used to enter the Comments as well as view the comments 

on clicking on Version history button. 

User need to initially select the document and click on “Comments” option 

below screen will be displayed. 
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Entered comments and click on “Save” Button for the saved the entered 

comments.  

For version history user need to click on “Version History”. 

Post click on “Version History” below screen will be displayed by the system. 
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7.4.9 Logical Folder Structure  

Logical Folder Structure option is used to view the Physical Path of Folder or 

documents. 

User need to initially select the document and click on “Logical Folder 

Structure” option below screen will be displayed. 

 

For Logical Folder Structure Create, Rename, Delete, Edit click Right Button on 

“Root Node” 
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 Metadata Search 

 Metadata search is used for searching the documents present in the 
repository on basis of document name, document content or document 

description 
 In repository, user cannot search the document present in the repository on 

basis of document name or content for that purpose we use metadata search 

option. 
 On basis of document name or content system will be display the repository 

in which the search document is present 

 

Follow the path for Department: Employee Login Document Management 

System  Transaction  Metadata Search 

Below screen will be displayed when clicked on “Metadata Search” option 

 

User will have to first search for the document present in repository and then 

edit the same. 
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Firstly let us go through the entire search flow of metadata search 

7.5.1 Search 

Enter file name or file description or file content and click on “Search” option. 

Below screen will be displayed when clicked on “Search” option. 

 

All the repositories in which the searched file is present will be listed by the 

system. User can click on edit option if any changes have to be done in the 

repository. 

Below mentioned screen is displayed when clicked on “Edit” icon 
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This form is similar to “Repository Creation”.  

Click here to know the details  

 File Creation for Past Document  

 File creation for past document is used to create a file for those document 
wherein inward or outward or repository is already been done. 

 Apart from this, the files which are already been dispatched can also be 

clubbed together in a single file. 
 If file Privacy is marked as Yes, then same (file, linked Inward and additional 

documents) will be not available for searching by any user. Only marked 
primary users can search and view the file. 

 

Follow the path for Departmental Login: Employee Login Document 

Management System  Transaction  File Creation for Past Document. 

Below screen will be displayed when clicked on “File Creation for Past 

Document” option 



   
 

User Manual For Document Management System  Page 83 
 

 

User can either “Search” the already created file for past document or create 

new file in the system by clicking on the “Add” option. 

Firstly let us go through the entire search flow of file creation. 

7.6.1 Search 

Select required Parameter and Click on search, on click of “Search” Button 

bellow screen will be displayed. 

 

Data present in the system for the entered details will be listed in “File Creation 

List” section; user can “Edit” the same by clicking on the “Edit” option. 
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All the non-greyed out fields can be edited by the employee. 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application. 

Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form. 

Following screen will appear after sucessful Login of Employee. 
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7.6.2 Add 

User has to click on “Add” option to create new file in the system, refer below 

screen. 

 

Following screen appears when clicked on “Add” button. 
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Below is the description of all the fields present on form above mentioned 

screen. 

Sr. No Field Name Description 

File Creation Details 

        1. File No Non editable, auto displayed by the system 

2. Department  Select Department name from drop down 

list 

3. Created by  Non editable, auto displayed by the system 

as per user login 

4. File Subject Enter File Subject 

5. File Description  Enter File Description 

6. Privacy  Select Yes or No 

7. Remark Enter Remark 

 

Note: If further the created file is mapped to inward or outward or repository 

then the details of inward, outward, repository will get auto displayed by the 

system in the grid 

Post entering all the fields, user need to click on “Save Draft” or “Final 

Submit”. 
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Below Mentioned Screen appears of Click on “Save Draft” or “Final 

Submitted” ”its Pop message.  

 

Save Draft - Employee can save the updated changes by clicking the “Save 

Draft” button; if no duplication of data is found and all the validations are 

fulfilled then a message will be displayed by the system saying “Data Saved 

Successfully” 

Final Submit – “Final Submit” option is used for submitting the application. 

Once application is finally submitted then no changes can be done in it. 

Reset - “Reset” option is used to clear the entered data on form 

Close – “Close” option is used to close the existing form 

Save Draft – Used to “Save” the Entered or Selected Information in login. 

User can Upadate or Edit to that information or entered or selected values. 

User should get SMS and Email on registered mail id and mobile no. 

 

 Other Service Wise Document Search   

 Other Service wise Document search is used for searching the documents of 
other module or department documents. 

 
Follow the path for Department: Employee Login Document Management 

System  Transaction  Other Service Wise Document Search 
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Below screen will be displayed when clicked on “Other Service Wise 

Document  Search” option 

 

User will have to first search for the document present in System and then edit 

the same. 

Firstly, let us go through the entire Search flow of Search 

7.7.1 Search 

Enter file name or file description or file content and click on “Search” option. 

Below screen will be displayed when clicked on “Search” option 
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All the Documents in which the searched file is present will be listed by the 

system.  

User can click on Search option. After clicking on “Search” Button below screen 

will be displayed. 

 

7.7.2 View 

For View user need to click on “View Button.” Refer below screen for “View”. 
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Below mentioned screen is displayed when clicked on “View” icon. 
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8 Other  

 Letter/Document/File Tracking 

 Letter document tracking is used for tracking the status of the application. 

 There are three options present in the status against which the status can be 
perceived. (Inward/Outward/File) 

 There are multiple search parameters present on basis of which system can 

search. 
 

Follow the path: Department login  Document Management System  Other  

 Letter/Document/File Tracking 

Below screen will be displayed when clicked on “Letter/Document/File 

Tracking” option. 

 

User will have to enter the search parameters and click on search option. Not all 

search parameters are mandatory. 

Below screen is displayed when clicked on “Search” option. 
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User can be able to view the current status of the application. 

Along with that user can also view the application when clicked on “View” icon. 

Below screen is displayed when clicked on “View” icon. 
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“Close” option is used to close the existing form. 

Similarly status can be viewed for Outward and File creation 

 Document Archival  

 Document archiving is the storage of documents that is no longer in active 
use but organizations need to keep this documentation as a type of historical 
record 

 System will auto archive the data on basis of the archival date mentioned by 
the employee  

 System will store all achieved documents to other storage area  
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 Admin can retrieve from archival storage based on application  number and 

other repository documents  
 

Follow the path: Department login  Document Management System  Other  

 Document Archival 

Following screen will be displayed when clicked on “Document Archival” 

 

Then “Select Archive Till Date” and click on “Start Archival Button”. Refer 

below screen. 

 

User have to select the archival date from date picker and click on “Start 

Archival” option to start the archival. 

System will be automatically archive the documents present in the system till 

the date mentioned. 

Below pop up message will be shown when “Archival” is succesfull. 
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 Location of Documents/Folder 

 Location of the document is used for viewing the location of the documents 

present in the system. 

 User have access to view the storage path of the documents present in 

Inward/Outward/Repository/File 

Follow the path: Department Login Document Management System  Other 

 Location of Documents/Folder 

Below screen is displayed when clicked on “Location of Document/Folder” 

node. 

 

User has to select the appropriate radio button and enter the respective search 

parameters. 
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Post entering search parameter when clicked on “Search” option, below screen 

will be displayed by the system. 

 

Now user can view the location of respective document against the appplicaiton 

by clicking on “View” icon. 

 

Below screen is displayed when clicked on “View” icon. 
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Similarly location of the document can be viewed for Outward/Repository/File 

Creation Application. 

 Archival Retrieval  

 Archival Retrieval used to view the archival files, folders and documents. 

Follow the path: Department Login Document Management System  Other 

 Archival Retrieval  

Below screen is displayed when clicked on “Archival Retrieval” node. 

 

User has to Select the Appropriate Radio Button and Enter the respective 

Search parameters. 
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Post entering search parameter when clicked on “Search” option, below screen 

will be displayed by the system. 

 

Now user can view the location of respective document against the appplicaiton 

by clicking on “View” icon. 

 



   
 

User Manual For Document Management System  Page 99 
 

Below screen is displayed when clicked on “View” icon. 

 

Similarly location of the document can be viewed for Outward/Repository/File 

Creation Application. 
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9 Reports 

 Age Wise Pendency Report 

System provides the facility to generate age-wise pendency report for particular 

period. 

This reports depicts the application delayed in days 

Follow the path: Department login  Document Management system  

Reports Age wise pendency Report 

Below mentioned screen appears when clicked on “Age Wise Pendency 

Report” 

 

Note: All parameters are mandatory for fetching Age Wise Pendency 

Report.  

Below is the description of each field 

Sr. No Field Name Description 

1.  Assignee From date Select Assignee from Date from date picker 

2.  Assignee To date Select Assignee To Date from date picker 

3.  Department Name Select Department Name from the dropdown  

 

 “Print Report” option is used to generate the Age wise Pendency Report, 

below report is generated by the system when clicked on Print Report. 
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Report should be open in new tab after click on “Print Report” option. 

 

 “Reset” option is used to clear the entered or selected data on form. 

 Inward Register Report 

System provides the facility to generate Inward report for particular period. 

This report presents system provided information on the basis of inward Entries 

and data range options. 

Follow the path: Department login  Document Management system  

Reports Inward Register  

Below mentioned screen appears when clicked on “Inward Register Report” 

 

Note: Enter or Select Columns for fetching Inward Register Report.  

Below is the description of each field 

Sr. No Field Name Description 

1 Inward From date Select Inward from Date(from) 
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2 Inward To date Select Inward To Date (to) 

3 Inward No Enter Inward Number   

4 Receiver Name Select Form dropdown Receiver Name 

 

 “Print Report” option is used to generate the Inward Register Report, below 

report is generated by the system when clicked on Print Report. 

Report should be open in new tab after click on “Print Report” option. 

 

 “Reset” option is used to clear the entered or selected data on form. 

 Outward Register Report 

System provides the facility to generate Outward report for particular period. 

This report presents, system provided information on the basis of Outward 

Entries and data range options. 

Follow the path: Department login  Document Management system  

Reports Outward Register  

Below mentioned screen appears when clicked on “Outward Register Report”. 
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Note: Enter or Select Columns for fetching Outward Register Report.  

Below is the description of each field 

Sr. No Field Name Description 

1 Outward From date Select Outward from Date(from) 

2 Outward To date Select Outward To Date (to) 

3 Inward No Display Inward Number   

4 Outward No Enter Outward Number 

5 Receiver Name Select Form dropdown Receiver Name 

6 Direct Outward Select Direct Outward Yes or No option 

 

 “Print Report” option is used to generate the Outward Register Report, 

below report is generated by the system when clicked on Print Report. 

Report should be open in new tab after click on “Print Report” option. 



   
 

User Manual For Document Management System  Page 104 
 

 

 “Reset” option is used to clear the entered or selected data on form. 

 Letter/Document Category Wise Summary Report 

System provides the facility to generate Letter/Document Category report for 

particular period. 

This report presents, system provided information on the basis of Inward 

Letter/Document and data range options. 

Follow the path: Department login  Document Management system  

Reports Letter/Document Category Wise Summary Report. 

Below mentioned screen appears when clicked on “Letter/Document Category 

Wise Summary Report” 
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Note: From Date and To Date should be Mandatory for fetching 

Letter/Document Category Wise Summary Report.  

Below is the description of each field. 

Sr. No Field Name Description 

1 From date Select From Date(from) 

2 To date Select To Date (to) 

3 Letter/Document Category Select Form dropdown Letter/Document 

Category 

4 Letter/Document Sub 

Category 

Select Form dropdown Letter/Document Sub 

Category 

 

 “Print Report” option is used to generate the Letter/Document Category 

Wise Summary Report, below report is generated by the system when clicked 

on Print Report. 

Report should be open in new tab after click on “Print Report” option. 

 

 “Reset” option is used to clear the entered or selected data on form. 

 Sender Category Wise Summary Report 

System provides the facility to generate Sender Category Wise Summary report 

for particular period. 

This report presents, system provided information on the basis of Sender 

Category and data range options. 

Follow the path: Department login  Document Management system  

Reports Sender Category Wise Summary Report. 
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Below mentioned screen appears when clicked on “Sender Category Wise 

Summary Report” 

 

Note: From Date and To Date should be Mandatory for fetching 

Letter/Document Category Wise Summary Report.  

Below is the description of each field. 

Sr. No Field Name Description 

1 From date Select From Date(from) 

2 To date Select To Date (to) 

3 Sender Category Select Form dropdown Sender Category 

4 Sender Sub Category Select Form dropdown Sender Sub Category 

 

 “Print Report” option is used to generate the Sender Category Wise 

Summary Report, below report is generated by the system when clicked on 

Print Report. 

Report should be open in new tab after click on “Print Report” option. 

 

 “Reset” option is used to clear the entered or selected data on form. 
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 Detailed Letter/Document Transaction Report 

System provides the facility to generate Detailed Letter/Document Transaction   

report for particular period. 

This report presents, system provided information on the basis of 

Letter/Document and data range options. 

Follow the path: Department login  Document Management system  

Reports Detailed Letter/Document Transaction Report  

Below mentioned screen appears when clicked on “Detailed Letter/Document 

Transaction Report” 

 

Note: Select From Date and To Date and Enter Inward No should be 

fetching Detailed Letter/Document Transaction Report.  

Below is the description of each field. 

Sr. No Field Name Description 

1 From date Select From Date(from) 

2 To date Select To Date (to) 

3 Inward No Enter Inward No 

 

 “Print Report” option is used to generate the Detailed Letter/Document 

Transaction Report, below report is generated by the system when clicked on 

Print Report. 
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Report should be open in new tab after click on “Print Report” option. 

 

 “Reset” option is used to clear the entered or selected data on form. 

 Repository Report 

System provides the facility to generate Repository report for particular period. 

This report presents, system provided information on the basis of Repository 

Creation and data range options. 

Follow the path: Department login  Document Management system  

Reports Repository Report 

Below mentioned screen appears when clicked on “Repository Report” 

 

Note: From Date and To Date should be Mandatory for fetching 

Repository Report.  
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Below is the description of each field. 

Sr. No Field Name Description 

1 From date Select From Date(from) 

2 To date Select To Date (to) 

3 Repository No Enter Repository No 

 

 “Print Report” option is used to generate the Repository Report, below 

report is generated by the system when clicked on Print Report. 

Report should be open in new tab after click on “Print Report” option.

 

 “Reset” option is used to clear the entered or selected data on form. 
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 Scrutiny Report 

System provides the facility to generate Repository report for particular period. 

This report presents, system provided information on the basis of Scrutiny and 

data range options. 

Follow the path: Department login  Document Management system  

Reports Scrutiny Report. 

Below mentioned screen appears when clicked on “Scrutiny Report” 

 

Note: From Inward Form Date, To Date & Inward No should be fetching 

Scrutiny Report.  

Below is the description of each field. 

Sr. No Field Name Description 

1 Inward From date Select Inward  From Date(from) 

2 Inward To date Select Inward To Date (to) 

3 Inward  No Enter Inward No 

 

 “Print Report” option is used to generate the Scrutiny Report, below report is 

generated by the system when clicked on Print Report. 
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Report should be open in new tab after click on “Print Report” option. 

 “Reset” option is used to clear the entered or selected data on form. 

 

 Logical Folder Structure Report 

System provides the facility to generate Logical Folder Structure Report for 

particular period. 

This report presents, system provided information on the basis of Logical Folder 

Structure and data range options. 

Follow the path: Department login  Document Management system  

Reports Logical Folder Structure Report. 

Below mentioned screen appears when clicked on “Logical Folder Structure 

Report” 
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Note: From Repository Form Date, To Date & Repository No should be 

fetching Scrutiny Report.  

Below is the description of each field. 

Sr. No Field Name Description 

1 Repository From date Select Repository  From Date(from) 

2 Repository To date Select Repository To Date (to) 

3 Repository  No Enter Repository No 

 

 “Print Report” option is used to generate the Logical Folder Structure 

Report, below report is generated by the system when clicked on Print Report. 
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Report should be open in new tab after click on “Print Report” option. 

 “Reset” option is used to clear the entered or selected data on form. 
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10 .Common Configuration 

Inward Entry is a service which will have to be defined through service master. 

Details of the same are mentioned in service section of common configuration 

module.  

Similarly other menu other etc. has to be defined through common configuration 

module. 

 

 

 

 


