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1 Definitions, Acronyms and Abbreviations
KCCA Kampala Capital City Authority
DMS Document Management System
OoTP 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:
v Document Routing Facilities.
v Documents Capturing
v' Archiving Of Documents.
v’ Storing Documents.
v Version control.
v' Letter/Document Tracking.
v' Searching Location of Document.
v" Document Annotation.

v' Security.

User Manual For Document Management System
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3 Introduction to Document Management System

Y V VY

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.

e This module aims to improve the efficiency of the Document operations in
the KCCA. This module gives comprehensive details of Inward, Outward
transaction etc.

e« The module is bifurcated into various sections namely “Other”,
“Transaction” and “Reports”

User Manual For Document Management System Page 7
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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,

OO0l B emeieea g O Crhoomfomsie s @Stemfmeds S ToMan Guter  Slepiim  Gloge Q

KAMPALA CAPITAL
CITY AUTHORITY

[
KCCA

£ KCCAatWork

I vini ke st hon seriees

On Click of "Dashboard” below screen will be displayed,

User Manual For Document Management System Page 8




technology e
AT innowoave

@ Dashboard Select ULE " | Select Module v

¥ 87

Total Department

Departments

Department

200

200

Walues

100 a3

Documant Managsmant Systam Smart Parmit

Apphcaticon STatus

ne: bequed Cont

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.

User Manual For Document Management System Page 9
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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.

User Manual For Document Management System Page 12
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5 Masters

5.1 Sender Category - Sub Category

Sender Category & Sub Category will be defined through lookup, Description of
the same mentioned in Common/Configuration module user manual.

5.2 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.

User Manual For Document Management System Page 13
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6 Citizen Services

6.1 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.
Citizen's Activity List
2 0
Completed

Service Request Service - Pending

Sr.Number R + Date Service Applied For Status Remarks At
1 KCCATS20000007652 14102019 Document Letter Inward ) DIOCess Pending For Gajanan

Outward w

2 KCCA1920G00001554 12082019 Appiication for Chain Link Permit

User need to click on "Citizen Services” tab to locate the Inward Entry service.

L OOl BB el iy 0 Comsfodsnwe Ofmmbiate SobhMoComd Slaguivw @lge Q

A ) KAMPALA CAPITAL
CITY AUTHORITY

3 KCCAatWork

Imeroving education sorvicks
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On Click of “Citizen Services” below screen will be displayed.

o (000 TYO00E gy whgemn gt Oemm Pt ln e O%wmMae S W¥eCotel SMmgrwr @i Q

N KAMPALA CAMTAL

(&) corv aurHoRmTy

CITIZEN SERVICES

DEVELOPMENT PARTNERS

. G @ THE WORLD BANK O AFD ‘i

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.

CITIZEN SERVICES

CIE D s

IN THE NEWS

PROCUREMENT NOTICES

Post Click on “Document /Letter Inward” bleow Screen will be displayed by
the system.
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Letter/Document Creation (Inward Entry) °

Applicant Details v

Sender Detally

Letter/Document Detalls

Attach Document
’ - SSLURVES S -

Addutional Information

The Inward Entry form is basically divided into 5 sections namely

e 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.

User Manual For Document Management System
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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:

e 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.

User Manual For Document Management System Page 17
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xé'c‘A Kampala Capital City Authority g E%A
Application No: KCCA 1920000001668 Application Date 12/11/2019
Applicant Name : Gajanan Wagh Sender Name - Gajanan Wagh
Sender Category : Citizen Sender Sub Category - Individuals
Document Category : Citizen Service Application Document Sub Category :  Comptaint letters/ document
Letter/Document Ref No : Letter/Document Ref Date : 12/11/2019
Subject

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.

User Manual For Document Management System
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Citizen's Activity List
2 0
Show | 3o« entries Search
Sthumber  SenviceRequest S‘":“‘M Service Applied For Status Remarks P‘:"‘
1 KCCAIS20000001652 14102009 Document Letter Inward I process Pending For Gajanan
Outward w
2 KCCA1920000001584 12082019  Agpication for Crain Link Permit.~ Panding o
To get to know about scrutiny process Click Here.
User Manual For Document Management System Page 19
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7 Transaction

7.1 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.

wima Kampala Cagital City Autharity

Employee Dashboard

MY TASSE UST

& WIHTEn Getoes SLA 0000 1 dity 1 retaaning 800 0o e SLA Pericd @ Beyond SLA penod

Sow | 10 e elies Sou
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When clicked on “Inward Entry or Document / Letter Inward” below screen

will be displayed

Letter/Document Creation (Inward Entry)

Reg Froom Date: =
=
Iwiard Reg No

Sendar Namw

Letter/Document Creation (Inward Entry) List

View/
Edit

!
I
Sarial Irward | mrd Sonder

Haistration Soader Sonder Sub>- Lettar/Document Latter/Documant Subieet Status
R Nome Category Categoey Categoey Sob-Catogory - = e

Number | RegNo i Date

NoO dats avalabie In Librle

Copy it € Th 4 the 200iul webite of somam JASNS Oty Authuirly &5 Righes Reser vl

Best Viewsd on blerreet ssgiovey B+ frefion, Chrare

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

User Manual For Document Management System Page 21
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Search
Search Provision

Follow the path: Department Login> Document Management System ->
Transaction - Inward Entry.

-
wita Kampala Capital City Authority g i '|'

Letter/Document Creation (Inward Entry)

Letter/Document Creation (Inward Entry) List

pur

—

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 humber

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.

User Manual For Document Management System Page 22
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ININS S0l IwA

For Search Record User should select or Enter parameters and click on “Search
Button”. Inward Record should be fetched. Refer below screen.

Froes Dt 1 Hes % Dy
Res HULAY i - 12429019 LR - |
o o

Letter/Document Creation (Inward Entry) List

Letter/Document Creation (nward Entry)

Pes. Froea i B % 12
TR e N

SO Mun

Letter/D: t Creation ( { Entry) List

After Click on “View Button”, below screen will appear.
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Letter/Document Creation (Inward Entry) |

Sender Details

Lettor/Document Details

Amtach Document

4

Additonal information

oo —

dd

When clicked on “"Add” option below screen will be displayed.
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Letter/Document Creation (Inward Entry) °

Applicant Details .

Sender Detalls .

Letter/Document Detalls

Attach Document

Additional Information

 —

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

User Manual For Document Management System Page 25
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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

Description

Sr. No Field Name

Applicant Details

Applicable)

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 humber

6. Applicant Residential Enter Applicant Residential Address
Address

7. Organisation Name (If Enter Organisation Name if inward entry is
Applicable) done on behalf of any organization

8. Organisation Address (If 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

User Manual For Document Management System
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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 Non editable, auto displayed by the system

Document 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 Select Letter/ Document Category from the
Category dropdown list.
24. Letter/Document Sub Select Letter/ Document Sub Category
Category from the dropdown list. On basis of Letter/

Document category, Letter/ Document sub

User Manual For Document Management System
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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. Enter reference date of the letter
date

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 Non editable, auto displayed by the system
date and time

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
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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,

A Kampala Capital City Authority o
KCCA KCCA
ACKNOWLEDGEMENT RECIEPT i s
| Application No KCCA 1920000001668 Application Date 12/11/2019
| Applicant Name : Gajanan Wagh Sender Name : Gajanan Wagh
| Sender Category : Citizen Sender Sub Category - Individuals
| Document Category Citizen Service Application Document Sub Category :  Comptaint letters/ document
| Letter/Document Ref No : Letter/Document Ref Date - 12/11/2019

User Manual For Document Management System Page 30
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Search Application (Inward) Post Login Emplovee Login

“Search” option is used to search a service amongst n number of service
requests present in grid. Refer below screen for search.

ks Kampata Capital City Authority 'E

Employee Dashboard

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.

mz A Kampala Capital City Authority 7

Employee Dashboard

GOOTX000000 3412 A0 M010 50257 Ducwesert R 1510 W10 150257 Pty

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”.

Sender Details v
ok
L Tcom e
v vl AT et T

Letter/Document Details v
[ UGDOLIA000N0L i UorXoIies -
- - | Grepw .
b € O — =3

Lazmd
Coemn Seres fazaat: ~ e r== yer
-
--------- E—

Attach Document -
Upscad Doccmant Deecrpeme Page Canme. e mrs e eatamaz be "—';?""
EA (R T

Unboed Decoment Dt : Bep— s G Yo -
T T 1 -

Additional Information v

arareecwr: AT % te 3

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.

a
xica Kampala Capital City Authority § e .
Employee Dashboard
» Within etons SLA patiod & 1 day 1 remainng bor ooss the SUA Pevind @ Slepand SLA pariod
J 1" et Search

MOCAL920000001 124 ALY LSO Docsrmet Dntiwem e 10112019 2582 Ivawtrg &
Leties o) Masgeessl
Fprtem
MGOOEX00000 3412 SNV LS0257  Ducorsert Deosrmr 1510 2019 15057 ety
Latter irwemnt  Marugermest
Ypan
UCOUIITOOOOO LIS MO A0IVIZS0N0  Ducarvest Oocsvmre 34002019 4220 Inexdirg
Lottor irwverd  Mirageosint
Trstee

Below screen is displayed when clicked on “Pending” option.

User Manual For Document Management System Page 33




—

technology —

End
innowove

Ll by tiatet Sorver

erass) Detx ke

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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Initiator Details
Forward To ]
Departmental
Scrutiny
Expected 3
Completion Days
— MarkTo
Serial 5 Expected Add/
Nt Department Employee Code/Name | Primary pletionDays | R
1 ‘ Please Select v [ Please Select v o *
— MarkCC
Serial . Expected Add /
s Department Employee Code/Name | Action CompletionDays | R
1 ’ Please Select v ‘ Please Select v ‘ *

Below is the description of all the fields present on form.

Field Name Description
1. Forward To Departmental On clicking this checkbox this application
Scrutiny 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.

e This process is involved for gathering the action taken by the authorities on a
single inward document

e 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

wiia Kampala Capital City Authority ! it Aguior. »
Employee Dashboard
MY TASK LIST ’ |
® Within cefimtt SUA e et 3 rhey e remmalsing for oot SUA Paricd @ Beyored SLA perios »r
Gow | w ol areries Sawrh
tarirgec™s 2 Anedppmrs SRV Mk b
o ot NeresLot Ve Asgred e L tuet Lyut Dl e Acten ¥
" 3 Dads bywel -
ACCAI V0O 1852 Nl Oaturent [Naarwre 1102019 10019 371101Vt 19 Prrateg ’
Latiar bvmsmed  Marvgpenert
Serten
KECA ) S 2000000 1WA Qr- 132019 1R 156 [ ocatwer AT 0V RS AEE B LA Bran ) Frvadog 4
Leatey fywnanid Mgt
Syt
SECAIVO000N 1504 05 132007 IV.3424 Dhacirvert Decarwrn -1tV irie waraavivase Peratny ‘
Lothor wsand  Marvmmesnt
L
=
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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

.;(% a Kampala Capltal City Authorlty 7

Employee Dashboard

To go further with the process employee need to click on “Edit” option against
the respective application to do the dispatch process.

wien Kampala Capital City Authority g i -

Employee Dashboard

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
in above screen is used for

Additional Document section as highlighted
demanding any extra document from the applicant.

Page 39
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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

fros To
Sertal Action:
Degpar e | Deevpratben ' | Harry L Owprar trvment. Oesgratam ‘ s Marr e
i : e
et Maragenect ‘oot Chw b 000K Tamv g Feaw Wetmr T: 1ha v 3

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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Add annotations

Ruth d Apolot - 20/07/201% 06:37:41

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

e Outward Process is the opposite of Inward Process.
e It allows letter/file document to be processed further for the dispatch process
e 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

yits Kampala Capital City Authority

Employee Dashboard

§
E
:
:
'ifii ifii
it
i
i
E
2
|
i

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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wiis Kampala Capital City Autharity g e -

Employee Dashboard

& Wither oeryoed SLA perad © | 2y i rervsreng for crom the SLA Pavioa @ Bepona SUA peniond

Show | a2 | wnires

To go further with the process employee need to click on “Edit/Action” option
against the respective application to do the dispatch process.

\a Kampala Capital City Authotity

Employee Dashboard

MY TASK LIsT

» WitEn detund SUA perioed & | day i remsreng for cross the NA Pynod @ flesond SUA peried

Saw | w v | miries

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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Application Saved Successfully. Outward
Number : KCCA1920000001700

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

e Dispatch is a process of sending off the document to the destination with
promptness and speed.

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

e 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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MY TASK LigY
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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

wes Kampala Capital City Authority § tuktiae

Employee Dashboard

W defined SUA period © 1w s remiaining for O 04 the SLA Period @ Sepond SLA pedod
Show

o | Wt

w

Actan

To go further with the process employee need to click on “Edit/Action” option
against the respective application to do the dispatch process.

seia Kampala Capital City Authority

Employee Dashboard

® Withandefirest SUA period © L dhay s remssieing Sor srams thie SEA Penod @ Seyond SUA peciedd
Sow | w vl enmres
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When clicked on “Edit/Action” option below screen will be displayed by the
system.

Outward Dispatched / Acceptance

Qutward Detadl

KCCA1920000001700 e 13/11/2019 01.59.00
Citizen Service Applcation -‘_ e Complant letters, document
VD
Citleer : — ndividoals

ward N KCCAL920000001564 07/41/2019 062159
Roberl Mugnabe

QOOOC3 7620

069312112 i grota cearsto@ornd )

Dispatched Acceptance Details

Mo i
Lmat and Courk

Gajaran W

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:

e 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

e 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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e "“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”.

Application Saved Successfully. Dispatch
Number : KCCA1920000001701

When clicked on “Final Submit”, Citizen will get SMS/Email intimation
regarding the dispatch of the document

7.2 Direct Outward

e Direct outward is generated when the outward is irrespective of any inward.
e 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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Direct Outward List

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.

n’l Kampals Capttal City Ausharity |

Direct Outward

Direct Outward List

g o 1 i == 0 =

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.

sien Kampala Capital City Authority
Direct Outward -
&
= -
3
i i T i o
Direct Outward List < _::):

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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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 Non editable, auto displayed by the system
Document
12. Letter/Document Type Select From Letter/Document Type

Dropdown list.

13. Letter/Document Select From Letter/Document Category
Category Dropdown list.

14. Letter/Document Sub Select From Letter/Document Sub Category
Category Dropdown list.

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

16. Letter/Document Ref.No Select Letter/Document Ref.No date
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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Application Saved Successfully. Application
Number KCCA1920000001704

/7 \
'n

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

worx Kampala Capital City Authority

Employee Dashboard

Morsgereest
| Cvmrtety Syvter
i (ha Wﬂ_,“ Varogara o ol BBt g

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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wiea Kampala Capital City Authority g i

Employee Dashboard

MY TAGK
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Below mentioned screen is been displayed when clicked on “Action” option

Outward Dispatched / Acceptance
— Qutward Detalls

e [ KCCA1920000001700 Dl 12/11/2019 01 5900

Lettor/Documant Type ’ Citizen ice Ao ' ;::-:r Docurment Sub c ik b 2

Sudect ’ O

Seomey Catomony [ Citlzen Sevder Sub Catepory tndNiduats |

o L o 1

frwarrd No, [ kecat9zo000001564 i 07/11/2019 052159 ‘
Sender Details

oEe None ’ Robert Mikdle Merry Muzabe

Sonder Acdiors 111 ConNo 000037626 |

Mabil: Nu l F— Lt grotacarsiiogont )|

Dispatched Acceptance Details
Moo OF Dispaten’ ‘ Coniall and Courlor o Traching 10 |
Courier Nomme ™ ‘ Ackdress
Payablo Amount': ‘ Reconved Armount”
Fncipt No ‘ Macept Dats* I &
Outvord By l G W
Dispatch Resnachy
| SeveDra?t | Fansl Submit Reset | Thove
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Click here for dispatch regarding details

7.3 File Creation

e Using this node new file can be created in the system for mapping the inward
related letter or document in the system

e Usage of file creation is that all related Inwards can be filed together

e All linked Inwards, additional uploads will be consider as one file with
reference of the unique file ID

o 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

wits Kampala Capital City Authority

File Creation
o

w
n

File Creation List

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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File Creation List

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

w2A Kurrgale Capitad City Authantty

File Creation Lint

7.3.2 Edit and View

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

ity Kmpale Capitaf Coty Authory »

File Creation List
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After clicked on “Edit or View” button below screen will be displayed.
5 Kamosa Captal Gty Ausdorsy
Fle Croation s

.....

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

File Creation
KICCAI$20000001 704 Hieakes By arses h Mabiulsiva

(rwctoraly i O prartrmarrt .
Peywe Select 4 ’ R

Iz Sulfet o
OF Pusic Tramapornt v WATER TX

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.

...:. » Kampala Capital City Authority

File Creation &

File Creation List

Following screen appears when clicked on “Add” button.
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File Creation

File No

Laewws n Moy

Pleaze Select

Save Diraft Faul Scbmit Reset

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 Select Directorate Board Function Subject

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”.

A\Y

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

Submitted” “its Pop message.

o

Application Saved Successfully. Application
Number : KCCA1920000001580, And Fiie
Number : DETS/KCCA/406/01/201920-001

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.

7.4 Repository Creation

e Repository means a central location in which data is stored and managed

e 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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e 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

Repository Creation o

Repository Creation List

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.

Repository Creation o

Repaository Creation List
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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

Add Repository Creation

Repository Details

KCCA1520000001714 oy 13/11/2019 032352
n tter Type Rapasiiocy < P’"f ment/Letter Sub Refersnce repository
riat Cltizen der S Indlividuads
iyect Remarks
Manual D Retention Perod (i
wnual Retention Period (n %
DF TSYKCC A/ 104/0 10000002
ript Water ook Departrnent Narme

Document Management Master

Attach Document

Annotation View File View Versios Vieww Pormissiorn

James h Makubuya - 13

Save Draft Fmd Sutenit

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.

Repository Creation o

L]
L)

Repooin

Repository Creation List

SevisiMmber 11 Hescailory I \ Cresios] Do & Tine | Depertment Nans Suet Stanm Views Fillt

User Manual For Document Management System Page 66




l technology —
'al gasaciaes innowave

Following screen appears when clicked on “"Add” button

Add Repository Creation
— Repository Details
epenitory 10 resled
R ry I Dt 13/11/201903:30:03
acumaent/Letter Ty| ocument/Latter Sub
Dacumant/Letter Typo " Itory [ ?‘; itsioteid Please Selact
Sencier Colegory Please Scloct Sender Sub Catepory
Suby Remarks:
Mansal 10 Retention Period (in
Deys)*
Tile Na.*
Tile Description Departmant Name" Phoase Scieel

— Attach Document

Logical Folder Structure

2 1 James h Makubuya - 13

Save Draft Final Subemit Raset (

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

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 Select Document / Letter Sub type from
type 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 Non editable, auto displayed by the system
Date Time
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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Application Saved S full
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Libald

Namber KCCA1920000001715

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.

Add Repository Creation
Repository Details
Repository 1D Created =
KCCA1520000001714 13112019 03:23:52
Document/Letter Type® Document/Letter Sub
Repository . - Reference repository
pe
Sendder Category Cltizen Sender Subv Category Incividusis
Subject Rema
Marwal 1D Retention Period (In 121
Days)
FileNa DE TSKCCA LO000002
FHOIRICT IS Wiater i Oapartzignt Plarm Document Management Master
Attach Document
Logical Folder Structure
If
L A".lllurl.\lm View Fiw View Versic View Permisso Assign Permussion Comments
DEN T e tifE 0 plf doox cdoc s xonds) (Abowed his sizs
Serial R No.Of Sequence Username - Date Comments Add/
Numt Upload Document ‘ Description P No. Time R
= - < . kS
1 | & 08112019 Logical ‘ 123 1 1 ‘ James h Makubuys - 13 J S
Save Draft Final Submit Reset

Post clicking on "Annotation” button below screen will be displayed.
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Add annotations
Us 1ame - Date
-::f e Date ‘ James h Makubuya - 25/07/2019 01:0:
Annotation Text : l
General Note Important Comment Annotation History
_ 5 '
Save Close

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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Add Repository Creation

Repositary Details

] ) — Created. —

f KCCA1920000001714 i 13/11/2019 03-23:52
D nent/Letter Type - Document/Letter Sub 5

Repository T Reference repository
Ve
o Aoy Cltizen v Sencier ub £ wory Indivicuasss
Subject Re
Marwal 1D Retention Period {in .
T 121
Fila No 0OF TS/KCCA 1 104/0 10000002
. Attt Nar
' iaa Water taxx Departmant Nan Document Management Master

Attach Document

Logical Folder Structure

Annotation View I"D View Version View Permissior Assign Permission Comments
{Aliowed e formats: o8, g2l bmp et el polf docx.doc dsx wl's) (Allowed file s ME

l L | 08-11-2019 Logical e 123 1 1 James h Makubuya - 13 ;

Save Draft Find Submit Reset

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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Add Repository Creation
Repository Details
Repository 1D Created
KCCA1920000001714 13711/2019 03:23:52
Document/Letter Type 1 Docusnent/Letter Sub
fepository Type Reference repository v
Sender Category Cltizen Serxler Sub-Categary Individuats s
Subject Remarks
Marwal 10 Retention Period (in 2
12
Days)
FileNa.” DE TS/KOCA/1106/01/0000002
Fite Do ton department Na .
! Sl Water taxy Department Name Document Management Mastes .
Attach Document
Logical Folder Structurs
Annotation View Flle View Pormession Assign Parmussion Comments
(Alnved te foriTRts—iE 0eg ong il Do £i1E rif petf docx socasa xis) (Allowed e size SMEB
Serial S No.Ot Sequence Username - Date Comments Add/
Numd Upload Document Description P No. Tisve R
1 . = +
- § & 08-11-2019 Logical Fe 123 1 1 James h Makubxys - 13 S
Save Draft Fioal Submit Beset Close

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

)

== |

View Version

Show 10 ¢ | entnes Search
St.No Version No. Created By ’ Created Date & Time Comments
1 1 Deepraj Singh 15/02/2019 03.08:48 asd
Showing 110 1 of 1 entries
Previous Next

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

“Close"” option is used to close the current page.

User Manual For Document Management System Page 73




¥ technology -
M associates

-
innowove

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.

Add Repository Creation J
Repository Details
Repository 1D = Created =
KCCA1520000001714 1371172019 03:23:52
Document/Lstter Type - DocumentLetter Sub = 2
Repository . p Reference repository
yee
snder Category Sendler Sub-Cates
e ot Cltizen » wle Category Individuats
Sulject Remarky
Marwal 10D Retention Period (In 121
Days)
Fila No DETVKCCA/1104/0 0000002
File Description Water tanx Department Name- Document Management Master v
Attach Document
Loglca Foldar Structure
Annotation View File View Version | ( View Per ~».<.-,-u‘)A‘.-.'.l,v-\i'rv mission | Cormments
i LI, 1 pdd. doex doc. dsxals) {Aovwed fiie size: 5 MB
a | ¢ #
5 ’ & 08-11-2019 Loghal F | 123 1 1 James h Makubuya - 13 ‘ S
Save Dreaft Final Submit Heqet )
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Post click on “View Permission” below screen will be displayed by the system.

View Permission

Show | 10 + | entries Search:

serial Department Name Employee
1 HR & Payroll James h i o v &
Management Makubuya

Showing 1 to 1 of 1 entries
Previous Next

Close

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

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

User Manual For Document Management System Page 75




technology

\ =~

End
innowove

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.

Add Repository Creation
Repository Details

Repository 10

KCCA1520000001714
Docsment/Letter Type Rapository
near i e
Cltten
ibject
Manual 1D
e D TYKCCA/ 1 1064/0 10000002

Witer tax

Attach Document

Annatation

08-11-2019 Logical Fe 123

Created

View Versior

1371172019 032352

Reference repository

Individuass

Document Management Master

Logical Folder Structire

Save Draft Fal Submit Reqet

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

system.

the
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Assign Permission

Show | 10 v | entries Search:

Serial
Number

Employee

1 Please Select v Please Select v

Showing 1 to 1 of 1 entries
Previous Next

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.

User Manual For Document Management System Page 77




\‘\‘. "

l technology
a.' PP innowoave

Comments
Current 1
Version:
Version History
Show | 10 v | entries Search:

Serial Version Number i i Department

1 1 Admin Document Management M Jamest

Showing 1 to 1 of 1 entries
Previous Next

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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Current 3
Version:

Show | 10 | entries Search:

No data available in table

Showing O to O of 0 entries
Previous Next

Close

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.

1

Logical Folder Structure

Root node

—

¥ Falder Structure

File Attach ‘ ] 1 ’ 1 I I James h Makubuya - 25 |

o | FlieLocked.png ‘

For Logical Folder Structure Create, Rename, Delete, Edit click Right Button on
“Root Node”
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Logical Folder Structure
i Folder Structure
Root node ‘T_: — e 5 ME
Create
Rename m
Delets = ) 3
poga - 2708

Copy F

Save Draft Finai Submit Resel

7.5 Metadata Search

e 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.

e 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

.& A Kampala Capital City Authority )

Metadata Search

Sevial Mambey 15 | Reposiory 1D e N Flle Desription Upiuad By Uptoad Oate/Time View! Foe

N cats avnlabie in tabie

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.

Metadata Search

Serial Number [§ | Repository ID File Name iile[)a(ﬂpﬂon Upload By | | Upboad Date/Time View/ Edit

bie in table

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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Add Repository Creation

Repository Details

posltocy 0 KCCA1920000001714 L 13/11/201903:23:52
Docum tter Type Ranoiiicry v L' enl/Letter Sub Reference repository
sender Cate Cltizen . Sencler Sub-Category Individuats

Inject F

tanual 1D Reter eI 1

b 121
DE TSVKCC AT 104/0 10000002
ript Water taxx Department Non Document Management Mastes
Attach Document
! \ r r Stract
Annotation {ew il o Per f b 0l
Serial e No.Of Sequence Username - Date Comments Add/
Upload Document Description Pages No. Time Remove
: 2 | 08-11-2019 Logical Fe ‘ 123 1 James h Makubuya - 13 B H S Z
Save Oratt Final Submit Reset

This form is similar to "Repository Creation”.

Click here to know the details

7.6 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
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File Creation For Past Documents ¢|
Sewech Criteris
f From ] s e T " & ‘
Fin De r

Search »
File Creation List P

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.

File Creation For Past Documents ¢

o B Dute

File Creation List add

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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Fike No: UGD01920000000212 Deagartment Works Management -
SPRCRC Y James h Makubuya FileStject Flle Creation Test
Flie Description Privacy Yo NG
File Des NG
Ramarks VAN
Uk
Type Select Number Subject Action
Please Select v add
Type Select Number Subject Action
Irvward UGDO18172000000439 Abc
Qutwarg
Repository Hhdgt
Dispatched
Save Dralt Fnal Subenit Reset

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.

User Manual For Document Management System Page 84




technology hf’

assocliates innowove

IRAMINING SOLWTIONA

wiea Kampala Cagital City Authority § e -

Employee Dashboard o

MY TARK LIST |

w WAt debred SLA eriodl 1 3 iy m nemudedng fur ceoms e SUA Panod @ Besed SUA period 3y
Sew | 10 . writies Semts
w1Vt T A e Mabse
vere

7.6.2 Add

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

screen.

File Creation For Past Documents 1
Search Criteris
File From Date | = File To Dabe | | = |
File D riptien Fle Subject |
Fila bz

Search Rese
File Creation List Cad )

Following screen appears when clicked on “Add” button.
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File Creation For Past Documents P

Fide No Departmeant*: Plagss Selact >

Created By FileSubtyect

James h Makubuya

Romarks

Type ! Select Number Subject Action
Please Sedect . add
Type Select Number Subject Action
Sove Deaft Final Subenit Reet

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.

Application Saved Successfully. Application
Number KCCA1920000001704

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.

7.7 Other Service Wise Document Search

e 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

u.c',u Kampala Capital City Authority 1

Other Service Wise Document Search l

Appiitaton NG

. Survics Naone v
Flease St v eyie Ceact

(et Swremsn
Appicat s Semch

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

Other Service Wise Document Search

Application No.

Department Name ‘ Feaz0 Sciact . Sarvice Name: . Plesos Salact v
From Date | o'l ToDate ot
Show | 10 v | entries Search

Serial No. |} Department Name Service Name Agpplication No. Application Date View

No data avallable In table
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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.

Other Service Wise Document Search

Apgieatin e

=
w1
‘::‘ i Oupartrnmst Nams Sarvicn Warrs: Apsiication Ne. Aspiicatz Dute View
¥ o AT « -
Ircgm IYIY2Y -
Proge CALY -
Preg A -
Progm 1 TAY -

7.7.2 View

For View user need to click on “View Button.” Refer below screen for “View”.

Other Service Wise Document Search
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Below mentioned screen is displayed when clicked on “View” icon.

View Document
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8 Other
8.1 Letter/Document/File Tracking

e Letter document tracking is used for tracking the status of the application.
e There are three options present in the status against which the status can be

perceived. (Inward/Outward/File)
e 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.

~. » Kampala Copital City Authority
Letter / Document Tracking

Search Letter / Document / File

Inward Details List

o | b b Ot M. Dt s Flemn | D Dt | =tte Type Tudyert Tets View

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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Sciest ' ~
[Inward Details List
o | [y, Outweand Mo Dwisstis o : oy m bt Satin View

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.

User Manual For Document Management System Page 92




N

gtechnology

Rl
innowaove

Rowting History

Attach Document

Vrdcad Docarsatt ‘ Dwasz ytbar P

i

Mmrars Dews Crw

“Close” option is used to close the existing form.
Similarly status can be viewed for Outward and File creation

8.2 Document Archival

e 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

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

e 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”

F— TI
T wi i1 Kampala Capital City Acthorty

Letter Documnent Archuval

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

-A » Kampals Capital Cry Autherity )

Letter Document Archival

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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8.3 Location of Documents/Folder

e Location of the document is used for viewing the location of the documents
present in the system.

e 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.

Wi s Kanpale Capitsl Tity Authacty ! -

Search Location Of Documents / Folder

s v "
o . - ¥ e ]

User has to select the appropriate radio button and enter the respective search
parameters.
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Search Location Of Documents / Folder

Post entering search parameter when clicked on “Search” option, below screen
will be displayed by the system.

Search Location Of Docurments / Folder

inward Detalis List

Now user can view the location of respective document against the appplicaiton
by clicking on “View" icon.

Saarch Location Of Documants / Folder

Inwartl Details List

ol

- “ CEELN N L D1 /L Ak Tow P ) M. Vi | Pt

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.

8.4 Archival Retrieval
e 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.

KC%A Kampala Capital City Authority ! Iams Makiiuign -

Letter / Document Archival

Search Archival Letter / Document / File

& wared Ontawed Repostory

et Reg No:

From Dule ] Ta Date =

Documernt / Lezter Diasss Select Decoment / Letter

o B .
Toow Sat Type §.. VIS e

Sumject:

Sewrcn | m'

User has to Select the Appropriate Radio Button and Enter the respective
Search parameters.
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..Q. Kampals Captyl City Authorsy

e

Letter / Document Archival

¢
Search Archival Letter / Docummnt | File
L 3 =
Post entering search parameter when clicked on “Search” option, below screen
will be displayed by the system.
Letter / Document Archival ¢
Search Archival Lettor / Document / File
L -

Now user can view the location of respective document against the appplicaiton
by clicking on “View" icon.

Letter / Document Archival

Search Archival Letter / Document / Flle

Outward Detalls st
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Below screen is displayed when clicked on “"View” icon.

Routing History o
\ -
T
ol
.| [ -
LS . e
.......
ALY o B
s Ry X
e
Laties
TN AREIAK « >
R | _~
(™
-
2 ks
,,,,, Dt ‘-,
' -
Te—-
» LS TN
Attach Dacument
[FYVT eas— [Tewsyy— g Taguived e (16w frve
e 1 VM n g TANTATI Vo B
[T - "

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

Creation Application.
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9 Reports
9.1 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”

-S4

Age wise Pendency Report

Please Select

Print Regert Reset

=

Note: All parameters are mandatory for fetching Age Wise Pendency
Report.

Below is the description of each field

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.

» C% a Kampala Capital City Authority @
. Age wise Pendency Raport
Departmert Name ~_ Document Mariagement Master Trom Owle - 17012018 ToDote 17012010
Seccw Category | Sender Gub category | >0 (Dwys) 76-30 (Oays) T 10/days) 50y T3 Days) Yo [Days)

Casren Inoerou 0 0 0 0 E s
KCCA Owectrstes ) 0 ) 0 b
Uganca -Centras Deparurecs 0 0 0 0 “ 4
Cocremarrrmrd

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

9.2 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

=

-
T
Inward Register Report

Irowat o From Diste - Irrevard To Date =

Inward No Receiver Name Please Sebect

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

Below is the description of each field

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
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.

—
A / A
KCCA Kampala Capital City Authority KCCA
-1 Inward Register T
bvwant From Date . 01012015 Irwward T6 Dote 1012019
SeNd  Inward Rag. | Lutier D Subjact | Sender Category « Suby LETTER/ Sender Name | Address Contact No. Recower| Cunety
Number! Oate | Number  Date canogory DOCUMENT Emai 1D = Name | Assigned To
Category ~ Sub
canegory
1 UCODINW D000 44455 Watw 80 Cagen - mavieus Ciizen Serice | Sam 3 Decanta 8779583653 Jamash | Zam p Nawoga
004 - 1TAN20%9 | 170100 AStcabon - Servcs | g pitgmal com Nakutuy |
S LR . PIEATY - - Appicatien L. i 2 ,‘
UCO0MW 000 S48 - YT 172078 | Waer Ctizen - naasus Cliren Service | Reven d Pagdy RS James b
005 - 110200 Aspriciton - Serece | Kamgaa Dgmad com Makutuy
Asphcanon a |
2 UGDOWW 00 REF 2048 - Uganda lourtsm| KCCA - Duschargies Offcsyl - Segeest kol | James K Mabutuyd BRI BOGOSAT James h | Zamp k.v-rv;ai
010 - 17012010 | 1012010 e awaprien| [ ANT Moo T, Sk Reod madtundawandeasl ) | Makutuy \
{Mm 12¢ grai com 2
‘ UGOOMW TR0000 Ret 5088 - O ymns of Uganda ~Cartral Offol - Curutare Emmarce K Ktumto BEI0OIALT James h | Zam p Nawoga)
007 - Y7/012019 | 17012099 he Cowemmen - Dopanmen | Worka Vision Ugansa madtunaanandes2g) | Nakutuy
Documert/Cert | Fint 158, Nakaoero Road gmad com a
e | P.O Box 5378 Kamgaty
Uganda
USO0181590MS0 | 12233 Water Dispute | Ctzen - ndhosual Ctizen Servce | Rodbert 5 Mackom B7TRE8I533 aames h | Zam p Nawoga|
000003 180172010 Aggication - Serves | Kamgaa Cmgkgma com Nakuduy ‘
D019 S Azpacanen | a
L LUGO0MNW 0000 1555 - 17012019 | Water 80 CRgen - macduad CHien Sernics | Petie S Puogy ATTOE8ISS Jamwid n
063 . 17012010 Acpicanon - Service | Kampala D@gmai com Mabutuy ‘
ASpicalion | "
T LCOOMWII000] REF 45634 - e owwen Cagen - navidusl CHien Sernics | Sheven D Seny BEOR00EIN)Y Jamws n | Zom p Nawogs|
006 - 170122099 | 1TO12019 Agpication - Service | Posta Uganaa Fiot 55 SaunonarS s gmad < Makubuy
Aspacann Mampais Hoed am "
{P_C.Bax 7108 Kampals
B | DSOONWISGON) Ly 74063 - Uganda foursm| Liganda ~Cenmal OfMool - Regeesl B | Agnes A ‘Qbakya 9819000047 James h
000 - YO0 | LT Guvmogrnent Goeernrmet - Depactnesd Dt KANPALA SERENA madurdasandes ) | Mokubuy
| M Roos gmal com ]
P.O.Box 7814
| Karrpatn Uganga
8 | UGODIWID00N] L. 74088 Uganda founsm | Uganaa ~Cermal Offcsy - fomason | Emmanset K Kiumea BE19C306LT Jamesn
008 - 17012008 | 17012008 developmant | Govermment - Depanmeny Piot 158, Nakasero Roas madrundawandes2d) | Makubey
P O Box 6310 Xamgab goad com o
i 1Ugenm ]
Geanseated Date 180172019 Page 1 o2

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

9.3 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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Oarect Outward . Ym Na

Please Select

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

Below is the description of each field

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.
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A Kampala Capaal City Authority A
KECA RSy : KECA
Direct Outward Register
Outword From Date oovame Outsare To Date 180R0ts
S Noy  Outwand Reg Sutynct Ri F Dex From From | Fecssss Nome ( [Contact No | Remark of Communeation] Dapotched
Numben/ Dats Citegory - Cumgory - Suly Emploss | Dupont Addyeis {Emat 1D & Dwtadd Dt
Recaover Category ment
Canegery
1 UGDOOTW YH00000 | Cocemmtation of | Crpeen - vl Cxaan Sarice Romax P Jenon G Mokdw S vs i By Mandd 1T
O - 1762010 naTe cange Aoplestion - Sarace Lutesge
el ot B2 - Lutvs Aseran AenmetQom
[ . com
2 |USOR0TWSSI0000 | Wt Crspen . g Cagen fwrace Ronaxt P Tisor 5 Mstgroe 770800 Cronprmt 1TRe
a3 . e Aoptcaten - Sarace Lusedrge -
~ooscatxn Kargal Ggne com Frofess ol Coutow
Kampala
Guowiind Date 180172019 Page 1ol 1

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

9.4 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”

—

Letter/Document Category Wise Summary Report

From Dlse
s

Letror Document
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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 Select Form dropdown Letter/Document Sub
Category 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.

A Kampala Capital City Authorit A
KCCA FARSRRIELER) d KCCA.
e o Letter/Document Category Wise Summary Report
From Date: 01/01/2019 To Date  18/01/2019

Letter/Document Letter/Document Sub No of Letter NO Of Letter No of Letiers Closing Pending

Category category Pending to Received in Addressed Letter/doumnet
Reply given period during given
Citizen Service Service Application 4 ) 4 1
Application
Official Curculars 1 1 1 0
Official Information 1 1 0 0
Official Request for Data 1 2 2 0

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

9.5 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.

User Manual For Document Management System Page 105




—
=

technology —

End
innowove

Below mentioned screen appears when clicked on “Sender Category Wise
Summary Report”

=

Sender Category Wise Summary Report

Al
iz

Note: From Date and To Date should be Mandatory for fetching
Letter/Document Category Wise Summary Report.

Below is the description of each field.

Description
Select From Date(from)
Select To Date (to)
Select Form dropdown Sender Category
Select Form dropdown Sender Sub Category

Field Name

From date

To date

Sender Category
Sender Sub Category

Dl W[N]~

“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.

A Kampala Capital City Authorit .
KCCA palg Caphal Sy 4 KCCA
R — Sender Category Wise Summary Report
From Date: 01/01/2019 To Date 18/01/2019

Sender Category Sender Sub category No of Letter NO Of Letter No of Letters Closing Pending

Pending to ReplyRecaived in giver]  Addressad Letter/doumnet
period during given
Chtizen Individual 4 7 5 1
KCCA Dwectorates 1 1 1 0
Uganda -Central Department 2 3 2 0
Government

“"Reset” option is used to clear the entered or selected data on form.
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9.6 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”

I? =

Detailed Letter / Document Transaction report

k ]

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.

A Kampala Capital City Authorit L
KCCA S KCCA
Detailed Letter / Document Transaction report
Inward From Date :  01/01/2019 Inward To Date 18/01/2018
From 'Ermﬁloyee \ To E}nployee
| Received | Action Taken |Department Name| Employse Name Department Name Employee Name
Date
Inward No ;.  UGDOINW120000013 Inward Date . 18/01/2019
'18/01/2019] Bark Shape | Document | ZampNalwoga |Document Managsment Master] Ruth d Apolot
Master Management
A | S | Master | [ ! gl o |
18/01/2019! Bark Shape | Document Zam p Nalwoga Document Management Master| Patrick F Tumwine
Master Management
| | | Master ! ! !
18/01/2019! Leaf Colour | Financial | Patrick F Tumwine Financial Management Ruth d Apolot
Master | Managemsnt |

“"Reset” option is used to clear the entered or selected data on form.
9.7 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”

F

Repository Report

Print Raport Mesut

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.

— =
A Kampala Capital City Authorit A
KCCA e——— ! KCCA
Repository Report

From Date: 01/01/2019 To Date 18/01/2019
Fils
Sr it File NO of S
No File Description Sequ 2 Uplodad By Uploded On File Name VeNmoton
Repository No ; UGD0181SDMS0000004 Repository Date | 17/01/2019 Remark :
Receiver DOCUMENT Category — Sub category :Repository - Circulars Sibject: : Repository of Circilars
printMarmageReceipt
1 circulars 1 12 James h Makubuya 17/01/2019 | _RE ISSUE-CL pdf 1
2 | Final decision letters 3 30 James h Makubuya 17/01/2019 2018'0&?3612’26‘ 1
= =||

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

User Manual For Document Management System Page 109




technology —

End
innowove

9.8 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”

Scrutiny Report

Inward From Date Inward To Date

Inward No

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.

User Manual For Document Management System Page 110




% technology
- 1SSOf I"l“‘v -~ 4
innowove
A Ka Y
2 mpala Capital City Authorit =
KCCA PR s Y KCCA
Scrutiny Report
Inward From Oate : 01032018 Inward To Date 010472015
Iowird Rag. Numbar’ Date UGDO1815000001010 - 01032019
Subyect Sencer Assigned To Assigned Depatment Name | Designation Acton Status Remarks Mark To OutWard No Ana Dispatch Date
Nama Date Date
Campain| Jemen Peter Oocyman Ov20e CFC_SAVEASDRAFT
Maragement
Sywmm
Inward Reg. Number/ Date  UGDO1R1S000001020 - 01032018
Subyect Sercee Assiged To Asngnec Degpatmesd Name | Designation Action Status Remarks Mark To OutWard No And |  Dwspatch Date
Name Date Date
saZ | deepry sngh Document 010V20TS CFG_FINALSUDMIT
parrecar Mucagement
Systam
Inward Reg Number Date  UGDO1819000001401 - 01042019
Sulpect | Seroer Assigred To Assigned Depatment Name | Designation Acton Status Remarks Mark To OufiWied No Ang | Deaspateh Date
Name Data Date
mAS | Roman wrgh Rorman % MOV TP FINALSUBMIT
R
Inward Reg Number’ Date UGDO1818000001022 - 01032018
Sutyect Sencer Assigred To Asmgned Degatmest Name | Designation Action Status Remarks Mark To OutWard No Anc Dupatch Date
Name Daste Date
hoc | Roman sngh]  Zam p Nabwoga 020VZ01S | Water Tas Exncutve  [NITIA INALSU! 2sad Ruth ¢ Apoiod
H Ergrme wt

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.

9.9 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”

Logical Folder Structure Report

Repositary From Dats Repasitary To Date

Roposizary No
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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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A tal Ci : a
KCCA Kampala Capital City Authority KCCA
- Repository Folder Structure Report B
Repository From Date . 010172018 Reposilory 1o Dsle  13/11/2019
St Flie name File Description | Logeal Struchure Folder Deatination Foider Puth | Uploaded By & | Fie
No Name upkadad Date |Version|
Repository No UGDO1920000000063 Repository Date :  1207/2019
Repository Created By  Zam p Nalwoga
1 | 16213_1_NOC desc Roat node/New node/New M22/DMS/2019uly DRPUG| Zam p Nalwoga- 1
from Pariness node1/New DO01920000000063/3174_1_ 120772019
(1)p0g Node2/422/OMS2019uly/D16213_1_NOC_from _Pastne] 06.22:12
RP/UGD01920000000063/3 s_1__pngpng
174_1_16213_1_NOC_tom
Partners 1 |
Repository No UGDO0 1920000000054 Repaository Date :  17/07/2019
Repository Created By  James h Makubuya
2 | 16213_1_NOC desc Root 22/DMSi2019ulyDRPIUG) James h 1
from Pariness hodeidmaireposilond4 22/ D01920000000094/3205_1_ Makubuya-
(1).p0g S/2019julyDRPIUGD01920§16213_1_NOC_from_Partner| 17/07/2018
PO0D000SY/3205_1_16213 4 s_1_png.png 05:1626
| NOC_from_Pariners__1__pi
ng.e00
3 | 18213_1_NOC desc Roat M22/DMS/20195ulyDRPIUG) James h 1
from Pariness hode/dmairepositony422/0MD0 1920000000024/3205_1_ Makubuya-
{1).peg S/2018ulyDRP/UGD0 1920116213 _1_NOC_from_Partner| 170072018
PO00000SH/3205_1_16213_% s_1_pngpng 05:16.26
_NOC _from_Pariners__1__p|
ng2ng
4 | 16213_1_NOC desc Root M 22/DMSI20 19julyDRPIUG James h 1
from Pariness hode/dmsirepositoryd22 D01920000000084/3205_1_ Makibuys-
(1).png S/2019ulyDRPIUGDO 19 G213_1_NOC_from _Partner] 170772018
DO0D000SH/3205_1_18213_ s_1_pngpng 05:16:26
| NOC_from_Pariners__1__p)
23pan
5 | 16213_1_NOC desc Root 22/DMSV2019ulyDRPIUG) James h 1
from Pariness Inode/422/DMS/20190uly D01920000000094/3205_2 Makubuya-
(2).0ng P/UGDO01920000000094/32(§16213_1_NOC _from_Pastned 17072018
E 2 16213_1_NOC_trom P s_2_pngpng 05:16:26
finers 2 p0g.png
6 | 16213_1_NCC desc Root 22/DMS/20185ulyDRPIUG James h 1
from Pariness Inode/422/DMSI2013huly D01920000000094/3205_2 Makubuys-
(2) pog P/UGD01520000000094/32(16213_1_NOC _from_Partnerd  17/07/2018
E 2 16213_1_NOC_from_P4 s_2_ png.png 05:1626
ners 2 png png
7 [ 16213_1_NOC desc Reot 422/ DMS/2019july/DRP/UG James b 1
from Pariness hode/dma/repositonyd 22/ D01920000000094/3205_1_ Makubuys-
(1).00g S/201 9/l WDRPAUGD01920016213_1_NOC_from _Padner  17/07/2018
DOO0000S4/3205_1_ 16213 s_1_png.png 05.16.26
| NOC_from_Pariness__1_
g pog
Generated Dale 13112019 Page 10f2

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.
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