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Disclaimer
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assuming the entire risk as to its quality and performance.

Further, Newgen Software Technologies Limited reserves the right to revise this publication and make
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Newgen Software Technologies Limited authorizes no Newgen agent, dealer or employee to make
any modification, extension, or addition to the above statements.

Newgen Software Technologies Limited has attempted to supply trademark information about
company names, products, and services mentioned in this document. Trademarks indicated below
were derived from various sources.

Copyright © 2017 by Newgen Software Technologies Ltd.

All Rights Reserved. No part of this publication may be reproduced and distributed without the prior
permission of:

Newgen Software Technologies Limited,

A-6, SATSANG VIHAR MARG, QUTAB INSTITUTIONAL AREA,
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INDIA
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1 Introduction

OmniDocs is an Enterprise Document Management platform for Creating, Capturing, Managing,
Delivering and Archiving large volume of documents. OmniDocs provides highly scalable, unified
repository for securely storing and managing enterprise documents. It provides access to enterprise
documents directly and through integration with business applications.

It also provides centralized repository for enterprise documents and supports rights-based archival.
Manage complete lifecycle of documents through record retention, storage and retrieval policies.
Supports exhaustive document and folder searches on date, indexes and general parameters as well
as full text search on image and electronic documents

The very basic operation of the system is accessing the documents from the remote site and working
on them, without archival and retrieval hassles. In an Enterprise Wide scenario, the Document
Management System can be centralized with the robust and efficient “OmniDocs". Furthermore, this
DMS can be accessed from any part of the world through the web application known as the
OmniDocs Web.

1.1 Document Objective

The objective of this document is to provide important configuration details of the module, to enable
the application system administrator(s) / authorized users in maintaining the system. It is also
recommended that this document be a controlled copy in the hands of the target audience.

Neither this documentation nor any part of it may be copied or reproduced in any form or by any
means or translated into another language, without the prior consent.

1.2 Target Audience

The document is intended for the application system administrators, who will be maintaining the
Project system. It may be noted that the document is consistent with the system settings on the date
of document. It is the responsibility of the application system administrators to keep this document
updated and consistent with any further configuration done. All suggestions, comments, and ideas
for improvement of the product is appreciated and invited from you to make later versions of the
products more efficient and reliable for use.
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2 Getting Started

To login into OmniDocs Admin:

1. Open the login url. Below screen will appear.

OwDocs

iatform for craating. capturing, managing, delivering. and archiving large volumes of documents and content. OmniDacs seamiessly integrates with other enterpeise apolications and
enables the applicatons to manage unstructured content. OmniDocs nandles Scanned Dacument Images, Electronic Documents, ails ang Electronic Data Output from ather Agplications with equal efficiency and &
DOmniDocs fac ofiaborative worlong of users across and beyond the enterprise boundanes, and provides comprehensive racking and monitoring of documents. Highly scalable architecture of OmniDocs provides 3 flexbie
or ment to match the increasing demand of the business

Enterprise Document Managem

Key Features of OmniDocs:

+ Unified sepositony for a8 documents and folders across the organization inchuding elecironic fil

» SUPSors Users, Groups and Assign Rights, Privileges o work with folders and documents

o Stipporis User 1o user document routing and provides provision for tracking of documents, within of 3cress workgroup

» Sty through support for Hitps, Server Repication, and sirong configurable Password poicy.

« Providas Dataclasses, Global Indexes and Keywonds to file & index Documents for quick retreval of Documants

« Sonfiguring aystem for new usage by configuring indexes, ciassification herarchies, isgion, user-groups, user screen, desktop
Selings | searches, toois for document and folder filing and reports

° Frovides entempnse-ciass securty with powerful and configurable polcies for password, access controls and integration with LDAP & identty
Management solutons.

, paper images and physical documents

Best view on resolution of 1386768, Supportad Browsers - IE 11 (With Comgatibiity View Dizabled), Mozilla Firefox 50 and above. Chrome 53 and above and Safari 10.1
Copyright ® 2017 Newgan Softwars Technologies Limaed, All ights reserved.
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2. Enter the login user id, password and the Cabinet. Click Login.

Hi Suparvisor, Welcome to sjenluat

OwiDos
LastLogin Time 2BNG/201812:27  Failure Atiempt Count §

Raport Management & 3 sarvar-side tool that anables tha usens 1 take out comprahansim documant and folder lavel dataiad and summary rapans.
ice Management

Management prvides a commun archisesture to schedule senvioes fike vokme compaction , dalete user eic

Omaidocs Web AP provides 2 web based invegration framewark for the int=gration of any =
&, Lisensa Managament

emal application with Omnidocs.

OrniDoss License Management ssiects the users and assiges hem as & fixed ser for login ity OmnDoss. CD Key penarates me lenss for users lagging ints Omndoss 3t the ime of
creating a cabanet

) Trash M.

ent

OmaniDocs Trash Management allows the admin user 1o view the trash for all users along with the count of number of documant

ifclders in perticular wsars trash falder.

Coyright & 2017 Newgen Software Technologles Limited. All rights reserved

3. Click on System Administration link. Below screen appears.

Hi Supsrviser, Welcome to ujvnluat

Last Login Time 23062013 1.

Failure Atiempt Count 0

he

Docs Docament Manage:

gyind gement System. OmniDocs engine has 3 types of Cat anes, Image Cabines, both type Cal
Document Cadinet refers 1o the database. which maintzins he Document Management System information- 2l users, foider and Socument information fesides in the cabinel. Imag
Server Cabinet - This eabinet refers 10 the 1313352 Whare valume 3nd Sosument Starane infomabon i e

ujunlusat
2320

Remave The Rights OF Supervisor (Rights anoe remaved vl ot b restored again)
e

= UsarGroup Privlagas

i2 Maker Chacker Funcianaliy (Maker Checker funcionalty ance enabled wil not be Gisabled again)

Enabie

Security Funcsionaty (Dt Sex

ance ensbled wil not be dissbled sgsin)
Hey Management Service

Alarms Rights Dons Cancal
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3 Working with Users

This chapter includes creating a New User, Assigning Properties to a user, Assigning Groups to a
user, Assigning Privileges to a user and Deleting a user.

3.1 User Creation

To create a new user:
1. Click the Users button on the right pane of the Folder Information screen.
2. This User Information screen appears with the Add User link.

3. This screen appears with the Search/Modify User link.

/B Omridocs Admin x W h v 4 5 = | = iy
< C | ® Notsecure | 172.18,1.8:3080/omnidocs/admin/zdminmain jsp?rid=80644568578152031 + M
Hi Supervisor, Welcome to ujvnl Oved Do

“You have lopged in to ihe system for the first time Home | Options | Tools | Help | Logout

prgey
O
B¢
&
=y
8 st
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4. Click the Add User link. The Add User screen appears.

{El kot secure 172181 8:B080/famnidacs/adminfusers/add iU serkdain._.

I:D'—i\.‘lmﬁ L

Halp

Add User

= Lser Nam=a | |

Damain Usar ]
Eenerate Fassword ]

= Password | |

- Conlinm Passwarnd | |

User Licenze Type Marmal bl ]

—. Pazsword Never
) Expiras

- Password EIPTB‘ | & | DEI:.'I:S-:-

Auckeamoed

Add Cancal

5. Type the data in the textboxes shown in the figure as required.

|/ B Omridocs Adein x 2 v RN=e
< C @ Notsecure | 172.18.1.8:8080/ / .j5p7rid =80644568978152031 beat - |

i Supervisor, Welcome to ujval OvwiDocs

You have fogged in to the system for the first time Homa | Options | Yooks | Helo | Logout

o
B

* Addusec -

A pe 0 uses tem is refesred
e can create a user of he can add dataciass 10 the

tem is 3 member of some 9rou. Powers of 3 user in the system fike whether
uzor has, Only one user is created by defaull, whie creating a cabmet

]
o=
e

in the system. Every user in 1
em Sepend upon the privieoes

@ Not secure | 172.18.1.8:8080/omnidocs/admin/users/addUserMainjsp... ©v

OwiDocs 2,

Heip

- User Name ooosy ]

Domain User =]
Generate Password o
« Password

- Confirm Password

User License Type
& Password Never Expires
@ PassworaExprom [60| Davee)

Advanced
Options

FrstName  New User
Last Name

Email Id

Fax No

User

Account

Account EXpEY e <

sccount - .
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6. To create a user, click the Add button on the Add User screen.
7. The name of the new user is displayed on the list of Users on the left pane of the User

Information screen.

'u Omridocs Adrmin *® Hiwv
= C | ® Motsecure | 172.18.1.8:8080/omnidocs/admin/adminmainjspirid =80644568975152031 15(| ’| :
Hi Supervisor, Welcome to ujval OwiTlocs

You have logged in to the system for the first fime Hoame | Options | Tools | Help | Logout

E o] w Soerchiodity
[ Falgsrs) 1

9= Keymord

O Usqg

& caniA

£ bacin

& digitization
&

@ padmin

£ saga

£ Supsnesor
£ Supsnesor
2 uzer

s nis referred 1o a5 a user in ihe system, Every wsers in the System is a member of Some group. Powers of a user in the system like whether

dd datactass 1o 1he system depend upon the privikge a5, Only one user is created by defaull, while cre

o Boles
B Datalizsses
b Image Vokimes

g sites
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3.2 Assigning Properties to a User

To assign or modify the properties for the new user:
1.

Click the specific user from the Users list. This list is present on the left pane of User
Information screen.
2.

.
/ B Omndocs admi

The properties of the User are shown on the Properties View on the right pane of the
User Information screen. Click on Advanced button to assign and modify the properties.
< C | @ Mot secun

x WY
e | 172.18.1.8:8080/omnidocs/admin/ad

jminmain jsp?rid
Hi Supervisor, Welcome to ujvnluat

\ 2 v RS
jsplrid =4528592059673513892 il
OwiDoss
Last Login Time 25062012 15:34  Failure Attempt Count 0 Home | Options | Togis | Helo | Logout
B u User . .
o
Confinm Password
" i<
5
®

257 |(May ¥ |[2118 ¥ @ user Aty

Everyone

* | Mo role exists *

Privileges Done

Enter or Modify the user information in the textboxes as described below:
i. Type the first name and last name of the user in the First Name and Last Name
textboxes respectively (Advanced properties).

NOTE: Input to the First Name and Last Name text fields is optional.

Type a password for the user in the Password textbox.

NOTE: Input to the Password text field is mandatory.
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iii. Type the password again in the Confirm Password textbox to verify that the data typed
in the Password and Confirm Password text fields are same.

iv. Type the e-mail address of the new user in the E-mail ID textbox.

NOTE: Input to the E-mail ID text field is optional.

v. Type the fax number of the new user in the Fax Number textbox.

NOTE: The Fax Number is optional.

vi. Specify an expiry date for the user, in the Expiry Date textbox.

vii. Select the User Active option for enabling the access rights assigned to the User.

NOTE: By default User Active option remains selected, you can clear the option to deny access to the
User.

viii.Select the parent group from the Parent Group box.
ix. Select the Immediate Superior. This can be one of the following:-
* Role of a particular Group.
* Any User.
* No Superior option.
x. Type a relevant comment for the new user in the Comments textbox.

xi. Click the Done button to save the changes.
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3.3 Assigning Groups to a User

To assign a group to the new user:

1. Open the User Information screen.

'u Omnidocs Admin x Vi £ office x Hiw
<« C | @ Notsecure | 172.18.1.8:8080/omnidocs/admin/adminmain. =4528598099673513892 o | . H
V5 Supervisor, Welcomse to ujvaiat Qi TDocs

Last Login Time 25062012 15:34  Failure Atempt Count 0 ‘Home | Options | Tools | Help | Logout

Usar(s *  Acd User = Dololo Usor

kel

2 Falderis)

8= Keyword

£ Users
& 10m9x
£ 50005
o s
¢ soi3
o swis
o 50013
£ suwip

L Nawer Expires
© Password Expiry Date 24 +|[Jun v |[2018 *
0 Day(s)

© Passward Expira in

T
3

Aduanced Options

Last Name

|
I
Emai1a ]
FaxHo |
User Account

Accourt Expiry date 25 ¢ |[May ¥ (2118 v | ® userpacive O A

Fatent Group Everyons ] =
Immediate Superior
2 Group [Na group e Fole [No rola exists v |
SO |Sslect User
® No Superior
comment i
New User
Groups .. Privileges Dane Cancel

2. Click the Groups... button on the User Properties view.

3. The Search and Associate Groups to User screen appears.

D 172181 . 823080 omnidocsfadminf/usersfssarchGroupFars...

i T ocs
Saearch and Associate Groups to LUiser

GSroupis) : |‘| | Search

Group List

Selacted Growp|s)

ALLAE

[Company Sacredary © -

SN0 Company Secretary C
ALLEE DGM (Accounsd] Res
Business Sdmin Add DEM [(Accownts)] Res
Chairman Office Dela Drispatch
Chairman Cffica Dahli Ewveryona
Chalrman Office Ujjw Bemove | wogesspprover
Chairman Office Ljjw
Company Sacretary ©
Company Secretany { - | -
< Prgry PbEet =

Crome Cancel
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4. To assign a group to the user:
» Select a group from the Other Group List box.
* Click the Add button.
5. To remove the user from a group:
» Select the group from the Group List box.
* Click the Remove button.
6. To save the changes made:
* Click the OK button.

» Else click the Cancel button to exit from the Associate Groups to User screen and
return to the User Information screen.

3.4 Assigning Privileges to a User

To assign privileges to the new user:

1. Open the User Information screen.

2. Click the Privileges... button on the User Properties view of the User Information screen.

3. The Assign Privileges screen appears:

I*<"] Omnidocs Admin - Google Chrome L:_LE'_-
@ 172.18.1.8 2 rr 1 nir £/ 3 plrid=15299243 =
— Z
AN D( S
— Help

E—————— A S RGO IV IO S
Power of a user to do some operations in a system is
defined as privileges. in OmniDocs system, they are
de ed with the help of a string of bits where each bit
defines some power given to User.

YUser gooos

Privileges

Create User/Group

Modify User/Group

Assign User To Group
Image Server Operations
Define/Modify Data Definitions
Define/Modify Global Index
Assign Rights

Manage Audit Log

Manage Data Security
View Data Security

Done Cancel
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NOTE:
In case, Data Security Functionality checkbox is selected in the Home screen, following “Assign Privileges” screen
with added privileges will appear.

4. There are 12 privileges that you can assign to a user:
"% | Omnidocs Admin - Google Chrome | = | = =
@ 17218188080 /omnidocs/adminfusers/ privileges jspirid = 15200243, &,
. r
O Tocs -
Help

Power of a user to do some operations in a system is
defined as privilegeas. In OmniDocs system, they are
defined with the help of a string of bits whera each hbit
defines some power given to User.

“JEET 90008

Privileges
o Create Usar/Group

Modify User/Group

Assign User To Group
Image Server Operations
Define/Modify Data Definitions
Define/Modify Global Index
Assign Rights

Manage Audit Log
Manage Data Security
View Data Security

Done Cancel

5. To allow the user create a user or group:-
» Select the Create User/Group option.

6. To allow the user search and modify any other user:-
» Select the Search/Modify option.

7. To allow the user modify the properties of a user or group:-
+ Select the Modify User/Group check box.

8. To allow the user assign another user to a group:-

» Select the Assign User To Group check box.
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9. To allow the user perform image server operations:-
+ Select the Image Server Operations check box.
10. To allow the user create or modify a DataClass:-
» Select the Define/Modify Data Definitions check box.
11.To allow the user create or modify the global indexes:-
» Select the Define/Modify Global Index check box.
12.To allow the user assign rights for any object
+ Select the Assign Rights check box.
13.To allow the user manage audit logs:-
» Select the Manage Audit Log check box.
14.To allow user the privilege to manage the Data Security section.
« Select the Manage Data Security check box.
15.To allow user the privilege to view the secured data.

» Select the View Data Security check box.

NOTE:

Additional View Secured Data rights should be provided to the User, over Folder and Document, to make the
confidential data visible to them.

16. To implement the privileges you assign to the user, click the OK button.

17.0r, click the Cancel button to exit from the Assign Privileges screen at any stage without
assigning privileges to the user.

eGov Admin Manual Page 16



3.5 Deleting a User

To delete a User:
1. Select the specific user from the Users list.

2. This User list is present on the left pane of User Information screen.

B rrtors i x V[ EGov Ofhes - 2l v S
< C | ®@ Notsecure | 172.18.1.8:8080/omnidocs/admin/adminmain jsp?rid=4528538099673513392 CY-al .
Hi Supervisor, Welcome to ujvnluat @\N‘D()(S

Last Login Time 25/06/2018 15:34 Failure Attempt Count 0

B ujvnluat User(s): & AddUser =
(] Folder(s)
§= Keyword

Search/Modify
User

A person who uses the system is referred 1o as a user in the system. Every user in the system is a member of
some group. Powers of a user in the system like whether he can create a user or he can add dataclass to the
Q Users system depend upon the privileges that user has. Only one user is created by default, while creating a cabinet.

& 101930
90008
90011
90013
20016
90018
90018
90032
90037
90042
¢F Groups
Q Roles

Global Indexes
B DataClasses
o Image Volumes

Bl sites

- - S

o

Next >

3. User Information Screen appears.

4. The properties of the selected user are shown on the Properties View on the right pane of
the User Information screen.
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[N T e Ny B

& 5 @ [® Notsecure | 17218.1.88080/0mnidocs /admin/zdminmain jsp?rid =45285980996 73513832 o w/ | i
Hi Supervisor, Welcome to ujvniuat @NMDD(S

Last Login Time 25/06/2018 15:34  Failure Attempt Count 0 Home | Options | Tools | Help | Logout

B ujnluat User(s): & AddUser & Delete User
(] Eolder(s)
9= Keyword A person who uses the system is referred to as a user in the system. Every user in the system is a member of =
e some group. Powers of a user in the system like whether he can create a user or he can add dataclass to the

@ Users system depend upen the privileges that user has. Only one user is ereated by default, while creating a cabinet.

§ 101930

£ 20006 User Name 90006 |

€ 920011

g 90013 Domain User

g Pesswcrd |

1

£ 90018 Confirm Password [ |

£ 90032

© 20037 User License Type Normal v

20042 -

ﬂ Gg ® Password Mever Expires

roups
¥ Roles

() Password Expiry Date 23 v ||Mar v [ 2018
B Glokal Indexes e
B DataClasses © Password Expire in 93 | Day(s)
& Image Volumes Advanced
g Sites
Groups... | Privileges Done Cancel
<Prev Next>

5. Click on Delete User link.

6. Transfer OwnerShip screen will appear.

@ 172.18.1.8:8080/omnidocsfad min/role/deleteUsertain jsp?Userindex= 208 UserMame =900068rid = 1529924994000, &

OwiTocs 2)

Help

Delete User
Administrator can associate the Roles, Sub-ordinates, Documents and Folders of the User
being deleted to the new User.

Associate New User to Role:

Group Name Role Name
User: [No User | [=
| Apply
Transfer Ownership of Documents and Folders:
Owner: |No User | .. |8
Re-Assign Subordinates:
User
Superior User: Mo User |
| Apply
Delete Cancel |
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7. In the Ownership section, click on the ellipsis button present in front of the Owner.

8. Following screen will appear.

Omnidacs Admin - Google Chrame. [— ==
@ 172.18.1.8:5080/omnidocs/admin/setOwnerjspTCalledFrom = TransferCwnershiprid=15299,., &

® User €3 Groupef Role Lk

User Name: o Go

Group(s) : Everyone

101930
90006
90011
90013
Q0018
Q0018
Q0019
90032
90037
90042

Done Cancel

9. Select the new owner. Click on Done button.
10. Else click Cancel to close the dialog box without making any changes.

11. The changes made will be incorporated in the “Roles Assigned” dialog box.

NOTE: Here owner can be any existing user/ group or role.

%] Users...: 50006 - Google Chrame | = | =
@ 172.18.1.8:2080,omnidecs/admin/role/deleteUserMain jsp? Userindex=208UserName =500068rid= 1529925 2080008L.. &,
- ?
.;:.l\w\’D)(_\

Help

Delete User
Administrator can associate the Roles, Sub-ordinates, Documents and Folders of the User
being deleted to the new User

Associate New User to Role:

Group Name Role Name
User: 90013
Apply
Transfer Ownership of Documents and Folders:
Owner: 90013 ) g
Re-Assign Subordinates:
User
Superior User: No User
Apply
Delete Cancel

12. Click on Delete button, to delete the user, else click Cancel to stop deletion.

13. User is now deleted and the transfer of ownership takes place.
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4 Group Creation

This chapter includes group functions such as Creating a group, Assigning Properties to a
group, Assigning Users to a group, Assigning Privileges to a group and Assigning Roles to
users of a group.

4.1 Creating a Group

To create a group:
1. Click the Groups link on the left pane of the Main screen.
2. The Group Information screen appears.

3. List of groups in batches is shown on the left pane and the description of group on the
right pane.

4. You may click the Previous or the Next link on the left pane to see the preceding or
subsequent batches of groups.

B Orviocsamin W EG Offce - i ov [/ B0 IS
€ C | @ Not secure | 172.18.1.8:8080/omnidacs/admin /adminmain jsp?rid=4528598099673513892 o
Hi Supervisor, Welcome to ujvniuat @“-\"D“(‘
Last Login Time 25/06/2018 15:34  Failure Attempt Count 0 Home | Options | Tools | Help | Logout
B vvniuat Group(s): & 294 & Modify Group
~F L Group °
v Group is a logical entity used for collection of users. Groups can be created in the system by those users who
= has have privilages to add / delete group in the system. Rights on any object can be specified for groups. Al
@ Users members of that group will inherit the same rights
¢f Groups
ef ALLAE
¢F AIDGM
¢F ALLEE

¢ Business Admin
Chairman Office Dehradun
Chairman Office

gﬂ' Dehradun_Dispatch

o Chairman Office Ujjwal
Dehradun

ﬁt Chaimman Office Ujjwal
Dehradun_Dis... b

ﬁf Company Secretary Office
Dehradun

Company Secretary Office
Dehradun_D... b
¥ Roles

Global Indexes
& DataClasses
S [mage Volumes

B sites .

5. Click the Add Group link on the right pane of the Group Information screen.
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6. The Add Group screen appears.

@ 17218.1.8:8080/omnidocs/admin/groups/add Group.js

?
OwDocs s
Help
Add Group
Group is a logical entity used for collection of users. Groups can be created in the system by those users who
has have privileges to add / delete group in the system. Rights on any object can be specified for groups. All
members of that group will inherit the same rights

Group Name | |

Owner [Supervisor | .| 8

Parent Group | |

Comments

Groups... Privileges Roles... Add Cancel

7. Type the name of the new group in the Group Name textbox.
8. You may modify the Owner by selecting from the Owner list box.

9. To select Owner, click on Ellipsis button. Following screen will appear.

& 172.18.1.8:6080/omnidocs/admin/setOwnerjsp?CalledFrom =GroupPropfirid = 15299257 5900080 D_UID=45... &

=

@ User @  Groupef  Role Tk

User Name: " Go
Group(s) Everyone

101930 -1
90006
90011
90013
90016
a0018
90019
90032
90037
90042 .

Mext =

Done Cancel

Waiting for 1721818 -

10. From this dialog box, assign ownership to the required User/Group/Role.
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11. Once the ownership is assigned, click on Done button.

12.To close the Dialog Box, without making any changes, click on Cancel button.

“ Omnidocs Admin - Goagle Chrome | = | = s
@ Not secure | 172.18.1.88 groups/addGrou 4=15299256230008& = 3 44563633 Q|
?
- ?
\\//\\\:‘D(x,x
Help

Add Group
Group is a logical entity used for collection of users. Groups can be created in the system by those users who

has have privileges to add / delete group in the system. Rights on any object can be specified for groups. All
members of that group will inherit the same rights

Group Name

‘Depanment 1 \

Owner

90013 .| @
Parent Group
Comments
Groups... Privileges Roles... Add Cancel

13.You may modify the Parent Group by selecting from the Parent Group list box.

&'} Omnidocs Admin - Google Chrome
@ 172.18.1.8:8080/omnidocs fadmin/u:

users/SingleGroupSearct
™ .
A Locs

h.jspiid=18&nd=152992601 20008, ., &

Group(s) : *

|| Search

ALLAE -

AlIDGM

ALLEE

Business Admin

Chairman Office Dehradun

Chairman Office Dehradun_Dlspatch

Chairman Office Ujjwal Dehradun

Chairman Office Ujjwal Dehradun_Dispatch

Company Secretary Office Dehradun

Company Secretary Office Dehradun_Dispatch
Mext >

Done Cancel

14. Type a comment to be associated with the group in the Comments textbox.

15. Click the Add button to add the group to the list of Groups shown on the left pane of the
Group Information screen and return to the Group Information screen.

16. Or, click the Cancel button to exit from the Add Group screen without saving the changes
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made.

B Omndocs admin 3 JE EGov Office *x Hiwv
€ C | ® Notsecure | 172.18.1.8:3080/omnidocs/admin, a ¢« |
Hi Supervisor, Welcome to ujvnluat @\M‘D(IS

Last Login Time 25/06/2018 15:34 Failure Attempt Count 0

o Add
Group
Group is a logical entity used for collection of users. Groups can be created in the system by those users who

B uvjyniuat Group(s) :
(1 Folderis)

& Modify Group

9= Keyword has have privileges to add / delete group in the system. Rights on any object can be specified for groups. All
8 Users members of that group will inherit the same rights
¢F Groups

Business Admin

Chairman Office Dehradun
Chairman Office
Dehradun_Dlspatch
Chairman Office UJjwal
Dehradun

0 Off
Dehradun_Dis... b
o« Cempany Secrefary Office
Dehradu
Company Secretary Office
o« Dehradun_D... »

Roles
Global Indexes
B DataClasses
> Image Volumes

& sites '

<Prev  Next >

4.2 Assigning Properties to a Group

To assign properties of a group:
1. Select a group from the Groups list on the left pane of the Group Information screen.

2. The properties of that group are shown on the Group Properties view on the right pane of
the Group Information screen.

Vi orrooes admin 3¢ (|l 2Gov Office x 2w

&« C | ® Notsecure | 172.18.1.8:8080/omnidocs/admin/zdminmain.

Hi Supervisor, Welcome to ujvnluat

Last Login Time 25/06/2018 15:34 Failure Attempt Count 0 Home | Options | Tools | Help | Lo

B uvnuat Group(s): & Add Groups Delste Group
2 Folder(s) . y . .
= Keyword Group is a logical entity used for collection of users. Groups can be created in the system by those users who has

have privileges to add / delete group in the system. Rights en any object can be specified for groups. All members

& Users of that group will inherit the same rights
€f Groups
ef ALLAE Group Name ALLEE
¢ ADGM
« Owner Supervisor . 0B
e ALLEE -
¢ Business Admin Parent Group Everyone
¢ Chaiman Office Dehradun -
omments
ﬁ Chairman Office All EE

Dehradun_Dispatch
Chaimman Office Ujjwal
* Dehradun S
Chairman Office Ujjwal
Dehradun_Dis... b
o« Company_Secretary Office Users... Privileges Roles... Done Cancel
Dehradun
« D_Qmp_@yj_e_ﬁeitiryjmlee
Dehradun D..

£ Roles
Global Indexes
& DataClasses

<Prev  Mext >
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3. You may Modify the Group Properties information as described below:

i. Type a name for the group, in the Group Name textbox.

ii. Select the owner's name for the group, from the Owner combo box. By default, the

login user is the owner of the group.

iii. Type a comment for the group, in the Comments textbox.

iv. To save the changes made to the properties information of the group, click the Done

button on the Group Properties screen.

v. Or, click the Cancel button to retain the original information without saving the

changes made at any stage.

4.3 Assigning Users to a Group

To assign users to the new group:

1. Open Group information screen.

2. Click Users button on Group Properties view on the right pane of the screen.

3. The Associate Users to Group screen appears:

<]

@ Not secure | 172.18.1.8:

?«'-\--\AD(H

Omnidocs Admin - Google Chrome.

Associate Users To Group : ALLEE

Username : |

Users List Associated User(s)

101830 90037

90006 91259

20011 91278

aoots ssoriate | |o57s}

20018 - - 92767

90018 Disassociate = |go7gy

90032 92801

90037 92802

90042 92907

Close

. Associated User(s) List: - It displays the list of users who are added to the group.
. Users List: - It display the list of the users from which you add users to the selected group.

4. To add a user to the group:-
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. Select that user from the Users list.

. Click the Associate button.

5. To remove a user from the group:-

. Select the particular user from the Associated User(s) list.

. Click the Disassociate button.

6. Click Close to return to the Group Information Screen.

4.4 Assigning Users to a Dispatch Group

To assign users to Dispatch group:

1. Go to Dispatch group and Open Group information screen.
2. Click Users button on Group Properties view on the right pane of the screen.

3. The Associate Users to Group screen appears:

<]
@n

721618

hini Docs

Omnidoes Admin - Google Chrome

Associate Users To Group : ALLEE

Username : |*

Users List

101830
90006
90011
90013
90016
20018
90019
90032
S0037
90042

Associate |

Disassociate

Close

Associated User(s)

92117
92756
92767
92784
82801
92902
92807
92909
93002

20006

»  Associated User(s) List: - It displays the list of users who are added to the group.

. Users List: - It display the list of the users from which you add users to the selected group.

4.  To add a user to the group:-

a. Select that user from the Users list.

b. Click the Associate button.
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5. To remove a user from the group:-
a.  Select the particular user from the Associated User(s) list.
b. Click the Disassociate button.

Click Close to return to the Group Information Screen.

4.5 Assigning Privileges to the Group
You can assign the privileges for the group as well. These privileges are applicable to all the users
in that group.

1.  Open the Main screen.

2. Select a group.

3. The Group Information screen appears.

4.  On the Group Information screen.

5. Click the Privileges... button on the Group Properties view on the right pane.

6.  The Assign Privileges screen appears.

] Omnidocs Admin - Google Chrame |L|£-
B 172.18.1.8:808 T i sedmingraupsfaroupPrvilpges 2o nd = 152002858500, @)
p— 2
L " A 1 p -
O TDocs
Help

Assign Privileges
Fower of a user to do some operations in a system is defined as
privileges. In OmniDocs system, they are defined with the help of a
string of bits where each bit defines some power given to User.

Group : ALLEE

Privileges

Create User/Group

Maodify User Group

Assign User To Group
Image Server Operations
Define/Madify Data Definitions
Define/Modify Global Index
Assign Rights

hManage Audit Log

Manage Data Security
View Data Security

Dane Cancel

7. Select the options from the Privileges... list to assign privileges to the Group.
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8.  Click the Done button on the Assign Privileges screen to save the changes made and
return to the Group Information screen.

0. Else, click the Cancel button to return to the Group Information screen without saving the
changes made.

4.6 Assigning Roles to Users of a Group

To assign the roles to users of a group:
1. Open the Main screen and select a group. The Group Information screen appears.

2. Click the Roles button on the Group Properties view on the right pane of the Group

Information screen.

3. The Assign Role To Group screen appears.

R

-
@ Assign Role To Group : Test group - Moxzilla Firefox = B X
¥ 192.168.4.130:8080/cmnidocs/admin/role/groupMain.jsp?Grouplndex=7

: ?
'«9\. N 10CS
Help
Assign Role To Group

Arole is a logical Entity. Role represents the action to be performed by a
particular user.

Role Association:

Role: <No role= v

User Association:

User: <No User> v

Role: <No role> [Z]

Add
User Name Role Name
No role has been assigned to any user of this group
Delete Modify Close
\ A
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4. Select a User from the dropdown list in the User textbox.
5. Select a role if roles are present in the list of roles in the Role textbox.

6. Click the Add button to assign the role selected from the Role box to the user of that
particular group selected from the User box.

7. To modify the User’s Role, click the Modify button.
8. To un-assign a role from a user click the Delete button.

9. Click the Close button to exit from the Roles for Groups screen and return to the Group

Information screen.

5 Forgot Password and User Account Unlock

5.1 Forgot Password

If a user forgets the password, the admin can change the password by following below steps:

1. Click on Users link. The list of users will open.

/8l omridocs  x \\ \ \ 2 v RS
« c 1814 om ad i . 4 w B
 imachior iiicnn i OwDocs

I E L L L LR

BOPEDOA

2. Click on the user for whom the password is to be changed. Below screen appears.
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(e owns NNy R

« C | ® Notsecure | 172.18.1.8:8080/omnidocs/admin/adminmain sy + M

Hi Supervisor, Welcome to ujvaluat G Tocs

Last Login Time 2506/2018 15:34  Failure Atlempt Count 0 Home | Ontions | Tools | Help | Lepout

User(s) *  Add User ®  Doalo Usar

A PErSON WO USes 118 SyStam is rafammed to 35 & usar in the System. Every user in
e 30 CIBNE G USET OF Né £aN A0A ALACASS 10 e SYSIEM denent upon the prleg:

e is a member of some group. Fowars of
1 user has. Only ane user is ereated by oe

rintne system like whetmer  +
il exEaling & capinel

s ama 01830

Doman Use

Passworg

Narmal v
® Pacsword Nevar Expres
rd Expiry Date 24 v][Jun v |[2018 7]
ord Expira in 0 Davis
Advanced
Groups. Privileges Done Cancel

cFrev teas

3. Change the password by providing manual input in Password and Change Password
fields.

5.2 User Account Unlock

If a user's account gets locked, the admin can unlock it by following below steps:

1. Click on Users link. The list of users will open.

/@ omedocs amin x Vi G ofics
< C @ Notsecure | 17218183

"2
4
<

* i
Hi Supervisor, Welcome to ujvniuat OwiDocs

Last Login Time 2506/201815:34  Failure Attempt Count 0 Home | Ontions | Yools | Help | Logout

n, Every use
4 upon the privi

1 s @ member of some Goup
1 has. Only one user i created

user in the

. 1 ke whethes
whia creating et

o
o

o 1o

ao:orox:x:nxararan[
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2. Click on the user whose account is locked. Below screen appears.

6 Omridiocs admin s | EGow Office x Hiv
& 5 C |® Notsecure | 172.18.1.88080/0mnidocs/admin/adminmain jspirid =4528598099673513892 * @ i
Hi Supervisor, Welcome to ujvnluat Ci Do

Last Login Time 2506/2018 15:34  Failure Attempt Count 0 Home | Options | Tools | Help | Losout

& Add User & Dessle User

A person wha uses the systam is refemed tn a5 & user in the system. Every user in the system is a member of some group. Powars of a user in the system like whemer  «
e can creale a user or he can add dalaclass ko te system degend upon ihe privileges thal user has. Only ane user is crealed by Gefaull, while crealing 3 cabinel

User Hama 101930

4 Ooman Use
S =
£ sw0i6 Password -
£ s0te
£ 90010 Confim Passward
User License Type Hormal v

® Password Never Expres

) Passward Expiry Date 24 ¥|[Jun ¥ [[2018 ¥

) Password Expire In [0 ayis)
Groups... Privileges Dane Cancel
Frev Mes
3. Click on Advanced link.
'u Omridocs Admin x [ £Gev Offce x =
&« C | @ Notsecure | 172.18.1.8:8080/omnidocs/admin/zdminmain jsp?rid 452859 73513892 11—| ]

e e e ety e OvwDacs

& Dessle User

B vomnst Usarts) .
L1 Eolgens)

£ WK

Q 90006

o 0o ® o

oo - ord Newar Expires

2 swis © Passiword Expiry sl 2 ¥][Jun v][2095 7]

2 s ;

o © Password Expie in o Dayis)

2

] Hige

2 Advanced Options
First N |
Last Name ]
Emailid ]
Faxna ]

User Account

Account Expiry date 35 v |[May v |[218 v| @ useracwe © account Lockea

Parent Group Everyona

Immediste Superior
Group Nogrowp | [ Fele [ No rals exists « |
ser [Select User

® No Suparior

Camments .
Mew User

Groups... Privileges Dane Cancel

Prev Mets

4. If the account is locked the Account Locked checkbox would be checked. Uncheck it to
unlock the account.
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6 Create & Modify Rules

6.1 Create Rule
Rules can be created in eGov wherein user can define a flow and the movement will take as
per the flow. To create a rule, follow the below steps

1. The user needs to click on settings icon and then Create Rule link from the list of options.

Change Password
- Update User
bty Creote Rule
Hanears To T
My Desk Pending Inbox [tams: 4 | CC Items: 3 |BCC ltems: 1 | No of Files On Hold : (
Department Pending Items: Managing Direclor Office Ujjrral Defiradun My item status: M.
Hote DAK Fle
W Pending W Compleled W Received

Rule Mame: [ApRroval Flowe |

Rule Description: FElowr 1]

Auid User

3. Now search users from any of the mentioned criterion.

eGov Admin Manual Page 31



172.18.1.8:308C

e

® Department: Select Department ¥ | Designation: Select Designation ¥ m
o Group: Selact Group v

Search Result Final List

‘ | =

B

£ ED

4. The results will appear under the Search Result column. The users can be selected and
added by clicking on Add button.

172.18.1.8:808C

| Department: Select Department ¥ | Designatsan: Seleck Designation ¥ | Search |
®  Group: DGM (IT} Dehradun ¥
Search Result Final List
20022, () - (20022, () - ES
a0049, [ ) 3013, () 3
92884, { ) 930312, ()
920015, ( }
93013, ()
930294, ( ) |
920312, ( }
930314, [}
530420, { }
920452.  } A -
=
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5. Users will be added and below screen will appear when user clicks done.

Create Rule Done - Google Chrome [=1o
(@ Not secure | 172.18.1.8:8080/egov/actioni 5868748 S

(i) gov/actionite jovlD=5868781... =

Rule Mame:

.;lppﬂ:ﬁfd Flowr
Fule Description: [Flow 1
| 4
I S " S

33013 DGM (IT) Dehradun OGM

20032 DGM (IT) Dehradun EE

Rl ) DGM (IT) Defradun JE

En

6. The user can add more users in the flow by clicking on Add User. A user can be deleted

by selecting a user and clicking Delete User button. On clicking Done, the rule will be
created and added to the system.

6.2 Modify Rule

Previously created rules can be modified in eGov whenever a user wants to make change in
the flow. To modify a rule, follow the below steps

1. The user needs to click on settings icon and then Modify Rule link from the list of options.
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Reports - & -

Change Password
Update User
Create Rule
Modify Rule

My Desk

Pending Inbox Items: 4 |CC Items: 3 |BCC ltems: 1 | No of Files On Hold : {

Department Pending ltems: Managing Director Office Ujral Dehradun My item status: M.

Hota DAK

Flls
W Pending m  Compleled W  Received

2. The user will get a window to select the Rule Name.

Delete Rule Modify Rule
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2. After selecting the rule, the user needs to click on Show Rule button. Below screen will
appear on click of Show Rule.

http:/172.18.1.8:8080/egov/actionitern/touserdist 1 rulelist.jsp?ruleCreatedVia=supervi

Modify Fule

Rule Name - [Eequantial Movemant |

T N

tzett DGM {IT) Deheadun

tes1d Chairman Office Lijwal Dehradun
tesid Dwector (Dperatens) Dehmadun
tastd

Managing Dinector Office Ugwal
Deheadun

3. On clicking Modify Rule below screen will open. The user will be able to add new user,
remove old users from the flow and change the sequence of flow.

@ Department  |Salect Departmant | Designation:  |Select Designation | [ELrd

) Group: [select Group v

Search Result . Final List

testl -
tastd =
best? —
tests

Add L Remowe
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7 Transfer & Delegation (Additional Charge)

7.1 Providing Delegation Rights

In this module, a user will be able to provide additional charge to another user in case of his absence.
As a result, DAK/File/Office note movement and approval process will not be hampered.

To delegate, the user has to follow the below steps:

1. The user needs to click on settings icon. The Transfer and Delegations link will be appear in list.

Go To~ Reporis ~ &~

Change Password

Transfer And 1. 1 3
Delegations

OFFIGE

NaviGare To [©] NavicaTe To Navieare To [©)]
My Desk Pending Inbox Items: 20 |CC Items: 20 |BCC Items: 4 | No of Files On Hold : 2
Department Pending Items: Director (Finance) Dehradun My item status: t6
Total

31

MNote DAK Flls

m Pending ] Completed ] Received

2. On clicking Transfer and Delegations, below popup will appear. The user can search by either
User Id or Name of User.

3 Delegation - Google Chrome — (] b'e

@ 192.168.52.74:8080/egov/transfer.jspfegoviD=-43002 17662 129201901
Search Criteria
User Id

Name Of User

[earcn | reren

nier U Enter |
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3. After entering the search criteria, the user needs to click on Search.

E Delegation - Google Chrome

O >
@ Not secure | 192.168.52.74:8080/egov/transfer.jsp?egoviD=-43002176621292019...
Search Criteria
User Id 93002¢ Name Of User
[scarc | oo
User Id Name Of User
O 930026 930026

4. The user needs to select the radio button and click on Set Diversion. The below screen will

open.

il Delegation - Google Chrome = O x

@ 192.168.52.74:8080/egov/de
Back

[1s]

SearchUsers.jsp?egoviD=-4300

From User Id™ 930026
To User Id™
From Date”™
To Date™
Include Current Workitems

Assign Back Diverted Workitems

5. The user needs to enter the user id of the delegate in the To User Id field. The from and

to dates need to be entered. The user can also select the option whether to Include
Current Workitems and Assign Back Diverted Workitems. After entering all the

information, the user needs to click Assign to delegate his/her responsibilities to other

user.
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7.2 Revoking Delegation Rights

To revoke any transfer and delegation rights, user needs to do it from OmniDocs. The user to
whom the access is granted will be required to be removed from the corresponding group
and folder. Once the delegated user is removed, his/her delegation rights will be revoked.
Follow the below steps to do the same.

1. Login to OmniDocs.

Hi Supervizor. Welcoma to ujvnluat CaniDlocs
Last Login Time 2S/06/2018 12:32  Failure Attempt Count 0 Logout

Admi

coymight © 2017 Newgen Softwan: Technologies Limited. Al ngnts resened

2. Click on System Administration. Below screen will open.

Hi Supervisar. Welcome to ujwmiuat ;Q\.‘\‘DUJ
Last Login Time 23/06/2018 12-32  Fallure Attempt Count 0 Haome | Options | Tools | Help | Logout
=}

W BnONG T L

Alarms Rights Dens Cancel
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3. Click on Groups link.

Wi Supervisar, Welcome to wjvnluat OwniTDocs

Last Login Time 230620181232 Failure Attempt Count 0

5 " pdd

wpis a logical ent

od for callection of an be crested in the system by thase usars who has have privileges to add/ delsta group in tha system. Rights on any
fobject tan be specified

groups. All mermbers of that group wil inheri the same rig

e Ned

4. Click on the Group Name to which the person has been delegated.

eGov Admin Manual

Hi Supervisor. Walcome to ujwmluat

Last Login Time 230620181232 Failure Attempt Count 0

tty used for callecion of users. Group:
fied far groups. All members of thal group

(Craimnan Offies Detraun_D)|
Cwines [Supervisor .
[Dispaten

be crested i
Binheit the.

the
o

system by these users wha has have priileges to add | delete group in the system. Rights on asy
& sights

)

Usars... Privilagas Foles... Dana Cancel

e b
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5. Click on Users button. All the users associated to that group would be displayed.

e | 172.18.1.8
Home | Options | Tools | Help | Logout
S\N X0

Associate Users To Group : Chaimman Office Dehradun_Dispatch
username : [f Sewreh

Users List Associated User(s)
101830 o~ 20030
90008 930130

has have peivilepes to afd | delete groop in the system, Rights on asy

DeTOE
|£‘

AADRDDNDRANRAT

Associate

0012 Dissssociste

Clase
Dena Cancal

IJE() uwmly

6. The users associated to that particular group can be disassociated after selection.

7. Now the user access has to be removed from the Folder as well. Click on the folders link.
Below screen will open.

Hi Supsrvisor, Welcome to ujwluat

OwiDocs
Last Login Time 04072018 11:1  Failure Attempt Count 0 Home | Options | Tools | Help | Logout
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8. Click on the corresponding folder. Below screen will open.

H Suparvisar, Welcome to ivnluat

Last Login Time 04072018 11:1

Failure Atiempt Count 0

Cmar

205 Vol
Image Volume

Data Clas

(Do

Home | Options | Tools | Help | Lopout

[DGM (E ana M) Design-1 B¢

Sugarviser =]
[uimlyatioluma ¥ |
“Honer T

9. Click on Advanced link to modify the access rights.

Wi Superviser, Wekoma to vivnluat

eGov Admin Manual

Last Login Time 040772018 11:11

<P

b

Failure Attempt Count 0

Owmar

Image Voluma

Data Class

Advanced Options

Ato\fprsianing
Full Text Search
Inhesit Ounzrzhip

Lock

Comments

i Do

Home | Options | Tools | Help | Logout

#  DeleteFoler

[OGM (E ang M) Design-1 D4

[Supervisor =g
(uivniuatiolumg V|
Nangs 7]
Higs
Locked By

DataClass Rights... 8 Cancel
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10. Click on Rights button to remove access.
7

_‘ ri L Pocs

Rolz(s) 1| <MNo Roles Exists: ¥ And Rale

Femove Modify Canesl

11. Check the checkbox corresponding to the user id of the user who is to be removed and
click Remove. The user will be removed and access will be revoked.

8 Custom Group Creation/deletion (For Bulk

communication)

This chapter includes customized group creation and deletion. These groups can be used to send

bulk communications.

8.1 Creating a Customized Group

To create a group:

1. Click the Groups link on the left pane of the Main screen.

2. The Group Information screen appears.

3. List of groups in batches is shown on the left pane and the description of group on the

right pane.
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'ﬂ Omeidocs Adrin V260 otfce s Hiw
< C | @ Notsecure | 172.18.1.8:8080/omnidoc:

aw @

Hi Supervisor, Welcome to ujvnluat @vﬂ\ﬂ){]}

Last Login Time 25/06/2018 15:34  Failure Attempt Count 0 Home | Options | Tools | Help | Logout

B ujvnluat Group(s): & L‘;"d & Modify Group
] Eolder(s) R

Group is a logical entity used for collection of users. Groups can be created in the system by those users who
has have privileges to add / delete group in the system. Rights on any object can be specified for groups. All
Q Users members of that group will inherit the same rights

¢F Groups

o ALLAE

[ < slel]

of ALLEE

¢F Business Admin

m Chairman Office Dehradun
Chairman Office
Dehradun_Dlspatch

Chairman Office Ujjwal
Dehradun

Chaimman Office Ujjwal
Dehradun_Dis... b

P Company_Secrefary Office
Dehradun

< Company Secretary Office
Dehradun_D... b

= Keyword

Q Roles

Global Indexes
EL DataClasses
o [mage Volumes

8 sites '

<Frev  MNexd >

4. Click the Add Group link on the right pane of the Group Information screen.

5. The Add Group screen appears.

@ 172.18.1.8:80

O Docs

formnidocs/admin/groups/addc

LS

Help

Add Group
Group is a logical entity used for collection of users. Groups can be created in the system by those users who
has have privileges to add / delete group in the system. Rights on any object can be specified for groups. All

members of that group will inherit the same rights

Group Mame | |

Owner [Supervisor | N -]

Parent Group [ |

Comments

Groups... Privileges Roles... Add Cancel

6. Type the name of the customized group in the Group Name textbox.
7. You may modify the Owner by selecting from the Owner list box.

8. To select Owner, click on Ellipsis button. Following screen will appear.
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C Omnidocs Admin - G ome | =— | =

& 172.18.1.8:8080/omnidocs/admin/setOwner.jspTCalledFrom =GroupPropdrid = 15299257 53000&0D_LUID =45... &

@ User ¥3  Groupe®  Role ik

User Mame: ™~ Go

Group(s) : Ewveryone

101830 -1
Q0006
Q0011
Q0013
a0016
ago18
Q0019
20032
20037
Q0042

Mext =

Done Cancel

WWaiting for 172.18.1.8 —

9. From this dialog box, assign ownership to the required User/Group/Role.
10. Once the ownership is assigned, click on Done button.

11.To close the Dialog Box, without making any changes, click on Cancel button.

il

@ Not secure | 172.18.1.8:

O\wiDlocs L

reip

ddGroup.jsp?nd=15299.. &

>mnidocs/admin/qgrc

Add Group
Growp is a logcal enlity usad for cotlecion of users. Groups can be crasied n he system by those usars who has
bBave povieges 10 add J delede group in the system. Rights on any object can be specified for groups Al members
of that group will inberit the same rights

Group Namns Customised

Crwmer Supervisor | - 0

Parert Group ’

Commecas

Groups... Privileges Reles . Ada Cancel

12. You may modify the Parent Group by selecting from the Parent Group list box.
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Er 172181 8:5080 /armniclacs, mdr

Errd T Pocs
. __________________________Search Group ____________________________|

Sroup(s) - I* ] Search

sSearch GSroup
ALLAE =]
AJID Sk

ALLEE

Business Adnmim

Chairman Office Dehradun

Chairman Office Dehradunrn__ Dispatch

Chairmman Office WUjjvwal Dehradumn

Chairman Office Ujivwal Dehradun_Dispatch

Company Secretary Office Dehradun

Company Secretary Office Dehradun_ Dispatch =

e et ==
Crone Cancel

13. Type a comment to be associated with the group in the Comments textbox.

14. Click the Add button to add the group to the list of Groups shown on the left pane of the
Group Information screen and return to the Group Information screen.
15. Or, click the Cancel button to exit from the Add Group screen without saving the changes

made.

(s Toammns NN

€ & C | @ Notsewre | 17218.1.85080/amnidacs/admin/zdminmezin jspirid =452850 8099673813832 Qv | o

Hi Supervisor, Welcome to ujvnluat @AM‘DOCS

Last Login Time 25/06/2018 15:34  Failure Attempt Count 0 Home | Options | Tools | Help | Logout

B uvjvnluat Group(s): ® @ & Modify Group
(] Folder(s) . 8 2 " " i
- Group is a logical entity used for collection of users. Groups can be created in the system by those users who
9= Keyword has have privileges to add / delete group In the system. Rights on any object can be specified for groups. All
9 Users members of that group will inherit the same rights.

ff Business Admin
m Chairman Office Dehradu:

:ﬁ Chaiman Office
Dehradun_Dispatch

Chaiman Office Ujjwal
tﬂ Dehradun

o« Chairman Office Ujjwal
Dehradun_Dis... b

o« Company Secrefary Office
Dehradun

o« Company Secretary Office
Dehradun_D... b

£k Roles

Global Indexes
B DataClasses
G Image Volumes

&8 sites '

<Prev  Next>
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9 Office Template Creation/Modification with Office
Address in English & Hindi

The admin can create office in the MDM module of ibps. To create/update office follow the
below steps:

1. Login to ibps using your credentials. Below screen will appear.

([:Dbps [T | Business Admin ~| bacmin~| &

5 Business Admin
Queue Management My Queue -—0OE X Embedded Workitem
Dashboard
Al Processes ss+ | Search Qusus aQ Guick Search New | Done | i) Select warkitem fo open DM
Add | Update | Delete (i) NoWorkitems Found oTMS
Queue Name Queue Type
My Queue
egovibps_StartEvent1 Introduction
egovibps_SwimLane_1 FIFO
egovibps_\Workdesk_2 No Assignment
SystemArchiveQueue System
SystemBRMS Queue System
SystemPFEQuaue System
SystemSAPQueue System
Search Workitems* -oBEx User Management c-0BX Rights Management -0 X
Save Search Clear User Search Add to Queue Set Diversions - » Profiles User Group Roles Add Modify Delete Audit Leg
Queue All Queues o User Name Search Profile Q
50032(90032 2 -
Process All Processes “es . ! = Profile Name Description
30037() 2
Workstep Al Worksteps . - PROCESSDESIGNER Process Designer Profile
= 20049() 2
Variant Name rer S0106() 2
Registration Ho. 80107() 2
Introduced By s 901200 %
90124() 2
Locked By ree -
90258() &
Exclude Exit Workitems "
90320() &
an3snn 2

2. Click on downward arrow next to Business Admin. The options will appear. Click on
MDM. Below screen will appear.

([:f’bps T wmom~| badmin~| &

Master Data Management

History  Add Table Delete Table Import/Export Table Maker Checker

Action ltems Modified Tables = Mew Tables =~ Deleted Tables = Modified Data
} Items Waiting for Approval
} Items Modified by Me

} Rejected Items

Tables

(i) No Pending ltems

[ cust_designation_tbl
[ cust_fileMark_tbl

[ cust_office_tol

[ cust_section_table
[ cust_vertical_tbl
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3. Click on cust_office_tbl link in the left pane.

(l?bps T | Mom ™ | padmin ™ | &

| |

Master Data Management

History AJdTable Delate Table ImporvExpori Table  Maker Chacker

Action ltems Data  Defnivon  Index¥ays  Uplead
» iteme Wanming for Approval
» tome MoIned by Mo Age woary Delete  Agvance Search
) Rpicies leme 0 st Verteal Offics on o
Tables O®1 Cirecter Operations  DGM (IT) Deheasun oaMaT) Dy. Genersi Manager (inteemas.. P
QU Oz Director Operations  Director (Oparations) Dehradun (o] Director (Operations), Ulteal... p
1 cust_oseignation_tol O®:s Director Operasions  Chalrman Office U@l Detrau P Chafrmano Chawmnan Omce, Upwal, Manar. P
17 cuet_mstasi_tol > s MO Omce Managing Dwscior Ofc: Ugwa. P MO Managing Diecsor OMee, Upw.. P

£ cust_ofice_tol

1] cust_ofMcsextsmalbodies
7] cust_section_table

1) cust_vortical_tbi

D6 Director Operafions  5r. Manager {IT) Dehracun SMQT] Sr. Manager (Information Techn. b

Director Projects Director (Projects) Dehrachn (P O Dy. Genara Managar (S4M De. P
D 8 Director HR Director (HR) Denhradun D(HRG Human Resourses Depanment. Ya. P

Oectee Finance  Dires

i (Fihance) Dearagun or O Dy. Generat Manager (), P
D 10 Law Department  Law OfMce, Deheadun LAVI(O)

D 12 Director Projects  EE (E and M) ISO Desradun EE(
HiDen. b B

O Oy. Genera Managss (E4M De, P

EE (E ana

KT r-MOO) O'0 Managing Director. Ugwal b

loooOooooo
[CHCHCHCRCHCNCNC)

|
:

4. Select an office and click on Modify to make changes to office. A pop up window will
appear as shown below.

@bps 71 wmom~| badmin~| &

History = AddTable Delete Table = Impor/Export Table = Maker Checker

Action ltems Data  Definiion  Index/Keys = Upload
P Items Waiting for Approval
) Items Modified by Me Add Modify Delete  Advance Search
R ted It 5
¥ Rejectad ltems | SNo T Data Fields x
Tables ¥ ®1 Comi »
< pa *
Sho 1
Q 0@ MD Off
Company Secrefary E
{if] cust_designation_tbl @3 Directa Vertical &=
[F] cust_fileMark_thl 0Es Difecto oyes | Chairman Gffice Ujjwal Dehradun | 7
cust_office_tbl i
Heust = Hos Disctq | Chairman-0 | -
[T cust_section_table O ms Directo OfficeCode 9 »
i : Chairman Office. Ujiwal, Maharani Bagh. "
&) cust_vertical_tbl o7 Directol OfficeAddressEnglish GMS Road Dehraéjun ¢ | &
@s Diracto i
0o Directo | 1
BN CRL Directa »
L on
Download Dala
Modify ~ Cancel Commit

Changes can be made to any of the field such as SNo, Vertical, Office, OfficeCode and
OfficeAddressEnglish data field.
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5. To modify a particular entry, select the row and click Modify.

'-T'bps

T | mom ™ | padmin™ | £

haster Data Management

Action ltems

| fteme Wanming for Approvel
I Home Msocimied by M

b Rejectsd Hems

Tables

] cust_asesgnation_tol

7] cunt_mmediark_ti

I cuwt_offics_tol

] cust_oiMcesxiamalnod lea
1] cust_saction_table

17 cunt_varitcal_thi

History  Add Table Delate Table ImportExport Tabla  Maksr Chacker
Data  Definiion ndewkays  Upload
And Medity Dalete  Advanca Saarch

O ENo Wertaeal Orffice: OfficeCode OfficeAddressEnglish
O @ Director Opersions  DGM (1) Dehrsgun DEM{IT) Dy. Genersl Manager inferman. »
O®@z Direstor Oparalions  Dinclor (Operations) Dehradun = Dnesctor (Ope raBione), Ujpeal.., b
O @ a Dinector OPErsions  Chalrman Office Upwsl Debradu - Charman-o Chaman Ofce. Upsal, Matar. b
O®s MD Oflee MDO) Managing Dkector oMoz, Upw.
O®s Dinector OpersSon: per () croa g o
Oo7 Dinector
O@s Directar H gap -
O@s Darecter Pl .
O @ w Law Depa et e
0@z Dwestor P gmce e
[mCRE] MD Ofce i
[ . OficeCoos "
Lamnezd DAt Lpizsa Dam '

‘CMceAdaresaEnglish v

Caeren
Agd Char | Cancel >

10 Creation of Section in an Office

The admin can create sections in the MDM module of ibps. To create/update sections follow
the below steps:

1. Login to ibps using your credentials. Below screen will appear.

Business Admin |

(bps ol

badmin~| &%

Business Admin

Queue Management =08 X My Queue =08 X Embedded Workitem

Dashboard
All Processes +e+ | Search Queus = Quick Search New | Done (i Select workitem te open DM
Add | Update | Delete (i) NoWorkitems Found oTMS
Queus Name Queue Type
My Queue
egovibps_StarEventt Introduction
egovibps_SwimLane_1 FIFO

egovibps_Workdesk_2
SystemArchiveQueue
SystemBRMS Queue
SystemPFEQueue

SystemSAPGueus

Ho Assignment
System
System
System

System

Search Workitems* =08 X User Management =02 X Rights Management e=02X

Queus All Queues
Process All Processes
Workstep All Worksteps

‘Variant Name

Registration No.
Infroduced By
Locked By

Exclude Exit Workitems

Save | Search = Clear User Search Addto Queue = SetDiversions = > Profiles ~ User | Group = Roles Add | Modify | Delete | Audit Log
. User Name
30032(90032)
90037()
20048
ey S0106()
90107()
801200
90124()
90258()
80320()

an=ani

Search Profile =Y

Profile Name Description

PROCESSDESIGNER Process Designer Profile

0 [0 (o Ho 0 o [0 (e [0
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2. Click on downward arrow next to Business Admin. The options will appear. Click on
MDM. Below screen will appear.

(li?bps T wmom~| badminv| &

History  Add Table Delete Table Import/Export Table Maker Checker

Action ltems Modified Tables = New Tables = Deleted Tables = Modified Data
} Items Waiting for Approval (i) Mo Pending ltems
} Items Modified by Me

} Rejected Items

Tables

[T cust_designation_tbl
[T cust_fileMark_tb

[ cust_office_tbl

[ cust_section_table
[ cust_vertical_tbl

3. Click on cust_section_table link in the left pane.

@bps t | wOMw| badminv| &

History  Add Table Delete Table Import/Export Table = Maker Checker

Action ltems Data = Definition  Index/Keys = Upload
} Items Waiting for Approval
} Items Modified by Me Add Modify Delete  Advance Search
¥ Rejected lems ENo OfficeCode Section SectionCode
Teli 2 O1 Managing Director Office Ujjwa. P Section 1 Sec1
a (O] Managing Director Office Ujjwa P Section 2 Sec?
T cust_designation_tbl @3 Managing Director Ofice Ujjwa..» Section 3 Sec3
T cust _fileMark_tbl ©4 Managing Director Office Ujjwa.. P Section 4 Sec 4
Thcust_office thl Os Director (HR) Dehradun Director HR section  Direcolr HRS1

[F] cust_section_table

[l cust_vertical _tbl

Download Data

Commit
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4. Click on Add to create a new section. A pop up window will appear as shown below.

([Dbps T wom~| bacmin—| &

History ~ Add Table  Delete Table  ImportExport Table = Maker Checker
Action ltems Data = Definiton  Index/Keys | Upload

) Iitems Waiting for Approval

} Items Madified by Me Add Medify Delete  Advance Search

P Rejected ltems

SNo o/ Data Fields X
Tables .

o1 Man;

SNo
Q @2 Man
iif] cust_designation_tbl ® 3 Mani OfficeCode ‘ | =
cust_fileMark_tbl «
eust = o4 Mani gection ‘ |8
] cust_office_thl @ s Direc
[] cust_section_table SeclionCode ‘ | =

) cust_vertical_tbl

Download Data

Add Clear  Gancel Commit

Enter the SNo., OfficeCode, Section and SectionCode data fields and click Add.

5. To modify a particular entry, select the row and click Modify.
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11 Creation of Designation in an Office

The admin can create designation in the MDM module of ibps. To create/update designation
follow the below steps:

1. Login to ibps using your credentials. Below screen will appear.

(‘Dbps [T]| Business Admin ~| badmin ~| &

Queue Management o=0B X My Queue =03 X Embedded Workitem Business Admin

Dashboard
All Processes ess | Search Queue 2 JCEOEIEED [z [ (i) Select workitem to open ]
Add | Update | Delete (i) Mo Workitems Found OTMS
Queue Name Queue Type
My Queue
egovibps_StarfiEvent! Infroduction
egovibps_SwimLane_1 FIFO
egovibps_\Workdesk_2 Mo Assignment
SystemArchiveQueus System
SystemBRMSQueue System
SystemPFEQueue System
SystemSAPQueue System
Search Workitems* -—0OEXx User Management -—0OoBEXx Rights Management 0B X
Save Search Clear User Search Add to Queue Set Diversions - [3 Profiles User Group Roles Add Modify Delete Audit Log
Queue All Queues ver User Name Search Profile =%
20032(90032 2
Process All Processes I t ! = Profile Name Description
90037() &
Workstep Al Workstops e - PROCESSDESIGNER Process Designer Profile
- 90043() %
Wariant Name e 90106() ?
Registration Mo 20107() <
Introduced By e 80120() -]
90124() ]
Locked By aee "
20258() 2
Exclude Exit Workitems -
90320() i
anasnn 2

2. Click on downward arrow next to Business Admin. The options will appear. Click on
MDM. Below screen will appear.

bpS T mom~| badmin~| &
Master Data Management
B History ~ AddTable = Delete Table  ImportExport Table ~ Maker Checker

Action Iltems Modified Tables ~ Mew Tables  Deleted Tables = Modified Data
P items Waiting for Approval
P ltems Modified by Me

(i) Mo Pending ltems

P Rejected Items
Tables

[T cust_designation_tbl
[ cust_fileMark_tbl

[ cust_office_thl

[ cust_section_table
[ cust_vertical_tbl

eGov Admin Manual Page 51



3. Click on cust_designation_tbl link in the left pane.

rl;l_\bps T | Mo ™ | padmin™ | £

Master Data Management

Hisiory  Add Tatle Delate Table ImporvExport Table  Maker Chacker

Action ltems Data  Defniton  Indexkezys  Upload
B items Weamng for Approval
[ Tr—— Aga Modfy | Delets  Agvancs Searck
) Risecied tome 0 st Designation DesignationCade
Tables O®: Chairman Chaiman
. O@: Managing D¥actor Managing Civector

I cut_seeignation il O®s: Direciar Diresior
17 cust_mettsn_tol O@: Exgeutive Direese Exeeutve Diecins
T cust_otfice_Ebl O@s General Manager General Manager
T cust_ocssdsmatiodiss O®s Depury General Manager DepITy General Manager
1] cust_saction_tabls Oor Daputy CAD
17 cust_varitcal_tt [m] Executve Engineer Execuve Engineer

[m} ACCOUNTS ACCOUNTS DFFICER

Oe ASET COMPANY SE ASET COMPANY S2C.

Oen» can ry

o —

DUNNad DEL0K20 DA

comm
¢

< 2>

4. Click on Add to create a new designation. A pop up window will appear as shown
below.

@bps [T 1 moM~| badmin~| &

History ~ Add Table  Delete Table  Import/Export Table Maker Checker

Action ltems Data  Definition  Index/Keys =~ Upload
P ltems Waiting for Approval
} Items Modified by Me Add Modify Delete  Advance Search

P Rejected Items

SN D 1t 3
° gl Data Fields x
Tables @1 Chairman

B

Q @2 Managing Direct SNo n
[ cust_designation_tbl @3 Director Designation ‘ Assistant Engineer | =
cust_fileMark_tbl ”

[ eust | = (CE] Executive Direct ) ‘ Assistant Engineer | .
[ cust_office_tbl ®s General Manage DesignationGode
iif] cust_section_table @6 Deputy General
[ cust_vertical_thl o7 Deputy GAO

©@ w0 Executive Engin

Download Data

Add  Clear  Cancel Commit

Enter the SNo., Designation and DesignationCode data fields and click Add.
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5. To modify a particular entry, select the row and click Modify.

[L bpS T MDM~| badmin~| &3

History Add Table Delete Table Import/Export Table Maker Checker

Action ltems Data Definition Index/Keys Upload
P Items Waiting for Approval
P Items Modified by Me Add Modify Delete  Advance Search
¥ Rejected items SMNo s: Data Fields x
Tables 1 Cha .
o SNo 2
QA ¥ @E2 Man
X WManaging Director -
i cust_designation_tbl ©3 Dire Designation | L
cust_fileMark_thl Managing Director =
Meust | = O4 B pesignationCode | ang | )
i) cust_office_tbl Os Gen
{7] cust_section_table Os Dep
{7 cust_vertical_tbl o7 Dep
[CRT] Exe

Download Data

Modify ~ Cancel P

A pop up window will open. User can make required changes and click on Modify to update it.

12 Creation of Office

The admin can create office in the MDM module of ibps. To create/update office follow the
below steps:

1. Login to ibps using your credentials. Below screen will appear.

@bps [T |  Business Admin =| badmin ~| &%
e — o D2 Xy O B S

Dashboard
All Processes e+ | Search Gueue =Y Quick Search e (i) Select workitem to open o
Add | Update | Delete ] I S oTMS
Queue Name Queue Type
My Quaue
egovibps_StartEvent1 Introduction
egovibps_SwimLane_1 FIFO
egovibps_Workdssk_2 No Assignment
SystemArchiveQueus System
SystemBRME Queue System
SystemPFEQueus System
SystemSAPQueue System
Search Workitems* -0O0B X User Management c-08B3 X Rights Management c—-083 X
Save = Search = Clear User Search Addto Queue  Set Diversions . P  Profles = User Group | Roles Add | Modify Delete | Auditlog
Cueue All Queues .. User Name Search Profile =3
20032(90032 2
Process All Processes ae a ! - Profile Name Description
200370) 2.
Workstep All Worksleps e . PROCESSDESIGNER Process Designer Profile
. 90049() 2.
Variant Name o 201080 2,
Registration No. 80107() 2.
Introduced By e 201200 -]
901240 2.
Locked By PR =
90258() 2.
Exclude Exit Workitems
903200 9,
anasn 2
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2. Click on downward arrow next to Business Admin. The options will appear. Click on
MDM. Below screen will appear.

@bps F| woM~| bacminw| &

Master Data Management

History ~AddTable Delete Table ImportExport Table  Maker Checker

Action ltems Modified Tables = NewTables = Deleted Tables = Modified Data
} Items Waiting for Approval (l; Ho Pending llems

} ltems Modified by Me

} Rejected ltems

Tables

[F] cust_designation_tbl
[T cust_fileMark_tbl

[] cust_office_thl

[T cust_section_table

[T cust_vertical_thl

3. Click on cust_office_tbl link in the left pane.

(['i\bps T | wowt™ | oaamin ™ | &

| |

Masier Data Management

History AddTable Delete Table ImporvExporiTable  Maker Checker

Action lfems ata  Definiton  IndexKeys  Upload

) ttsme Walting for Approval

) ttom Modified by Mo Adg Modrry Difete  Agvance Search

A tdd 0 S Vet Offe OffczCods  OffceAddressenglsh

Tables Oo! Directer Opersicas DGM () Deteasun DaM(T) Dy. General Manager (intermas. )

QU Oz Director Operations  Director (Oparations) Dehradun (o) Director (Operations], Ulfwal...

) cuet_sewignation_tol 0o Director Operatons  Chalrman Office Uwal Detradu b Chairman-o Charman Ofice, Ujwal, Marar, P

) cuet_metdari_thl Oo0s MO Ofice Managing omczupa. )  MOO) Managing Direcsor OMce, Upw.p

1] cunt_office_tol O0s Directer Operafions 57, Manager (IT) Dehradun SMET) Sr. Manager (Information Techn, D

1) cuet_officsaxtsmaloodies Oo7 Director Projects  Director (Projects) Dehrackn (P O’ Dy. Genara Managar (E4M D9, P

1] cust_saction_table Oos Direster HR Director (HR) Denradun D(HR) Human Resourees Deparment, Y3, b

1) cust_vortical_thi O®s Cirecter Finance  Direcior (Fhance) Oearadun ofr O/ Dy. Genarat Manager (R), .»
Oon LawDepartment  Law Office, Daheatun LAVIO)
Oon Director Projects  EE (E and M) IS0 Dearadun EE(EM-1S0) 0l Dy. Ganera Managsr (E4M De, P
Oon MO Ofice EE (E ana MyTechnlcal-liDen, P EE-H(EMTech-MOO) Ol Managing Dkechar, Upwal P
oA v Py o M —— .
Dauninad Dats Uainza a3
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4. Click on Add to create a new office. A pop up window will appear as shown below.

@bps T MOM | badmin~| &

History ~ Add Table  Delete Table  Import/Export Table =~ Maker Checker

Action ltems Data  Definition = Index/Keys  Upload
P Items Waiting for Approval
P items Modified by Me Add Modify Delete  Advance Search
P Rejected ltems SNo VertigiE Y FEIL X
Tables o1 Com I
pa -
SNo
Q ®2 MD Off
[ cust_designation_tbl o3 Directo, Vertical | ‘
cust_fileMark_thl %
@ cust | Lt [CRS Directel omee | ‘ 2
) cust_office_tbl ®s Directal
[ cust_section_table @s Directe, OficeCods | ‘ »
[l cust_vertical tol o7 Direclel  OfficeAddressEnglish | ‘ g
03 Directo [
[ Directo 4
[CRL Directa »
[l

Download Data

Add  Clear  Gancel Commit

Enter the SNo. , Vertical, Office, OfficeCode and OfficeAddressEnglish data fields and click Add.

5. To modify a particular entry, select the row and click Modify.

prs T | MoM ™ | oadmin™ | £

Masier Data Management

History  Add Table Delete Table ImportExpert Tabla  Maker Chacker

Action liems. Data Definiion  Indeokays  Upload
| itemie Weaiming for Approval
P fome Modinied by M. A Moy Dalats snca Search
¥ Fijecied Hema 0 Sho Verteal Offic Offic=Cade OfficadddressEnglish
Tables O@1 Cirector Operafions  DGM (IT) Dehragun DGM{IT) Dy. Genersl Mansges (intermas.
L Oo:z Director OparsSions  Direclor [Dperations) Defradun =8 Directos (Operations), Ujpsal... #

7] cust_oesignabion_tol O @®a Cirector OPErS@ons  Chalrman Office UWEI Detradu b Chalnman-o Chaiman Omce. Uwal, Marar.
7] cust_msstasek_Eni O@s MD Cfice Managing Direcior Offics Ugwa. b MDO) Managing Okector OMce, Upw._ b
I cunt_omcs_tol O®e DCireter O & Er Manager (TT] Dehiadun LA par oo
] gust_siMcesdemalnodizs O®7 Director
M cust_sechon_tsbie O@s Dwestor H g0 -
1] cust_vartical_tni O@s Cirezts Ml -~

O @w LawDepa e hs

0O @12 Director P omgg c

O @ MEB Ofce ~

e s mewen s OfiC2Code "

Lawpeza DatE Lakza Dag ~

‘OMceAdaressEnglish w
Caemm
<
Azd  Char  Cancal

< >

A pop up window will open. User can make required changes and click on Modify to update it.
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13 Creation of File Mark / File Head

The admin can create file marks and file heads in the MDM module of ibps. To create/update

them follow the below steps:
1. Login to ibps using your credentials. Below screen will appear.

"[.‘Dbps

Queue Management c=0B8X My Queue c=-0BX Embedded Workitem

]

Business Admin = |

badmin ~| 3

Business Admin
Dashboard
MDM

oTMS

All Processes ses  Search Queue Q Quick Search Mew | Done | .. (i) Select workitem to open
Add  Update = Delete (1) NoWorkitems Found
Queue Name Queue Type
My Queue
egovibps_StariEvent! Introduction
egovibps_SwimLane_1 FIFO
egovibps_Workdesk_2 Mo Assignment
SystemArchiveQueus System
SystemBRMSQueue System
SystemPFEQueue System
SystemSAPQueue System

Search Workitems™ =03 X User Management -0 X Rights Management =03 X

Save Search Clear User Search Add to Queue Set Diversions - 3 Profiles User Group Roles Add Modify Delete
Queve All Queues User Name Search Profile Q
90032(90032 2 -
Process All Processes e . ! - Profile Name Description
90037() 2.
Workstep Al Worksteps ver PROCESSDESIGNER Process Designer Profile
90049() ?:
Wariant Name e 90106} 2.
Registration Mo. 90107(y ?
Introduced By 90120() 2.
90124() 2.
Locked By “es .
90258() 2.
Exclude Exit Workitems
90320() ?
anasn 2

Audit Log

2. Click on downward arrow next to Business Admin. The options will appear. Click on

MDM. Below screen will appear.

T wmom~| badmin~| &

mbps

History  Add Table Delete Table Import/Export Table Maker Checker

Action ltems Wodified Tables = New Tables = Deleted Tables = Modified Data
P Iltems Waiting for Approval (1) No Pending Htems

} Items Modified by Me

P Rejected Items

Tables

[ cust_designation_tbl
[ cust_fileMark_tbl

[ cust_office_tol

[ cust_section_table
[ cust_vertical_tbl
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3. Click on cust_fileMark_tbl link in the left pane.

(u?bps 1 mom~l badmin~|

Master Data Management

History = Add Table  Delete Table  Import'Export Table  Maker Checker

Action ltems Data = Definition | Index/Keys = Upload
P Items Waiting for Approval
} Items Modified by Me Add Modify Delete  Advance Search
b Rejected ltems 0 @2 Managing Director Office Ujjwa. »  MD-O as as MD Office/MD-0/as
Tables 0Oos Director (Finance) Dehradun DiF) 1000000 20000¢ Director20Finance%20and%20sub..
q U QOs Director (Finance) Dehradun D(F) uuuuy uuuuy Director320Finance%20and%20sub._ P
[ cust_designation_thl 0 os Chairman Office Ujjwal Dehradu » Chairman-0 abc abc IChairman-0/abc
i cust_fileMark_tbl O os Director (HR) Dehradun D(HR) test test Director%20HR%20and%20subordin..
1] cust_office_tbl oo Director (HR) Dehradun D{HR) test2 testZhead Director%20HR%20and%20subordin..
[ cust_section_table O os Managing Director Office Ujjwa. » MDD test123 test123 MD%200fice/MD-0fest123
] cust_vertical_tbl B CY:] Managing Director Office Ujiwa. P MD-O test123 test123 MD%200ffice/MD-Otest123
BN CN] Managing Director Office Ujjwa. » MD-O test1234 test1234 MD%200fice/MD-Otest1234
0Oon Managing Director Office Ujjwa. P MD-O test1234 test1234 MD%200fice/MD-Oitest1234
[ENCEH Managing Director Office Ujjwa._ P MD-O test1234 test1234 MD2%200 fice/MD-Oflest1234
(SO ] Managing Director Office Ujjwa. » mDO test1234 test1234 MD%200ffice/MD-Oftest1234
[ ™14 Mananinn Niractor Office Hiwa B W00 te=t127456 st 7456 MN%2NOFiceMN-Ofest123456
Download Data »

‘Commit

4. Click on Add to create a new office. A pop up window will appear as shown below.

@bps T moM~| badmin~| &

Master Data Management

History  Add Table  Delete Table Import/Export Table = Maker Checker

Action ltems Data  Definition  Index/Keys =~ Upload
P Items Waiting for Approval
} ltems Modified by Me Add Modify Delete  Advance Search
P Rejected ltems o2 I Data Fields %
Tables [BNCE] Direct [%20sub.. P
a U o4 Direct  office | [Be20sub P
[T cust_designation_thl U oes Chairt @
officecode =
[ cust_fileMark_tbl O os Direct subordin._ P
] cust_office_thl Oo7 Direct filemark | subordin.. P
i [m]

{if] cust_section_table 0 ©Os Manag copea |
) cust_vertical_thl [BNCR] Manat

0@ Mana; Tiene | 4

U on Manag 4

0@ Manat 4

[ CRH Manag 4

R CET) Manar 4sq

Download Data »

Add  Clear  Cancel ‘Commit
<
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Enter the Office, OfficeCode, File Mark, File Head and fileno data fields and click Add.

5. To modify a particular entry, select the row and click Modify.

@bps T mom~| badminv| &

History  Add Table Delete Table  ImportExport Table  Maker Checker

Action ltems Data  Definiion  Index/Keys  Upload
} Items Waiting for Approval
P liems Modified by Me Add

Modify Delete  Advance Search
P Rejected Items ® 2 TR i Fields x
Tables 7 @®3 Direct 1%20sub. P
B Director (Finance) Dehradun e
Q © 4 Direct office & 5620sub. P
cust_designation_t airt «
t_designation_tbl @s Ch, D(F
officecode =
cust_fileMarl irect subardin
t_fileMark_tbl Os Direct bordin_
000K «
[ cust_office_tbl Q7 Direct filemark ‘ | = subordin. P
i 00000 <
[ cust_section_table [OF:} Mana oo ‘ | 2
i 9
Deust vertical tbl © | Director3:20Finance%20and%20subordinate | «
® 10 Mana TIEN %200ffices/ D% 28F %29/00000 = 4
@11 Manat 4
@ 12 Manai ¢
® 13 Manag ¢
m1a Mana 456
Download Data »
Modify Cancel Commit

A pop up window will open. User can make required changes and click on Modify to update it.
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14 Update User

The admin/supervisor can update a user from the Update User functionality in eGov.

1. The supervisor needs to click on Settings icon and the click on Update Update User link.

' EGov Office "

& C | ® 172.18.1.8:8080/egov/office jsp?egoviD=-17540529579944468 1% Qv B

Change Password

- Update User ll 0
O reste Rule 3 Fues
Navicare To NaviGare To Modify Rule Naicare To
My Desk Panding Inbox Ttems: 4 | CC Items: 3 [BCC Ttems: 1 | Mo of Files On Hold ¢ |
Department Pending Items: Managing Director Office Ujvial Dehradun My item status: Mr.

Nots DAK Fle

L] Pending - Completed L3 Received

On clicking Update User, below screen opens.

@ 172.18.1.8:8080/egov/Customization/custom/add_user.jsp?egoviD=-1754052957994446818egovID=-17540529... &

Update User Information
- —

Department” ~Select Deparimant- ¥ m
Designation” [Seeabesignzon- v
Inials™ ‘ ]
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2. The user needs to enter the userid and select the user id from the suggested ids. On

selecting the below options will appear.

i Update New User - Google Chrome

@ Not secure | 172.18.1.8:8080/egov/Customization/custom/add_user jsp?egovID=-757

User 1D 62011,

Department” EEEnd ) T O ¥
Desigaztion’ [Exscutiz Enginzer ¥
IniGials™ 5. Tara

Escalation Levell” =Select User- T ‘Set Escalation
Escalaion Levei2" [—SEaUee— v
Escalation Leveld" ~Salect User— r ‘Set Escalation

The user can select the Department, Designation, enter initials and set upto 3 levels of

escalation.

15 Installing Krutidev font (For Hindi Writing)

To install Hindi font, the user needs to go to Control Panel > Appearance and

Personalization > Fonts

& Appearance and Personalization
« v 4 R& » Control Panel » Appearance and Personalization »
Control Panel Home Personalization
System and Security
Network and Internet Display

Hardware and Sound

2 g &

A~
.
wy

Programs Taskbar and Navigation
User Accounts Mavigation properties
s Appearance and Ease of Access Center
Personalization Accommodate low vision | Use screen reader

Clock, Language, and Region . .
b Lenguags, J File Explorer Options

Ease of Access Specify single- or double-click to open Show hidden files and folders

Fonts

A Preview, delete, or show and hide fonts | Change Font Settings

eGov Admin Manual

Changethetheme | Change sound effects | Change screen saver

Make text and other items larger or smaller | Adjust screen resolution

Turn on easy access keys

Adjust ClearType text

Turn High Centrast on or off

v O

-

Search Control Panel
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On clicking Fonts, below screen will appear.

A Fonts -

“ « 4 A » Control Panel » Appearance and Personalization » Fonts » v O Search Fonts

Control Panel H . . .
onirelmaneinome Preview, delete, or show and hide the fonts installed on your computer

Font settings
Organize = Preview Delete  Hide = - @

Get more font information

online

Adjust ClearType text
Find o character Abg Ve VE Abg by Abg . Abg Abg Abg

Change font size

Manage optional features Gadugi Garamond Gentium Basic Gentium Book Georgia Gigi Regular Gill Sans Gill Sans MT Gloucester MT Goudy Old Style
Basic Extra Condensed

AB dtbg  (ibg Abg | Abg  Abg  Ax Abg

Goudy Stout Haettenschweiler Harlow Solid Harringten High Tower Text Impact Regular Imprint MT Informal Roman Javanese Text Jokerman
Regular Regular Semi Bxpanded Regular Shadow Regular Regular Regular Regular
Italic

mg  Abg 3 4 BAog Abg = Abg  Abg = Abg

Juice ITC Regular Kristen [TC Kruti Dev 010 Kunstler Script Latin Wide Leelawadee Ul Lucida Bright Lucida Lucida Console Lucida Fax
Regular Regular Regular Calligraphy Italic Regular

Abg:  Abg  Abg Abg oy Abg Abg

See also

Text Services and Input Lucida Lucida Sans Lucida Sans Lucida Sans Magnete Bold Maiandra GD Malgun Gothic Matura MT Script Microsoft Microsoft
Language Kruti Dev 010 Regular Fontstyle: Regular

Personalization 5= Show/hide:  Show

The user needs to copy and paste his/her font here. The font will be installed and the user will
be able to type in Hindi in his/her system.

16 Knowledge Management

This module will provide the power of knowledge management to user by giving the user the
facility to manage & search the existing information from anywhere within the system. This
feature is handled through FileMarks. The steps are:

1. The user will create a file marks of his office and will check the option of knowledge
management.

@Q@@W GoTo~ Reports~ %~ @@ &  Welcome Executive Engineer, BABITAKOHLI ~

&) 65 47 7 1
@ ) - e . 4
Manicare To Navicare To @ Nasncare To @ Navicare To @
reate File

Director Projects e EE (E and M) 1SO Dehradun

Select Section

Director Projects/EE(EM-1SO)

File patn uvnlUAUEE (€ and M) ISO Dehradun E=3
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2. The documents can be uploaded from the hard disk.

-Salect Attachment— ¥

getdocstream

Exgzumve Engnes
C-Jun-2018 1337 28] p
121 ) AITED ALAD EMIRATES Bty . )
Aacresse o0z TaRa) MINSSTRY OF HEALTH & PREVENTION it Al g D 5135
2511
<2015 131315}

s S i e 8 il
| ) Sl 36030 g el 340 Ly

e ke

| e s/ ot 5 b bl

3. The user can select the "visible to everyone" option while creating a file. The file and its
documents can be viewed in search document/file by all the users irrespective of the office
that has created it.
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