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Introduction

Knowledge Management System controls the life cycle of documents of an organization —i.e. how they are created,
reviewed, published, and used. Although the term "management" implies top -down control of information, an
effective knowledge management system should reflect the culture of the organization using it. The tools used for
knowledge management should be flexible, allowing to tightly controlling documents' life cycles should not just fits
organization culture and goals, but also letting to implement a more loosely structured system.

A well-designed knowledge management system promotes finding and sharing information easily. It organizes
content in a logical way, and makes easy standardize content creation and presentation across an organization. It
provides features at each stage of a document's life cycle, from template creation to document authoring,
reviewing, publishing, auditing, and ultimately archiving.

NIC, 2019 Ver. 6.0
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Objective

Under Government bodies, large volume of documents of various categories are managed and circulated .These
documents can be Policies, Forms, Acts and Regulations, Circulars, Guidelines etc. In former scenario, these large
volumes of documents were maintained in hard copy and multiple copies were circulated among the various
departments. Maintaining such a large volume of data was troublesome and laborious; therefore after few years
these documents were either misplaced or trashed by the departments as there was no mean for keeping such
large information for prolong usage.

To address the above situations, KMS application of eOffice was shaped, which has a single repository of
documents from where all department/ministry users can access the information.
eOffice KMS enables users to create and manage electronic documents that can be viewed, searched and shared. It
is also capable of keeping track of the different versions of modified documents by different users (Tracking
history). It also contains a dynamic workflow to keep document in various stages.

NIC, 2019 Ver. 6.0
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What Knowledge Management System Offers in eOffice?

With Knowledge Management System you can easily create, upload, share, and edit documents online.
Here are a few specific things you can do:

Upload DOC, PDF, HTML or plain text documents, can create documents from scratch, and download them.
Edit documents online simultaneously with anyone you choose, and invite others to view them.

Can create documents using an advanced online editor.

Can create links.

Folder subscriptions for easy navigation.

Centralized document repository with folder wise categorization.

Can keep track of changes made to the document by whom and when. Also, users can roll back to any
version.

Publish documents online to other users.

Uploading of new images and videos and can edit, share with anyone.

e Manage subscriptions and sharing of docs.

NIC, 2019 Ver. 6.0
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Roles & Rights for a User Role

User Created Document
All the privileges assigned to User depend upon the KMS Administrator. The privileges assigned to Users are:

a) Can Create Document/Folder/ Online Document/ Link in My Docs Folder.
b) Can View Document/Folder/ Online Document/ Link.
c) Can Edit/Modify a Document/Folder/Link.

Change State Rights
1. Private State (Default State)
Submit for Publication
No Change (Current State)
Reject (in case user have edit, review permission)
Retract (in case user have edit, review permission)

i W

NIC, 2019 Ver. 6.0
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Login

>@ffice

A DIGITAL WORKPLACE SOLUTION

Login ID usemame

Password

Fig.1

e eOffice homepage is displayed on successful login.

o To open the Knowledge Management System, click the link mentioned in the left panel as highlighted in Fig.2:

g@ffice

I Quote of the week » Strength in the nature,

eOffice Services

»» File Management System

KMS » |Knowledge Management System

»» Personnel Information Management
System
» eFile MIS Reports

Leave

n’% Other Services

» HR Services
» Finance Services
» Admin Services

Fl
o
g
5

NIC mail EL Download Forms

]

S El Employee Corner
@ » Birthday Wishes
Gallery » Superannuation
} Joined Today
» Pavslin

Notice Board Knowledge Forum

Library This Week

DIRECTORY

TR Tafafiat

Friday, August 25, 2017

4 =i

CONTACT EMFPLOYEE SERVICES

, wisdom in the mind, love in the heart complete the trinity of glorious manhood. - $rT Aurobindo

[wd smsiwT =

» Appreciation of NIC Jalgaon District Officers of Maharashtra on the occasion of Independence

Day 2018
Vedula Srinivas ON 20/08/2018

»Launch of CM Dashboard by Chief Minister of Tripura
Avik Ray ON 29/08/2018

» Darbhanga (Bihar) Divisional Commissioner Website Launched
Rajiv Ranjan ON 29/08/2018

» Office order reg. Shri S.K. Sinha, Scientist-F will function as HOG in respect of Department of

Health and Family Welfare, DHR.
Raj Singh ON 29/08/2018

» Office order reg. Shri V.T.V. Raman, Scientist-G will function as HOG in respect of NIC Cell,
PMO Office, President Secretariat, Cabinet Secretariat and Multimedia.

NIC Connect

QUICK LINKS

.;’;z News

M »» 12 Maoists killed at Jharkhand's

=] Latehar and Palamu districts

T » KV Chowdary appointed as new CVC,
Lo} Vijai Sharma as new CIC

»» New line on Delhi Metro lane
= connects ITO office hub
o

.
EVENTS

A > No Event Available
L=

®© @ © 0

cofficegov.in  Reportlssue  Submit Feedback  eOffice Training

@

Learning Resources

NIC, 2019

Fig.2
e User is then redirected to the application, as shown in Fig.3




Knowledge Management System
An Enterprise Document Management System
'Version 6.0

fn) Home Dashboard
2 Inbox Recent Document's Document's since last login
[ Central Docs Title Created By Created On Title Created On
7
My Docs (Z' Documents TEST USER 3 Aug 06, 2018
|—'| today new TEST USER 3 Aug 06, 2018
EICE TS Documents new TEST USER 3 AUg 06, 2018 0

Fig.3
o Click the more icon, to switch to any other application, as shown in Fig.4:

Knowledge Management System

An Enterprise Document Management System

Version 6.0

CREATE

fn) Home Dashboard

Portal eFile eTour

2 Inbox Recent Document's (%)
= =
[ Central Docs Title Created By Created On eleave NICMail  eConnect | [Created On

f:/' Documents TEST USER 3 Aug 06, 2018

4L

My Docs

|—'| today new TEST USER 3 Aug 06, 2018

Calendar

Contact Group

Documents new TEST USER 3 AuUg 06, 2018

Fig.4
e Click the User Icon->Home Page Settings link to change the Language and Preference Page, as shown in Fig.5:

Knowledge Management System

An Enterprise Document Management Systerm

Version 6.0

Home Dashboard

7 Inbox Recent Document's

g Central Docs Title Created By Created On

r_)' Documents TEST USER 3 Aug 06, 2018

[A today new TEST USER 3 AUg 06, 2018

‘
ETLLE R Documents new TEST USER 3 Aug 06, 2018

Fig.5

NIC, 2019
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cOffice

e The Manage Preference page appears, select the language and preferences and click m button, as shown
in Fig.6 & Fig.7:

Knowledge Management System

An Enterprise Document Management Systerm

e_ffric‘e.

Home fey

Version 6.0

FYIBAM Advanced Search~

4BACK

Preference Setting
<7 Inbox Manage Preference Page

Central Docs Language My preference Page

%] My Docs

(&) Select your Language

SR contact Group

_{ --select- |
Hindi

Knowledge Management System
An Erterprise Document Management System

Version 6.0

FYIBAM Advanced Search~

4BACK

CREATE

Home n

Preference Setting
<2 Inbox Manage Preference Page

Central Docs Language My preference Page

My Docs

@ Select your preference page

fIL Contact Group

--select-- v

Save

--select--
Dashboard
nbox

My Docs
Contact Group
Share
Pending
Subscribe
Manage Subscription
Published

Fig.7
e After changing the language & preference, on successful login the selected preference page in selected language
will appears.

NIC, 2019
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Create

This module is used to create a Document, Online Documents, Link and Folders.

A user can create

Multiple Document
Document

Folder

Link

Online Document

Let’s learn about these modules one by one:

Multiple Document
It is used to upload multiple documents.

The steps to upload multiple documents are mentioned below:

E
| =
=

Click on Create () button to upload multiple documents.

Click on Multiple Document option from the menu bar.

Upload Multiple Document page appears, click on Choose Files (| CN20S€ Files ) ytton to upload the files
as shown in Fig.8:

Knowledge Management System
An Enterprise Document Management System
Version 6.0

PR Advanced Search~

{2t / Add Multiple Document 4BACK

|Up|oad Multiple Documents

Upload Multiple Documents * Choose Files | No file chosen Note- Only .txt, docx, doc, pdf, jpeg, gif, xls, xlsx, pptand zip files are allowed to
upload and maximum 20MB allowed

SU Contact Group

NIC, 2019

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.8
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o Enter the Title, Description and other details for all the documents in the text fields and click on the Save

(m) button as shown in Fig.9:

e@.ﬁlce Knuw\edgeManagen}:n??xstem i @ 10

An Enterprice Document Management Sysiom

@ / Add Multiple Document Ak
Upload Multiple Documents

Upload Multiple Documents * Choose Fies |2 files Note:- Only e, docy, dot, .pef, jpeg, £if, ', ¥lsx, optand zip files are allowed to upload and maximum 20MB allowed

Action Details.do

Type
Category
Audience
Language
Keywords
Author

Reference No

Fig.9

Note:
a) “Title”, “Description” and “File upload” are mandatory fields and should not be left blank.
b) Files to be uploaded must be in .txt, .docx, .doc, .pdf, .jpeg, .gif, xls, xlsx, .ppt and zip format only.

Document
It is used to upload a document.

The steps to create a document are mentioned below:

e C(lick on Create () button to create a Document.
e C(lick on Document option from the menu bar.

e Add Document Details page appears as shown in Fig.10:

NIC, 2019 Ver. 6.0
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A Knowledge Management System
e @ff I C e An Enterprise Document Management System @ U)
A £ soLumion

Version 6.0
P Advanced Search~

P Multiple Documnents @ / Add Document Ak
:
’ Add Document Details
—
5 Folder
& Link Title *

Online Document
Description *

S contact Group

Upload File * Choose file | No file chosen Nate=- Only txt, docx, doc, pdf,
upload and maximum 20MB allow

gif, xs, xlsx, .ppt and zip files are allowed to

Type Select N
Category Select N
Audience Select N
Language Select v
Keywords

Author

Reference o Reference No doc

m Aeset

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.10

e Enter the description in the text fields and click on Choose File (L<"2S€ fll€ [y }yytton to upload the file
and click on the Save (m) button to save details, as shown in Fig.11:

e@ffce Knowledge Management System
I An Enterprise Document Management System
AD LACE SOLUTION Version 6.0

{ Home @ / Add Document SEACK)

2 Inbox Add Document Details

[=) Central Docs Title *
My Docs Description *

[, Contact Group

Upload File * Choose file ||No file chosen Note:- Only .txt, .docx, .doc, .pdf, jpeg, .gif, Xls, .xlsx, ppt and zip files are allowed to

upload and maximum 20MB allowed

Type Select .
Category Select '
Audience Select '
Language Select '
Keywords

Author

Reference No Reference No doc

Reset

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.11

Note:
a) “Title”, “Description” and “File upload” are mandatory fields and should not be left blank.
b) Files to be uploaded must be in .txt, .docx, .doc, .pdf, .jpeg, .gif, xls, xIsx, .ppt and zip format only.

NIC, 2019
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Folder

[tis used to create new folder.

The steps to create a Folder are mentioned below:

e C(lick on Create () button to create a Folder.
e (lick on Folder option from the menu bar.

e Asaresult, Add Folder Detail page appears as shown in Fig.12:

e@ffce Knowledge Management System
I An Enterprise Document Management System

Version 6.0

PR Advanced Search~

Multiple Documents Y / Add Folder “BACK

Document Add Folder Details

& [Faae]

[3" Link Title *

Online Document
Description *

SU Contact Group

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.12

e Enter the Title and description in the given text field and click on Save (m) button as shown in Fig.13:

NIC, 2019
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Knowledge Management System
An Enterprise Document Management System

Version 6.0

{n] Home ) / Add Folder <BAck

2 Inbox Add Folder Details

[ Central Docs Title *
My Docs Description *

S0 Contact Group

et

Fig.13

Note:
“Title” & “Description” are mandatory field and can’t be left blank.

Link

It is used to create a new link.

The steps to create a Link are mentioned below:

e C(lick on Create () button to create a Link.
e C(Click on Link button from menu bar.

e Asaresult, Add Link Details page appears as shown in Fig.14:

NIC, 2019 Ver. 6.0
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e@ffC Knowledge Management System o |
Ice P =@ o

Version 6.0

I [ wmutiple Documents (r / Add Link 4BACK
P Document . .
: Add Link Details
5 Folder -

= Title *

Online Document .
Description

S Contact Group

Link Url *

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.14

o Enter the Link details and click on Save (m) button as shown in Fig.15:

e@ffce Knowledge Management System
I An Enterprise Document Management System
AD £ SOLUTION Version 6.0

{n) Home @ / Add Link SBAK!

F2 Inbox Sl Add Link Details

[ Ccentral Docs Title *
IE My Docs Description *

S contact Group

Link Url *

Feset

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.15

Note:
“Title”, “Description” and “Link url” fields are mandatory fields and should not be left blank.

NIC, 2019
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Online Document
It is used to create an online document. It has a feature of online editor to set the font, color of the document
content alignments etc.

The steps to create an Online Document are mentioned below:

e C(lick on Create () button to create an Online Document.
e C(lick on Online Document option from the menu bar.

e The Add Online Document Detail page appears as shown in Fig.16:

Knowledge Management System

An Enterprise Document Management System

Version 6.0

FYIBAM Advanced Search~

Multiple Documents @ / Add Online document Bk

Document

|Add Online document Details
Folder

Link Title *

Online Document

SU Contact Group

Q0w

Description *

Template Content File~ Edit~ Inset~ View~ Format~ Table~ Tools~

+- rfomas- B J =

I
il
[[]
fii
i
il
il
%
F

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.16

o Enter the description in the text fields and add the content of the Online Document and click on Save (

m) button as shown in Fig.17:

NIC, 2019
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e@fflce Knowledge Management System

g 1
P e s ® o
Versone.0
o o Search -
A / Add Online document <sack
~ Add Online document Details
Title *
Description *
S8 Contact Group
~
Template Content File~ Edit~ Insert~ \‘iew~ Format~ Table~ Tools
- Frms- Bz £E==29=-=-2= & =
£ Mecia
W image
& Link

Q) specisl charscter
I Anchar

Dateftime 3

Reagrding Documentation Work

Type
Category
Audience
Language
Keywords

Author

Reference Document Choose File | Mo file chosen

@ fes

Designed and mairained by National Informatics Centre (NIC) Gavernment of India.

Fig.17

Note:

a) On clicking on Other Details ( +- ) button a user can add more details to an online document, such as Media,
Image, Link etc.

b) User can format the content of the online document by the Online Editor.

NIC, 2019
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Viewing Right for the uploaded or saved Document/ Folders/ Link/

Online Document:

After uploading or saving a document, privileges are assigned to the Document/Folder/Link/ Online Document.
The Privileges or Viewing Rights for a Document/Folder/Link/ Online Document are as under:-

No Change

The document will remain in Default state or Private state and can only be view by the owner who has created the
document.

Note:
By Default, a Document/ Folder/ Link/ Online Document is in the “Private State” or “No Change” state unless a user
assigns a different privilege to the document.

Submit for Publication/ Making Visible:

When the document is submitted for publication the state changes to ‘pending’ and can edited and reviewed by
admin or reviewer. Once the admin published the document or make visible, then the document can be viewed by
the all users and is available on the notice board as well.

NIC, 2019 Ver. 6.0
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Search

It is used to search any kind of Document/ Folder/ Online Document/ Link whether it is text file, doc file, pdf etc.

Note:
To access the Search, minimum of 3 characters are required.

Advance Search
It is used to search Document/ Folder/ Online Document/ Link using fields like Title, Type, Category, Description,

Language, Audience and Keywords etc. shown in Fig.18:
Al

Mote : Please enter/select at least one field L

Type M Category v

Language ¥ Audience 4

Fig.18

NIC, 2019 Ver. 6.0
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General User Module

General User Module has five sections:

1. Home

2. Inbox

3. Central Docs
4. My Docs

5. Contact Book

Let’s learn about these sections one by one:

Home
Recent Document’s: It contains the 10 recent Documents/ Online Document/ Links created or modified by the logged
in user, those shared with the logged in user and are published by the admin, as shown in Fig.19:

Document since last login: It contains the document created since last login.

My Contact: Number of users added by the user in contact section.

My Group: Number of groups that are created by the user.

e@ff Ce Knowledge Management System
I An Enterprise Document Management System m=mm

‘Version 6.0
CREATE Al Advanced Search~

Home { / Dashboard 4BACK

<7 Inbox Dashboard

Central Docs Recent Document's Document's since last login
My Docs Title Created By Created On Title Created On
i — [ data of meta TEST USER 2 Jul 04,2018 ' data of meta 3 hours ago
Q' Documents TEST USER 2 Jul 04, 2018
r_)' Documents TEST USER 2 Jul 04, 2018
[ Confidential Documnent TEST USER 2 Jul 04,2018 O
|—| Document 2 TEST USER 2 Jul 03,2018
[#) pocument TEST USER 2 Jul 03, 2018
Department Notice file eOffice Administrator Jun 08, 2018 & O
hindi doc eOffice Administrator Jun 06, 2018

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.19

NIC, 2019
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Inbox
Different sections available under Inbox are shown in Fig.20:

2 Inbox
[#5 All Recent
Shared
Pending

~ Subscribed

| Manage Subscription

Published

Fig.20

Let's learn these modules one by one.

All Recent

It contains the Document/ Online Document/ Files (inside Folder)/ Links that are created under ‘My Docs’ and
those which are in published or in visible states (within 30 days).

Note:
In All Recent section, a user can’t view created folder and can only view & access files created under a folder.

Shared

It contains the Documents/Online Documents/Folder or Links that are shared with and by the logged in user.

Pending
It contains the Documents/Online Documents/Links that are in pending status i.e. the documents which are not
published yet (pending state).

Subscribed

It contains the Subscribed Files of Folders and Subscribed Documents/Online Documents/ Links, so if any change
is done in those files user(s) can view them.

Manage Subscription
It is used to unsubscribe the subscribed Documents/Folders/ Online Documents/ Links.

Published

It contains the Documents/Folders/ Online Documents/ Links which are already published.

NIC, 2019 Ver. 6.0
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Central Docs

It is a public library which contains the Documents/ Folders/ Links/ Online Documents that are created and are
published/ visible, shown in Fig.21.

e@ffce Knowledge Management System
I An Enterprise Document Management System

Version 6.0

Home fr / Central Documents 4BACK

7 Inbox Central Documents

Central Docs Title 3 Created By & Last Modified On

s ABCD TEST USER 1 Jun 13,2018 05:47 PM
My Docs
o it eOffice Administrator Jun 06, 2018 09:43 AM
A (L LRIy Documents eOffice Administrator May 24, 2018 09:52 AM
Color Legends: . Private Published

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.21

Note:
Only Admin can create Document/Folder/Link/ Online Document in Central Docs.

NIC, 2019
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My Docs

It is a user personal library which contains all Documents/ Folders/ Links/ Online Documents created by the
logged in user, as shown in Fig.22:

e@ffce Knowledge Management System
I An Erterprise Document Management System

Version 6.0

ﬁml\ Home o My Documents <BACK

2 nbox [ My Documents |

B Central Docs Title ¢ Created By ¢ Last Modified On %

My Docs [4' data of meta TEST USER 2 Jul 04, 2018 03:43 PM
I:/' Documents TEST USER 2 Jul 04, 2018 12:10 PM

S8 contact Group [ Documents TEST USER 2 Jul 04, 2018 12:09 PM
[4' confidential Document TEST USER 2 Jul 04,2018 11:55 AM
F,| Document TEST USER 2 Jul 03, 2018 02:48 PM
[‘| Document 2 TEST USER 2 Jul 03,2018 02:15 PM
s Test TEST USER 2 Jun 13,2018 05:40 PM

Color Legends: . Private

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.22

The steps to create a Documents/Online Documents/Folder or Links in My Docs are mentioned below:

e (lick on My Docs ( My bocs ) module and click on Create () button.

e C(reate a Document/Online Document/Folder/Link from menu bar by clicking on respective option, shown
in Fig.23:

NIC, 2019
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e@ffCe Knowledge Management System uns 1
| An i Documens sacagemen: sy =@ o
ADIE SOLUTION Version 6.0

{A) Home [B)| Mutiple Documenss Documents 4BAGK
B pocument
52 Inbox ’ bcuments
—
| Felder
E Central [ | um Title + Created By & Last Modified On &
—. Online Document (4 data of meta TEST USER 2 Jul 04, 2018 03:43 PM
My Docs
[4' Documents TEST USER 2 Jul 04,2018 12:10 PM
Y (ELEE T [ Documents TEST USER 2 Jul 04, 2018 12:09 PM
2' Confidential Document TEST USER 2 Jul 04, 2018 11:55 AM
[#) pocument TEST USER 2 Jul 03, 2018 02:48 PM
[#% Document2 TEST USER 2 Jul 03, 2018 02:15 PM
= Test TEST USER 2 Jun 13, 2018 05:40 PM
Color Legends: . Private

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.23

e Asaresultrespective Detail page appears, enter the data in essential text fields and click on Save (m)
button.

e The document can be viewed under Home, All Recent and Under My Docs module.

Note:

My Doc library varies from user to user as it contains documents created by users through their personal Login.
The user can create documents inside any folder created under My Docs module and can also view the same by
clicking the folder/ sub-folders.

NIC, 2019
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Managing Documents - Actions menu

There are few options available under actions menu of Documents, Online Documents, Folders and Links which
help the user to perform various tasks on selected document. Various options available under Action menu are
shown in Fig.24:

e@ffce Knowledge Management System
I An Enterprise Document Management System m=mm

Version 6.0

Home {2 / Central Documents MAACK)
2 Inbox Central Documents m
Central Docs Title $ Created By % Last Modified On %
My Docs Bs Confidential Document eOffice Administrator May 24, 2018 09:53 AM
o e0ffice Administrator Jun 22, 2018 01:01 PM
SU Contact Group @ View Details
Docuy| eOffice Administrator May 24, 2018 09:52 AM
& shared
= ffffff] @ edi eOffice Administrator Jun 27,2018 10:58 AM
Privat| @ Delete eOffice Administrator May 24, 2018 03:51 AM
T! Rename
[ testin % cut eOffice Administrator Aug 03, 2018 10:58 AM
RMSH]| ) Copy eOffice Administrator Jun 06, 2018 09:43 AM
I Paste
Color Legends: .V\;\b\e Published
# Change State
* Subscribe
* Quit

Fig.24

View Details
It is used to view the details of document(s)/ Online Documents and to download the document. User can also
download the document directly by clicking the left click of mouse.

The steps to view and download document(s)/ Online Documents are as under:-

e Move the mouse cursor on the document/ Online Documents which needs to be view or download and
select right click from the mouse.

@ Yiew Details

e Select the View Details ( ) option from the menu.

o The Document details page appears, click % to download the attached document, as shown in Fig.25:
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/Lrh Home e My Documents / docs new 1 SLEACH]

2 Inbox Document Details

[ Central Docs

Basic Details

My Docs Title : docs new 1

Description : Today
Attachment : OFFER pdllzl

Other Details

Type
Category

(0l Contact Group

Audience
Language
Keywords
Author

Fig.25

Share

It used to share the Documents/Online Documents/Folder/Links with other user(s).

The steps to share a Documents/Online Documents/Folder or Links are as under:-

e Move the mouse cursor on the document/link which needs to be shared and select right click from the
mouse.

o Select the Share ( € SNare j gption from the menu.
e The Share page appears; enter the User Name in the Search bar corresponding to Search User field.

e (lick on the Add User ( Add User

User/ Groups List.

button to add User/Group. All the added users can be viewed in Selected

e Auser can provide privileges to View/Edit/Review etc. to the added users.

e (lick the Share () button as a result the selected document gets shared with the selected group of
users with the assigned access rights, as shown in Fig.26:
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@ / Share 4BACK
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=t All Recent

Shared

File/Folder Name : data of meta
ri.: Pending Description : data about
Subscribed File Type : Link

v | Manage Subscription

Published Sharing Users/Groups

B Central Docs Users Groups Already Shared

My Docs X
Search Userin; Al User's v | | Add User

S contact Group

Selected Users/Group

S.No Type User/Group | [ Edit L View ) Review I SMS Alert ) Email Alert ! Inherit Permissions Cancel |

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.26

Edit
It isused to edit the data of selected Document/ Folder/ Links/ Online Document depending upon the access
rights assigned and the requirements.

The steps to edit a Documents/Online Documents/Folder/ Links are as under:.

o (lick on Edit ( £ Edit) button to edit Document/ Link/ Folder/ Online Document.

e  The Edit page appears; edit the details as shown above in Fig.27:
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2 Inbox
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Shared
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Subscribed
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Published
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e C(lick on Save (m) button.

Delete

4% / Edit Document

Knowledge Management System
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Edit Documentation Details

Version 6.0

Title *

Description *

Upload File *
Type
Category
Audience
Language
Keywords
Author

Reference No

Documentation

To Edit Details

Choose File | No file chosen
1564985587_FAQ.jpg

Documents

Test

Secretary

Select Language
Keywords Document
Author of Decument

Reference No doc
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upload

Save | Reset

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.27

It is used to delete the document depending upon the access rights assigned.

The steps to edit a Documents/Online Documents/Folder or Links are as under

e C(lick on Delete ( 0 Delete ) button to delete document/Link/folder.

e A promptbox appears shown in Fig.28:
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10.248.80.11 says

efflCe Are you sure you want to delete?
ADIC TioN
Concel

{n) Home @ / All Recent 8ack

2 Inbox All Recent

Ec All Recent Title = Created By Last Modified On %

Shared W [ dataof meia
& share

"%’ Pendin 4 Documer ul 04,
, Pending & b @ Edit TEST USER 2 104, 2018 12-10 FM

TEST USER 2 Jul 04, 2018 03:43 PM

Ssubscribed =y Docume TEST USER 2 Jul 04, 2018 12:09 PM
T § T Rename

¥/ Manage Subscription (4" Confiden| ¢ Cut TESTUSER 2 Jul 04,2018 11:55 AM
e [ Documen & copy TEST USER 2 Jul 03, 2018 02:48 PM

w] Documer 1O ul 03, 15
| D I Paste TEST USER 2 103, 2018 02:15 PM

Central Docs
= Departm{ ¢ Change State eOffice Administrator Jun 08, 2018 05:21 PM
My Docs hindi doc * subscribe eOffice Administrator Jun 06, 2018 09:44 AM
* Quit
Color Legends: Q Published

SU Contact Group

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.28

o (lickon Ok (“) button and the document /link/folder will be successfully deleted.

Rename

It is used to rename the Title of document/ Link/ Folder/ Online Document depending upon the access rights
assigned.

The steps to rename a Documents/Online Documents/Folder or Links are as under.

e Clickon Rename ( ' *¢"@M% ) tah to rename Document/ Link/ Folder/ Online Document.

e The rename title page appears as shown in Fig.29:
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ﬁml\ Home @ / Rename Confidential Document LD

52 Inbox v Rename

[ All Recent Title *
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"E. Pending

[ Subscribed
B'\ Manage Subscription

3 Published
= central Docs
My Docs

S0 Contact Group

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.29

e Edit the detail in the text field and click on Save (m) button.

Cut/ Copy /Paste

Cut/ copy means to move a section from one place to another. User can cut/ copy a Document/ Folder/ Link/
Online Document and can move to other Folder. Paste facilitates the user to embed a particular Document/Folder/
Link/ Online Document to a new location.

The steps to cut a Documents /Folder are as under

e Select Document/ Folder/ Link/ Online Document and Click on Cut ( & Cut ) button or Copy ( = COpy)
button to cut/ copy document/ Folder/ Link/ Online Document.

e As aresult as message appears the Document/ Folder/ Link/ Online Document has been cut or copied as
shown in Fig.30 & Fig.31:
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/Lrh Home e My Documents NEAGK

[2 Inbox My Documents
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Shared
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Published [Z' Documents TEST USER 2 Jul 04, 2018 12:09 PM
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Color Legends: B private

Fig.30

An Enterprise Document Management System

e@fflce Knowledge Management System

‘ Version 6.0
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/Lrh Home e My Documents NEAGK
[Z Inbox My Documents
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Shared
: Pending Title & Created By & Last Modified On %
Subscribed & confidential Document TEST USER 2 Jul 05, 2018 12:31 PM
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Published (' Documents TEST USER 2 Jul 04, 2018 12:09 PM
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My Docs Document 2 TEST USER 2 Jul 03,2018 02:15 PM
Contact Group B Test TEST USER 2 Jun 13, 2018 05:40 PM
Color Legends: . Private

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.31

e Select Folder to where the Document/ Folder/ Link/ Online Document are required to shift.

e C(lick on Paste ( G Paste ) button, as a result message appears the Document/folder has been paste, as
shown in Fig.32:
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L/n_l\ Home far / My Documents <BACK

2 Inbox My Documents
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Shared
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Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.32

Change state
It facilitates the user to change the current state of the document/link details according to the privileges assigned
to the user. E.g. submit for publication, reject, retract, etc.

The steps to change state of Document/Online Document/Folder/ Links are as under.

e (Click on Change State ( # Change State

Document.

) button to change the state of Document/ Link/ Folder/ Online

e Change Viewing Rights for the Uploaded Document page, appears as shown in Fig.33:
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f / Change Status 4BACK
Change Viewing Rights for the Uploaded Document

7y All Recent Currently document is in Private state

Shared
@ Note on viewing rights
States are as follows
) ®  Puplish No Change: This means the document will be in same state as present.
subscribed Private: This means the document is visible to the owner only.
Save Cancel iche - -
Publish: Publish the folder that shows to all the users.

v| Manage Subscription

ri: Pending Nao Change

Published

B Central Docs

My Docs

S Contact Group

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.33

e Change the state and click on Save (m) button.

Subscribe
The term Subscribed facilitates the user to keep track on changes done on all the Documents/ Online Documents/

Folders/ Links that are subscribed by that respective user. A user can subscribe a document/Folder, so that
whenever any change is done, the user gets notification for the same.

Quit

To quit from the Actions menu.
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Contact Book

It is used to create new contact list and groups, so that it will be easier to categories the users while sharing any
Document/ Folder/ Link/ Online Document as shown below in Fig.34:

2 Knowledge Management System
e@ffice ey et gt e =@ o

Version 6.0

<4BACK

{n) Home @t / Conract Group

[2 Inbox A8 Contact Group
= central Docs Contact Group

My Docs

Users in my Contact List

S0 Contact Group

Add

Delete All

Designed and maintained by National Informatics Centre (NIC) Government of India.

Fig.34

Note:
User can delete the contacts name from the “Contact List”, by clicking on the Delete All () button.

Add Contact

The steps to add contacts are mentioned below:

. S, Contact Group
e C(lick on Contact Group (-) module.

e Enter the user name in search text bar and click on Add (M) button as shown in Fig.35:
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Fig.35

e The selected user will be added to Contact List.

Add Group

The steps to create a group are mentioned below:

e (lick on Contact Book (

e C(lick on Group ( e ) tab, as a result the page appears as shown in Fig.36:
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Fig.36

e Enter the group name in text field and click on Add New ( AddNEw ) button.

Note:
The user can delete a group by selecting the check box corresponding to the group name, click on Delete All (

Delete All
B o,

Add Contact in a Group

The steps to add contact name in a group are mentioned below:

SR Ccontact Group

e C(lick on Contact Book ( module.

e (lick on Group ( o ) tab.

Add User

e Select the group, enter the user name in search text bar and click on Add User ( button as shown

in Fig.37:
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Fig.37

e The selected user will be added to the selected group.

Note:
The user can check contact names of a group by clicking on the group name; similarly, the details of a particular
user of a group can be seen by clicking on the respective user name.
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