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Introduction 
Document Management System (DMS) is one of the services in support of the digitalization of local public 

services. DMS stores manages, and tracks electronic documents (PDF) and paper-based (inflow and 

outflow) documents captured through the use of a document scanner. It helps in organizing, storing, and 

tracking documents, as well as handling tasks such as indexing, searching, and retrieving documents. It 

provides control of access to documents, track revisions, and maintain the integrity of the document. It 

has the feature of searching, visualizing and printing copies of the document.  
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Getting Started with 
When the DMS app is opened for the first time, it asks for Working Directory. Users can either create or 

select the existing DMS file (created previously by Admin).   

Creating the working Directory. 
If the user clicks on “Create”, a save dialog box appears asking the user to save the DMS file. Here user can 

create the dms file in a Mapped Network Drive or Network Attached Storage (NAS). 
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Selecting the working directory 
If the user clicks “Select”, an open dialog box appears asking the user to select the DMS file previously 

created by the admin. 

 

Once the DMS file is created or selected, the DMS app asks the user to enter the login credentials. Each 

municipality is given their respective login credentials. 

 

After entering the login credentials, the home page will be displayed. 

All these steps have to be followed once the application is just started for first the time. 
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Home Page 
The home page consists of some basic information about the DLPS and DMS along with two charts showing 

the number of documents worked with. The first chart is the “Ward-wise document count” whereas the 

second chart is the “Category-wise document count”. 

 

 The left panel of the homepage consist of menu items for working the DMS App. The menu in serial order 

is: 

1. Dashboard -> Home Page. 

2. System Administration  

a. Create User 

b. Edit User 

c. Data Synchronize 

3. Department -> Documents 

4. Documents 

a. Darta 

b. Chalani 

c. Search 

d. Municipal Docs 

e. Integrated Mobile App 

5. User Management 

a. Change Password 

b. Login / Logout 

6. Help -> About DMS & Manual 
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System Administration 

Create User 
The admin of DMS can create a user for the DMS App. Admins must enter the details mentioned in the 

figure below to create the user. Afterwards, the user can log into the DMS App using the created login 

credentials. 

 

 

Admin can select three “Access Levels”: Admin, Editor, Read-only and Municipality admins can select the 

“Access Department.  An admin will have access to all the access areas. 
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Edit user 
An admin can edit the properties of any user. To select a user, the admin has to select the Name and Mail 

of the user. 

 

 

Data Synchronize 

 

Users can create their backup by clicking on the “Backup” button as well as upload their data by clicking 

on the “Upload” button. The documents uploaded by other users could be synced by clicking the “sync” 

button. 
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Documents 
The DMS App currently handles incoming and outgoing documents. 

 

Clicking on “Darta” opens a form to carry the “darta” process of an incoming document whereas clicking 

on “Chalani” opens a form to carry the “chalani” process of an outgoing document. 

Document Darta 

 

Here users have to enter all the necessary details while users have the option to browse the document 

(PDF) or scan (physical document). Users can also enter the remarks of the document and enter its actual 

physical location in terms of room number, cabinet number, and compartment number. Users can also 

click the “Preview” button to preview the selected document. If the user clicks the “Clear” button, then 
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the data entered in that row will be cleared out. Users also can add passwords to the document by 

checking the “Confidential” check box. 

After all the necessary details have been filled in, click the “Submit” button. A new window appears 

which will display the unique code for that document. This code is important for searching the 

document. 

 

Document Chalani 

 

Here users have to enter all the necessary details while users have the option to browse the document 

(PDF) or scan (physical document). Users can also enter the remarks of the document and enter its actual 

physical location in terms of room number, cabinet number, and compartment number. Users can also 

click the “Preview” button to preview the selected document. If the user clicks the “Clear” button, then 

the data entered in that row will be cleared out. Users also can add passwords to the document by 

checking the “Confidential” check box. 



 

pg. 11 
 

OPERATING MANUAL OF DOCUMENT MANAGEMENT SYSTEM 

After all the necessary details have been filled in, click the “Submit” button. A new window appears 

which will display the unique code for that document. This code is important for searching the 

document. 

Searching, Filtering and previewing the document 
All the documents added will be displayed in the following window.  

 

The filter group box has necessary attributes through which the user can filter the list of documents being 

displayed. Just select a necessary filter and write on the corresponding tagging parameter. The “Today’s 

Summary” button is used to export the information of today’s darta and chalani in the CSV file and “Export 

Search Result” is used to export the search result in the CSV file. If the user clicks the “Clear” button, the 

filtered list will be cleared out and the original list with all the documents will be displayed. 

To view the details of the document, click on the row header (blank cell before SN column) of the list. This 

will display another list at the bottom with all the necessary actions. 

Users can click on “preview” to view the document. 
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Printing & downloading the document 
At the top of the document preview panel, there is a group of buttons to control the viewing of the 

document. The last two buttons i.e., “Print” and “Download” buttons can be used to print and download 

the document that is currently being displayed in the preview panel.  

 

Users can select the printing device and also change the printing setting. 

 

 

Municipal Documents 
Here municipality users can submit their documents to DMS. Users need to enter the name and 

description of the document and similar to the darta or chalani form, can browse or scan the document 

and submit it. Once the document has been submitted, the user can share the document with the Ward 

user by clicking the “Share” button on the list on the right-side table.  

Ward users can use the sync option to fetch the documents shared by the municipality user. To search the 

municipal documents, the user can use the date, name and description field present in the form. 
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User Management 
 

 

Change Password 
Users can change their password, just enter the new password two times and click “Apply”. 

 

 

Login / Logout 
Users can log in and log out of the DMS App using the second button in the group “User Management”. 
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Help 
 

 

This section contains settings and information about the DMS App and the operation manual of the 

same. 

 


