
 

USER GUIDE/ USER MANUAL FOR DOCULANCE 
 
 
 

1. First, enter your credentials (user ID/ Email_ ID and password) to get into your account. 
 

 

 

 

2. After immidiate sign in , the user comes to landing page which is Home screen with registered 
organization  name. Here user can search any files with the appropriate content  and also 
directly  do the Add file by click on Add file icon, add category by click on icon or by add wings 
click on icon.  

You may also change the password, and the theme color adjustment facility is available. 

 
 
 
 





3. The dashboard displays all category wise  and tag wise total file count  , allowing 
searches by keywords and category-wise from the uploaded  files 

 

 
 
 
 
 



4. Now add the name of the document category, by click on Save button. That category now 
showing under the listing table with the edit and configure search Index icon . 

 

 
 
 
 
 

5. Here the user edit the category by clicking on edit icon showing under action column . With 
directly assign to the wings to the respective roles. 

 

 

 
 
 
 
 
 
 
 



6. For a simple filter search, user can click on configure search Index icon by  adding the 

desired Fields Label and Field Type for the category name (these fields will be available 

during document submission or while uploading documents). And also add the Global 

fields allow standardized fields enhance search and filtering capabilities, allowing you to 

quickly find documents based on specific criteria like project, department, or client." 

 

 
 
 

7. Upload single/bulk documents  against  the category first user assign the category to 

respective wings  to the assigned roles . For easier searching, you may now add field 

names to each submitted fil Upload single/bulk documents. For easier searching, you 

may now add field names to each submitted file. 

 
You can fill in the dynamic fields for each file uploaded for easy searching. 



 
 

 
 



8. After uploading the documents, you can view them in the document list. Here you can 
search category-wise, keyword-search, add tags and comments, and edit documents, 
respectively. 

 
 
 



9. In the keyword search, you can click the document to view or download it. Able to 

search by page, tag, and keyword. Both Standard and Explorer views are supported. 

 
 

 
 
The explorer view is shown in the figure below. 

 



You can click the document to view or download it. 
 
 

 



10. In the category-wise search, you can perform a field-wise filter search. 
 
 

 
 

 



11. Users can receive notifications when they post comments on any document. 
 
 

 
 


