USER GUIDE/ USER MANUAL FOR DOCULANCE

1. First, enter your credentials (user ID/ Email_ ID and password) to get into your account.
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2. Afterimmidiate 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.
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3. The dashboard displays all category wise and tag wise total file count , allowing
searches by keywords and category-wise from the uploaded files
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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 .
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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.
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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."
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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 toeach submitted fil Upload single/bulk documents. For easier searching, you
may now add field names toeach submitted file.

You can fill in the dynamic fields for each file uploaded for easy searching.
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Drop files here or click to upload

Up to 10 files can be uploaded. For more than 10 files, please use the upload bulk.

If user wants to upload a single document then the mazimum file size is SMB. Files allowed with the extension PNG, .JPG, FDF,
PPTX, DOCX, jpeg
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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.
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SLNo. ~ Uploaded Date $ Document $ Category + Action s
o 22-11-2023 attach_2211231851022_Product proposal-format.docx Proposal & presentation
2 22-11-2023 attach_2211231851021_Multi-P-Demo-format.docx Proposal & presentation ® @Al o N

Add Edit o

3 22-11-2023 attach_2211231851020_Demo R-format.docx Proposal & presentation Tags Y D&urﬁnt
4 22-11-2023 attach_2211231837190_DMS ppix Proposal & presentation ® z|o
] 22-11-2023 attach_2211231835220_CCMS Jharkhand new.pptx Proposal & presentation ® z|o
6 22-11-2023 attach_2211231829351_Holding Tax.pptx Proposal & presentation ® z|o
7 22-11-2023 attach_2211231829380_Grievance_Management_System.pptx Proposal & presentation ® z|o
8 22-11-2023 attach_2211231826191_FAS_NOU Demo_pptx Proposal & presentation ® z|o
a 22-11.2023 attarh 2211921228190 aFiles nnty Prannsal & nrecentatinn - = —~




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.
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1 22-11-2023 attach_2211231829381_Holding Tax pptx Proposal & presentation | z|o
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The explorer view is shown in the figure below.
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Field Details
attach_2211231829381_Holding Tax.pptx
(>3 Project name |

Holding Tax

Status |

Submitted

Date of Submission |

2023-11-22

Comments

No comments




You can click the document to view or download it.
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File Number:- Attach_2211231822191_Doculance.Pptx
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10. In the category-wise search, you can perform a field-wise filter search.
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Proposal & presentation

Category Name : Proposal & presentation

Uploaded Date

1 22-11-2023
2 22-11-2023
3 22-11-2023
4 22-11-2023
A 271412072
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Category Name : Proposal & presentation

Sl.

Uploaded Date

22-11-2023

22-11-2023

22-11-2023

22-11-2023

97 44 aAna

Client Name

Document Tag
attach_22112  produ
31851022_Pr | ctpro
oduct propos  posal
al-format.doc  letter
X
attach_22112 = multi
31851021_M = demo
ulti-P-Demo-f = propo
ormat.docx sal let

ter

attach_22112 = demo
31851020_D  propo
emoR-forma = sal let
tdocx ter
attach_22112 | ppt
31837190_D
MS pptx
attarh 29112 nnt

Client Name

Document Tag
attach_22112 = produ
31851022_Pr = ctpro
oduct propos | posal
al-formatdoc | letter
X
attach_22112 = multi
31851021_M demo
ulti-P-Demo-f = propo
ormat.docx sal let

ter
attach_22112  demo
31851020_D = propo
emoR-forma | sal let
tdocx ter
attach_22112 = ppt

31837190_D
MS.ppix

attach 99440

Name Of customer

N/A

N/A

N/A

N/A

A

Name Of customer

N/A

N/A

N/A

N/A

A

Name Of proposal

Product proposal-for
mat

Multi-P-Demo-format

Demo R-format

N/A

Name Of proposal

Product proposal-for
mat

Multi-P-Demo-format

Demo R-format

N/A

AA

Proposal Type

N/A

N/A

N/A

N/A

Proposal Type

N/A

N/A

N/A

N/A

aiA

Welcome Sales User
Sales User
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Project name Status Date of Submission

MMR Submitte  22-11-2023 NIA
d

MMR, Al DMS Submitte  22-11-2023 N/A
d

MMR Submitte  22-11-2023 N/A
d

DMS Submitte  22-11-2023 N/A
d

COMR dharkhan | Quhmitte | 97.11.9092 A

Welcome Sales User
Sales User
dd Document

< Filter Search

Proposal Type
Keyword Search Select

Project name Status | Status

MMR submitte | 2: | Select
d

Search Reset

MMR, Al DMS Submitte 22

d

MMR Submitte 22
d

DMS Submitte 22
d

AAME Tharkhan | Qukmitta | 97



11. Users can receive notifications when they post comments on any document.
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B Manage Document
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Client Name

Welcome Sales User
Sales User

Uploaded Date
1 22-11-2023
2 22-11-2023
3 22-11-2023
4 22-11-2023

= 29419092

Document

attach_22112
31851022_Pr
oduct propos
al-format.doc
X

attach_22112
31851021_M
ulti-P-Demo-f
ormat.docx

attach_22112
31851020_D
emo R-forma
t.docx

attach_22112
31837190_D
MS_pptx

attarh 99119

produ
ctpro
posal
letter

multi
demo
propo
sal let
ter

demo
propo
sal let
ter

ppt

Name Of customer

N/A

N/A

N/A

N/A

Name Of proposal

Product proposal-for
mat

Multi-P-Demo-format

Demo R-format

N/A

Proposal Type

N/A

N/A

N/A

N/A

Project name

MMR

MMR, Al DMS

MMR

DMS

~OMS Tharkhan

Status

Submitte
d

Submitte
d

Submitte
d

Submitte
d

Quihmitta

Date of Submission

22-11-2023

22-11-2023

22-11-2023

22-11-2023

27.11.9092

N/A

N/A

N/A

N/A
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