
Document Vault 

1. Documents Vault is a facility where you can store all important and critical documents 
with full proof security. 

2. Click on the ‘Module Overview’ at the navigation bar. 
3. Following page will open. 
4. Click on ‘Documents Vault’. 

 

 

  



Document Vault Dashboard 

1. Here we can see the complete documents vault dashboard. 
2. To create new vault ‘Documents Vault’ page the opens click on                            at the top 

right corner. 
3. The new folder with the allotted name will be created. 
4. You can add the file / folder by clicking on 
5. You can lock the folder by clicking on 
6. You can unlock the folder by clicking on 
7. You can delete the folder by clicking on  
8. You can edit the name of the folder by clicking on  

 

 

 

 

 

 

 

 

 

 



9. If you try to search by document vault name clicking on here. 
10. If you try to search document by date clicking on here and the select the date. 

 

 

 

 

 

 

 

 



Adding New Document Vault 

1. You can add new vault by clicking on ‘Add new Vault’. 
2. Write the folder name in the alert box. 
3. Click to submit otherwise click cancel. 
4. An alert box will show up then click ‘OK’. 
5. The new folder with the allotted name will be created. 

 

 

   



Adding New Document Vault in the Folder 

1. You can add new vault in the vault document folder by clicking on ‘Add new Vault’. 
2. Write the folder name in the alert box. 
3. Click to submit otherwise click cancel. 
4. An alert box will show up then click ‘OK’. 
5. The new folder with the allotted name will be created. 

   

 

 

  



Delete Folder 

1. You can delete any folder by clicking on the      at the top left of the         
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. An alert box will show up then click ‘OK’. 

 

 

 

 

 

 

 

  



 Lock Folder 

1. You can lock / secure any file / folder by clicking on the      at the top right of the folder             
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. An alert box will show up then click ‘OK’. 

 

 

 

 

 



4. After follow these step your folder locked successfully. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Unlocked Folder 

1. Once a folder is locked / secured you can unlock any folder by clicking on the     at the 
top right of the folder             

2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. An alert box will show up then click ‘OK’. 

  

 

  

 

 



Editing or Change Folder Name 

1. You can edit the name of the folder by clicking on the       next to the name of the folder. 
2. Write the folder name in the alert box. 
3. Click to submit otherwise click cancel. 
4. An alert box will show up then click ‘OK’ 

5. The folder name has been successfully edited or changed. 

  

 

 

 

 

 

 

 

 

 



6. And if you click on submit button without editing / changing the folder name then you 
will see this message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Delete Folder 

1. You can delete any folder by clicking on the      at the top left of the         
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box otherwise click 

on cancel. 
3. An alert box will show up then click ‘OK’. 

 

 

 

 

 

 

 

 

 

 



Uploading Document Vault 

1. Open the     Vault icon folder on the document vault dashboard. 
2. Click on                                and select the file you want to add in the vault. The 

selected file will show up next to  
3. Click on                                 
4. The file will be added in the vault and show up in the dashboard under ‘File Name’. 
5. The name of submitter with date and time will be displayed in the dashboard. 
6. You can view the file by clicking on  
7. You can download the file by clicking on  
8. You can archive any documents by clicking on 
9. You can search here any document. 

 

  

 

 

 

 

 

 

 



Adding New Folder in the Inner Folder 

1. Open the      vault icon folder on the document vault dashboard. 
2. Once the ‘documents vault in the inner folder’ page opens click on                             at the top 

right corner. 
3. Write the folder name in the alert box. 
4. An alert box will show up then click ‘OK’. 
5. The new folder with the allotted name will be created in the inner folder. 

   

 

 

 

 

 

 

 

 

 

 

 

 



Uploading Document In the Folder or Document Vault 

1. Click on the           to add any document. 
2.  The folder dashboard opens up. 
3. Click on                                  and select the file you want to add in the vault. 
4. Click on                                   
5. The file will be added in the vault and show up in the dashboard under ‘File Name’. 
6. An alert box will show up then click ‘OK’. 
7. The name of submitter with date and time will be displayed in the dashboard. 

  

 

 

 

 



Documents Vault Mail Notification 

1. Once you upload new document the ‘Email Confirmation’ page will open. Here you 
can send the document to any internal or external user. 

2. Write any comment from sender here. 
3. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Mail’ and the document will be delivered via email to all recipients 

with your comments. 

6. An alert box will show up then click ‘OK’. 
7. Click on ‘Go to Dashboard’ button to go back to the main dashboard. 
8. Click on ‘Go back’ button to go back to the preivous page. 

 

 

 

 

 

 

 

 

 

 

  

 



 

Locking / Unlocking File in the Inner Folder 

1. You can lock / secure any file / folder by clicking on  
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box otherwise click 

on cancel. 
3. An alert box will show up then click ‘OK’. 

 

 

 

    

 

 

 

 

 

 

 

 



4. You can Unlock any file by clicking on  
5. Click ‘OK’ in the alert box if you agree with the statement in the alert box otherwise click 

on cancel. 
6. An alert box will show up then click ‘OK’. 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

 

 



Archive File 

1. You can archive the file by clicking on 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box otherwise click on 

cancel. 
3. An alert box will show up then click ‘OK’. 
4.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delete File 

1. You can delete any file by clicking on the            
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box otherwise click 

on cancel. 
3. An alert box will show up then click ‘OK’. 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Viewing File / Download File 

1.  You can view  any file by clicking on the            
2. Also you can download  any file by clicking on the 

  

 

 

 

 

 

 

  

 

 

 

 

  



Archived Dashboard 

1. Here you can view the all archived section in the document vault. 
2. You can search here any archived status document. 
3. You can view any document by clicking on     .    
4. Click on ‘Back’ to go back to the previous page. 

 

 

  

 

 


