Users Details

Click on the “Users” at the navigation bar,and following page will open.

Click on “Add User or Client” button for creating new user or new client.
Click on “Rights Allocation” button for Allocate rights.
Click on “Import from Excel” button for In
Click on “Export to Excel” button for Expg
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Add Internal User or Client
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After clicking “Add User or Client” button opening new form “Add internal User or Client”.
Now fill up the relevant details in the form for|adding new user and new client.

For client you will have to enter the company details and address.

Then click on “Save” button.

<< Back

Name * Employee code *

Email ID / Username * Department *

Select Department

Mobile * User type*

User Type

Company name Address




Rights Allocation

1. Here you can allocate rights to every user as per your choice
In the Rights allocation form you can search new user name or you can scroll down the page the
check you create new user or client name.
3. Then you can allocate the all rights which you want to allocate to the new User. For this just click
the checkbgxes.
4. Rights allocation example: - Add ( 4), Edit (% ), Publish ( ), View ( ®), condemned (T ).
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Import from Excel

1. Youcanimport several users in one go by using this function. No need to enter individual user
details.
After Clicking “Import from Excel” button you see Import from Excel Page.
First you Click “Download Template” then you see one excel format file downloaded
automatically in your computer.

4. Youfill the details in the Excel file the you save it.

5. Click on the “Choose File” and upload the same file.

6. Then Click on Submit button for submit your details
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User Details Dashboard

Here you can manage the profile of the user.

Click on the “Users” at the navigation bar.

Following page will be open.

Scroll down till you see the list user’s details dashboard.

You can Password Reset ({&;), Edit (), Account Status — active (()) / non-active (&), Delete (i)
by clicking here.
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l. & You can reset user’s password by clicking here.
Il. @ You can edit user’s details by clicking here.
. ® You can active by clicking here.
IV. & Non-active users account by clicking here.
V. 6 You can delete users account by clicking here.
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Resetting the User Password
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You can reset the password of the user by clicking on ‘Password reset @
user’s details dashboard.

An alert box will show up.
You can enter the new pass
Then clicksubmit button.

rd here, as per password policy.

LLgua Phabkalla
Paperless Management System States

wconmin eight or more

New Password
racters with atleast one number, one special character, one uppercase and one
lowercase letter.
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Editing User Details

You can edit the user details by clicking on ‘Edit 4’ icon on the user’s details dashboard.
A form will open up showing the blank ‘Edit User or Client Details’ form.

Fill up the relevant details
Then Click update users details your details.
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Accounts Status Non-Active

1. You can inactive the user account by clicking on ‘Account Status ()’ icon on the
user’s details dashboard.

2. An alert box will show up

Click ‘OK’ to user account|non-active.

4. Again fresh a conformation alert box will show up on Click ‘OK’.
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Making the User Account Status Active

1. You can activate the user account by clicking on ‘Account Status Q icon on the
user’s details dashboard.

2. An alert box will show up

3. Click ‘OK’ to user account|active.

4. Again fresh a conformation alert box will show up on Click ‘OK’.

Paperless Management System S$tates ‘

Are you sure you want to make the account actiye? kY Import from Excel
Lo ] Cancel 2 Export o Excel

|

Show|10 +|entries

Search:

Email Id / Username  User Type Company Name

9 Mohit Gupta MG003 ghsecron@gmail.com Client Jak (D":;m" e Nagpur, Maharashtra Man;gte-ment 73%;9;3321 @ Df .Il-é
13 | Prabuddh Agrawal PAQDT salesqhse:;@gmal\,cu internal User / T:e;g':z:: 39762:3321 @ Dj (D -IFQ
18 Sanjay Dewan sD qhser:::;r:z::‘ants@ Super Admin I T[apz?gzjzns 9899‘19111 100 @ Dj

22 Sonu Chaurasia 5C002 eghsei@gmail.com Internal User l TC - Audit 98762413212 @ E', (D -lié’
26 Vineet Agrawal VADD3 papel’les‘-scq;:;e@gmai Internal User I TC- Billing 5690;?87@ @ Dj (') i?:o

Previous 1 Next

Showing 1 to 5 of 5 entries (filtered from 26 total entries)

rt Settings

Paperless Management System States

User has been made active sur

4 Add User or Client

A Rights Allocation

M, |mport from Excel

& Export to Excel

Show | 10 | entries Search: ’

Employee Code Email ld/ Username  User Type  Company Name

Reset
hishek. - Coli +91 1
1 Abhishek kumar przg | Poisheklumars@h | L eer T =Coflections g o) | !l o Tz
erofincorp.com Operations 9031120012 = (x]




Deleting Users

1. You can delete the user account by clicking on ‘Account Status i-é, icon on the user’s
details dashboard.

2. An alert box will show up.

3. Click ‘OK’ to user delete the account.
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