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1. , T CET O0ACA

1 Follow instruction agnentioned in the image :

et
/.;7(!/1(/(’/ Z’/mu(/ /[/“'/111'1/1?1‘*.5[[// J//au.i/

University Management System

Enter Login Details & | otpluser
1. Enter User Name
2. Enter Password

Click Login

Bundelkhand University, Jhansi
Image: Login Page

2. (TTA OACA

1 Follow instruction as mentioned in the image :

Click Letter File
Tracking

Lottt Fike Bome Mg AiRation

Bundelkhand University, Jhansi Onange i | oot

®

£l maiming

Image: Home Page
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3. $AOEAT AOA

1 Follow instructionas mentioned in the image :

Hundelkhant Uneversity, Jhans =

) e Dashboard

Filw Tracking Systeem

INCOMING FILES RECENTD HILES
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Click
Dashboard
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13 4

Iage: Dashboard
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1 Follow instruction as mentioned in the image :

Bundethhand University, Mhansi

Welcome (it A & -

] el Heads

File Tracking System
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Enter Heads Details
1. Enter Head Name
2. Enter Description
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Image: Heads
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Click To EDIT OR DELETE
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5. %AEO (AAAO

1 Follow instruction as mentioned in the image :

Bundwikhand University, ami = Welkssme : Ot A A
sitemuy Heads
File racking Syntem
"S- ke 0 &— Enter Heads Details
e T - 1. Enter Head .Na.me
. ,{ Click Update OR Clear } [ vy | oo | Zaatenbesdiption
R S Wead e Descriptine Action

¢ / e Luas
oA Ztib] wonk

Image: Heads o i

Click To EDIT OR DELETE

6. $AI AOCA (AAAO

1 Follow instruction as mentioned in tiraage :

Bundeikhand University, Shami Wekssme Ot A A
Wejpiemel Heads

File Tralhing Systen Click

Samtuy o i e Confirm OR
e Seipion | | pi s Cancel
=X Confirmation Box

N N ool K 1heve 2ipthae At

o Cmama 'l Are You Sure to Delets tha

recon? [#8] & it

Raiand i pro—e Canfum Canced m
g o

- Tt L 7o ] e

------- s

e oo

Image: Heads
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7. ' AA 30A (AAA

1 Follow instruction as mentioned in the image :

Welcome (it W 2 -

File Tracking Systam
" el Enter Sub Heads Details
Seabdousd It Marvw tetecy -
€ 1. Enter Head Name
""" - REESEN 2. Enter Sub Head Name
peenehydion <« 3. Enter Description

[ Click Create OR Clear }7 n

&Na Vesd ane Teahs be et bamre Dewcriptine Athan
art Shen

| S—
Image: Sub Heads 1
Click To EDIT OR DELETE

7.1 Edit Sub Head
1 Follow instruction as mentioned in the image :

Wissme : Ot & &«

e Sub Heads
file Yracking Syvtem
Ep— Yt Marne it Enter Sub Heads Details
m— 1. Enter Head Name
Vs Suhy lwad Mans ity
2. Enter Sub Head Name
Suks Neah Descpfion | 1% ATt b UAined 00 COweTiReY «— 3. Enter Description
I e [ Click Update OR Clear %
Sodd ke 0 e ot Mams Sali st Wanse Descriptone e lhan
200 ] x|

Click To EDIT OR DELETE

Image: Sub Heads
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7.2 Delete Sub Head
1 Follow instruction as mentioned in the image :

Welcome (Ot W & -

Click
Confirm OR
Cancel

Iveaz Marrs Litweres -l

e Aol i as M

Confirmation Box =

BAdt Mttty Desrnpesn

Are You Sure tn Delete the

recard?

Neacrtptare At

o
ST

Image: Delete Sub Heads
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1 Follow instruction as mentioned in the image :

Wetcome (Omiliet M & -

View Created File

Search Criteria

— P S
Enter View Created Details
R ey £ 1. Choose File Type
File Sub Categoey - 2. Choose File Category
3. Choose File Sub Category
it € 4. Choose Head Name
Hreses S4b Wt Mave | 5. Choose Sub Head Name
SRR [ Click Show OR Clear } n
LY Mafersincs Garenrated f e e Sémredat Setiber Séerebee e Titke Date o Aton
Mooy o Catoguery Do prarmmpemn Devigranion Mame Indttaman

19 hpward
e
o=
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|
FE:E.

Image: View Created File

Click To EDIT OR PRINT OR FORWARD OR DELETE
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1 Follow instruction as mentioned in the image :

9.

Update Files

Flie Detalls

e Vppe *
Sad1 Headh il Catogary *
Hibe Saths Catngry

o ona i Sender Details

Enter Update File Details

1. Choose File Type

2. Choose File Category

3. Choose File Sub Category

e Sarriher Cupertivet Gl
g Enter Update File Details
= Seoder Desipration M 1. Choose Sender
PPV Departments
2. Choose Sender
Fle e ™ | Designation
el o m| 3. Enter File Type
= 4. Choose Head Name
spderon) o 2| 5. Choose Sub Head Name
¥ite Sammrmary 6. Enter File Summary
7. Upload File
i
[ Click Update OR Clear % mu
Image: Update Files
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upcesco




Version 1.0 User Manual For Letter File Tracking

10. 3AT AAO $AOQAEI O

1 Follow instruction as mentioned in the image :

Welcome tOmmibet K & .

Sender Details

File Details

Dawrb
el he type Pesonal
e Vile Caregory Mew b e
Lomrecatod 5 e Wn 3777010790006
=ate it
Sersder Departrent COMPUTIN CENTES
i Cruatmd ik
Seniet Designation Sastem Mot
Sender Name s Prabanhy
Gec et 5

Provieas Tis ko N

L T L L

e Tike MOV

Flle Sommmary  areeiey far she departmere

rTpraten

File Your
Recipient Details
Smcipiecs Depactreent = Enter Sender Details
2 1. Choose Recipient
oo ot e < Department
Racipient Nare apinh Safra O 2. Choose Recipient
Designation
SESRES— | 3. Choose Recipient Name
4. Enter Sender Comments

Image: Sender Details
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11.
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1 Follow instruction as mentioned in the image :

Filn Tracking Syateen

File Details

Dasrbawryd
e type

File Category
Gorecatod § i Mn
Sevsder Departreent
Sanrdur g st
Sendor Name
Previeas Fils ko
Madvrvrnie Nurshier
o ke

Date of dnttiation
File Sustmary

e roar

Recipient Detaits
Becipiera Departmen
Reciplemt Omignatian
Raciplerrt Rare

Semder Covemeets

e

Welcome tOmnihet K &«

Enter Sender Details

1. Choose Recipient
Department

2. Choose Recipient
Designation

3. Choose Recipient Name
4. Enter Sender Comments

Image: Sender Details
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12. 6 EAx SHRAI DO

1 Follow instruction as mentioned in the image :

Search Coteria

File Type

Tty Heaty e Category

Fibe Suuhs Category

we Crewtnd Fiie ead Mane

Sols Vst Marns

Weehpdent Depantioeat

Reuplent Dewpration

Reipient Manw

[ Click Show OR Clear ];7=n

SoHe Weterenis  Geseraied e

Mumsier  FReNs  Category  Deparmment Desigmadion  Mame  Departmend  Oesignation  Same [ Alaras

Welcome (Ol W & -

Enter Sender Details

. Choose File Type

. Choose File Category

. Choose File Sub Category
. Choose Head Name

. Choose Sub Head Name

. Recipient Department

. Recipient Designation

. Recipient name

AARA ALK N

Setader Mudipenl Sedipleat  Modplest  Fiw tithe  Date ot Crrrest Aotk
som
Qrwe

Image: View Sent File

3

Click To EDIT OR View

upcesco
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1 Follow instruction agnentioned in the image :

Search Coteria

File Typo

Tatt et 10w Category

Fide Suls Category

» Vwad Mans

Sebs hwaf Matrw

Sendar Brgartiment

Seeder Desagaation

Sevddar Mane e
[ Click Show OR Clear % ==
SN wetrrng View Gerrased Fie
Rumtier Mt tiwent e Ne

Catrgery Dvpartment

Enter Received File Details
1. Choose File Type

2. Choose File Category

3. Choose File Sub Category
4. Choose Head Name

5. Choose Sub Head Name
6. Choose Sender
Department

v

ol

Enter Received File Details
1. Choose Sender
Designation

2. Choose Sender Name

Sewdee Sonder Sewder LD

Besigniation Name T

vate ol Wecehdag  Ouvest  Actken

weitiative Cade Statin

Image: Received Files

14. 6 EAx &EI A

9 Follow instruction as mentioned in the image :

-1 OAT A1 OO

Welcome Omuiket N A -

Generxted il ho

Sondher Dapartivmet

Sendrr Desigration

Sevdar Warrm

o= Crastest 3te Wead Mane

Sufs beeadd Marrw

Click View OR
Clear OR Print

. N File T

1.Enter Generated File No

,t . 3. Choose Head Name
uum 4. Choose Sub Head Name

Ganerated 1 il wo Created Dane

2. Choose Sender
\I; Department

G Enter View File Movement

Details

= 1. Choose Sender
Designation

2. Choose Sender Name

Teeaadef Mares A U

o=
2]

Image: View File Movements

Click To View OR Track
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1 Follow instruction as mentioned in the image :

Bundethhand Univeruty, Jhamsi = Walcome (Omiihit A & -

Track File m
File Tracking System
rnbbomd T it TRITININO0
Fite Mo /000
Tiw Categrory Wew Pie
Tat ity Tl Suib Cabugury Curlulertial
Created iy Dr. Yosodhats Sharmae
Created Dapl ADVEMISTIATON SECTIN
= x Created Designation Anststant Engment (Ol
ore Shey Created Date 1712015 32041e
el P
Fuestanded te  Farwarded By Forwandd v Feesanied iy tarwwded 1o Purwerdod By e Oate fevent Dt W
e | Pu Neawrrent Department Deparument O vagratban Desigraation Seatus
e WD I b [T p—
ne
e " '

Image: Track File

uPd&ﬁﬂﬂ Pagel3of 13



