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1 Introduction 

This DMS is a tool to manage documents generated within 

your office, to improve access within the whole business 

environment of NRST-WRB and to endeavor to keep in 

check the unnecessary duplication of information. 

The System provides the solution to: 

 Control the growing volume of information to be 

managed 

 End the diversification of information storage sources 

 Prevent the duplication of information 

 Obtain valid information through the control of 

document versions                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      

 Reduce time and resources used in locating information 

 Avoid knowledge leaks or wrongful access by users, 

thereby complying with the obligations set by known 

international standards 

 Restrict non-authorized users‟ access to the 

information. 

Through the application of this DMS system, relevant and 

useful information can be accessed and found in the least 

possible time to resolve problems and make decisions. 

The system also helps to improve organizational processes, 

integrating common tasks (and interrelated tasks) into one 

single tool and permitting the different departments /units of 

the bureau controlled and supervised parametrizable access 

to the information. 
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2 Getting Started 

2.1 Log-In to the System 

1. Open a browser from your desktop [Chrome/ 

Firefox] browsers or any compatible browser will 

work fine. 

2. In your address bar type 

[http://192.168.2.2:8080/DMS] and press [Enter] in 

your keyboard. 

 

It should be noted that your browser‟s address bar should 

not be confused with Google‟s search box that will often 

appear in a newly opened page tab in your browser. 

3. Following execution of the fore-mentioned step, you get 

the system‟s login screen prompting for a username and 

password, enter your personal1 username and 

password. 

 

 

4. Upon a successful login operation, you will be presented 

with a screen of the system that will allow you to 

perform the task of managing documents.  

                                                      
1 Always remember to login with your own username and 

password, if you are new and don‟t have one, request your 

supervisor or the DMS administrator. 

 

Don‟t share your credentials with your colleague as this 

entails accountability for all transactions done with your 

account. 

2.2 Log-out /Exit from the System 

1. Click on the [File] menu in the system and click on 

[Exit] 

 

2. The system will present you a dialog box explaining that 

you have successfully exited the system. 
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3. Click on [Close] button in the dialog box. This will 

complete the logout process. 

 Remember… 

A. The [File] menu in your system should not be 

confused with the [File] Menu of your browser. The 

browser‟s file menu will exit the whole browser and 

not the system. Someone trying to access the DMS 

system even after you closed the browser the wrong 

way, may access the DMS system with your username 

and password! 

 

2.3 Changing / Updating your Password 

 Ensuring your system accessing credential remains one 

of the vital aspects of maintaining your privacy in using 

any corporate software entailing accountability. 

 Follow the following steps in order to ensure your 

password remains personal by changing the default 

password issued by the DMS admin or your supervisor. 

1. Navigate to [Tools MenuPreferencesUser 

Configuration] This will display the User 

Configuration Dialog box. 

 

2. In the first section of the dialog box, fill-out the 

password twice, in the boxes following the [Password] 

label. 

 

3. Click on [Accept] button in the dialog box. 

4. From this point on wards, the system will authenticate 

you using your existing user name and the new 

password set. 

5. To test this, you can log-out from the system using the 

procedure stated in section 2.2 and log-in using the 

new password. 

2.4 Updating Mail Account Details 

1. Navigate to [Tools MenuPreferencesUser 

Configuration] This will display the User 

Configuration Dialog box. 

 

2. Fill out the details indicated in the second section of the 

dialog box [mail account] section 
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NOTE: 

 Mail Protocol – Indicates the mail protocol 

supported by your mail service provider to interact 

with mail client application. Possible values are 

POP3, POP3S, IMAP, IMAP3S 

 Mail Server – the name of the mail service 

provider that you want to configure 

 Mail user name – the user name that you use to 

access the email you intended to use. 

 Mail user password – the password you use to 

access your email 

 Mail folder – the specific folder name that you 

want to synchronize and utilize within this DMS 

system, if this is not provided, the DMS system will 

utilize the default folder within your email, which is 

most of the time the [inbox] folder. 

3. Click on [Test] button to allow the system to 

communicate with the mail service provider and ensure 

that the configuration provided is valid 

4. If the test result is completed successfully, click on 

[Accept] button in the dialog box. If the test result fails 

re check the details you provided in step 2 above. 

 Example 

The following configuration shows a configuration  

for a Gmail email account 

 Mail Protocol: IMAPS 

 Mail Server: imap.gmail.com 

 Mail User name: testmail@gmail.com 

 Mail user password: testpassword 

 Mail folder: inbox 

For the above example to work, google places extra 

precaution for a secure access of your email account. 

Likewise, the following configuration should be carried out 

in your Gmail account to allow such type of access using 

email client application.  

For more information have a look at the following link:  

https://support.google.com/a/answer/176600?hl=en  
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3 Navigating around the DMS Sections 

 This particular section of the user guide provides a 

detailed presentation of the various sections available 

within the system in order to achieve the functions 

expected to be met. 

3.1 Menu Bar 

 

 The menu bar is formed by all the pull-down menus 

with their different options. If an option within a menu 

has a button on the toolbar, this button will appear to 

the left of the option name. If an option within a menu 

appears greyed-out, this option is not available. 

 The menu bar presents functions that may be active or 

inactive depending upon your selection in the Folders 

tree pane or the document browser pane. 

 The menu bar presents 

implementation of all the functions that you 

would expect across the available workspace 

tabs in the system. 

 

 

 

 

 
 → Create a new folder 

 → Add new document 

 → Download document 

 → Send document link 

 → Send document attachment 

 → Empty trash 

 → Exit application 

 → Lock document 

 → Unlock document 

 → Document edit (check-out) 

 → Upload modified document (check-

in) 

 → Cancel document edit 

 → Move document to user‟s Trash. 

 → Copy document 

 → Move document 

 → Rename document 

 → Submenu of available languages 

 → Submenu of available skins 

 → Debug console in event of errors 

 → Skip to folder / document set as home 

 → Add document /folder to bookmark list 

 → Edit bookmark list 

 → Link to DMS documentation 

 → Link to report  

 → Link to Collaboration form 

 → Link to forum 

 → Link to changes  

 → Application information 

 → Add Notes  

 → Download file as pdf 

 → Export to ZIP 

 → Administration 

 

 

 

 

 

 

 

 

 

 

3.2 Toolbar 

 

The toolbar provides a more convenient way of performing 

most frequent functions avaialble within the menu bar. 

3.3 Quick Full text Search 

Quick full text search is located at the top right corner of the 

system‟s screen. 
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This will allow you to type some part of the text that you want 

to search within the documents in your repository/ system. 

3.4 Popup Menu 

Presents the user with a contextual operation actions / 

options, which is more intuitively convenient to use. 

 

Some of the options provided here will allow you to create a 

folder, delete a file/folder , rename a file/folder, move a 

file/folder, copy a file/folder, add a document, add bookmark, 

change default home location and export zipped version of a 

folder. 

3.5 Status Bar 

 

As its name implies, the status bar will provide important 

information such as; 

 Who is logged in currently in the system 

 The current total size of the files in the system 

 People connected for chat / messaging 

 Currently locked documents, 

 Information about search news,  

 Recent updates about subscribed docs etc. 

3.6 Workspace Tabs 

 

An important component of your DMS system, that allows to 

switch between the various important section of the system is 

the workspace tab. 

It is located at the top right corner of the screen, below the 

quick full text search area. 

3.6.1 Desktop Screen 

 The desktop screen is the very first screen that you will 

encounter after a successful login by default. 

 This is also the main section of the system availing most 

of the functionalities you may encounter in your daily 

document management task 

 

3.6.1.1 Path  

 The path permanently indicates your location within the 

tree (Taxonomy, Thesaurus, Personal, etc. depending on 

the view you have enabled at any given moment). 

 

 

3.6.1.2 Folders Tree Pane 

 The Folders Tree pane on the left-hand side of the system 

presents you the options to select the various ways of 

data presentation hierarchically. 

 The view / navigation options provided here include 

Taxonomy, Category, Metadata, Thesaurus, My 

Document, etc. which present different view on the 

Document Browser pane & Properties panel, depending 

upon your selection in it. 
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3.6.1.2.1 Taxonomy Tree 

 

 Taxonomy is defined as a knowledge tree via which the 

company organizes its information. The side panel of 

the desktop offers a view of the taxonomy of concepts, 

organized in a hierarchical folder structure. 

 On the left of the desktop, is the Folder Tree or also 

called the Taxonomy. It displays a view of the 

repository distribution grouped by folders. There are 

various types of folders symbolized by the following 

icons: 

 → The folder has no more subfolders 

 → The folder contains subfolders 

 → The folder is read-only and has no more subfolders 

 → The folder is read-only and contains subfolders 

 → You‟re subscribed to the folder & it has no subfolders 

 → You‟re subscribed to the folder & it contains 

subfolders 

 → You‟re subscribed to the folder, it contains no 

subfolders and is read-only 

 → You are subscribed to the folder, it contains 

subfolders and is read-only 

 

3.6.1.2.2 Category Tree 

 Categories is defined as knowledge tree via which the 

organization organize its information as a repository 

view organized by categories and subcategories.  

 The side panel of the desktop offers a view of the 

categories concepts, organized in a hierarchical folder 

structure.  

 You should note that it's only a special way to view 

repository, but really repository is organized physically 

as you can see in taxonomy view. 

3.6.1.2.3 Metadata Tree 

 Metadata has the literal meaning of „data-about-data‟. 

 In this DMS system, metadata provides custom 

attributes which relate to the specific nature of 

documents identified in the system. 

 The metadata tree allows users to navigate documents 

based on these custom pre-identified metadata 

attributes / property groups. 
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3.6.1.2.4 Thesaurus 

 A thesaurus is a book that lists words grouped together 

according to similarity of meaning (containing synonyms 

and sometimes antonyms), in contrast to a dictionary, 

which contains definitions and pronunciations.  

 Thesaurus is defined as knowledge tree via which the 

organization organizes its information as a repository 

view organized by terms.  

 The relations between terms, depending about how 

thesaurus is defined, if there are any, could be 

presented here. 

3.6.1.2.5 Templates 

 Contains document templates that can be used as a 

base by users to create other new documents. 

3.6.1.2.6 My Documents 

 The user‟s personal document is a personal knowledge 

tree of each user where they can save any type of 

document.  

 These are only accessible by the user themselves. 

3.6.1.2.7 Email 

 Contains imported personal mails, text and attached 

documents, from mail account user using IMAP mail 

service. 

3.6.1.2.8 Trash 

The deleted files and folders are stored in Trash in order to 

be able to recuperate them if their elimination was 

accidental. Trash, as well as the files located in it, are 

personal to each system user.  

Some of the actions that can be performed under this 

section of the Folders Tree Pane include; 

 Restoring a folder or document 

 Definitively deleting a folder or document 

 Emptying Trash 

3.6.1.3 Document Browser Pane 

 In the upper section the document browser can be 

seen. The document browser allows you to view the list 

of documents and subfolders available on a specific node 

of the tree (Taxonomy / Category / Metadata). 

 

3.6.1.4 Properties Panel 

 In the lower part are detailed the Document or folder 

properties with security, history, general properties and 

specifics concerning documents defined by users 

(document parametrization). 
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3.6.2 Search Screen 

 The Search tab, located in the upper right of the screen, 

changes the desktop panels for those of Search. 

 Searches may be made by words in the contents of the 

files, by the name (title) of the documents, or by the 

type of file (MIME type). Similarly, providing a keyword 

has been entered into the files, you can search using this 

field. 

 You can also make searches by property group values if 

they have been defined. 

 The results are displayed paginated with 10, 20 or 30 

results. 

 Stars indicate the relevance of the document found. 

This value is established by the Search engine according 

to the search field and the results found. The list of 

documents found is ordered from greatest to least 

relevance. 

 

3.6.3 Dashboard Screen 

 The Dashboard tab, located in the upper right of the 

screen, changes the desktop panels for those of 

Dashboard. 

 Dashboard has several information services and utilities 

for user like user, general and mail documents specific 

document queries views, the push search service 

(news), and the keyword map (tag cloud view). 

 

 To change between these user utilities there's a button 

menu on the top, the selected option is always marked 

in blue. 

 

 User view 

 General view 

 Dashboard keyboard map 

 Dashboard mail 

 Dashboard news 
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4 Desktop Screen Operations 

 

4.1 Creating a Folder 

 A folder relates to a location where a group of logically 

related files could be stored. 

 You will almost always create a folder either in the 

[Taxonomy tree] or your personal [My 

Documents] Locations. 

 

 Scenario… 

Suppose a staff in [Contract Admin and Capital 

Procurement Directorate] wants to create a folder 

about a particular [Dam Construction] related 

documents in [Abi Adi Town] and store documents like 

Project Site Maps, agreement document, the plan and 

the report related to it. 

 To create a folder for the fore-mentioned scenario 

follow the following steps. 

1. Log in to the system and stay on the default Desktop 

Workspace. 

2. Under the [Taxonomy Tree] hierarchy, locate to 

[Contract Admin and Capital Procurement  

Contract Admin  Contract Documents  

Central  Abi Adi Town] folder and [Right-Click] 

at Abi Adi Town Folder. 

 

3. Click on link [Create Folder] to create the folder for 

the event.  

4. Type the name of the folder as [Dam Construction – 

Abi Adi Town] 

 

5. Press [Enter] key in your keyboard to accept the name 

your typed as the name of the new folder. 

This should display a new folder by the provided name in the 

[Taxonomy tree] as well as the [Document browser 

pane] as indicated in the following depictions. 

 

 

 Remember…  

A. You can also alternatively create a new folder by the 

following alternatives. 

- By Create Folder icon located in the [toolbar]  

- By Create Folder command from [File Menu]  
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B. You can only create your own organizing folder under 

your own directorate / other location that you have a 

permission. Which means, the parent folder for the 

folder you want to create should have yellow color. 

You can see Section 3.6.2.3.1 of this document for 

the meaning of the color of the folders in the 

taxonomy tree. 

4.2 Uploading a File 

 Scenario… 

Considering the scenario mentioned in the previous section 

(Section 4.1), let us assume that we have a Microsoft Word 

document [Agreement.doc] containing a list of agreement 

articles in the assumed contract. 

 The following steps could be used to upload the 

document in to the folder we crated. 

 

1. Log in to the system and stay on the default Desktop 

Workspace. 

2. Under the [Taxonomy Tree] hierarchy, locate to 

[Contract Admin and Capital Procurement  

Contract Admin  Contract Documents  

Central  Abi Adi Town] folder and [Right-Click] 

at [Dam Construction Abi Adi Town] File. 

 

3. Click on link [Add document] to add the document in 

to the folder.  

4. [Add new Documents] Dialog box will appear in 

your screen expecting you to browse and provide the 

document you want to upload. Click on [Browse] 

button and locate the document. 

 

5. Click on [Upload] Button in the dialog box, which will 

upload the document and expects you to provide the 

details of the document based on the established 

metadata information. 

6. Fill out the details of the document presented in the 

subsequent dialog box and Click on [Accept] button. 

 

7. A dialog box will appear informing you about the 

successful completion of the document upload process. 

this dialog box presents you two buttons. If you wish to 

continue uploading another document, click on [Add 
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another file] button, or otherwise, you can click on 

[Close] button to complete the operation. 

 

 Remember… 

A. Similar to the task of creating a folder at section 

4.1, uploading a document could also be achieved 

alternatively, through the use of the Add new 

Document Icon in the toolbar or the option 

presented under the File menu of the application 

B. [Add new Documents] Dialog box described at 

step 4 has two options  

- Import Document from Zip: this will be explained 

in section 4.5 of this document 

- Notify to Users: this option allows the system to 

send an email notification about the upload of this 

document to other staffs in the system. Note that 

this option requires you and your receiving 

colleague to have the email details registered in the 

system. You should also provide the Notification 

Message and the Receiver(s) of the message in the 

provided space. 

 

C. In the document wizard expecting you to fill out 

the document details, the fields [Doc ID]/ 

[Document Code] are inactive (You are not 

expected to Fill out!] since, the system will 

automatically generate a unique identification code 

for you. You can check out this in the document‟s 

properties pane. 

 

 

4.3 Editing a Document 

 To start to work with a file you must do a “Check-

out” of it: that is, download the file to the local 

computer to be able to modify it.  

 Once you have made the pertinent modifications, 

upload it once again with a “Check-in” procedure. 

 The automatic locking of the folder ensures that no 

other system user can modify its contents while you are 

modifying it. 

 Scenario… 

Considering the scenario mentioned in the previous section 

(Section 4.2), let as assume the document we uploaded 

[Agreement.doc] needs updating to add two more articles 

which were missed in the original file. 

 To edit the document accordingly, follow these steps; 

4.3.1 The Check-out Process 

1. [Right Click] on the document [Agreement.doc] in the 

Document browser pane. And click on [Edit] 

 

2. This will bring you a dialog box to save / open the 

document in your local computer. 
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3. Select [Save File] option in the dialog box provided and 

click on [OK] button. This will save the document to 

your browser‟s default Download Folder (Usually Inside 

C:\Users\<your_user_name>\Downloads folder) 

4. Click the button that shows the documents downloaded 

in your browser (Located at the top Right corner of 

your browser) which easily allows you to either open 

the document for editing or locate the location where 

the document to be edited is saved. 

 

 Remember… 

A. After completing this step, a unique icon indicating 

that “the document is checked out for editing” will be 

show in the Document browser pane. 

 

B. A document in this state (Check-out) state could not 

be edited by any user within the system unless, the 

editing process is canceled or the updated 

version of the document is checked in. 

C. Cancellation of Editing process could only be 

performed by either the user editing the 

document or the DMS administrator. If you are 

either of the users mentioned here, and want to cancel 

the editing process, you can see the steps at section 

4.3.3 

D. A document, being in a check-out state, however is 

accessible by other users as usual, they can download 

it, view or read the document. 

4.3.2 Modify the changes in the document 

1. Once you locate [Agreement.doc] file you just 

downloaded from the system for editing, [Open the 

document  Modify the document by adding 

two more articles in the Agreement list  Save 

the document]  

 Remember… 

A. After completion of the task of modifying / updating the 

document, don‟t forget to save the document with the 

same name as the original file name found in the system. 

In our case, the document name should remain 

[Agreement.doc] 

4.3.3 The Check-in Process 

 Once you complete the task of modifying the document 

content in your local machine, the next step of editing a 

document would be to Check-in the document to the 

system. 

 The Check-in process allows you to reflect the 

document changes to the original document found DMS 

system and release the edit-lock associated with it. 

 To check- in the document, follow the following steps; 

1. Locate the document in your DMS system that you have 

previously checked-out. It is found Under the 

[Taxonomy Tree] hierarchy, [Contract Admin and 

Capital Procurement  Contract Admin  

Contract Documents  Central  Abi Adi 

Town] folder and [Right-Click] at [Agreement.doc] 

File. 



 End Users‟ Guide 

 Page 14 

 

2. Click on [Update] button found in the context menu 

and [Update Documents] dialog box will be 

presented to you. 

 

3. Click on Browse button at the top left corner of the 

dialog box  Browse the file you want to “Check-in” 

from the location where you saved it in the previous 

location. 

4. The “Comment” section of the dialog box expects 

you to write the changes you made in your document. 

In our case, you can just type “Two articles were 

added to the document” 

5. Select “Increment Major Version” Option in the 

dialog box, since we are assuming adding two more 

attendants in the existing list is considered as a major 

change in the document content. 

6. Click on [Upload] Button in the dialog box to 

complete the check-in process. 

 Remember… 

A. After completing this step, the unique icon indicating 

that “the document is checked out for editing” will 

disappear from the Document browser pane. 

B. You can also observe that the document version in the 

Document browser pane presented is incremented by 

1 and shown as “Version 2.0” 

C. In this DMS system, there are two document version 

numbering schemes, for a document with “Version 

1.0”, major version change will update the version 

number to “Version 2.0”, while minor version number 

update will change the version number to “Version 

1.1” 

D. In order to visualize and manipulate the different 

versions of a document, you can select document from 

the Document browser pane and have a look at the 

[History] tab found at the document properties Panel. 

E. Possible operations at the [History] Tab in the 

Properties Panel include 

- Viewing various versions of the document 

- Switching between “active” version of the document 

- Merging / Compacting the various revisions of a 

document and maintaining the final active version of the 

document. 

4.3.4 Canceling document Editing 

 If for some reason, after a document checkout, you 

want to cancel the editing process and release the 

check-out lock preventing other authorized users to 

edit the document, you can follow the following steps in 

order to cancel it. 

1. Locate the document in your DMS system that you have 

previously checked-out. In the current scenario that we 

are using as an example, It is found Under the 

[Taxonomy Tree] hierarchy, [Contract Admin and 

Capital Procurement  Contract Admin  

Contract Documents  Central  Abi Adi 

Town Dam Construction Abi Adi Town] folder 

and  

2. [Right-Click] at [Agreement.doc] File and Click on 

[Cancel Edit] button. You should note that this works 

only if you have already checked out the 

document for the second time, and you’ve not 

checked it in. 
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4.4 Document View Options 

 There are various options that you can use to view the 

documents/ files stored in your DMS solution. 

 The DMS system supports a preview option without 

downloading the document/ file provided that it is any 

of the documents in Microsoft Office format (doc, dox, 

xls, xlsx, ppt, pptx), text file format (txt, csv, etc.), a 

picture file (png, jpeg, gif, etc.) or a portable document 

format (pdf) 

 For files other than the ones specified in the previous 

list, you can download and manipulate the file as you 

wish. 

4.4.1 Preview a Document 

 To preview a file content that supports as per the 

specification in the above note, follow the following 

steps; 

1. Select the file you want to preview from the 

Document browser pane. 

2. Click on [Preview] tab which is found in the 

properties pane at the bottom of the Document 

browser pane. 

3. You can read the document by maximizing the 

preview screen (More found at section 4.15 

about this), download the document in PDF 

format or print the document directly to the 

printer within this screen. 

4.4.2 Download a Document/ File 

 To download a file from the DMS, follow the following 

steps; 

1. Locate the file you want to download from the 

Document browser pane. 

2. Double Click on the file, which will provide you a 

dialog box prompting to download the file. 

 Remember… 

A. If you wish to download a folder and all the 

contained sub-folders and files contained within, 

you can achieve this by [Right Click] on the 

Folder  and Click on [Export to Zip] 

option (See Section 4.13 for More 

information). 

4.5 Uploading Multiple Files Using Zip 

 Uploading multiple files using zipping feature allows us to 

avoid repetitive and tiresome task of creating folders and 

uploading files in bulk. 

 Scenario… 

 Let us assume that you are a staff responsible for Design 

& Study of Projects at Irrigation Directorate and you have 

a dam project study carried out by an external consultant 

for Erob in Eastern Tigray Zone. The materials are 

organized in a folder hierarchically as follows and were 

provided by the consultant to you. 

 

 Now if you wish to upload all the documents at once, you 

will follow the following steps. 

1. Right Click on the top-level folder [Dam Project Study 

Erob ] in your computer explorer 

2. Click on [Send to  Compressed (Zipped) folder], this 

will create a single zipped folder containing all the files and 

folders contained within. 
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3. Within the Taxonomy Tree, navigate to the location 

[Irrigation DirectorateStudy and 

DesignProjects  EasternErob] Folder, which is 

the appropriate location to place the documents. 

4. Right Click on the Folder [Erob] and Click on link [Add 

document] to add the document in to the folder.  

5. [Add new Documents] Dialog box will appear in your 

screen expecting you to browse and provide the 

document you want to upload. Click on [Browse] button 

and locate the zipped file at your local computer. 

 

6. Click on [Import Documents from ZIP] option 

presented by the dialog box shown above. 

7. Click on [Upload] Button in the dialog box, which will 

upload the Zip file provided, with all folder structure and 

contained files maintained. It should be noted here that 

the upload process may take a while depending upon the 

size of the ZIP file. 

 Remember… 

A. Files / Folder structures upload using a zipped file 

will upload the documents without asking 

important information about each file(s) being 

uploaded. Hence, you need to manually edit / Add 

details about the documents / files, such as 

Metadata, Category, Keywords, etc. for each 

document once the upload process completes. 

B. See section 4.6, 4.7 & 4.8 see how you can add / 

Edit/ Remove Metadata, Category & Keywords for 

documents already uploaded in your DMS system. 

4.6 Add / Edit/ Remove Document Metadata 

 To add metadata to a document, follow the steps; 

1. Locate the document you wish to add metadata 

information in the Document Browser Pane. For 

instance, considering the scenario assumed at section 4.5, 

Navigate to [Irrigation DirectorateStudy and 

DesignProjects  EasternErob Feasibility 

Study ReportVolume 1 Main Report] Folder. 

2. Right Click on the file [Final Main Report.doc] and 

Click on [Add Metadata Group] Option 

 

3. Select [Study and Design DETAILS] option from the 

dropdown option selection dialog box that appears in 

your screen and Click on [Add] button. 

 

4. Fill out all the necessary details of the project that 

appears in your screen and click on [Add] button, when 

you finish. 
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 To Edit / Delete metadata of a document, follow the 

steps; 

1. Locate the document you wish to Edit the metadata 

information in the Document Browser Pane. For 

instance, considering the scenario assumed at section 

4.5, Navigate to [Irrigation DirectorateStudy and 

DesignProjects  EasternErob Feasibility 

Study ReportVolume 1 Main Report] Folder. 

2. Click on the file [Final Main Report.doc] and Switch 

to Project Attributes tab in the property panel of your 

screen. 

3. Now if you wish to change any of the parameters 

specified, Click on Change button provided in the 

properties panel. 

 

4. Alternatively, if you want to remove all the metadata 

details associated with the document selected, you can 

simply click Delete option in the properties panel 

provided. 

5. Note that, if the action you select is [Delete], a 

confirmation dialog box will appear to confirm if you are 

sure to delete the associated metadata detail of the 

document 

 

4.7 Add / Remove Document Category 

 Categories can be selected from available hierarchical 

categories folder structure using the following steps. 

1. Locate the document you wish to Add to specific 

document category information in the Document 

Browser Pane. For instance, considering the scenario 

assumed at section 4.5, Navigate to [Irrigation 

DirectorateStudy and DesignProjects  
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EasternErob  Dam Project Study Erob  

Feasibility Study ReportVolume 1 Main 

Report] Folder. 

2. Click on the file [Final Main Report.doc] and Switch 

to Properties tab in the property panel of your screen. 

3. Click in  categories icon and it'll present you a popup 

with available categories. Navigate to Document Type 

 and Select Report and Click on [Add] button in the 

dialog box. 

 

4. Now you have successfully added the document to be 

part of the Report categories. You can verify your action 

by either navigating to the Categories tree from the 

Folders Tree Pane or Observe the List of added 

categories mentioned in the Properties tab of the 

Documents Properties Pane. 

 

5. If you wish to remove the document from the category 

mentioned above, you can simply click on the [Red] 

minus icon presented immediately in front of the 

category name (See picture above) 

6. If there are multiple categories, simply Click in  delete 

icon for the corresponding category and related category 

it'll be deleted from document. 

 

 

 

4.8 Add / Remove Keywords 

 In the document properties tab of the properties panel, 

you can add and modify keywords. 

 In order to optimize indexing and future information 

searches in the document management system, it is 

necessary to enter keywords that describe or identify the 

stored file. 

 Although the document parametrization system by 

property groups is superior with regards to capacity, 

these will continue to be maintained and will not 

disappear, as it is understood that in certain installations 

property groups will not be created and it is useful that 

parametrization by default keywords is maintained. 

 Adding or deleting keywords for a document could be 

achieved in the Properties tab of the Document 

Properties Panel. 

 

4.9 Lock / Unlock Document 

 If you want to protect the file so that no other user can 

make changes to it, you can use the Lock function. This 

means that until it is unlocked, no other user can modify 

http://wiki.openkm.com/index.php?title=File:Table_key.gif
http://wiki.openkm.com/index.php?title=File:Delete.gif
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it. When locked, a locked icon will appear to the side of 

the name of the selected file. 

 To Lock a document, 

1. Right Click on the document 

2. Click on Lock (      ) Option. An icon of a yellow lock 

will appear in front of the document indicating that the 

document editing is blocked for the document. 

 The unlock option allows you to unlock a previously 

locked document. This operation can only be carried out 

by the user who previously locked the document. 

 To Un-Lock a document, 

1. Right Click on the document which is previously locked. 

2. Click on unlock (      ) Option. This will allow document 

editing operations for the document considered. 

 The administrator could force documents locked by other 

users to be unlocked. The unlock operation is similar to 

that of the steps provided above, except, Force Unlock 

of a document will present you a confirmation dialog box 

for the operation. 

 

4.10 Rename a File / Folder 

1. Right click on the file / folder you want to rename 

2. Click on [Rename] option in the context menu. 

3. Type the new name for the file / folder. You should 

note here that the file/folder name provided should be 

unique within the current context of the file /folder. 

4. After completing to type the name of the file/ folder, 

press [Enter key] on your keyboard to accept the new 

name and complete the rename operation. 

5. If you want to cancel the rename operation you can 

press [ESC key] on your keyboard and the previous 

name of the document / folder remains. 

4.11 Copy and Move a File/ Folder 

4.11.1 Copy File/ Folder 

1. Right Click on the file / folder you want to copy  

2. Click on Copy option presented in the context menu 

displayed. 

3. A dialogue box appears to select the destination 

location where the copy of the document or folder will 

be placed. 

 

4. Select the destination of the copy to be placed and click 

on Copy Button in the dialog box. 

5. You should be aware that If you do not have permission 

in the new location the Copy button will appear 

disabled. 

4.11.2 Move a File / Folder 

1. Right Click on the file / folder you want to Move  
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2. Click on Move option presented in the context menu 

displayed. 

3. A dialogue box appears to select the destination 

location where the document or folder will be moved. 

 

4. Select the destination of the file/ folder to be moved 

and click on Move Button in the dialog box. 

5. You should be aware that If you do not have permission 

in the new location the Move button will appear 

disabled. 

4.12 Delete a File/ Folder 

1. Right Click on the file / folder you want to Delete  

2. Click on Delete option presented in the context menu 

displayed. 

3. A confirmation dialog box will appear to confirm your 

act of deletion was intended. 

4. A file / folder deleted will be placed to the Trash folder 

available for each user. 

4.13 Download a Folder as Zip 

1. Right click on the folder you want to download as a 

single zip file. 

2. Click on Export to Zip option presented in the context 

menu displayed. 

4.14 Trash Management 

 Deleted files and folders are stored in Trash in order to 

be able to recuperate them if their elimination was 

accidental.  

 Trash, as well as the files located in it, are personal to 

each system user. 

 Users with administrator grants have access to all users‟ 

trash. 

4.14.1 Restore from Trash 

 To restore a document / folder from a trash, use the 

following procedure. 

1. Navigate to the file/ folder deleted and stored in your 

personal trash location 

2. Right click on the file/ folder you want to restore and 

click on [Restore] option. 

3. A dialog box will appear presenting you with the 

Taxonomy tree of the system to choose the place where 

you want to restore the file/ folder you are planning to 

recover. 
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4. Click on restore button in the dialog box after selecting 

the restore destination location. 

 

4.14.2 Purge & Purge All  

 To Definitely delete a folder / document from the system 

follow the following steps. 

1. Select the file/folder you want to effectively delete a from 

your trash bin. 

2. Click on the option [Purge] from the context menu 

options displayed. 

3. You will be presented with a confirmation dialog box to 

ensure the operation is not accidental. 

 

4. Click on [Accept] to confirm the deletion or [Cancel] 

otherwise. 

 To Empty all Items found in your trash, follow the 

following procedure. 

1. To remove all the items (folders and files) found in your 

trash location at once, Click on [File  Purge Trash] 

option. 

 

2. A confirmation dialog box will be presented, in which, if 

you click on [Accept] your trash will be cleaned all 

together. 

4.15 View & Bookmark Management 

 You can manage your view of the DMS screen to suite 

your custom need based on the task at hand. 

 One way to increase screen convenience is to use the 

section resize handles to resize the Properties Panel, 

Folder Tree Pane and Document Browser Pane, 

using the resize handles at the middle region of the screen 

splitting lines. 

 

4.15.1 Splitter Resize  

 The splitter Resize allows you to manage the size of the 

various sections of the system in your screen using 6 pre-

set screen view options 

 The Splitter Resize button is presented in your toolbar 

with a green splitting sections icon. 

 

 Clicking on this button will provide you the options used 

to arrange your screen in some preset arrangement. You 

can try out each option and see stick to the view that fits 

your needs more. 
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4.15.2 Create / Delete Bookmark 

 A bookmark provides a handy way to easily locate a 

particular file / folder you want to access frequently. 

 To create a bookmark, you can use the following steps 

1. Locate the folder/ file you want to add a bookmark to 

 Right click on it  and Click on Add bookmark 

option. 

2. This will present you a dialog box where you can type 

the name that you want to be a bookmark identifier. 

 

3. Click on [Accept] Button once you complete typing 

the bookmark name you want. 

4. Once the bookmark is created you can check that it 

appears in the general “Bookmark” menu.  

 

5. From this point onwards, being in any location within 

the system, clicking on [Bookmark menu  [the 

bookmark name you provided]] will automatically 

locate the location of the file / folder that you 

represented by the bookmark. 

6. The bookmarks are graphically distinguished depending 

on whether they are folders or documents, and ordered 

according to their category and name. 

 To Delete a bookmark, you can use the following steps 

1. Click on [Bookmark  Edit bookmarks] option from 

the Menu bar of the DMS 

2. A dialog box will appear that will allow you to select the 

bookmark you want from the list of all bookmarks you 

created. 

3. Select the bookmark you want to delete from the list 

and click on [Delete] button in the dialog box. 

 

4. Additionally, the dialog box also allows you to edit the 

bookmark available and selected in the list to be edited 

through Update button. 

5. With the use of update button, you can update the 

name of the bookmark reference. 



 End Users‟ Guide 

 Page 23 

4.15.3 Change Default Home Page 

 You can set any folder or document as default home in 

the user environment. 

 In this way, on accessing the application the path to the 

folder or document that has been set as home will open 

automatically. 

 The operation to set a document or folder as home will 

always ask you for confirmation 

 To set a folder / a file as a default home page location, you 

can use the following steps; 

1. Locate the folder/ file you want to use as a home page / 

default startup location  Right click on it  and Click 

on Set Default Home option. 

2. A confirmation dialog box will appear to confirm your 

choice, click on [Accept] button to confirm accordingly. 

 

3. Now, whenever you start your application, the default 

location that will be presented to you will be decided by 

this choice of yours. 

4.15.4 Sorting & Pagination 

 The document browser pane provides useful options to 

view the documents and folders presented in it as a list. 

 To improve productivity and provide a more efficient way 

of finding documents and folders in a large list, the top 

section of the Document Browser Pane provides tools to 

filter, sort and paginate items. 

 

 The first thee icons at the top are toggle buttons to 

display or hide Folders, documents and Mails respectively. 

 

 The Filter icon that comes immediately after the three 

icons show above will offer you a dialog box that provides 

filtering function based on configurable parameters. 

 

 If the check box that comes immediately before paginate 

is checked, the list of documents and folders will be 

presented as per your preference organized in a page 

after page fashion. 

 
 You can navigate from one page of view to the other 

using the page navigation control that comes immediately 

after the pagination option show in the above picture. The 

navigation controls also provide you with the information 

about your current view page and the total number of 

pages in which your list of documents and files are 

arranged. 

 

 Another helpful tool within the Document Browser Pane 

placed next to the buttons shown above are controls 

used to manage documents / folders list sorting orders. 
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 The option show will help you to arrange documents and 

folders based on the attributes presented in the above 

picture. The reverse check box following the sort 

dropdown list will determine whether the sorting order 

should follow an ascending or descending arrangement. 

4.15.5 Filtering by Document & by Folder 

 Before diving into a more comprehensive searching 

functionality of the DMS system, the Desktop workspace 

also provides you with two useful Filtering / Searching 

tools used to locate documents by document name or 

folders by folder name. 

 To filter documents by document name follow the 

following steps; 

1. Click on File Menu  Click on Find Document Option. 

2. This will bring you the dialog box that you can type part 

or all of the file name of the document you want to 

locate in the system. 

 

3. Once the search results are shown in the box, you can 

either double click the result item / or Click on [Go to 

document] button in the dialog box to find the location 

of the document. 

 To filter folders by folder name, follow the following 

steps; 

1. Click on File Menu  Click on Find Folder Option. 

2. This will bring you the dialog box that you can type part 

or all of the folder name of the folder you want to 

locate in the system. 

3. Similarly, the task of document locating and navigating 

the search result steps are applied (see the steps for 

documents in the previous lines) 

 

 Remember… 

A. The minimum length of your search string both for 

finding documents and folders is three characters 

long. 

B. In your search term wild card characters can also be 

used to facilitate the task of finding documents and 

folders. [ ? represents a single character, while * 

represents multiple characters] 
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5 Search Screen Operations 

5.1 Basic Concepts 

 The Search tab is one major component of the system‟s 

workspace and is located in the upper right of the screen. 

 Searches may be made by words in the contents of the 

files. This type of search functionality provided by the 

DMS system is called Full Text Search. 

 Searching by the name (title) of the documents, or by the 

type of file (MIME type) is also another feature achieved 

by the system.  

 A search can also be performed using the keywords 

assigned to the documents stored within the system. 

 You can also make searches by property group values if 

they have been defined. 

 The results are displayed paginated with 10, 20 or 30 

results. 

 Stars indicate the relevance of the document found. This 

value is established by the Search engine according to the 

search field and the results found.  

 The list of documents found is ordered from greatest to 

least relevance 

 A minimum of 3 characters relating to the search string 

should be provided for a successful search operation. 

 Search parameters could be saved as stored searches or 

user news that could be used for the future and shared to 

other users. 

 The search workspace screen is organized in four sections 

 Searches Panel 

 Search Panel 

 Control Panel 

 Results 

 

5.1.1 Wildcard Searches 

 To perform a single character wildcard search, use the "?" 

symbol. The single character wildcard search looks for 

terms that match that with the single character replaced.  

 For example, to search for "text" or "test" you can use 

the search: 

 te?t 

 To perform a multiple character wildcard search, use the 

"*" symbol.  

 Multiple character wildcard searches look for 0 or more 

characters.  

 For example, to search for test, tests or tester, you can 

use the search: 

 test* 

 You can also use the wildcard searches in the middle of a 

term. 

 te*t 

 Note: You cannot use a * or ? symbol as the first 

character of a search. 

5.1.2 Fuzzy Searches (Sounds Like search) 

 The DMS supports fuzzy searches based on the Edit 

Distance algorithm.  

 To do a fuzzy search use the tilde, "~", symbol at the end 

of a Single word Term.  

 For example, to search for a term similar in spelling to 

"roam" use the fuzzy search: 
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 roam~ 

 This search will find terms like foam and roams. 

5.1.3 Boolean Operators 

 Boolean operators allow terms to be combined through 

logic operators. Lucene supports AND, "+", OR, NOT 

and "-" as Boolean operators (Note: Boolean operators 

must be ALL CAPS). 

5.1.3.1 OR 

 The OR operator is the default conjunction operator. 

This means that if there is no Boolean operator between 

two terms, the OR operator is used.  

 The OR operator links two terms and finds a matching 

document if either of the terms exist in a document.  

 This is equivalent to a union using sets. The symbol || can 

be used in place of the word OR. 

 To search for documents that contain either "water users 

association" or just "association" use the query: 

 "water user association" association 

or 

"water user association" OR association 

5.1.3.2 AND 

 The AND operator matches documents where both 

terms exist anywhere in the text of a single document.  

 This is equivalent to an intersection using sets. The 

symbol && can be used in place of the word AND. 

 To search for documents that contain "water user 

association" and "gender" use the query: 

 "water user association" AND "gender" 

5.1.3.3 + (Plus Operator) 

 The "+" or required operator requires that the term after 

the "+" symbol exist somewhere in the field of a single 

document. 

 To search for documents that must contain "gender" and 

may contain "irrigation" use the query: 

 +gender irrigation 

5.1.3.4 NOT 

 The NOT operator excludes documents that contain the 

term after NOT. This is equivalent to a difference using 

sets. The symbol ! can be used in place of the word NOT. 

 To search for documents that contain "irrigation" but not 

"gender" use the query: 

 "irrigation" NOT "gender" 

 Note: The NOT operator cannot be used with just one 

term. For example, the following search will return no 

results: 

 NOT "irrigation gender" 

5.1.3.5 – (prohibit operator) 

 The "-" or prohibit operator excludes documents that 

contain the term after the "-" symbol. 

 To search for documents that contain "crop" but not 

"demonstration" use the query: 

 "crop" -"demonstration" 

5.2 Full Text Search 

 To search the repository for documents containing your 

search term, you can use the Full text Search 

Functionality 

 To start a full text search, you have a couple of 

alternatives; 

1. You can type your text search at the box located at 

the top right corner of your screen if you are in the 

Desktop Workspace Screen 

 

2. Type your search term in the space provided. For 

instance, you can type the name of the person in the 

signatory line mentioned in the “Agreement.doc” 

demonstrated at section 4 

3. Press [Enter] in your keyboard or Click on the Search 

button next to the box you typed your search text. 
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4. This will automatically display the search results by 

switching the workspace screen to “Search” Screen. 

 

5. Once the search results are displayed, you can double 

click on any of the search result items from the list to 

navigate back in to the Taxonomy folder location the 

item is stored. 

5.3 Advanced Mode Options 

 The full text search mode indicated in the section 5.2 is 

the default search mechanism of your DMS. 

 Advanced search enables you to search keywords, 

metadata and additional criteria such as location in the 

application. 

 To switch on the Advanced Search mode, Check the 

Checkbox for “View Advanced Mode” in the search 

Control Panel. 

 This will present you various options in the Search Panel 

that will help you to search your documents using one or 

more search parameters 

5.4 Result View Options 

 The result view options available in the search control 

panel will control the way your search results are 

displayed. 

 By default, a search result is presented in a more 

elaborated manner. 

 

 

 To switch a compact search result listing, which is more 

convenient to go through a larger list of search results, 

you can click on “Results Compact View” Checkbox in 

the control panel, this will display a more compact result 

listing. 

 

 The search control panel also provides you with a feature 

to navigate around the pages of the search result listing. 

 

5.5 Search Result Save Options 

 The search facility also allows you to save search queries 

for a future use in the “Searches Panel”. 

 To save a search in to the searches panel follow the 

following steps; 

1. Search the system for a specific document / folder that 

you have stored in the system using “Advanced Mode”. 

2. Now you can see the results of your search in the search 

result panel. 

3. In the box in front of the button “Save Search” provide a 

name to represent your search. 
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4. Click on Save Search button once you complete typing 

the name of the search query. 

 The searches Panel has two stacks, Stored Searches and 

User News. 

 Stored searches shows a list of user's searches that has 

been saved to be use later.  

 With a double-click on stored search, you can execute 

the search again.  

 With right click on a stored search will be shown a 

contextual menu that allows to rerun the search, delete 

the saved search and share a stored search. 

 User news shows a list of user searches that are used as 

push service (usually executed every 30minutes).  

 These searches are periodically executed and the results 

are shown at Dashboards  News panel. 
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6 Collaboration & Communication 

6.1 Add /Edit Document/ Folder Note 

 To add metadata to a document, follow the steps; 

1. Locate the document you wish to add a Note 

information in the Document Browser Pane. For 

instance, considering the scenario assumed at section 

4.5, Navigate to [Irrigation DirectorateStudy and 

DesignProjects  EasternErob  Dam 

Project Study Erob  Feasibility Study 

ReportVolume 1 Main Report] Folder. 

2. Right Click on the file [Final Main Report.doc] and 

Click on [Add Note] Option 

3. This will present you a dialog box where you can type 

your note. Type the note you want in the provided space 

and click on [Add] button. 

 

4. A document with a note associated with it will have a 

yellow sticky note icon in front of the document 

displayed in the Document Browser Panel. 

5. If you wish to view / read the note associated with a 

document / Folder, you can select the document / folder 

in the document browser panel and Click the [Notes] 

tab provided in the Properties pane. 

6.2 Managing Forums 

 The Forum section available in your properties panel 

helps you creating discussion topics on nodes 

(documents, folders, mails or records).  

 There is also a general-purpose forum available from 

Dashboard view. 

6.3 Managing Wikis 

 Wiki helps you to quickly creating and editing any 

number of interlinked wiki pages and DMS nodes 

(documents, folders, mails and records).  

 Multiple users can collaborate on it, creating, updating or 

deleting wiki information. 

6.4 Chatting 

 Chatting allows live communication and collaboration 

among colleague staffs that are currently working in the 

system. 

 Although a user can have the application opened on 

several browsers /tabs. Only one of them will be logged 

on chat. 

 Using the status bar chat icon, you can connect and 

disconnect from internal application chat 

6.5 Subscription 

 When a user is subscribed to a document, any change in 

the document will be notified to by email. 

 Note that for this feature to work, the user must have 

his /her email configured in the DMS system. 

6.6 Email & Attachments 

 To send document as a mail attachment to some 

colleague DMS user,  

1. First select a document to be sent as email attachment. 

2. Then open File menu and select the option "send 

document attachment", this will provide a dialog box 

which allows you to select the receiver of the email 

message which can be either individual users or user 

groups 
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3. This operation requires the sender and the receiver(s) of 

the attachment email should have their email account 

properly configured in the DMS. 
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7 Dashboard Screen 

 The dashboard screen provides a set of dashboard views, 

each user has a set of personal dashboard views that 

display the information relevant for him and helps to 

have a global view of the application activity. 

 The Dashboard Screen presents you the following views; 

 User view. Displays the actions that have been 

carried out in the system 

 General view. Displays a global view of the 

application activity. 

 News. Displays information based on scheduled 

user search queries. 

 Mail. It's a virtual navigation across all mail 

repositories. 

 Keyword map. Displays a tag cloud based on all 

repository keywords. 

 Messaging. Displays internal DMS messaging. 

 Forum. Displays a forum. 

 Wiki. Displays a wiki. 


