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INTRODUCTION 
This document is mainly for the 
User Management and contains 
the module navigation menu 
and process flow pages. Each 
process flow or operation is 
described with page layout with 
steps of operation for each data 
element. 
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User Management

User management is used to manage all the users modifications such as Roles, Users, 
Staff. User-interlinked changes can be done here. 

 

1.Roles: 
In Roles we can add, view, update, deleting of a module can be done using roles. 

 

View Roles 
 Click on Roles under User management Module. 
 Managing Roles page displays. 
 Select Func.Location, Section . 
 Click on Go Option. 

 

Add Roles: 
 Click on Roles under User management Module. 
 Managing Roles page displays. 
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 Click on Add Role Link to add Roles. 

 

 Select the details from Drop down menu and enter the details required. 
 Click on the check boxes which are needed. 
 Click on Save option. 

 

Update Roles: 
 Click on Roles under User management Module. 
 Managing Roles page displays 
 Click on Role name Link to update the Roles. 
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 Select the details from Drop down menu and enter the details required. 
 Click on the check boxes which are needed. 
 Click on  Save option. 

 

Delete Roles: 
 Click on  button in "Managing Roles" page to delete the records. 

 Confirmation message is displayed, click on button to delete 
the record. 

 

 
 

User management is used to manage all the  modifications such as Staff. User-
interlinked changes can be done here. 
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2.Staff: 
In Staff we can add, view, update, deleting  of a staff details  can be done using Staff. 

 

View Staff 
 Click on Staff under User management Module. 
 Managing  staff  page displays. 
 Select Section, Employee, Token, Status ,Designation from drop down menu . 
 Click on Go Option.  

 

Add Staff 
 Click on Staff under User management Module. 
 Managing Staff page displays. 
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 Click on Add Staff Link to add New staff Details. 

 

 Enter all the required and mandatory fields . 
 Click on Save option. 

 

Update Staff 
 Click on Staff under User management Module. 
 Managing Staff page displays 
 Click on Employee  name Link to update the staff details. 

 

 Enter all the required details. 
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 If needed upload the photo . 
 Click on  Save option. 

 

3. USERS  
User management is used to manage all the users modifications  such as Users . 
User-interlinked changes can be done here. 
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In user we can add, view, update, deleting  of a user details.  

 

View users 
 Click on users under User management Module. 
 Managing  Users page displays. 
 Select Location , Section from drop down menu and enter Login ID(optional) . 
 Click on Go Option.  

 

Add User 
 Click on Users under User management Module. 
 Managing users page displays. 

 

 Click on Add User Link to add New user Details. 
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 Enter all the required and mandatory fields . 
 Click on Save option. 

 

Update Users 
 Click on Users under User management Module. 
 Managing users page displays 
 Click on Login ID Link to update the User. 

 

 Enter all the mandatory fields (role, password). 
 Click on  Save option. 

 
Reset Password 

 Click on Users under User management Module. 
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 Managing users  page displays 

 

 Click On Reset Password  link to re-set the password if we have forgot. 
 On clicking on Reset Password we will get a new password of user in bold 

letters. 

 

 Again login with the new password code given in the above.  

 

 Click on Change password under Administration . 
 Enter the new password and confirm the new password. 
 Click on Save Option.  
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Block user 
 Click on Users under User management Module. 
 Managing users  page displays 

 

 Click OnBlock  link to block the user . 
 On clicking block or active the user status will be changed. 

Delete Users 
 Click on  button in "Managing Users" page to delete the records. 

 Confirmation message is displayed, click on button to delete 
the record. 
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