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1. Login Page

e Follow instruction as mentioned in the image :
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Click Login

Bundelkhand University, Jhansi
Image: Login Page

2. Home Page

e Follow instruction as mentioned in the image :
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Image: Home Page
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3. Dashboard

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

4. Add Heads

e Follow instruction as mentioned in the image :
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Image: Heads

Click To EDIT OR DELETE
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5. Edit Heads

e Follow instruction as mentioned in the image :
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Image: Heads o i

Click To EDIT OR DELETE

6. Delete Heads

e Follow instruction as mentioned in the image :
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Image: Heads
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7. Add Sub Head

e 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
e Follow instruction as mentioned in the image :
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Click To EDIT OR DELETE

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

8. View Created File

e Follow instruction as mentioned in the image :
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Image: View Created File

Click To EDIT OR PRINT OR FORWARD OR DELETE
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9.

Update Files

e Follow instruction as mentioned in the image :

Update Files
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Image: Update Files
Page 8 of 13

upcesco




Version 1.0 User Manual For Letter File Tracking

10. Sender Details

e Follow instruction as mentioned in the image :
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Image: Sender Details
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11. Edit Send File

e Follow instruction as mentioned in the image :
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Image: Sender Details
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12. View Sent File

e Follow instruction as mentioned in the image :
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Image: View Sent File
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Click To EDIT OR View
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13. Received Files

e Follow instruction as mentioned in the image :
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Image: Received Files

14. View File Movements

e Follow instruction as mentioned in the image :
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Image: View File Movements

Click To View OR Track
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15. Track File

e Follow instruction as mentioned in the image :
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