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Sebagai Administrator:

Login dengan menggunakan akun Administrator

How To

Penggunaan Aplikasi Document Management System

Daftar Isi




Tampilan pada akun Administrator
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Dalam akun Administrator, terdiri dari menu Authorization, Documents, Project Management & Report
Authorization
2.1. User
Menu User disini adalah untuk menambahkan/merubah/menghapus daftar pengguna. User dibagi menjadi 3
kelompok, yaitu Administrator, Supervisor dan User.
2.1.1.Daftar User
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2.1.2.Membuat User
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2.1.3.Merubah User

& | Document Mgt

2.1.4.Menghapus User



2.2. Distribution
2.2.1.Daftar Distribution
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2.2.2.Membuat Distribution
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2.2.3.Merubah Distribution
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2.2.4.Menambah User pada Distribution
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2.2.5.Menghapus Distribution
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3. Documents
3.1. Category
3.1.1.Daftar Category
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3.1.2.Menambah Category
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3.1.3.Merubah Category



3.1.4.Menghapus Category
3.2. Sub Category
3.2.1.Daftar Sub Category
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3.2.2.Menambah Sub Category
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3.2.3.Menghapus Sub Category
3.3. Document List
3.3.1.Daftar Document
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3.3.2.Upload Document
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3.3.3.Merubah Document
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3.3.4.Nonaktifkan Document
4. Project Management
4.1. Project List
4.1.1.Daftar Project
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4.1.2.Menambah Project

& | Document Mgt

4.1.3.Assign User pada Project
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* Project Perpanjangan License assignment - ahmadzakki@gmail.com - Gmail - Google Chrome

& mail.google.com/mail/u/0/7ui=28view=btop&ver=ops2cvpehpblisearch=inbox&th=%23thread-f%3A17230170545485...
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Project Perpanjangan License assignment Inbox -
No Reply 6:38 PM (29 minutes ago) ¢ =,
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Project Perpanjangan License assigned to you by Admin Admin with document(s): AOC, Kontrak, Data
Crew

Demo Apps

Cazzsblzncs Office Tower &, 107 Floor Unit
JL. Casablanca Kav 88, Jskana Selstan 12570
T +62-21-111-22222

E: infof@dems.co.id
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4.1.4.Merubah Project
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4.1.5.Membatalkan Project
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5. Report
5.1. Document Access List
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B. Sebagai Supervisor

1. Login dengan menggunakan akun Supervisor
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Tampilan pada akun Supervisor
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2. Administration
2.1. Documents
2.1.1.Sub Category
2.1.1.1. Daftar Sub Category
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2.1.1.2. Menambah Sub Category
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2.1.1.3. Menghapus Sub Category
2.1.2.Document List
2.1.2.1. Daftar Document
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2.1.2.2. Upload Document
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2.1.2.3. Merubah Document
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2.1.2.4. Nonaktifkan Document
2.2. Project Management
2.2.1.Project List
2.2.1.1. Daftar Project
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2.2.1.2. Buat Project
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2.2.1.3. Assign Project
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2.2.1.5. Membatalkan Project
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2.2.2.Assigned Project
2.2.2.1. Daftar Assigned Project

& ) Document Mgt

ADM IS THAT 0N

¢ | Pagact lasn Due Date | Gocummes Completad | Comate By Croww Dwie fdn iy L Date

2.2.2.2. Assign Project Detail



2.2.2.3. Upload Document
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3. Documents
C. Sebagai User
1. Login sebagai User
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2. Assigned Project
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2.1. Project Details
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3. Document
3.1.
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3.2.

General

1. Change Password
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2. Reset Password
2.1. Lost Password

2.2. Password Reset email



* Password reset - ahmadzakki@gmail.com - Gmail - Google Chrome

# mail.google.com/mail/u/0/?ui=28view=btop8ver=ops2cvpehpbfsearch=inbox&th=%23thread-f%3A17231017329995...
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Password reset Inbox x

No Reply 6:44 PM (5 minutes ago) Ty 4
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You have requested to reset your password. Please click here to reset your password.
This request will be expired on 03 Feb 2022 15:44
Ignore this e-mail if you are not requested to reset your password

Cemo Apps
Casablznca Office Tower A, 10% Floor Unit
JL. Casablanca Kav.58, Jakana Selatan 12870
T +62-21-171-22222

E: infoi@demo.co.id
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2.3. Reset Password
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Doc, Managament
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2.3.1.Login
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