
Document Management System DMS User Guide

Ğداٮ ę� Ğالمس� Ğام ٕ�دارە ęطę� دمęحĞل مس�Ľدل� (DMS)
Operational Instructions for Document Lifecycle, Workflows, and Digital Signatures.

Ğه Ľم� Ğ5الر ĞعاٮĽ� Ğ5وĞر العمل وال�Ľوس� Ğداٮ ę� Ğالمس� ĞاەĽح� Ğلدورە ĞهĽل�Ľ� ęع ģسĞال� ĞماٮĽعل�Ğال�.



System Dashboard ام ęط ęحكم ال�Ğ� Ğلوحه

ام ęط ęص ال�ęملح

Ğ�Ğ5الو Ľی ę5 سĽ�Ľا� Ğ4م ĞهĽ� ęحكم المركرĞال� Ğر لوحه ę5وĞ� 
�Ľع Ğ5وĞال� Ğعاراٮ ģام وٕ�س ęط ęال� ĞاٮĽمال� Ļوٕ�ح Ľعلی ę4ال.

• ام ęط ęال� Ľی ę5 Ğداٮ ę� Ğوالمس� ęںĽدم�ęحĞالمس� Ľمالی Ļح�ٕ
• ار�Ľر Ğ4Ğلل� ĞهĽاعل� ę4Ğال� ĞهĽ�ęا� Ľ� Ļالرسوم ال�

• Ğه Ľ�ٔها� ęد ال�Ľوالمواع� ĞراٮĽك� ęدĞع ال� Ļ� Ğ� Ğم ل�Ľو� Ğ4Ğال�

SYSTEM OVERVIEW

The centralized dashboard provides real-time 
metrics, system totals, and signature 
notifications.
• Total users and documents registered
• Interactive charts for reporting by category
• Calendar for tracking reminders and deadlines



Client Management ٕ�دارەĞ العمG�ء

ا�مٔهĞ العمG�ء وال�Ğصد�Ľر Ğ5

اءەĞ مع ę4كĻ� ęںĽدم�ęحĞالمس� ę3Ľعر�Ğ� Ğاٮ ę4ء ومل�Gالعم Ğدارە�ٕ 
Ğالكامله ģح�Ļر وال�Ľصد�Ğال� Ğاٮęمكا��ٕ.

• ęواں ęوالع� Ľیęرو�Ğلك�
ٕIد اĽر� Ļل، ال�Ľل العم�Ľاص� ę4Ğ� ęعرص
• ر Ļر ع�Ľصد�Ğال� ĞاراٮĽ� ęح Excel و PDF

• Ğكل سهولهĻ� Ğاٮęا� Ľ� Ļل ال�Ľعد�Ğد و�Ľد� Ļل حĽعم� Ğه ę5ا ęص�ٕ

CLIENT LIST & EXPORT

Manage clients and user profiles efficiently 
with full export and search capabilities.
• View client profiles, emails, and physical 

addresses
• Export records to PDF and Excel formats
• Add new clients with the 'Create Client' 

action



Document Repository Ğداٮ ę� Ğودع المس�Ğمس�

Ğلداٮ Ļوالمح Ğاٮ ę4المل ę3 ģكسĞمس�

Ğكاٮ Ļ� ģدام س ęحĞاس�Ļ� ĞسهولهĻ� Ğداٮ ę� Ğودع المس�Ğمس� Ľی ę5 ل Ğ4 ę�Ğ� 
ĞهĽ� ę4صĞال� Ľی ę5 Ğدمه Ğ4Ğحكم الم�Ğاصر ال� ęوع� Ğلداٮ Ļالمح.

• ، المرحلهĞ (وارد/صادر)، Ğٔ�ه ę4ال Ļحس� Ğدمه Ğ4Ğم� ĞهĽ� ę4صĞ� 
ęحĽار�Ğوال�

• �Ľم ęط ę� Ğلل� ĞهĽرع� ę5 Ğلداٮ Ļومح Ğلداٮ Ļاء مح ģسę��ٕ
• امل ģدول س Ļح Ľی ę5 Ğٔ�ه ģس ę�ُالم Ğهه Ļد والح ę� Ğالمس� Ğحاله ęعرص

FILE EXPLORER & FOLDERS

Navigate the document repository easily using folder 
grids and advanced filtering controls.
• Advanced filtering by Category, Stage, and Date 

Range
• Create main folders and sub-folders for 

organization
• Comprehensive table detailing document status



Cloud Import ĽیĻراد السحا�Ľ� Ğس�
Iا

Ğمعه Ļالمح Ğداٮ ę� Ğراد المس�Ľ� Ğاس�

ęعں ĽیĻالسحا� ęںĽ� ęر ęحĞلی ال��ٕ ĞعددەĞم� Ğداٮ ę� Ğراد مس�Ľ� Ğاس� 
ĞهĻالمطلو� Ğلداٮ Ļوالمح ĞهĽ� ę4الوص Ğاٮęا� Ľ� Ļال� ęںĽ�Ľع�Ğ� Ğ7Ľطر�.

• ĞسهولهĻ� ĞعددەĞم� Ğاٮ ę4مل Ğٮ�G ę5�ٕو Ļسح�
• Ğالمرحله ، Ğٔ�ه ę4ال ęںĽ�Ľع�Ğ� (Stage)، ęهدڡĞلد المس� Ļوالمح
• Ğاٮ ę4ع الملĽم� Ļه علی ح Ğ4Ľ� Ļط�Ğ� مĞ�Ľ� مع Ļمح ę3وص Ğه ę5ا ęص�ٕ 

ĞوردەĞالمس�

BATCH UPLOAD TO CLOUD

Import multiple documents to cloud storage by 
mapping required metadata and folders.
• Drag and drop multiple files for quick import
• Map required metadata: Category, Stage, and 

assigned user
• Apply a bulk description to all imported files



Digital Signature Ľیęرو�Ğلك�
ٕIع اĽ� Ğ5وĞال�

Ğه Ľاعل� ę4Ğال� ę3Ľوص�Ğال� Ğلوحه

Ğداٮ ę� Ğع مس� Ğ5علی موا ĞهĽ�ęرو�Ğلك�
ٕIا ĞعاٮĽ� Ğ5وĞال� Ğ7Ľ� Ļط�Ğ� 
ĞهĽاعل� ę4Ğال� ę3Ľوص�Ğال� Ğدام لوحه ęحĞاس�Ļ� Ğمحددە.

• ĞعاٮĽ� Ğ5وĞؤ ال�� ، ĞهĻا� Ğع: الرسم، الك�Ľ� Ğ5وĞال� Ğدعم �دٔواٮ 
Ğه ęوط ę4المح

• �Ľار ęدام ح ęحĞاس�Ļ� Ğه Ğ4Ľ� Ğ5الد ĞاٮĽ�ģحدا�
ٕIا Ğ�Ľ� Ļ� ģ�Ğ� (Pin here)
• ĞمدەĞمع� Ğه ęعĽص�Ļ� د ę� Ğللمس� ĽمیĞ5م الرĞ� ęع للحĽ� Ğ5وĞال� Ğ7Ľ� Ļط�Ğ�

DOCUMENT MARKUP

Apply electronic signatures to specific document 
locations using the interactive markup canvas.
• Signature modes: Draw, Type (e.g., Dancing Script), 

or Saved stamps
• Precise placement using 'Pin here' on the 

interactive canvas
• Apply signature to finalize the document sealing 

process



Workflows & Audit Ğ7Ľ� Ğ5دĞر العمل وال�Ľس�

ĞعددەĞالم� ĞعاٮĽ� Ğ5وĞال� Ğدارە�ٕ

Ğعه Ļومراح ĽسلسلیĞ� كل ģسĻ� ĞعددەĞالم� ĞعاٮĽ� Ğ5وĞر عمل ال�Ľع س� Ļ� Ğ�Ğ� 
Ğالكامله ęمٔاں
Iا Ğ7Ľ� Ğ5دĞ� Ğٮ�G Ļسح.

• Ğ7ار، ومعل ęطĞ�ę�
Iد اĽ� Ğ5 ،ع ّĞ5مو : ęںĽع� Ğ5المو Ğحاله Ğه Ļ� Ğ5مرا
• ęںĽ� ę� Ľاء المع� ęعٔص
Iد وا ę� Ğالمس� Ğلحاله ĞهĽ�ٔالمر� Ğاراٮ ģالس ęعرص

• ęںĽاو� ęع� Ğ7ģو�Ľ� Ľی ę�ٔم� Ğ7Ľ� Ğ5دĞ� ل Ļسح IP، ĞهĽ� ęم� ęر Ğه Ğ5دĻ� Ğراءاٮ Ļح
ٕIوا

MULTISIGNATURE TRACKING

Track multi-signature workflows sequentially and 
review complete security audit trails.
• Monitor signatory steps: Signed, Pending, and 

Waiting
• Visual status badges mapped directly to the 

document
• Full audit trail detailing user actions, timestamps, 

and IP addresses



Create Workflow اء س�Ľر العمل ģسę��ٕ


ع�ĞمادIه اĽ� ĻوحĞع و�Ľ� Ğ5وĞسلسل ال�Ğ�

�Ľع م�Ğعدد �ĻحęطواٮĞ م�ĞسلسلهĞ و�Ğع�Ľ�Ľںę مد�Ľر Ğ5وĞ� اء مسار ģسę��ٕ 
Ľٔها�ی ęماد ال�Ğع��Gل.

• Ğه Ğ5دĻ� عهمĽ� Ğ5وĞ� Ļ�Ľ�Ğر�Ğ� دĽحد�Ğو� ęںĽ� ę4 ęالموط Ğه ę5ا ęص�ٕ
• ĞعاٮĽ� Ğ5وĞع ال�Ľم� Ļمال حĞعد اك�Ļ� ĞهĽ�ٔها� ęال� Ğه Ğ4 ę5ر للمواĽمد� ęںĽ�Ľع�Ğ�
• ĞعاٮĽ� Ğ5وĞسلسل ال�Ğ� Ļ�Ľ�Ğر�Ğ� Ğعادە
ٕI ęوڡ ę4الص Ğٮ�G ę5�ٕو Ļسح� 

ĞسهولهĻ�

SEQUENTIAL ROUTING

Build sequential multi-signature workflows and 
define final managerial approval routing.
• Add employees and set precise signing order
• Assign a Manager for final approval after all 

signatures
• Drag rows to seamlessly reorder the signing 

sequence



Signature Zones �Ľع Ğ5وĞال� Ğ7اط ęم�

RESTRICTED PLACEMENT ZONES

Draw specific bounding areas on the document canvas. This restricts where each 
designated employee can place their signature, ensuring forms are filled correctly 
without overlaps.

Ğصصهęع المحĽ� Ğ5وĞال� Ğ7اط ęم�

ę3 ęلكل موط ęمكںĽ� Ľى ęالد ęد المكاںĽ� Ľ� Ğ4Ğد ل� ę� Ğالمس� Ğعلی لوحه Ğمحددە Ğ7اط ęرسم م� 
Ļ� ę� ĻحĞح و�Ľكل صح� ģسĻ� Ōح ęماد ęال� Ğٔ�ه Ļع�Ğ� ť;ل ęد ęمں ęصĽ� .هĽ� ę5 عهĽ� Ğ5وĞ� ع ęوص ęںĽمع� 

ĞعاٮĽ� Ğ5وĞل ال�ęداحĞ�.



Stages & Notes Ğاٮ ęحط�Gالمراحل والم

اٮĞ والمراحل ęحط�Gالم Ğلوحه

اطę علی ę4د والح ę� Ğالمس� Ğاە Ľح� Ğمراحل دورە Ğه Ļ� Ğ5مرا 
Ğاٮ ęحط�Gالم Ğر لوحه Ļواصل ع�Ğال�.

• ل: وارد، صادر) ģم�) Ğداٮ ę� Ğد مراحل المس�Ľحد�Ğو� Ğدارە�ٕ
• ęعرڡĞل ال�Ľسه�Ğل� Ğلكل مرحله ęص �لٔواںĽص�ęحĞ� ĽصرىĻال�

• Ğاٮ ģ�Ľحد�Ğال� Ğاركه ģلمس Ğاٮ ęحط�Gالم Ğدام لوحه ęحĞاس� 
Ğرٯ ę4لل ĞهĽل� ęالداح

LIFECYCLE & COMMUNICATION

Monitor document lifecycle stages and maintain 
communication via the notice board.
• Define document stages natively (e.g., Incoming 

vs. Outgoing)
• Assign specific color codes to states for visual 

tracking
• Utilize the central Notice Board for inter-team alerts



Security & Plans Ğاٮ Ğ5ا Ļوال� ęمٔاں
Iا

ť:راĞ� ģس
Iا Ğاٮ Ğ5اĻو� ĞهĽ�ٔا� ę� ģال� Ğه Ğ5المصاد

Ğعه Ļومراح ĞهĽ�ٔا� ę� ģال� Ğه Ğ5دام المصاد ęحĞاس�Ļ� ĞاٮĻالحسا� ęںĽ�ٔم
Ğ� 
Ğامله ģر السĽسع�Ğال� Ğاٮ Ğ5اĻ�.

• Ğه Ľ�ٔا� ę� ģال� Ğه Ğ5دعم المصاد (2FA) Ğاٮ Ğ4Ľ� Ļط�Ğ� ر Ļع� OTP 
Google Authenticator م�ģل

• ، ĞهĽسٔاس�
Iا) ť:راĞ� ģس
Iطط اęح ĞهĽ� Ğ5رĞو� Ğعه Ļمراح 
( ĞهĽوالمؤسس� ، ĞهĽ� ę5راĞح�
Iا

• Ğه ęمرو�Ļ� Ğداٮ ę� Ğوالمس� ęںĽدم�ęحĞص حدود المس�Ľص�ęحĞ�

ACCESS CONTROL & PRICING

Secure accounts with two-factor authentication and 
review comprehensive pricing packages.
• Enable 2FA via standardized OTP authenticators
• Scale capacity with Basic, Pro, and Enterprise 

subscription tiers
• Manage strict limits on user seats and document 

storage



كراً لكم ģس
ام ęطę� DMS Ğه Ğ5وģومو� Ğعاله ę5و Ğه ę�ٓم� Ğداٮ ę� Ğمس� ĞاٮĽعمل� ęمں ť;Ğمؤسس� ęمكّںĽ�.

Thank You
The DMS empowers your organization with secure, efficient, and reliable document operations.


