Document Management System (DMS) User Guide

Operational Instructions for Document Lifecycle, Workflows, and Digital Signatures.
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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
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EMAIL ADDRESS
hassan{@test.com
aosamal990@outlock.com Tabuk CLIENT LIST & EXPO RT

Manage clients and user profiles efficiently

with full export and search capabilities.

* View client profiles, emails, and physical
addresses

o Export records to PDF and Excel formats

 Add new clients with the 'Create Client'
action
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ASSIGNED TO CATEGORY SUB CATEGORY TAGS STAGE CREATED BY CREATED AT ACTION
18522833517 Ahmed Osama test one Owner Jul 28,2026 - R4 2
_infrastructure_Plan_Arabic_1785228220 Ahmed Osama test one Owner Jul 28,2026 [~ e 2
i Ahmed Osama test one Owner Jul 18, 2026 - K4 2
saliiu Ahmed Osama test one Owner Jul 18,2026 = @ 2

FILE EXPLORER & FOLDERS

Ahmed Osama test one Owner Jul 18,2026 = & 2
s AbmedOsama test2 one Owner wisas W E O 2 Navigate the document repository easily using folder
E Hoaitoare i one2 Sl wisae WO © & grids and advanced filtering controls.

S - . e . » Advanced filtering by Category, Stage, and Date

Ahmed Osama fest one Owner Jul 18,2026 [ & 2 Range

s « Create main folders and sub-folders for
Ahmed Osama test one test Owner Jul 15,2026 o C 2

organization
 Comprehensive table detailing document status
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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
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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
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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
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Create Multi-Signature Workflow
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Select employees and drag to set the signing order. Click "Set Zane” to draw 3 restricted area on the PDF for each signes

e.g. Contract Approval Q3

~- Select employee to add - v + Add

s m Ahmed Osama

AR o ) | setzone || @
= Drag rows 10 receder sigring sequence. SEQUENTIAL ROUTING
e e Build sequential multi-signature workflows and
[ Biatie (mnabo- el S al sloot ™ ] define final managerial approval routing.
None (auto-complete after all sign) « Add employees and set precise sighing order
Hassan Osama » Assign a Manager for final approval after all
St » , signatures

* Drag rows to seamlessly reorder the signing
sequence
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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
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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
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The DMS empowers your organization with secure, efficient, and reliable document operations.



