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1 ABBREVIATIONS

No. Abbreviation Description

1. PRJ Pegawai Rekod Jabatan

2. DDMS Digital Document Management System

3. SRS System Requirement Specification

4. SDS System Design Specification

5. NRIC National Registration Identity Card

6. JPR Jadual Pelupusan Rekod

7. MAMPU Malaysian Administrative Modernisation and Management
Planning Unit

8. ANM Arkib Negara Malaysia

9. PEMANDU Performance Management and Delivery Unit

10. SA System Administrator

11. RM Record Manager

12. EU End User

13. w Information Worker

14. AP Application Team

Table 1: Abbreviations
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2 INTRODUCTION OF DDMS

As an initiative towards a Paperless Government, Digital Document Management System
(DDMS) is the key project listed under Entry Point Projects (EPP8 - eGovernment). The project
is positioned under the Communications, Content and Infrastructure (CCI), one of the 12
National Key Economic Areas (NKEA) which have been identified by the Malaysian

Government for Economic Transformation Programme (ETP).

DDMS is a cloud-based system that is designed to manage the creation and maintenance of
electronically created documents of the Malaysian public sector agencies within a specific

classification scheme, apply retention and disposal schedules, and control access and use.

The fundamental objectives of the DDMS project are as follows:

. Replace paper records with digital records;
. Progressively eliminate the use of paper;
. Enable digital and non-digital documents to be created, captured, stored, maintained

and used electronically; and
. Enable all government matters such as presentation material delivery, internal

circulars and letters between agencies / departments to be made electronically.

In order to ensure compliance to national standards, DDMS was engineered to conform to the

following standards endorsed by Arkib Negara Malaysia (ANM):

. MS ISO 16175: Information and Documentation Principles and Functional
Requirements for Electronic Records in the Office Environment;

. MS 2223-1:2009: Information and Documentation - Records Management. Part 1:
General (ISO 15589-1:2001, IDT); and

) MS ISO 2223-2:2009: Information and Documentation - Records Management Part 2:
Guidelines (ISO / TR 15489-2:2001, IDT).

DDMS provides the technological component of a framework for the systematic and
structured management of records. It links electronic and non-electronic records to activities,
retains records of past actions, and fixes the content and structure of records over time. This
will ensure that the electronic records generated can be preserved while maintaining their

authenticity, reliability, integrity, usability, and accessibility at any time.
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2.1

2.2

DDMS provides the following management capabilities:
. Efficiency, by making information readily available when needed for decision-making

and operational activities;

o Better use of financial resources, by allowing timely disposal of noncurrent
records;
. Accountability, by enabling the creation of a complete and authoritative record of

official activities;
. Compliance, by demonstrating that legal requirements have been met; and
o Risk Mitigation, by managing the risks associated with illegal loss or destruction of

records, and from inappropriate or unauthorized access to records.

DDMS simplifies the records management of a traditional paper-based record filings system.
The system includes an advanced file classification system that is designed based on ANM
specifications. This feature incorporates the file retention schedules that are associated to

each defined classification.
Implementation

DDMS is made available to public sector agencies through Software as a Service (SaaS)
delivery model and is centrally hosted on a secured cloud infrastructure. Leveraging on a multi-
tenancy architecture, the delivery model enables tremendous cost savings for each of the

agencies. There is virtually no cost required for the infrastructure.

Other benefits include the following:

. Increase accessibility, promptness and transparency of Government service delivery;
. Create systematic control of document and record management of the public sector;
o Ensure the conservation of Malaysian institutional memory;

. Reduce the use of paper; and

. Support the Malaysian Government Green ICT initiative.

Using the System

DDMS will only be accessible through the 1GovNet network and will not be available
through the internet. To gain access to the system, a user must be registered by the system
administrator. Registration process will be done offline and will link users to their specific
Tenancy (Agency). Each user will be assigned with a specific profile (User Access Level) e.g.
Record Manager, Information Worker, End User, etc. Accessibility of the system modules,

functions and data will be limited to the user profile access level.
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2.3

Minimum System Requirements:

The PC/Notebook specification should have at least the following specification.

. Network: 1GovNet network access;

. Processor: 1 Gigahertz (GHz) or faster 32-hit (x86) or 64-bit (x64) processor;

. Memory Capacity: 2GB RAM,;

. Operating System: Microsoft Windows XP or higher;

. Web Browser: Google Chrome (best view), Internet Explorer or Mozilla Firefox (with

updated flash version); and

. Office Automation Software Integration: Microsoft Office (Word, Excel, PowerPoint,
Outlook). The native client will be provided in the form of Add-Ins that will be installed
onto Microsoft Office for Windows (version 2003, 2007 and 2010).

. Email Client: Microsoft Outlook (Component of Microsoft Office 2003, 2007, 2010)

Details on how to operate the DDMS system will be discussed in the following section.

DDMS Call Center

DDMS is supported by a dedicated call center consisting of trained personnel. The call center

will be operating 24x7 to provide assistance with troubleshooting and technical support.

For technical support, please contact the DDMS Call Centre at
+603-5650-5020. The call center can also be reached through email at dgkcc@dgkom.com.my.
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3 DDMS ACCESS MATRIX - Access Matrix

3 DDMS ACCESS MATRIX

No Module — Sub module SA RM EU Iw AT
1 Setting and Download
1.1 User Preferences v v v v v
1.2 Change Password v v v v v
1.3 View Details v v v v v
14 Download v v v v v
2 Setup & Configuration
2.1 Classification - v - - v
2.2 Record Type - - = - v
2.3 Retention - v 5 - v
2.4 Batch Upload - - = - v
3 Create v v v v -
4 Maintain
4.1 Disposition Job - v 5 - v
4.2 Hold - v - - -
4.3 Notification - - - - v
5 Disseminate
5.1 Browse by Classification v v v v v
5.2 Principal - v v v v
5.3 Advance Search 4 v v v v
5.4 Saved Search 4 v v v v
5.5 Favourites v 4 v v v
5.6 Recent Record 4 v v v v
6 Administer
6.1 User Defined Field - - - - v
6.2 Principal v - - - -
6.3 User Profile - - = - v
6.4 Security Level v - - - v
6.5 Login & Security Policy - - - - v
6.6 Session Tracking v - - - -
6.7 | Report v ; ; ] ]
Table 2: Access Matrix
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4 DDMS USER GUIDE
41 User Login

There are three scenarios for User Login.

a. User login;
b. Forgot Password; and
C. Change Password as Precaution.

4.1.1 Main Login Process

a. Main User Login Flow Chart

DDMS Login screen

Login to DDM S?

Forgot password

Change Password

End

Figure 4.1: Main User Login flow chart
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4.1.2 User Login

Scenario:
User login into the system using a valid username and password. If the user login for the
first time, the system will request user to change the password immediately after

successful login.

a. User Login Flowchart

Login to DDMS

Valid username
password?

Success log to
DDMS

End

Figure 4.2: Using valid Username and password flow chart

b. Using Valid Username and Password Procedure

1. Open the browser and key in URL “ddms.mampu.gov.my” at the internet

browser.

&« C A [ ddmsmampu.gov.my

2. Enter your Username and password.
Format for username: NRIC@Agency and click on [Login] button.
Example :
800617065281 @mampu
800617065281@pemandu
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oy

DDMS'

usemame NRIC@Agency

Password

3. If user key in the wrong user name and/or password, the following screen will

be displayed :

DIGITAL DOCUMENT MANAGEMENT SYSTEM

Username |690823083333@mampu
Password

Forgot Password?

Login Failed - Username or password is invalid

Notes: Account will be locked if the user tries to login the system for three

times and failed. User needs to contact administrator to unlock the account.
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4. If the user login for the first time, the following window will be displayed to

force change a new password.

Out-dated Password

According to our policy, your password has exceeded its expiration or your password has been
changed by someone who is not yourself. e.q: admin

To secure your account, please change your passwaord:
New Password:

Retype Password:

Change Password @Luguut

5. Enter your New Password and Retype Password in respective field.

Note: The password must be at least 12 characters long with a combination
of alphabets, numbers and special characters (i.e. non-alphanumeric
characters, example @,#,%,3).

Out-dated Password

According to our policy, your password has exceeded its expiration or your password has been
changed by someone who is not yourself, e.g: admin

To secure your account, please change your password:
MNew Password: LIy Y]

Retype Password: essssssssssess

Change Password @Luguut

Click on [Change Password] to proceed to change password.
[Logout] to exit to the login page.

6. After click on Change Password, it will prompt Password change
successfully. Click [OK] button.

Successful X

jr) Password has been changed.
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DDMS USER GUIDE - User Login

User Manual

7.

9.

The following menu will be displayed on your screen.
DDMS’

Menu | mMain

EET—

DIGITAL DOCUMENT MANAGEMENT SYSTEM

CUMENT MANAGEMENT SYSTEM
iﬂ%&ww PAPERIES SAGOVERNMEN TEy

DOMS;

2 an
& Settings and Download ]
[User Preferences
£ Change Password =
() view Details
&) Downloads

# Setup and Configuration -]
Classification
< Retention

P Create o

(4] New Record

» (L) Disposition

P Disseminate o

[ Browse By Classifications
& Principals
#8 Advance Search
el Saved Search
Favourites

Membolehkan semua urusan Kerajaan
seperti peng i gan,
pel

Hubungi kami: ddms.enquiry@mampu.gov.my

Version 2.5.0.20130621 Last Successful Login : 05/07/2013 01:34 PI and Last Unsuccessful Login : None

If the system is left idle for 20 minutes, user is given 30 seconds to react. The

following alert message will be displayed.

Sescion Time Out!

' Your session will be expire in 30 seconds.
- Click OK to continue or Cancel to logout.

(81,9 I Cancel ]

i. Click [OK] button to continue the session; or

ii. Click [Cancel] button to logout.

If there is no response in 30 seconds from the user, the following alert

message will be displayed.

Session Time Qut!
": Your session has expired. Please login again to continue.
L

Re-login

Page 16 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - User Login

4.1.3 Forgot Password
Scenario:

User forgot his/her password and requests the system to reset the password. This option
allows user to retrieve their password via email.

a. Forgot Password Flow Chart

Forgot password

Click on Forgot
password link

Enter email &
username

Receive temporary
password through email

Loginto DDMS using
temporary password

Reset new password

End

Figure 4.3: Forgot password flow chart
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b. Forgot Password Procedure

1. Open the browser and key in URL “ddms.mampu.gov.my” at the internet
browser.

€« C M [J ddms.mampu.gov.my

2. From the login page click the [Forgot Password?] link.

\.-"! 48y ;-:!l‘

DDMS®

DIGITAL DOCUMENT MANAGEMENT SYSTEM

Username

Example : 450203101233@mampu

Password

3. The following pop-up window will be displayed on your screen:

Forgot Password s
Password recovery request will be sent to the email address entered below.
NOTE: The email address must also match the email address of the registered
username,
AEETTIIEE NRIC@Agency
Ermail Address:
é} Reguest Password Recovery
4, Enter your username and email address. The following screen will be

displayed on your screen:
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User Manual

Forgot Password %

Password recovery request will be sent to the email address entered below.
NOTE: The email address must also match the email address of the registered

username.
Username: |671104125463@mampu
Emzil Address: ahmad@mampu.gov.my

é-:f Request Password Recovery

Click on the [Request Password Recovery] button.

The system will verify the Username and Email Address entered against the
database, if successful the notification message will be prompted.The
following window will be displayed:

Password recovery request has been
sent to ahmad@mampu.gov.my

Go to your mailbox.

Open the email that bears the subject "You've requested a Password
Recovery” and the content of this email is as follows. New Password will be
sent through the mail by the system :

* You've requested a Password Recovery
Wednesday, 22 January, 2012 11:26 PM
From: "ddocmasysi@gmail.com” <dd0|:mas',r5@gmai|.com>h

To: "AHMAD BIN AWANG” <ahmad@mampu. gov.my:>

You have requested a password reset on 671104125463 (AHMAD BIN AWANG) account.

Click the link below to confirm your password reset
Confirm Password Reset

This request was made on 24/01/2013 15:26:45 MYT.
For security reasons, the password reset link will expire in 1-hours time at 24/01/2013
16:26:45 MYT or after you reset your password.

Please do not reply to this message. Mail sent to this address cannot be answered.

** Privileged/Confidential Information may be contained in this message. ™

If you are not the addressee indicated in this message(or responsible for delivery of the
message to such persan),

you may not copy or deliver this message to anyone.

In such case, you should destroy this message, and notify us immediately.
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DDMS USER GUIDE - User Login

Click on the [Confirm Password Reset] hyperlink and the password will

reset automatically. The screen below will be displayed:

Successful

oK

\%) Password has been reset successfully.

X

Clik [Ok] button to proceed login page.

In case the Username or Email is invalid, the following error message will be

displayed.

i

Usermame 450203101233@mampu
Example - 450203101233@mampu

Password
Forgot Password?

DIGITAL DOCUMENT MANAGEMENT SYSTEM

Reset

Login Failed - Username or password is invalid

User Manual
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4.1.4 Change Password as Precaution

Scenario:

When the user feels that his/her password is no more secure and decided to change the
password by clicking the Change Password button. The system will prompt the user to
enter his current password and a new password. The system will prompt the user to enter

this new password the next time they attempt to login into the system again.

a. Change Password as Precaution Flow Chart

Reset new password

Click [Change Password]
menu

Enter current & new
password

Click on [Save] button

End

Figure 4.4: Change password as precaution flow chart
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b. Change Password as Precaution Procedure

1. Under [Settings and Download] section, click on [Change Password]

menu.

B Settings and Download [ ]

lser Preferences
rgcmnge Fassward |
(2] View Details
{ Downloads

The following dialog box will be displayed:
Change Password ¥

= ok §clear | ¥ Close

Current

Password: =

Password: =

Confirm Password: ®

2. Enter Current Password, New Password and Confirm Password.

Change Password ¥
[l Ok ¥y Clear | ¥ Close

Current

Paﬁwnrd: " FEREE RS SRS

Paﬁwnrd: " FEREE RS SRS

Confirm Password: ¥ | anesssnssene

Click [OKk] to confirm your action.
Click [Close] to cancel password change.

If click on [OK] button, this message will be displayed.

@ Change Password

Fassword changed successfully
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DDMS USER GUIDE - User Login

3.

If new [Password] and [Confirm Password] does not matched, mouse over

to the @ the following dialog box will be displayed.

Change Password

Password not match

Change Password »

i Ok %y Clear | 3¢ Close

Password: Ll PP—

Password: P ———

Confirm Password: 3 P )

Re-enter the matched password, click [OK] button to confirm your action.

Change Password 3

[l Ok %y Clear | 3¢ Close

| Current

! Password: Y F——

Notes: User can re-use their old password on the 6" attempt of changing the

password on 5 cycle password basis.

User Manual
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4.2 Settings

There are three scenarios for Settings.

a. Customized User Preferences;
b. View Details; and
C. Add-In Downloads and Settings.

421 Customized User Preferences

Scenario:
User wants to customize his/her preferences such as default language, default columns to
be displayed in record view or record browses.

c. Customized User Preferences Flow Chart

O Login to DDMS

k.
Click [User Preferences]
menu

kL J
Select default language
under [Language] tab

k. J
Select field/column name
under [Record View] tab

Select field/column name
under [Record Browse] tab

Click on [Save] button

O =

Figure 4.5: Customized user preferences flow chart
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d. Customized User Preferences Procedure

1. Under [Settings and Download] section, user has to click on [User

Preferences] menu.

B Settings and Download [
L dUser Preferences
4 Change Password
(] View Details
{JDownloads

The following pop-up window will be displayed with [Language] tab as

default :
User Preferences *

|l save ¥ Cancel

Language || FRecord View Record Browse

Default Language:
English

User Manual Page 25 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - Settings

User Manual

Record View
1.

Click on the [Record View] tab to set the record view value. Title, Record
Number, Tarikh Buka and Record Type will be the defaults field in record
browse window. User can see these changes when searching. The default
fields display in record list is as follows:

User Preferences X

| Save ¥

Language

Record Browse

Figld Name & Figld Name &

Ahli Fotografi o Title |
Aszignes ‘E‘ Record Number

Audie Format Tarikh Buka |
Author Record Type I
Bahasa -
Batch ld

Bilangan Pekeliing / Tahun Dikeluarkan :dé)d

Combined Title

Container Level @
Content Filename Remove
Content Text

Creator Username

Date Archived

Date Closed

Date Created |

Date Enclosed

Date Finalized
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User Manual

2.

DDMS USER GUIDE - Settings

To add a field in the record view setting.

Choose the required field in the [Available Fields] column. In this case,
‘Creator Name’ is used as an example.

Click [Add] button. The required field will be added to the top of the
Selected Fields list (on the right).

The Creator Username field added in the selected field column as
displayed:

User Preferences X
[l save ¥ cancal

Language Record View || Record Browse

st

Field Name « Biadd ol

Ahli Fotografi Creator Username: |

Title

Azsignes

Audio Format

[ | »

Record Number

£
| ]
Author Tarikh Buka E
Bahaza Record Type
Batch id

Bilangan Pekeliing / Tahun Dikeluarkan

Combined Title

Container Level (=)
Content Filename Remove
Content Text

Date Archived

Date Closed

Date Created ’

Date Enclosed

Date Finalized
Date Last Modified

Click [Save] button to save the changes.The following message
window will be displayed:

@ user Preferences

User Preferences updated successfully.
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To remove fields from the record view setting.

Choose the unwanted field in the [Selected Fields] column.
Click [Remove] button. The selected fields will be removed from the
[Selected Fields] list.

The ‘Creator Name’ fields have moved to the available field column:

User Preferences *®
[l save 3¢ cancel

Language Record View Record Browse

i o Field Name =
Creator Username: Title
I Fotograti g Record Number

fam. | »

Asgsignee Tarikh Buka
Audio Format Record Type
Author

Bahasa

Batch id

Bilangan Pekeliling / Tahun Dikeluarkan
Combined Title

Container Level

Content Filename

Content Text

Date Archived

Date Closed

Date Created

Date Enclosed

Date Finalized

Click [Save] button to save the changes. The following message
window will be displayed.

@ user Preferences

User Preferences updated successfully.
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Record Browse

Click on the [Record Browse] tab to set the record browse value. Title,
Record Number, Tarikh Buka and Record Type will be the default field in
record browse window. User can see these changes when browsing
attachments to attach in Lampiran while in creating records such as Memo,
Surat Menyurat and Emel. The default fields displayed for record browse is as
follows:

User Preferences *
|l save ¥ cancel

Lanquage || Record View | Record Browse

Field Name a Field Name

Ahli Fotografi Title

| »

Assignee |,E Record Number
Audio Format Tarikh Buka
Author Record Type
Bahasa

Batch Id -

Bilangan Pekeliing / Tahun Dikeluarkan :c?d

Combined Title

Container Level @

Content Filename Remove

Content Text
Creator Username
Date Archived
Date Closed

Date Created

Date Enclosed

Date Finalized
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2. To add fields in the record browse setting.
i. Choose the required field in the [Available Fields] column.
ii. Click [Add] button, the required field will be added to the top of the
Selected Fields list (on the right).
Example: User chooses ‘Creator Username’ field to be added in the
Selected Fields column. The ‘Creator username’ fields added in the

selected field column as displayed:

User Preferences *

|l save ¥ cancel

Language Record View Record Browse

Field Name « Figld Name
Batch Id Creator Username
i3

»

Bilangan Pekeliling / Tahun Dikeluarkan

loam |

Record Number

Buyer
No Klasifikasi Tarikh Buka
Combined Title Record Type

Fail
Container Level Add

Content Filename

Content Text @
Remove

Nama Pewujud

Date Archived

Date Closed

Date Created

Date Enclosed

Date Finalized

Date Last Modified

Date Last Modified of Contents

iii. Click [Save] button to save the changes. The following message

window will be displayed:

i User Preferences

User Preferences Updated Successfully
Please Refresh To Apply Changes
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3. To remove field in the record list setting.
i. Choose the field to be removed from the [Selected Fields] column.
il Click [Remove] button. The selected fields will be removed from the
Selected Fields list.In this case, the Creator Username field has
been removed from the Selected Fields. The ‘Creator Username’

field was moved to Available Fields column as displayed:

User Preferences X
|l save ¥ cancel

Language Record View Record Browse

e o

Figld Name » Field Name

Creator Username Title

Ahli Fotografi Record Number

fm.| »

Aszsignes Tarikh Buka
Audio Format Record Type
Author

Bahasa

Batch Id

Bilangan Pekeliing / Tahun Dikeluarkan

Buyer

No Klasifikasi Remove

Combined Title

Fail

Container Level

Content Filename

Content Text

Nama Pewujud

Date Archived

iii. Click [Save] button to save the changes. The following message

window will be displayed:

@ user Preferences

User Preferences Updated Successfully.
Please Refresh To Apply Changes
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4.2.2 View Details

Scenario:
The View Details button will actually prompt the properties of the current user logged in.

From there, the user will be able to see his/her profile details stored in the system.

a. View Details Flow Chart

|
|
|

Click [View Detail] menu
Select [General] tab for

view only

Select [Association] tab
forview only

Select [Security] tab for
view only

Select [Access Control]
tab forview only

O o

Figure 4.6: View details flow chart

User Manual Page 32 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - Settings

b. View Details Procedure

1. At [Settings and Download] section, click on [View Details] menu.

LCAUser Preferences

ﬂ [:hange Bacewnrd

[Z] View Details
. Downloads

The following screen will be displayed on your screen.
View Details ®
i Save | ¥ Cancel
General Associations Security Access Control
Type: ©
Person v

Name: *
PRIuserz

Email:

Can Login
User Name: *

priuser2

Is Interna

Active From:

Active To:

2. Click at [Associations] tab.The following screen will be displayed.

View Details *
7 Save | ¥ Cancel

General Associations Security Access Control

Member Of Default
Unit Pemodenan Tadbiran Dan Peran...

Pegawai Rekod Jabatan
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4.2.3 Add-In Downloads and Settings

Scenario:
When the user want to capture MS Outlook email and MS Office document into the system
but his/her workstation does not have the Add-In installed, they need to download the Add-

In from the system and install it to their workstation.

a. Add-In Downloads and Settings Flow Chart

Login to DDMS

Have Addln software?

Click [Download] menu

Click on [AddIn Installer] link

Save the installer to local
PC

Unzip the downloaded
file

Install the Addin software

Open MS Word with
DDMS plug-in

Click on [Change Setting] in
MS Word to connect to
DDMS

End

Figure 4.7: Add-In download and Settings flow chart
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b. Add-In Downloads and Settings Procedure

Downloads Add-In application.

1. At [Settings and Download] section, choose [Downloads] menu.
P Settings and Download [ |
LdUser Preferences

£ Change Password
(2] view Details

{ JDownloads

The following screen will be displayed.

Downloads List :

Microsoft Office AddIn

Chrenview

System Reguir=ments

Ope=rating Syst=ms
Windows S=rver 2003, Windows XP, Windows Vista, Windows 7

This Installer Works With the Following Programs
Micromaft Office Word 2003 and aboyve
Microsalt Offi int 2003 and above
. Microsoft Office Soo=l 2003 and above

. Micromoft Qutleck 2003 and abowe

PowerP

Bl b

AddIn Installer

Microsoft Office 2003 Microsoft Office 2007 Microsoft Office ZI:IZII:II

Eec=l

Outlook ———

Office Addin 2007 Offic= Addin 2010

PowerPoint

- .

Wond

Barcode Font
Diow nilosd Link
Manual / Guide

Admin Manual

1.
2. User Manusl

2. Click on [Add-In Installer] link to download the relevant Office Add-In. It
depends on the Microsoft Office version installed in the PC or notebook.
i. For Microsoft Office 2003, click Excel, Outlook, PowerPoint and
Word to download Office 2003 Add-In.
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ii. For Microsoft Office 2007, click Office Addin 2007 to download Office

2007 Add-In.

iii. For Microsoft Office 2010, click Office Addin 2010 to download Office

2010 Add in.

This example shown for Microsoft Word 2007.The following screen

will be displayed:

=

Cpening CfficeAddIn2007.zip

=

You have chosen to open:

& OfficeAddIn2007.zip

which is @ Compressed (zipped) Folder (204 MB)
from: http://192.168.1.214

What should Firefox do with this file?

() Openwith | WinRAR archiver (default)

@ {Save File

[ Do this automatically for files like this from now on.

| ok || cancel |

Click on the [OK] button to start the download process.Download window will

be displayed :

@ Downloads A W | (= -

@ OfficeAddIn2007 .zip
204 MB —192.168.1.214

1214 PM

m

-

Je

Once downloaded, the user needs to extracts the ZIP file in the local desktop

or notebook computer into specific folder.The following screen will be

displayed:

User Manual
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6.

Documents library
OfficeAddin2007,

Mame Date modified Type Size

ﬁ OfficeAddIn2007 Setup 9/4/201312:11 PM  Windows Installer ... 4613 KB

From the extracted zip folder, click setup icon.The following screen will be

displayed :

#8 Addn for Office 2007

welcome to the Addin for Office 2007 Setup ay
Wizard 'ﬁ :

The inztaller will guide pou through the steps required toinstall ddin for Office 2007 on pour
computer.

WwAARMIMG: This computer program is protected by copyright law and international treaties.
Unauthonized duplication ar distribution of this progrann, or any portion of it, may result in severe civil
or criminal penalties, and will be progecuted to the marimum extent pogsible under the law,

Click [Next] button to complete the installation process and insert the

organization /company name.The following screen will be displayed:
= 8
)

o

23 AddIn for Office 2007

Office Add In 2007

Enter your Organization / Camparny Mame

|DDMa

[ Cancel ] [ < Back ] [ Mest =

DDMS USER GUIDE - Settings
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7. Enter “DDMS” at the [Enter your Organization / Company Name] field.

8. Then click button and the following dialog box displayed :

AddlIn for Office 2

Select Installation Folder

The inztaller will install Addln for Office 2007 to the fallowing folder.

To inztall in thiz folder, click "Mext". To install to a different folder. enter it below or click "Browse".

Folder:

C:\Program Files (=88] Microzoft\Addin for Office 20074 Browse...

9. Click button and the following dialog box displayed.

18 Addln for Office 2007 = | S -

Confirm Installation

(2

.-’

The inztaller iz ready to install Addin for Office 2007 on pour computer.

Click "Mext" to start the inzstallation.

Cancel ] [ < Back ] [ Mext »
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10. Click button and the following dialog box displayed the

installation in progress.

£ Addin for Office 2007 = £
e, —

o

Installing AddlIn for Office 2007

Addln far Office 2007 iz being installed.

Pleaze wait...

11. Wait until the installation is completed.
12.  Click [Close] button : to close the screen.The following screen will be

displayed on your screen :

4 Addin for Office 2007 L]
|"ﬂl"'h ]

a

Installation Complete

Addin for Office 2007 has been successfully installed.

Click "'Cloze" to exit.

Fleaze uze Windows pdate to check for anyg critical updates to the MET Framewark.

Caticel ¢ Back
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13.  To configure Microsoft Office Word, open the Microsoft Office word, there

should have “DDMS” appear in the Menu bar.

(CNE R TE e

Mailings Review View

Home Insert Page Layout References
@ ¥ ooyt = e e e s
B - Calibri (Body) - A W] EE | EE
- =3 Copy - ]
Paste = 2 -2 =LA S = = =] = =
- 7 Format Painter (B I U-ade x, X Aa-|F- L4~ 5= —||+—_ ||.Q
Clipboard P Font P Paragraph

14. Click the - “®™™ . Menu and the following items display.

The following screen will be displayed:

N\ EEDE

|
LA
—-j Home Insert Fage Layout A

» Change Settings

o 9 About

Capture
Record

Record Manager Settings

15. Click the [Change Settings] button to display the following dialog box.The

following screen will be displayed:

i = E al

Settings

Server Configuration

Server
[ Prompt to save to DDMS

Login
|Isername

Password

[ Update Latest Version ] [ Reset ] [ Save

User Manual Page 40 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - Settings

16. Enter the IP address of the server in the Server field. Example
“http://ddms.mampu.gov.my”
i. Enter the Username and Password that is used to access the

system.

The following screen will be displayed:

g ~

Settings = [.[E]

Server Configuration

Server http:// ddms.mampu.gov.my
Prompt to save to DDMS

Login
Username 891221085536@mampu

Password eesssese

[ Update Latest Version ] [ Reset ] [ Save

[Save] button to save the configuration settings

[Reset] button to clear all the settings.

Notes: User needs to update their password in Microsoft Office AddIn

setting same as password in DDMS.

. If click [Save] the following message window will be displayed.

d Meszage ﬁ1

1

:I Authentication successful
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4.3 Creating and Capturing Documents

There are six scenarios for Creating and Capturing Documents:
Capture Digital Document;

Capture Physical Document;

Capture MS Office Document;

a
b

c. Capture MS Outlook Emaill;

d

e. Capture Digital Document (Audio and Video); and
f.

Routing Record through Email.

4.3.1 Create Flow Chart

a. Main Create Flow Chart

Log into DDMS

Capture Digital
Document

Capture Physical
Document

Capture MS Outlook
Email

Capture M S Office
Document

Capture Digital (Audio)

Routing Record through
Email

End

Figure 4.8: Create flow chart
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4.3.2 Capture Digital Document

Scenario:

When user having a digital document in softcopy such as memo and need to be captured
and upload into the system, they can upload using these features. For example documents
in Ms Office Word, audio, notepad and pdf.

a. Capture Digital Document Flow Chart

Capture Physical
Document

Create from [New
Record] menu?

Go to [Browse by
Classification] menu

From the Classification Go to [New R d
list, Right click — New - mznz[ ew Record]
Record

Select the Record type

Click on [Sean] icon

Select scanner

Click on [Scan] button

Click on [Upload] button

Fill in all data for

y
L
|
y
L.

Figure 4.9: Capture Digital Document flow chart

Minit] form

Click [Save] button
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b. Capture Digital Document Procedure

1. Go to the [Create] menu and click [New Record].

|£] New Record

Select Record Type for New Record window will be prompted.

Select Record Type for New Record ¥

" 0k | 3 cancel

Name =

oo Akta/Ordinan

Audio

@ Cabutan Keputusan Jemaah Menteri

[ [ »

= Carta
Dokumen Tender / Sebut Harga

Emel

OOOOOO O

=) Fail i

2. Select the Record Type by clicking on the checkbox.

Select Record Type for New Record ¥

o 0k | ¥ cancel

Name =

[ #& Waklum Balas Mesyuarat

| B Memo

[C] g Minit Mesyuarat

[ |

j| Mota Jemaah Menteri

Pekeliling

[l
[C] »p Mota Mesyuarat/ Perbincangan
l
[

&
[

Perianiian / Memcrandum

3. Click [Ok] button. Click [Cancel] button to cancel the action.

3 Cancel
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4, Data Entry Form will appear on a new tab.
There are four tabs in this screen and each has its own function.
i Metadata tabs contains information that describe about data.

ii. Minutes tabs contains instruction about the records. For example "Sila

ambil tindakan”.

iii. Access control tabs contains information about the records security level
and principals. The security level of the records either "Terbuka” or
"Terhad” and etc. While principals contain information on who can
access the records. At the bottom of the screen there are two checkbox
which are File Based Security and Bypass Reference Access Control
Level. File Based security will follow the record’s file security level while

Bypass Reference Access Control Level will not follow any of it.

iv. Related Records tab shows any records that related to it. However, the
tab is disable and only Record Manager/Pegawai Rekod Jabatan (PRJ)

can relate a record to a record, file to a record or file to a file.

Mair |#] new Record
=l Save | 3£ Close | £ Scan @ Upload
Metadata Minutes Access Control Related Records
& Memo
Tajuk: *
e

Fail: =

2 e

Mo. Rujukan Tuan:

Mo. Rujukan Karmi:

Tarikh Memo: *

=

Hama Pengirim: *

Jawatan Pengirim:

Hama Penerima: =

Jawatan Penerima:

User Manual Page 45 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - Creating and Capturing Documents

5. Click [Upload] button to upload the document(s).

|#] Scan I-I} LI|::-I|:|E||:II

6. Upload dialog window will appear.
Upload dialog %
| Ready for new upload(s)
Filename ~ Status
aF Add = Remove 3 Reset | 4 Upload Close

i. [Add] button to add document to upload;
ii. [Remove] button to remove the upload document(s);

iii. [Reset] button to refresh the screen;

iv. [Upload] button to upload the document to the system; and
V. [Close] button to close the Upload dialog screen.

7. Click on [Add] button. Choose Document to Upload window will appear.
& Open - . @ lﬂ
@Q-| |« KERIA » DGKOMSDNBHD » Training » ~ [ %3] Search Training o

Organize + MNew folder > O '@'
't Favorites ~ Documents library .
B Desktop Training S
4 Downloads Mj MNew_Schedule_-_Propose -
+# Dropbox = mjTransfertoN\Il\ﬂ

iﬂ Recent Places o
MJ training_emel_SPLD_v8

4 Libraries Mjknnwledge b
5| Documents [ Mj DDMS Infoworker_guide_v1.18 F
J'- Music ﬂjTatacara_Pengurusan_Rede_EIektr... E
[ Pictures W additional )
E oscy i ﬂj DDMS UAT- Administrator Scenario... s
File name: - [AnFies -]

[ open |+ [ cCancel |
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8. Select the document that the user wants to upload.
rf Open " — - . - Iﬂ
& =[ ) « KERA » DGKOMSDNBHD » Trsining » + [ 2| Search Training )
Organize = MNew folder @ 0 @
't Favorites ~ Documents library SRR
Bl Desktop Training A
4 Downloads Mj Mew_Schedule_-_Propose o
% Drophox E MjTransfertn ANM
=] Recent Places N
MJ training_emel_SPLD v
=3 Libraries Mj knowledge PRJ
3 Documents [ Mj DDMS_Infoworker_guide_v1.18 T
,J'. Music n m = L
[e=| Pictures U i
) —
pess i ih‘ DDMS UAT- Administrator Scenario... s
File name: > [l Files -
[ Open |v] [ Cancel ]
9. Click [Open] button OR the user can just double-click on the selected

document. Click [Cancel] button to cancel.

| Al Files -|

COpen |v Cancel

10. The selected document(s) to be uploaded will be listed on the [Upload

dialog] screen.
There are two columns on the screen:

i. Filename — Name of the document that ready to upload.
ii. Status — Status of the document list.

[Queued for upload] status will appear on Status column.

Upload dialog *

| Ready for new upload(s)

Filename - Status
C:\fakepath\Tatacara_Pengurusan_Rek... [0 Queued for upload.
gk Add = Remove 3 Reset @&Upluad Close
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11. Click [Upload] button.

Rezet Upload

The user will see the status column change to ‘OK’.

Upload dialog »

Ready for new upload(s)

« | Filename Status
Civfakepath\Tatacara_Pengurusan_Rek. .. B oK
oF Add = Remove 3§ Reset | 4 Upload Close

Click the [Close] button to close the window.

12 The Data Entry Form will appear again after previous window has been

closed.

Mair |Z] New Record x

& save | 3 Close £ Scan @ Upload
Metadata Minutes Access Control Related Records

M Memo

Tajuk: =

Fail: =

Mo. Rujukan Tuan:

Mo. Rujukan Kami:

Tarikh Memo: *

e

Hama Pengirim: =

Jawatan Pengirim:

HNama Penerima: *

Jawatan Penerima:
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12.  Fillin all the fields.

13.  On Fail field, click " putton.

Fail: *

Browse by Classifications screen will appear.

Browse by Classifications
o OK QREfFESH Quick search based on Full Number or Title. R
[[] Cclassification Number Title
D j WMANMPU Unit Pemodenan Tadbiran dan Perancangan F
|:| ﬂ MAMPU.100- PENGURUSAN PENTADBIRAN
|:| ﬂ MAMPU.200- PENGURUSAN TANAH, BANGUNAN DAN INF
|:| ﬂ MAMPU.300- PENGURUSAN ASET
|:| ﬂ MAMPU.400- PENGURUSAN KEVWANGAN
|:| ﬂ MAMPU.S00- PENGURUSAN SUNMBER MANUSIA
|:| H MAMPU.S00- PEMODENAN PENTADBIRAN DAN PENY AMPA
|:| ﬂ MAMPU.700- PENGURUSAN PROJEK SEKTOR AWAM
Page 1|of1 | @"

14. Search the File by clicking on # icon.

Browse by Classifications
«” OK [E4 Refresh || Quick search based on Full Number or Title. R
[T]  Classification Number Title
I:‘ il MAMPU100-10¢ PENGURUSAMN PENTADBIRAN - Penerbitan Jabaf
D =2 MAMPU 100114 PENGURUSAMN PENTADBIRAN - Teknologi Maklun
D ile MAMPU100-11414 PENGURUSAMN PENTADBIRAN - Teknologi Maklun
:ILj MAWMPLU_100-1142¢ PENGURUSAN PENTADBIRAN - Teknologi Maklun
D [# =] MAMPU.100-11421 K-MAMPU
D [ MAMPU.100-11/272 E-Perolzhan
|:| @ [ MAMPU.100-1142/3 Sistem Pengezahan Kehadiran
D @ o] MAMPU.100-11/2/4 E-mel
D M [ MAMPU.100-11/2/5 ScoreCard
|:| & [ MAMPU.100-11/2/8 E-HR PERKESO
[l H [ MAMPU.100-11/277 E-Ratting
[l [ [ MAMPU.100-11/2/9/ DOMS Project
D iIL: MAMPU.100-1143¢ PENGURUSAN PENTADBIRAN - Teknologi Maklun
=] HED MAMPU.100-1104¢ PENGURUSAN PENTADBIRAN - Teknelogi Maklun
|:| ilﬁ MAMPU.100-12¢ PENGURUSAN PENTADBIRAN - Pengurusan Rek|
= = RITITIPLLET FERLA LIRS A b AEMT A MBI AL Mormbe ko e riy

Page 1 0f1 L | EE‘
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15.  Select the File by tick on checkbox.

Browse by Classifications
& OK [ Refresh || Quick search based on Full Number or Title. b
|:| Classification Number Title:
| = @ MAKMPU100-10/ PENGURUSAN PENTADBIRAN - Penerbitg
|:| :l@ MAMPU.100-11/ PENGURUSAN PENTADBIRAN - Teknolog
|:| ﬂu MAKMPU100-11414 PENGURUSAN PENTADBIRAN - Teknolog
I:‘ ;IL: MAMPU.100-1142/ PENGURUSAN PENTADBIRAN - Teknolog
D @[] MAMPU.100-11/21 K-KAMPU
[l @ [ MAMPU . 100-11/2/2 E-Perolehan
|:| @ [ MAMPU.100-11/2/3 Sistem Pengesahan Kehadiran
[l @ [ MAMPU.100-11/2/4 E-mel
|:| @ [ MAWMPU.100-11/2/5 ScoreCard
|:| @ [ MAMPU.100-11/2/8 E-HR PERKESO
|:| @ [ MAWMPU00-11/27 E-Ratting

| = [ | MAMPU.100-11/2/9¢ DDMS Project |
I:‘ ﬂu MAMPU.100-1143/ PENGURUSAN PENTADBIRAN - Teknolog
|:| ﬂu MAKMPUA00-1104/ PENGURUSAN PENTADBIRAN - Teknolog
[l | @ MAKMPU100-12/ PENGURUSAN PENTADBIRAN - Penguru
= 1= RIPATL TR LT REMAITLIE & K DEAMT & NEINA KL Pammbo b

Page 1|of1 oo .:E:—"

Click [OK] button to confirm the action.

16. No. Rujukan Kami field will be generated automatically field upon saving.

Main =] Hew Record =

=l Save | ¥ Close [£]Scan 4 Upload

HMetadata Minutes Access Control Related Records

M Memo

Tajuk: =
BEMGKEL PEMAMBAHBAIKARMN SISTEM

Fail: =
MAMPU.100-11/2,/9/ L=JL=

Mo. Rujukan Tuan:
MAMPU.BPPEG 100-7/3/1-121LD.2 (1

Mo. Rujukan Kami:

Tarikh Memo: =

oi/1o0/z2o009 [9

Nama Pengirim: =

Parmjit Kaur

Jawwatan Pengirim:

Pengarah Bahagian Pembangunan da
Hama Penerima: =

Azlan Bin Iskandar

Jawatan Penerima:
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17. Click the [Minutes] tab.

Metadata Minutes || Access Control Related Records

Minit:

18. Click o button to fill in Minit field. e button to clear Minit field.

Minit:

19. Catat Minit screen will appear.

Catat Minit #

« Catat Minit | € cancel

20. Fillin Catat Minit field and click [Catat Minit] button. Click [Cancel] button to

cancel the action.

Catat Minit

« Catat mmﬂ * cancel
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After click on [Catat Minit] button, window will be displayed :

Metadata Minutes Access Control Related Records

Minit:
Memo diterima pada 12/12/2009

X Cose

21. Click [Save] button to save the record.

\y Record saved successfully

Note : Only Record Manager can modify metadata after the record was
saved.
22. To view the minit :
i Reselect the respective record.
ii. Click on [Minit] tab to display the result and the following screen will be

displayed:

[=ll save | ¥ Close
Metadata Minutes Content Version Access Control Related Re

Minit:
Thursday, 25 April, 2013 8:44:01 PM umi :
Memo diterima pada 12/12/2009
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Alternative way to create record is using [Browse By Classifications] menu.

1. Go to [Disseminate] section and click the [Browse By Classification] menu.

B Maintain [« |
+ [C ] Disposition

E8 Advance Search
[l Saved Search
Favourites

10.17.254.241 /main.jsp1#

The following window will be displayed.

Main ﬁ Browse By Class '*
Lﬁﬂefresh Quick search based on Classification Number or Title L
|:| Classification Number Title
|:| :l MAMPU Unit Pemedenan Tadbiran & Perancangan Pengurusan Malaysia
|:| 1] MAMPU.100- Pengurusan Pentadbiran Kerajaan
|:| 1! MAMPU.200- Pengurusan Tanah, Bangunan Dan Infrastruktur
0| @[F wampu.30o- Aset
@ wavru.soo- Kewangan
0 1! WAKPU.500- Sumber Manusia
|:| 1! MAMPU.S00- Pemodenan Pentadbiran Dan Penyampaian Perkhidmatan
[ H & MAMPU.T00- Pelaksanaan Projek Sektor Awam
2. Browse the classification by clicking the sign to expand until File level

().

Main ﬁ Browse By Class '*
[E8 Refresh || Quick search based on Classification Number or Title. Yot
|:| Classification Number Title
|:| :l MAMPU Unit Pemodenan Tadbiran & Perancangan Pengurusan Malaysia
= ;l MAMPU.100- Pengurusan Pentadbiran Kerajaan
|:| =2 _[ﬁ MANPU.100-1/ Pengurusan Pentadbiran Kerajaan - Perundangan
jl:l MAMPU. 100171/ Pengurusan Pentadbiran Kerajaan - Per - Pengg nyedig
|:| @[] MAMPU.100-1/1/2 Penyediaan Undang-Undang
|:| @[] MAMPU.100-1/1/3 Penggubalan Undang-Undang
|:| @[] MAMPU.100-1/1/4 Perundangan
D & [ MAMPU.100-1/1/5 JLD 1 Pekeliling Khas
D & [ MAMPU.100-1/1/5 JLD 2 Pekeliling Khas
|:| @[] MAMPU.100-1/1/6 Peraturan
|:| @[] MAMPU.100-1/1/7 Penggubalan Am
|:| ﬂl: MAMPU.100-1/2/ Pengurusan Pentadbiran Kerajaan - Perundangan - Khidmat Nasihat
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3. Right click on the selected File.

Main ﬁ Browse By Class *
.:&iﬂafr&sh Quick search based on Full Mumber or Title. Fe
[[] cClassification Humber Title
[l ;l MAMPU Unit Pemodenan Tadbiran dan Per
[ 2[& wampu.100- PENGURUSAN PENTADBIRAN
[ =& mampu.100-1 PENGURUSAN PENTADBIRAN - Pd
[ =E mAMPU.100-1/1 PENGURUSAN PENTADBIRAN - Pd
0 @ [ MAMPU.100-1/1/2 JLD 1 Pekeliing Khas
&l @ [ MAMPU.100-1/1/2 JLD 2 Pekeliing Khas
&l @ [ MAMPU.100-111/3 Tee Test ACL
|:| E [ MAMPU.100-1/1/4 Pindaan Undang-undang Alam Sef
7 & [ | MAMPU.100-1/1/5 :
— 1 [Z] Properties ;
[ = maMPU.100-1/2 s
Content 3
] = MAMPU.100-1/3 ) 5
[ @] MAMPU.100-1/4 © New -
] =D MAMPU.100-1/5 B8 Navigate boE
MAMPU.100-1/6 :
O = |=| Detais b [
ol = MAMPUL100-1/7 5
[ L) MAMPU.100-1/8 @ SendTo b
[ 3 MAMPU.100-1/8 (2] Remove From b B
= = [F manpu.100-2 5
= [ez] Administration 3

= @[ manpu.100-3 r
E = mameu.100-4 W Exportto L '
= = [F mampu.100-5 %, Record URL 3
E i‘ MAMPU.100-5 EJ Communication History

=5 MAMPU.100-7 ]

4, Navigate your mouse to [New] and click [Record].

J Properties

Content 3

erundangan - Khidmat Nasihat

erundanoan - Khidmat Guaman

*[[©_pecors ;

(B Mavigate 3
@ Create New Yolume
,_'] Details [ o m——
erundangan - Pekeliling Dalam J4
i@ SendTo F erundangan - Pekeliing Dan Per
é‘; Remowe From } Erundangan - Arahan dan Perind
erhubungan Awam
[ez] Administration 3

regram Kerjazama Dalam Meger

}E Boliidis regram Kerjasama Luar Negara

% Record URL gporan & Perangkaan

engurusan Mesyuarat
E]_J Communication History g ¥

— e emudahan (Fasilitiy
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Select Record Type for New Record screen will appear.

Select Record Type for New Record ¥

o 0k | 3 cancel
MName «

[] | @& Akta/Ordinan

] §F) Audie

[C] @ cabutan Keputusan Jemaah Menteri

[t | »

= Carta

o
] Dokumen Tender / Sebut Harga
& Email
o

'z Faks s

5. Continue the operation starting from step 3 in Capture Digital Document

section.

Alternative way to create record is using [Favourites] menu.

1. Go to [Disseminate] section and click the [Favourites] menu.

= Disseminate [« |
[0 Browse By Classifications

£, Principals
g8 Advance Search

il Saved Search

Favourites
SRecent Records

Favourites screen will appear on a new tab.

Main Favourites =~

_;";il-'{efresh I= | Preview Mode

[ Title Record Number

[C] @[5 PENGURUSAN PENTADBIRAMN - Perundang... MAMPU.100-1//5
|:| % Feraturan Pilihanraya 2013 MAKMPU.100-1/145(1)

Notes: User need to make sure at least there is a record in the favourites

tray. If not, user can refer to Maintain Favourites Tray List to add record(s).
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2. Right click on the selected File. The following screen will be displayed:
Main Favourites =

|2 Refresh (=] Preview Mode

|:| Title Record Number

=l || PENGURUSAN PENTADBIRAL MAARIDIL 400 4605

[ Peraturan Pilihanraya 20 [=] Properties

Content 2

& MNew 3
@@ Mavigate 3
|| Details 3
@ SendTo 3
2 Remove From 3
[kz| Administration 3
I Export to XML
. Record URL
E]_J Communication History

3. Mouse over to [New] and click [Record].

TR0 T 0
=l Properties ' 14/04/2013 03
Content F
|@ Mew
@@ Mavigate 3
@ Create New “olume
=] Details 3
@ SendTo 3
é‘; Remove From 2
&z Administration b

I Export to XML

%, Record URL

E]J Communication History
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Select Record Type for New Record screen will appear.

Select Record Type for New Record ¥

«” 0k | ¥ Cancsl

Name =

o Akta/Ordinan

m Audio

@ Cabutan Keputusan Jemaah Menteri

ey | »

« Carta
Dokumen Tender / Sebut Harga

Email

O0O00000

= Faks

Continue the operation starting from step 3 in Capture Digital Document
section.
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4.3.3 Capture MS Outlook Email

Scenario:
User received an email message through Microsoft Outlook and they want to capture it into
the system.

a. Capture MS Outlook Email Flow Chart

Capture M3 Outlook
Email

Open MS Qutlook Email

Select specific email

Right click on selected
email - click [Capture]

Fill in all data for
[Metadata] form

Update [Record type] &
[Metadata] to all email
attachment

Fill in all data for [Catat
Minit] form

Click [Save] button

7
!
{
|
|
l
|
5 -

Figure 4.10: Capture MS Outlook Email flow chart
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b. Capture MS Outlook Email Procedure

Capture MS Outlook Email

User Manual

1.

Open the Microsoft Outlook.

4 Favorites g .
[ 5] Inbox (131}
= Sent Items
{a] Deleted Items (1)

=) Inbox (181)
7| Drafts

Arrange By: Date

4 mardhiah@dgkom.com.my =

arch Inbox [Ctrl=E)

Mewest on top

Today

Suhanah Roslan
Fwd: Iso Compliance

918 AM

4 Monday
[ sent Items
,5] Deleted It n -1 Syawalliah via Dropbox Mon 4:56 P...
2 i Reminder: Syawalliah Mahd Yamin ...
Ll gl Junk E-mail 3] *=| Sharifah Shekhah Mon 1:47 PM
L§| Outbox Assignment Report Form - Mew L. H
LE_.E| R55 Feeds -] Sharifah Shekhah Mon 1:38 PM
L& Search Folders Mew staff wef 1st July 2013, H
4 Last Week

>

Click the selected email and click [Capture].

maedhiah@dgkom.com.my

-} Inbox (151

(A Onafts

= Sent ftems

fa) Deleted Items (1

& Junk E-mad (3]

i Outbox

£ RSS Feeds

2 Search Folders

0] v
File Hom Send/Receive  Folder  View  DDMS
o % lonore x = 23 v
=3 \ ) | Meeting  id
3] L 8 =
45 Clesa Up - . v » 23 Tean
New New Delete  Reply Reply Forward B, pove =
E-mall Rems~ & Junk Al ¢ % Rept
L Delete Respond
4 Favorites <
i earch  (Ctri+E p
L) Inbox 181}
Arrange By: Dat Newest on to -
=} Sent Rems Tange By: Date Newest on top
(3 Deleted ltems (1
4 Today
4 -] Suhanah Rostan %18 AM

Fwd: Iso Compliance

4 Monday

1 Syawaliah via Dropbox Mon 4:56 P...
Reminder: Syawaliish Mohd Yamin

-1 Sharifah Shekhan Mon 1:47 PM
Assignment Report Form - Newl.. !

-1 Sharifah Shekhah Mon 1:38 PM
New staff wef 15t Juty 2013 !

4 Last Week
1 Syawallish via Dropbox  Fri 28/6
Syawalliah Mohd Yamin wants to sh.

= Shafiqah Nasra Ezance  Wed 26/6
Fwd: RE: Record Manager Protile... @

-1 Sharifah Shekhah Tue 25/6

Fw: June 2013 salary '

Y ks -1 Suhanah Rostan Tue 25/6

= Re: New statt CV o

7] calendar I Mayumie Azura Mohd  Tue 25/6

Re: New staff CV L]

8| contacts 1 Mayumie Azura Mohd Tue 25/6
Re: New staft CV

o] Tasks J Suhanah Rostan Tue 25/6

Eink Jobs desc
ol 28 - ] oen asnn P &

Click on [Capture] menu.

.ﬂ|‘ﬁ ] |=

F Haome

Send / Receive

“y Create Link 2y Change Settings & Capture
£ About
Security Level Terbul 1 (Openj~
Current Folder Mnbox settings Sl

Cataloging new email
alder View DS
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Confirmation message will appear.

r—Ca;:hturvs_' l = | (=] |_ih]

Do you want to proceed with the capture record?

| Ok | | Concel |

4. Click [Ok] button to proceed or [Cancel] button to cancel.

Corcs

Cataloging new email will appear.

Cataloging new email

LOMS’ DIGITAL DOCUMENT MANAGEMENT SYSTEM

Email *

H Save

Metadata || Minutes | Access Control || Related Records

Emel

Tajuk: *

Fwd: Re: Fwd: Multiple mistakes in the Disposition -
Module test scripts

Fail: *

Nama Penghantar: *
Mor Izatul Aini Saleh<izatulaini@dgkon

Nama Penerima: *
mardhizh@dgkom.com.my<mardhizh@dgkom.com.my =«
>

Cc

Notes: Tajuk, Nama Penghantar and Nama Penerima field will automatically

filled in. User do not need to fill up those field.
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5. Click 9

button on Fail field or

button to clear Fail field.

Fail: #

[c]e

Browse by Classification screen will appear.

Browse by Classifications »
o 0K [ZZRefresh | Cuic Fu or Title. el

|:| Classification Number Title Date Created

= :l@ MAMPU Unit Pemodenan Tadbiran dan Perancangan Pengurusan Malaysia

= ﬂ@ MANMPU.100- PENGURUSAN PENTADBIRAN

= ﬂ@ MANPU . 200- PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR

= ﬂ@ MAMPU 300- PENGURUSAN ASET

&= ﬂ@ MANPU . £00- PENGURUSAN KEWANGAN

= ﬂ@ MANPU.500- PENGURUSAN SUMBER MANUSIA

= ﬂ@ MANPU .600- PEMODEMAN PENTADBIRAN DAN PENYAMPALAN PERKHIDMAT ...

= ﬂ@ MAMPU.700- PENGURUSAN PROJEK SEKTOR AWANM

Page 1 of1 EE‘ Dizplaying 1 - 1 of 1 records
Note : All other metadata are automatically filled in by the system.
6. Browse the Classification to search the File by clicking the 3 putton.

Browse by Classifications i
« OK [ZRefresh | Quick lumber or Title. R

D Clagsification Number Title Date Created

|:| :l@ MAMPU Unit Pemodenan Tadbiran dan Perancangan Peng... &
D :l@ MAMPU.100- PENGURUSAN PENTADBIRAN

D :l@ MAKPU.100-1/ PENGURUSAN PENTADBIRAN - Perundangan

|:| ill.: MAMPU.100-1/14 PENGURUSAN PENTADBIRAN - Perundangan - P... =
(] L MAMPU 100142/ PENGURUSAN PENTADBIRAN - Perundangan - K...

D :IL: MAKMPU.100-1/3 PENGURUSAN PENTADBIRAN - Perundangan - K...

I:‘ ilL: MAMPU. 100-1/4/ PENGURUSAN PENTADBIRAN - Perundangan - D... TN
] =0 MAMPU.100-1/5/ PENGURUSAN PENTADBIRAN - Perundangan - A...

7] =] WMAKMPU 100-1/5/ Maklumbalas/Komen atas Penggubalan &kta-akta ...

I = || MAKPU.100-1/5/2 Akta Tahun 2012

|:| ill.: MAMPU.100-1/8/ PENGURUSAN PENTADBIRAN - Perundangan - E...

(] L] MAMPU 100-1/7¢ PENGURUSAN PENTADBIRAN - Perundangan - P...

D :IL: MAKMPU.100-1/8/ PENGURUSAN PENTADBIRAN - Perundangan - P...

I:‘ ilL: MAMPU.100-1/9/ PENGURUSAN PENTADBIRAN - Perundangan - A...

] ﬂ@ MAMPU.100-2/ PENGURUSAN PENTADBIRAN - Perhubungan Aw...

=1 A= mamen 100 PFNIRIISAN PENTANAIRAN - Pranram Keriaza i

Page 1/of1 e Mo data to display
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User Manual

Click [OK] button to confirm or [Refresh] button to refresh the screen.

Browse by Classifid

Refresh

The selected File will be filled on the Fail field.

Fail:
MAMPU.100-1/5/2 + =

On the Lampiran field, select the attachment and click O to update

metadata.
Cataloging new email
LDOMS’ DIGITAL DOCUMENT MANAGEMENT SYSTEM
Email *
HSave

Metadata Minutes || Access Control || Related Records

Tarikh dan Masa Hantar:
18/06/2013 [ 02 | |22 |00 | PM v G| MR

Tarikh dan Masa Terima:
18/06/2013 [3 02 22 ix] pM |~ | (BE| (PR
Lampiran

Title Record Number Date Registered Record Type
Re Fwd Multiple mistakes in the Disp...

Select Record Type for New Record screen will appear.

Select Record Type for New Record ¥

ok | ¥ cancel

Hame = s
& ~Mka/Ordinan

Audio

i=) Cabutan Keputusan Jemaah Menteri
S

[, | »

= Carta

Dokumen Tender / Sebut Harga

OOo0O0OOOoOo

Ug Faks

[[] w Foto 1
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Select the Record Type and click [Ok] button.

TTETTTT

7] i Foto
| Gariz Panduan / Panduan

"] B Kertas Jemaah Menteri

Data Entry Form for Lampiran will appear.

Lampiran

H Save

Metadata Minutes Access Control Related Records

I Garis Panduan / Panduan

Tajuk: *

Re Fwd Multiple mistakes in the Disposition Module
test scripts (30.4 KB).msg

Tarikh Diluluskan:

|
Tarikh Keluaran / Cetakan:
|
Penerbit:
Pencetak:

Mo. ISBN/ISSN:

Versi / Edisi:

[7] Hybrid

-
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10. Fill all the metadata and click [Save] button.
H Save

Updated Lampiran will appear on Cataloging new email screen.

Cataloging new email

DOMS* DIGITAL DOCUMENT MANAGEMENT SYSTEM
Email *

|l save

Metadata || Minutes || Access Control | Related Records

Tarkh dan Masa Hantar:
18/06/2013 [4 02 | |22 |00 |PM v & M2
Tarkh dan Masa Terima:

18/06/2013 4 02 |22 |00 |PM v &

(]

Lampiran

Title Record Number Date Registered Record Type

00772013 0214 PM

Garis Panduan / Panduan
Re Fwd Multiple mistakes in the Disp.

m

Misfiing Remark:

Date Registered and Lampiran Type column has been filled automatically.

11. Repeat step 8 to 10 to add more attachment.
=% Email *
| save

Email Details Minutes Access Control

Related Records

Tarikh dan Masa Hantar:
11/04/2013 [8] |02 |53 |55  pM v ||&| |5
Tarikh dan Masa Terima:

11/04/2013 |02 |53 |55 | pM v ||BE| (B

Lampiran

Title

Record Number ~ Date Registered Record Type
| Pelanjutan_Bengkel_Pemurnian_Dokumen_System_Design_Specification_(SDS)_DDMS.pdf

16/04/2013 06:38 PM Garis Panduan ...
I & memo_bengkel doc

16/04/2013 06:42 PM Minit Mesyuarat I

@
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12.  Click the [Minutes] tab.

2 Email |#

.H Save

Email Details

Minit:

Minutes

Access Contral

Related Records

)

e

13. Click @ button to fill in Minit field. Catat Minit screen will appear.

Catat Minit

+ Catat Minit

X cancel

#

14.  Fill in Catat Minit field and click [Catat Minit] button. [Cancel] button to cancel

the action.

Catat Minit

+ Catat Minit

¥ cancel

Larnpiran|

‘Cataloging new email’ screen will appear again.

2 Email *

H Save

Email Details

Minit:
Lampiran

Minutes

Access Control

Related Records
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15.

16.

User need to click [Save] button to confirm.

=P Email *

|ﬂ Save

Email Details

The following message will appear.

I Message ﬁ1

:l Record has been captured successfully.

Click [OK] button to proceed.

Successfully captured email will be prefixed with “[DDMS]” text in Microsoft

Outlook.

L9 Inbox Search Inbox

P~

Arranged By: Date

Mewest on top |

= Last Week
\~] Mohd Arnizam Md Aris Thu11l/4
] DOM5Memo Bengkel Penambahbaikan Ssitem o
=1 dkchua Thu 11/4
sample UAT document 1]
i~ dkchua Thu 11/4
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4.3.4 Capture MS Office Document
Scenario:

When user want to capture the MS Office document(s) such as Word, Excel or PowerPoint
into the system from within their native MS Office application.

a. Capture MS Office Document Flow Chart

Capture M5 Cffice
Document

Cpen selected YWord
Document to Capture

Make sure document Change
Settings was done

Click [Capture Record]

under DOMS tab

W
Select Hecord Type of
document

N

Fill in all data for
[Metadata] form

Fill in all data for [Catat
Minit] form

Click [Save] hutton

End

Figure 4.11: Capture MS Office Document flow chart
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b. Capture MS Office Document Procedure

1.

User Manual

Open Microsoft Office Document application and click [DDMS] menu tab.

This exercise using Microsoft Word 2007. In addition, these steps also can be

applied for Microsoft Excel and Power Point.

Note: If user had been changed their DDMS password, user need to change

the settings. User can refer to steps in Add-In Downloads and Settings

module to do so.

e : N =
_" +§3 3 I‘H i
—
- Home Insert Page Layout R
. Change Settings
& &) About
Capture
Record
Record Manager Settings
Click the [Capture Record] button.
P f b=
_" +§3 3 | I'H - &
-
- Home Insert Page Layout H
. Change Settings
) i About
Capture
Record
Record Manager Settings
Confirmation screen will appear.
Capture = | ] |-

Do you want to proceed with the capture record?

Ok | [ Cancel

Click [Ok] button to proceed or click [Cancel] button to cancel.

DDMS USER GUIDE - Creating and Capturing Documents

Capture —

=] |-t

Da you want to proceed with the capture record?

Ok | | Cancel

=
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4.

Create a new record screen will appear.

Create a new record
LDDMS
Record Type(s)
Name =
¥ Akta / Ordinan
&8 audio
@ Cabutan Keputusan Jemaah Menteri
“ Carta
Dokumen Tender / Sebut Harga
Emel
#= Faks
* Foto
I Garis Panduan / Panduan
L Kertas Jemaah Menteri
<" Kertas Kerja / Kertas Konsep
L= Laporan
Lejer
Lukisan Teknikal
i Maklum Balas Mesyuarat
| Memo
@ Memo User 1
@ Memo User 2
M Minit Mesyuarat
" Nota Jemaah Menteri
Y Nota Mesyuarat / Perbincangan

£ peksliing

=Y

Double click the selected Record Type. Data Entry Form will appear.

Create a new record

DDMS* DIGITAL DOCUMENT MANAGEMENT SYS
Akta / Ordinan

=l save
rMetadata Minutes Access Control Related Records

e Akta / Ordinan

Akta / Ordinan: =

Fail: =
S| (S
MNombor Akta / Ordinan:

Tahun Akta / Ordinan:

Tarikh Kuatkuasa:
3

Tarikh Persetujuan Diraja:
o)

Tarikh Diwartakan:
=
[ Hybrid
Tempat Penyimpanan:
2|

Misfiling Remark:

Fill in all the fields in the [Metadata] tab.
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@

5. On Fail filed, click button to find the “Fail” or button to clear Fail field.
Fail: *
Browse by Classification screen will appear.
Browse by Classifications *
« 0K [ Refresh || Quick lum te. P | #8 search Record
|:| Clagszification Number Title Date Created
[ =[F manmru MANPU
|:| ﬂ@ MAKMPU.100- PENGURUSAN PENTADBIRAN
|:| il@ MAMPU.200- PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
|:| ﬂ@ MAKMPU.300- PENGURUSAN ASET
D il@ MAMPU.400- PENGURUSAN KEWANGAN
|:| ﬂ@ MAMPU.500- PENGURUSAN SUMBER MANUSIA
I:l il@ MAMPU.G00- PEMODENAN PENTADBIRAN DAN PENY AMPALAN PERKHIDMATAN
|:| ﬂ@ MAMPU.TO0- PENGURUSAN PROJEK SEKTOR AWAM
Page 1]of1 K? Displaying 1 - 1 of 1 records.
6. Browse the Classification to search the File by clicking the [ il] button until
File level ().
Browse by Classifications ¥
« 0K _;éﬂefresn Quick search based on Full Mumber or Title 2| 88 search Record
D Classification Number Title: Date Created
O =@ mawpu MAMPU -

=& mampu.100-
=[E wampu.100-1
& MAMPU.100-111
@ [ MAMPU 100-172
L) MANPU.100-13
I  MAMPU.100-14
= MAMPU 100-1/5
@ [ MAMPU.100-1/51
4| | MAMPU.100-1/5/2
] MAMPU.100-1/8
(2 L) MAMPU.100-17
@ 2 MAMPU.100-1/8
=0 MAMPU.100-1/9
@[ wampu.1o0-2
A= mampi 100z
1|of1

IOoEE@OREGEEEEE@E

Page:

@

PENGURUSAN PENTADBIRAN
PENGURUSAN PENTADBIRAN - Perundangan
PENGURUSAN PENTADBIRAN - Perund; -P Penyedia..

m

PENGURUSAN PENTADBIRAN - Perundangan - Khidmat Nasihat
PENGURUSAN PENTADBIRAN - Perundangan - Khidmat Guaman

PENGURUSAN PENTADBIRAN - Per - Dokumen Per

PENGURUSAN PENTADBIRAN - Perundangan - Akta Persekutuan
PEMGURUSAN PENTADBIRAN - Perundangan - Akta Persekutuan - Ma..
PENGURUSAN PENTADBIRAN - Perundangan - Akta Persekutuan - Ak...
PENGURUSAN PENTADBIRAN - Perundangan - Enakmen/ Ordinan Neg..
PEMGURUSAN PENTADBIRAN - Perundangan - Pekeliing Dalam Jabatan
PENGURUSAN PENTADBIRAN - Perundangan - Pekeliing Dan Peratura..
PENGURUSAN PENTADBIRAN - Perundangan - Arahan dan Perintah
PEMGURUSAN PENTADBIRAN - Perhubungan Awam

BENGIIRIISAN BENTANRIRAN - Pranram Keriazama Nalam Neneri

No data to display

7. Click [OK] button to confirm. [Refresh] button to refresh the screen.

Browse by Classifig

4 Refresh
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The selected File will be filled automatically on the Fail field.

Fail:
MAMPU.100-1/5/2 =]

8. Click [Minutes] tab.

Metadata Minutes || Access Control || Related Records

Minit:

9. Click [ @ ] button to fill in Minit field.

Note: [ @ ] button to clear Minit field.

Minit:

Catat Minit screen will appear.

Catat Minit *

" catat Minit | 3 cancel

10. Fillin Catat Minit field and [Catat Minit] button. Click [Cancel] button to

cancel the action.

Metadata | Minutes | Access Control || Related Records

Minit:
Lampiran 5

0)©
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11. Click [Save] button to save record or [Close] button to cancel.

Ilﬂ Save|| 3£ Cloze

| Message I&

:I Record has been successfully captured
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4.3.5 Capture Digital Document (Audio and Video)

Scenario:

When a user has a digital document such as audio and need to be captured into the
system, they can upload using this feature.

a. Capture Digital Document (Audio and Video) Flow Chart

Capture Digital Document
{(Audio)

Click [Mew Fecord] menu

W
Select Audio Record Type
W
|Ipload the selected Audio
file

Fill in all data for
[Metadata] & [Catat Minit]
formmn

Click [Sawve] button

End

Figure 4.12: Capture Digital Document (Audio and Video) flow chart
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b. Capture Digital Document (Audio and Video) Procedure

1. Go to [Create] menu, click [New Record].
P Create [+ ]
|£] New Record

[Select Record Type for New Record] window will be prompted. Click

[Cancel] button is to cancel creating a record.

Select Record Type for New Record x

« ok | 3 cancel

MName -

& Akta/Ordinan

£f) Audio

@ Cabutan Keputuzan Jemaah Menteri

]

= Carta
Dokumen Tender / Sebut Harga

Emel

OO0O0O0OOEO

| Fail il

2. Click on [OK] button. Data entry form will be displayed.

Main |Z] Mew Record =

= Save | ¥ Close £ Scan 4 Upload
Metadata Minutes Access Control Related Records

& Audio
Tajuk: =
@

Fail: =

©o/e
Format (Audio):
Bahasa:
Durasi:

Tahun Diterbitkan:

Penerbit:

i. Every [Record Type] has its own metadata.

ii. Field Label with red asterisk (*) is a mandatory metadata.
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3. Click [Upload] button.

[ save | ¥ ciose [£] scan k Upload I

Metadata | Minutes || Access Control || Related Records

The Upload Dialog window will be prompted.

Upload dialog ¢
Ready for new upload(s)
Filename - Status
gk Add = Remowve { Reset | 4§ Upload Close

4, To upload audio file, click [Add] button.

Upload dialog

| Ready for new vpload

Filename -

A [Choose File To Upload’] window will be prompted. User can click on

[Cancel] button to cancel the selection

5. Browse through the screen, choose the document to be uploaded and click
the [Open] button OR double-click on the selected document. Others function
on the screen listed below:

i. [Reset] button is to clear all listed document(s).

ii. [Remove] button is to remove the document(s) to be uploaded.
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The selected document(s) to be uploaded will be listed on the [Upload

Dialog] screen. There are two columns on the screen:
i. Filename — Name of the document that ready to upload.

ii. Status — Status of the document upload.

Upload dialog »
| Ready for new upload(s)

Filename - Status

perasmian hari alam sekitar mp3 [ @Gueued for upload.

2F Add = Remove J# Reset 131 Upload Close

[Queued for upload] status will appear on Status column.

Click [Upload] button and Status column will be changed to [OK]

Ipload dialoa

Ready for new upload(s)

Filename - St

ChfakepathwWaGas pdf [ o

ob Add = Remowve 3£ Reset ] <@ Upload

The following screen will be displayed:

Upload dialog bt
| Ready for new upload(s)

Filename + Status

perasmian hari alam sekitar. mp3 7 oK

9F Add = Remove J€ Reset -,_,— Upload Close

Click [Reset] button to remove the record upload.
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7. Click the [Close] button to return to [Data Entry Form]

Upload dialeg ¥

| Ready for new upload(s) |

Filename + Status

Cihfakepath\AGAA pdf # oKk

oF Add = Remove 3§ Reset | 4f Upload

The Data Entry Form will appear again.

Main ] New Record =

'l Save # close |£] Scan 4 Upload

Metadata Minutes Access Control Related Records

& Audio

Tajuk: =

Fail: =

Format (Audio):

= =

Bahasa:
=I =)
Durasi:

Tahun Diterbitkan:

Penerbit:

8. Enter all metadata. Field Label with red asterisk (*) is a mandatory metadata

Example:

Tajuk: =

@

9. Search the File from [Fail] metadata by click the

Fail:

Q@
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The Search Form will appear.

B‘rowse by Classifications %
o 0K st ) Sesrch Record
[ Clssfeatin Numter Tk Date Crealed
0 3§ ARy
0 o wrm PENGURLSAH PEITADSRAY
0 o wran PENGURLSAN TAA, BANCUNAN DAN NFRASTRUKTIR
0 o e PENGURL 34 ASET
O wra PENGURLSAN KEANGAN
0 o wrse PENGURISAN SUVEER HANUSH
0 off e PENODERAN PENTAD3RAN DAN FENYANA FERKHDIATAN
O ol wrm PENGURLSAH PRDIEK SECTOR AW
i. Browse the Classification by click [ = ].
ii. Double click selected file to select. The following screen will be
displayed :
D ﬂ@ MARPL.100-16/ PENGURUSAN PENTADBIRAN - Majls/Sambutan/Perayaan
D ﬂ@ WAKPL.100-171 PENGURUSAN PENTADBIRAN - Pusat Sumber/Perpustakaan Jabatan
D j@ MANPU.100-18( PENGURUSAN PENTADBIRAN - Jemputan
i ] Hampy.100-1811 PENGURUSAN PENTADBIRAN - Jemputan - Majis-Hajls Rasmi
D j|.:| MANRU 10018721 PENGURUSAN PENTADBIRAN - Jemputan - Majis-Hajls Tidak Rasmi
# | HAMPU.100-1821 Tahun 2012
D ﬂ@ MAMPU. 10019/ PENGURUSAN PENTADBIRAN - Harta Intelek
D ﬂ@ MARPL.100-20 PENGURUSAN PENTADBIRAN - Lembaga Penasihat
iii. Data Entry Form will appear. The selected file will be filled
automatically on that Fail field.
Fail:
MAMPU.100-18/2/1 Q@

Note: This field is mandatory
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iv. Fill in all the rest metadata:

Metadata | Minutes || Access Control || Related Records

@ Audio

Tajuk: *

Fail: *
MAMPU.100-18/2/1 EE]
Format (Audio):
MP3 =S
Bahasa:
B2
Durasi:
3
Tahun Diterbitkan:
2012
Penerbit:

Deskripsi:

Hakcipta:

10. If this is Hybrid record, tick at [Hybrid].

Hybirid

Note : This field is optional

If Hybrid box is checked, Tempat Penyimpanan field is mandatory to fill in.

11. Click [ 9 ] on [Tempat Penyimpanan] metadata to insert location of the
hybrid record.

Tempat Penyimpanan:

The following screen will be displayed:

Principals (=]
o Ok 3 Cancel | g Add |78 Refresh || Quick search based on name or email. }
D Name « Principal Type Email
|+ Billk Fail Tingkat 1 Lecation

Page 1|of1 -‘s‘ Plzase select a valid principal No data to display.
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12. Tick on checkbox [Bilik Fail Tingkat 1] and click [OK] button. Data Entry

Form will be appear.

Tempat Penyimpanan:
Bilik Fail Tingkat 1 Qe

13. Click on [Minutes] tab. The following screen will be displayed:

Al Save | ¥ Close |£]Scan 4 Upload

Metadata Minutes Access Contral Related Records

Minit:

14. Clickon | 9 ] icon to add the minute. This [Catat Minit] window will be
displayed :

Catat Minit #

& Catat Minit|| 3 cancel
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15.  Fill in the [Catat Minit] field and Click [Catat Minit] button to insert the minit.

The following screen will be displayed :

Catat Minit *

o Catat Minit|| 3 Cancel

Perasmian Mailis Hari Alam Sekitar

16. Click [Save] button to save the record.

7 Save | ¥ Close |£]Scan 4 Upload

Metadata Minutes Access Contral

Minit:

[Close] button to cancel creating a record. The following screen will be

displayed.

1) Record saved successfully

Then the list of newly created record will be displayed.

1% Send All To Report | 33 Refresh| =] Preview Mode

Tile Record Number Date Registered Record Type
| [ Perasmian Hari Alam Sekitar  MAMPU.100-182/1(7) 1710420130340 PM  Audio |

17. Double click the record type to view the content. The following screen will be
displayed :

| save | X Close

Metadata | Minutes | Content | Access Control || Relsted Records

Audio

Tajuk: * —

Ucaptara Perasmian > (m o —

— 00:00 + 03:51

L Ucaptama Perasmian

Fail: 3

MAMPUL100-16/1/1 Q@

Audio Format:

12 (=)

Bahasa:

Bahasa Malaysia E E

Durasi:
30

Tahun Diterbitkan:
2013

Penerbit:

Deskripsi:
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4.3.6 Routing Record through Email

Scenario:

When the user has a record that needs other party’s actions on it. The system enables
users to send a record via ‘send by email’ method.

a. Routing Record through Email Flow Chart

Fouting recard thraugh
Email

Click [Browse by
Classification] menu

Select the specific file

W
Fight click — Send to -
=end to Email
= Fill in all mandatory
infarmatian far email
W
{Zlick [Send] button

O =

Figure 4.13: Routing Record through Email flow chart

User Manual Page 82 of 165



Digital Document Management System (DDMS)

b. Routing Record through Email Procedure
1. Go to [Disseminate] menu and click the [Browse By Classification].

ﬁElrnwse By Classifications

£, Principals

E& Advance Search

[ Baved Search

Favourites |
Browse By Classification screen will appear on a new tab.
Main ﬂ Browse By Class *
jﬂefresh Cluick search based on Full Number or Title.
|:| Clazsification Number Title
D j MAMPU Unit Pemadenan Tadbiran dan Perancangan Pengurusan Malaysia
B =F wavruto- PENGURUSAN PENTADBIRAN
F @[ wanpu.200- PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
E @[ wanpuso0- PENGURUSAN ASET
F @@ wavruso- PENGURLSAN KEWANGAN
F  =(F warruso- PENGURUSAN SUMBER MANUSIA
F  =F wavruso- PEMODENAN PENTADBIRAN DAN PENY AMPAIAN PERKHIDMATAN
£ @ wawpuroo- PENGURUSAN PROJEK SEKTOR AWAM
e . L. F
2. Browse the classification by clicking the [ = ] sign to expand.
Main ﬁ Browse By Class *
_ﬁﬂﬂfrﬂsh Cluick search based on Full Number or Title. pe
D Classification Number Title
[ ;I WMAMPU Unit Pemodenan Tadbiran dan Per
D ﬂ MAKMPU.100- PEMGURUSAN PENTADBIRAN
D :I MAKMPU. 100-1/ PEMGURUSAN PENTADBIRAN - P
ﬂl.:l MAKMPU. 1001711 PEMGURUSAN PENTADBIRAN - P
[ H ) MAMPU.100-1/1/2 JLD 1 Pekelling Khas
D & [ MAMPU.100-111/2 JLD 2 Pekeliing Khas
D [ MAMPU.100-1/1/3 Tee Test ACL
D &[] MAMPU.100-1/1/4 Pindaan Undang-undang Alam Sel
D = [ MAMPU.100-1/1/5 Akta Pilihanraya 2012
D ﬂl_:l MAKMPU. 100172/ PEMGURUSAN PENTADBIRAN - P
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3. Tick the checkbox to select the document(s)/File(s).

Main

ﬁ Browse By Class '*

CQuick search based on Full Number or Title.

‘_;j Refresh

|:| Classification Number
[ ={§ wanpu
= MamPU.100-
=@ MAMPU.100-1/
=3 MAMPU.100-1#1/

B [ MAMPU.100-1/1/2 JLD 1
MAMPU.100-1/1/2 JLD 2
MAMPU.100-1/1/3
MAMPU.100-1/1/4

)

|

=
=1
B |
=

| MAMPU.100-1/1/5

gel
Title:
Unit Pemodenan Tadbiran dan Perancangan
PENGURUSAN PENTADBIRAN
PENGURUSAN PENTADBIRAMN - Perundanga)|
PENGURUSAN PENTADBIRAN - Perundangal
Pekeliling Khas
Pekeliling Khas
Tee Test ACL
Pindaan Undang-undang Alam Sekitar 2012
Alkta Pilihanrava 2013

Peraturan Pilihanraya 2013 |

T MAWPU.100-17/1/5(1)

3

51 = FIEEEEEEE

.

4, Right click the selected document(s)/File(s).

Classification Number
= (& manmpu
=& mampu.100-
= [ manpu.100-1/
=D MAMPU. 1001114
@ [ MAMPU.100-1/1/1

=N
N
=N

MAKMPU.100-1/1/2
MAKMPU.100-11/3
MAKPU.100-1/1/4
H MAKMPU.100-1/1/4(5)

@) MAMPU.100-1/174(5)
gy MAMPU.100-1/1/4(4)
B | MAMPU.100-111/4(3)
MAMPU 100-111/4(2)
25 MAMPU.100-1/174(1)
T MAMPU 100-1420
0 MAMPU 100-143
=T MAMPU 100-1440
T MAMPU . 100-1450
=T MAMPU . 100-1480
] MAMPU 100-17)
=T MAMPU 100-1480
=] MAMPU 100-14%
= [ mampu 1002/
=@ MAMPU.100-3/
] MAMPU.100-4/

Title
MAMPU
Penguruszan Pentadbiran
Pengurusan Pentadbiran - Perundangan
Penguruszan Pentadbiran - Perundangan -
PENGGUBALAN
PENYEDIAAN
PINDAAN UNDANG-UNDANG
PERATURAN
ARTA 122
(Redacted ) AKTA 553 - AKTA JENAYAH
(Red J Properties H
1234 (43 content bR
TEST @ MNew [
DRA ) E
(B Mavigate 3
Peng| -
Peng [=| Details b oh-
Peng| -
@ SendTo 3
Peng| -
] Remove From 3
Peng = -
Peng [&z] Administration b
Fend IF Export to XML -
Peng| -
Peng| ‘¥, Record URL P
Peng ™ Communication History as
Pengurusan Pentadbiran - Program Kerjag
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5. Select [Send To] and click [Send To Mail].

raya 2013
| Properties
ENTADBIRAN - Perundangan - Khidm|
- i ¥ NTADBRAN - Perundangan - Knidm
© New ¥ [ENTADBIRAN - Perundangan - Dokun|
8 Navigate b [ENTADBIRAN - Perundangan - Akta F
i ENTADBIRAN - Perundangan - Enakn|
|=| Details b
ENTADBIRAN - Perundangan - Pekelil
(@) Send To b | 1] 5end ToFavourites i

2 Remove From 3 @
= [ Send To Mail

& Administration ]¢ Send To Report Template

-

}f Export to XL ENTADBIRAN - Program Kerjasama L|
ENTADBIRAN - Laporan & Perangkaa|
ENTADBIRAN - Pengurusan Mesyuar|
ENTADBIRAN - Kemudahan (Fasiliti)

%, Record URL

?‘l Communication History

Send To Mail screen will appear on a new tab.

Main @ Browse By Classific |#] send to Mail 2

(4 Send &;Shuwtc ’*'"JCIear ¥ Cancel

To: =

& &

Subject: *
MAMPL.100-1/1/5(1) Peraturan Pilhanraya 2013

I:‘ Attach electronic content

Message: *
Tahoma =] B 7 U [A 4 |A-P-  =E==@I==|B

-—-[ DDMS Record Information J-—

Record Number :MAMPU,100-1/1/5(1)
Title :Peraturan Piihanraya 2013

Records Attached
Record Number Title
MAMPU. 100114501} Peraturan Pilihanraya 2013

Subject and Message field are automatically filled by the system.

6. At To: field, click & button to select an email address from Principals data.

Note: Click ‘% button clear the To: field.

To: =

&|&
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Principals screen will appear.

Principals [=]|B:3
Add [ZZRefresh || Quick search based on name, external id or email. Fe] ?lEvent Log [ gp Actions~
[ | name « Principal Type: Email
5 ABU ABDUL MULZ BIN ABD AZIZ  Person &
|:| & ABU BAKAR BIN HAJNISMAIL Person abu_bakar@spp.gov.my
|:| & admin Person sksoo@dgkem com.my =
=] & admint Person umi@dgkom. com.my
F=y admin_mampu Person
E@ [El AGI Organization
L, ahmad Person
& al Person
H == Analyst Position
|:| F=y Application Team Person sksoo@dgkom.com.my
i Bilik Fail Tingkat 1 Location
& Bilik fiing tgkt 3 Organization
=] A& ChualK Person dkchuaZ33@yahoo.com
Page 1ot2| b Pl K? Pleaze select a valid principal Displaying 1 - 40 of 70
# Ok ¢ cancel

If the email address is not registered in the system, user can key-in the email

address at To: field. User can use comma “,” as a separator between emails.

7. Browse and tick the checkbox to select the Principal with email address.

Principals
Add _:;*,F‘-ﬂresh Quick search based on name, external id or email. o) ?'Event L
|:| Name & Principal Type Email

4= ABU ABDUL MUIZ BIN ABD AZIZ  Person

F=3 ABU BAKAR BIN HAJI ISMAIL Person abu_bakar@spp.gov.my

|:| F=% admin Person skeoo@dgkomn. com.my

8. Click [Ok] button to confirm or [Cancel] button to cancel.

o Ok ¥ cancel

To:*
abu_bakar@spp.gov.my &) &

9. Click [Show Cc] button to show the Cc: field.

Main @ Browse By Classific |#] send to Mail %

4] Send &HideCc K Clear | 3 Cancel

To: *
abu_bakar@spp.gov.my 8 &

Cc:

& &
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10.

11.

12.

At Cc: field, click [ & ] button to select an email address from Principals

data. Click [ & ] button to clear the Cc: field.

Cc

[2]2

Principals screen will appear on user’s screen.

=]
| Bilik filing tgkt 3

= &, ChuaDK

Page 1 |ef2

Quick search based on name, external id or email.

Principal Type

Principals
Add [EZ Refresh
[ | name =
&, ABU ABDUL MUIZ BIN ABD AZIZ  Perzon
I:I & ABU BAKAR BIN HAJNISMAIL Person
= &, admin Person
= &2, admin1 Person
F=N admin_mampu Person
E=] _.. patel] Organization
4gb ahmad Person
& ali Person
H == Analyst Position
D & Application Team Person
Bilik Fail Tingkat 1 Location

Organization

Person

b bl

& Ok

Please select a valid principal

3 cancel

e ?‘lEvent Log

Email

abu_bakar@sepp. gov.my
sksoo@dgkom. com.my

umi@dgkom.com. my

skzooi@dgkom. com.my

dkchuaZ33@vyahoo.com

Dizplaying 1 - 40 of 70

=

y Actions~

*

m

Browse and tick the checkbox to select the Principal with email address.

Principals
Add |74 Refresh
[ | name «
Lt Bilik Fail Tingkat 1
Lol Bilik filing tgkt 3

CQuick search based on name, external id or email

Principal Type
Location

QOrganization

Email

| s ChuaDK

Person

dkchua233@yahoo.com I

H [El DGKom

Organization

Click [OK] button to confirm or [Cancel] button to cancel.

Main
4 3end

To: =

Cc:

abu_bakar@spp.gov.rmy

dkchua233@yahoo.com

@ Browse By Classific

&Hide Cc \"_J Clear

¥ cancel

|#] send to Mail

& &

& &
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13.

14.

15.

Tick the Attach Electronic Content checkbox to attach the content with the

email.

Main

EAsend | f Hide Cc

To: =

abubakar@mampu.gov.my & | &
Ce:

dkchua233@yahoo.com 8 &
Subject: =

MAMPLU.100-1/1/5(1) Peraturan Pilihanraya 2013

@ Browse By Classific ] send to Mail

K Clear | 3¢ cancel

I Attach electronic :Dntentl

Message: =
Tahcema EI B 7 U | A A é'a'—v' E==@Eli=i=| E
—-[ DDMS Record Information J-—
Record Mumber :MAMPU.100-1/1/5(1)
Title :Peraturan Piihanraya 2013
At Message field, key in the necessary message.
Message: =
=] B 7 U |A & A- P |E==1@|i=:= B

|Sia ambil Tindakan

Record Mumber :MAMPU.100-1/1/5(1)
Title :Peraturan Pilihanraya 2013

The Message content can be formatted using the tools (Bold, Italic, font etc)

inside the Message field.

Message: *
Tahoma =] B 7 U | A A |A-F- | === |@|iZ:Z|E

Click [Send] button to proceed.

Brwe

te | $Clear | ¥ Cancel

Other buttons and their function list are as below:
i. [Hide Cc] button to hide the Cc: field.
ii. [Clear] button to clear the entire field filled by user.

iii. [Cancel] button to cancel.

‘Email sent successfully’ will appear for a successfully sent email.

Y

Email sent successfully.
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44 View

This is scenario to view the metadata and contents of all captured electronic documents. The
electronic document including metadata can be retrieved by using search request or through
browse by classification function.

441 View Records Flow Chart

a. Main View Records Flow Chart

Main Menu - View Record

Disseminate Menu

Browse by Classification

Expand Record List

Record Menu selection

Properties

Content

Navigate

Send To

End

Figure 4.14: View records flow chart
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b. View Records —View Flow Chart

Content

Click View to see view option

Click Download to download data

End

Figure 4.15: View records- Content flow chart
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i Content-View Flow Chart

o View

Ciick [Content] menu and click [View] to view the content

Chck on [Print] to print selectad content

Click [Single Page] to display a single page

Click [Two Page] to display 2 pages side by side

Chck [Thumb view] to display mult pages

Chck [Rotate current page] to rotate page 50° clockwise

Zooming (use "Scale” icon to 200m in and 200m out)

Click Full screen icon to view full scréen page

Chick Navigate icon d.’_]ul.‘.']logotomtpmm
previous page

K@y M S8arch sinng in Search 1ex box 1 searchiext

Chek [Text Selector] to highlightted

Ciick [Browse tool] toscroll page up and down

End

Figure 4.16: Content - View flow chart
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c. View Records —Navigate Flow Chart

Navigate Menu

Related Records

Container

Containees

End

Figure 4.17: View Records -Navigate flow chart

I. Navigate - Related Records Flow Chart (C1)

@ Click [Related Records]

View the related record

End

Figure 4.18: Navigate — Related records details flow chart

il. Navigate - Container Flow Chart (C2)

@ Click [Container]

View the level of file record

'
QEM

Figure 4.19: Navigate — Container flow chart
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iii. Navigate - Containees Flow Chart (C3)

Click [Containees]

View record inside a file

'

Q o

Figure 4.20: Navigate — Containees flow chart

d. View Records —Send to Flow Chart

c SendTo

Send To Favourites

4
> Send To Mail

Send ToReport Template

N
() -

Figure 4.21: View Records — Send to flow chart

< =<
zf!
2

i. Send to — Send to Favorites Flow Chart (D1)

Click [Send To Favourites]

Send the record to favourites tray

End

O 1

Figure 4.22: Send to — Send to Favourites flow chart
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il. Send to — Send to Mail (D2)

e Click [Send To Mail]

Send the record to Mail

End

Qﬁ

Figure 4.23: Send to — Send to Mail flow chart

iii. Send to— Send to Report Templates (D3)

Click [Send To Report Template]

o)

Create report

Select [Record URL]

End

@

Figure 4.24: Send to — Send to Report Template flow chart
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4.4.2 View Records Procedure

1. From [Disseminate] menu click [Browse By Classification]

[2 Browse By Classifications

£ Principals

E& Advance Search

[=l Saved Search
Favourites

The new tab will appear as follow :

Main ﬂ Browse By Class *
_;;iﬂefresh Quick search based on Full Number or Title. R
[ classification Number Title
|:| ;I MAMPU Unit Pemodenan Tadbiran dan Perancangan Pengurusan Malaysia
I:l ﬂ MANPU.100- PENGURUSAN PENTADBIRAN
|:| g WANPU.200- PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
I:l gl MANMPU.300- PENGURUSAN ASET
|:| =@ MANMPU.400- PENGURUSAN KEWANGAN
I:l ﬂ MANPU.500- PENGURUSAN SUMBER MANUSIA
|:| ﬂ MANPU.600- PEMODENAN PENTADBIRAN DAN PENYAMPAIAN PERKHIDMATAN
|:| gl MANPU.TO0- PENGURUSAN PROJEK SEKTOR AWAN
(= . L
2. Click icon to expand the drop down list.The list will drop as follow :

=& mamru 200-
S MamPu_z00-1/
=G MAMPU.200-141
3 [ MAMPU 200-11/1

g MAMPUZ00-1/1/1(22) Akta Rayuan 1887
= MAKMPU 20011121} Jemputan Pelaksanaan User Acceptance Test (UAT) Fasa
g MAMPUZ00-1/1/1(15) THE SLEREXE COMPANY LIMITED
HAKMPU.200-1M/1(18) Peraturan Pilhanraya 2013
o W | MAMPU.200-11M(17) Aturcara Jemputan ke Bengkel Permurnian 2012
|E:| WMAKPU 200-141/41014) Semua Maklumat Berkenaan Perjumpaan SDS
[ | MAKMPU.200-1111(13) Atur Cara Bengkel Pemurnian part 3
B | MAKMPU 200-111/10(12) Atur Cara Bengkel Pemurnian Part 2
= ﬁ MAMPU Z200-1/111(11}) Atur Cara Bengkel Pemurnian
W | MAMPU.200-1/1/1(10) Electronic Government Activities Act Part 3
= | MAMPU.Z200-1/1/1(3)

PEMGURUSAN TANAH, BANGUNAN D&N INFRASTRUKTUR
PEMGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
PEMGURUSAN TANAH, BANGUNAN D&N INFRASTRUKTUR
Pekeliling Am

Electronic Government Activities Act Part 2
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/2 Refresh

3. User can select [Refresh] icon to refresh the classification. After
refresh, the screen will looks like below:
Main ﬁ Browse By Class *
B Refresh || Quick search based on Full Number or Title. P
[[] ' classification Number Title
D j MAKPU Unit Pemodenan Tadbiran dan Perancangan Pengurusan Malaysia
D il WMARPU.100- PENGURUSAN PENTADBIRAN
D il WMANPU.200- PENGURUSAN TANAH, BANGUNAN DAN IMFRASTRUKTUR
D il WMARPU.300- PENGURUSAN ASET
D :I MANPU.400- PENGURUSAN KEWANGAN
D :I MANPU.S00- PENGURUSAN SUMBER MANUSIA
D :I MANPU 800- PEMODENAN PENTADBIRAN DAN PENY AMPALAN PERKHIDMATAN
D :I MANPU.700- PENGURUSAN PROJEK SEKTOR AWANM
. | . . -
4, Click icon to expand the drop down list until the record level.The list will drop as
follow :
:I MAMPU. 200- PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
:I MANMPU 200-1/ PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR
=ED MAKPU 200-1/1/ PENGURUSAN TANAH, BANGUNAMN DAN INFRASTRUKTUR
=[] MAMPU.200-1/11 Pekeliing Am
’:!'I MAMPU.200-1/11(22) Alkta Rayuan 1587
| MAKMPU.200-1/1/1(21) Jemputan Pelaksanaan User Acceptance Test (UAT) Fasa
’:!'I WMAMPU.200-11M1(19) THE SLEREXE COMPANY LIMITED
MAKMPU.200-11M10(18) Peraturan Pilihanraya 2013
| MAMPU 200111017} Aturcara Jemputan ke Bengkel Permurnian 2012
[ | MAMPU 200-1/1M1(14) Semua Maklumat Berkenaan Perjumpaan SDS
W | MAMPU 200-11M{13) Atur Cara Bengkel Pemurnian part 3
& | MAMPU.Z00-1M1M(12) Atur Cara Bengkel Pemurnian Part 2
] ﬁ MARMPU 200-1MM(11) Atur Cara Bengkel Pemurnian
W | MAMPU.200-1/1M1010) Electronic Gowvernment Activities Act Part 3
& | MANMPU.200-1/1/1(9) Electronic Government Activities Act Part 2
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5. Click [Properties] menu item to view selected record metadata and its content.It will
be displayed :
Main @ Browse By Classific |#] mAMPU.200-1/1 %
= Save | 3 Close
Metadata Minutes Content Version Access Control Related Records
» Minit Mesyuarat
Tajuk Mesyuarat: *
Semua Maklumat Berkenaan Perjumpaan 5D5
Fail: =
MAMPLU.200-1/1/1
Tarikh Mesyuarat: *
07/02/2013 [@
Tempat Mesyuarat:
Nama Pewujud:
recordmgr
Misfiling Rermark:
View content
6. Click [Content] menu then click [View] menu item to view the content of records.
=] Properties
I il Content I 3 ﬂ View
@ New Pl & Upioad

Notes: Java Runtime will appear. User need to allow in order viewing the content. If

user still cannot view the content, please refer to Setting and Download module on

downloads Java Runtime.

*- Java(TM) needs your permission to run.

Run this time ‘ | Always run on this site
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The content view will be displayed as below:

Main & Brovse By Classific | |Z] Semua Maklum: =
ElEEHLE —o— % O 41 /s b IrET q
ATUR CARA
Program  : Bengkel Pemurnian Dokumen System Design
Specification (SDS) bagi DDMS
Tarikh : 27 - 29 March 2013 (Rabu — Jumaat)
Tempat : Bilik Titan 6, Residence Hotel @ Universiti Tenaga Nasional

(Uniten), Kampus Putrajaya, KM 7, Jalan IKRAM-UNITEN,
43009 Kajang, Selangor.

27 March 2013 (Rabu)

Masa Agenda
8.30 pagi - Semakan Modul Setup and Configuration
A0 20 nac Minim Dani
7. Click on [Print] icon.
xd Records
it E =

It will be displayed selection of print range

Select print range

(=) Al

|
P

Current Page |

I ) Pages:

o
Enter page numbers and/or page

ranges separated by commas.
For example 1,2,5-12

l Print J l Cancel I

i.  Tick the radio button required. The user can either print All, Current Page or
specific Pages.
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ii. For specific pages, please enter page number.

Select print range

L J Current Page

i*) Pages: 2
Enter page numbers and/or page

ranges separated by commas.
For example 1,2,5-12

l Print J l Cancel J

iii.  Click [Print] button to proceed and hard copy will be printed.

iv.  Click [Cancel] button to cancel.

Single Page View

8. Click [Single Page] icon to display a single page on screen.
o Al
HELIY —
| Single Page
The single page view will be displayed as below:
=1 EE [ = 3] &l s @————— |102% | 4 |1 /e | I =Y
ATUR CARA

Program : Bengkel Pemurnian Dokumen System Design
Specification (SDS) bagi DDMS

Tarikh : 27 — 29 March 2013 (Rabu — Jumaat)

Tempat : Bilik Titan 6, Residence Hotel @ Universiti Tenaga Nasional
{Uniten), Kampus Putrajaya, KM 7, Jalan IKRAM-UNITEN,
43009 Kajang, Selangor.

27 March 2013 {Rabu)

Masa Agenda

8.30 pagi - Semakan Modul Setup and Configuration

10.30 pagi - Minum Pagi

10.45 pagi - Semakan Modul Setup and Gonfiguration {(Sambungan)

12.15 tengahari - Makan Tengahari

2.30 petang - Semakan Modul Create

4.30 petang - Minum Petang

4.45 petang - Semakan Modul Create (Sambungan)

7.00 malam - Makan Malam

8.00 malam - Semakan Modul Create (Sambungan)

11.00 malam - Minum Malam

28 March 2013 (Khamis)

Masa Agenda

T.00 pagi - Sarapan Pagi

8.00 pagi - Semakan Modul Disseminate

10.30 pagi - Minum Pagi

10.45 pagi - Semakan kModul Maintain

AN boemreebie e — Rdablan Toncobocd
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Two Page View

9. Click [Two Page] icon to display 2 pages side by side.

T ] £
Two Pages

Two page view can not be used in fit width view and rotate view.

Two page view will be displayed as below:

=R AR 5 ——— |55 1-2 & Qi
ATUR CARA 445 - i O Medel Malntain
i o 08 Ty
Progrum  : Banglul Dby
g)ululnn BONE Toraghas Matelia It Tongles Mahamanial
Turlch B —Bmhm—.luul]
Terpal  : B Wi . Baskdance Hold © I Tarags Hestorg o St Pk - Dy hkemend
m%‘im T, daa o] ez o Tl Wi A K, Peeralachs AF Rarsarny; Cobbraon X Ky
" e
27 Mareh 3018 (lubt) " Tiaek Zarn Tariva ok
e ParTiE e Foreeran e Keete; S Kaoraenan i oy Mads Wk
830 pagi - Binchan Ml SatUp and Configuratian B g M el et o s )
mﬁ:g - M Pagt g iy
i el o W Sl Kt s o
430 paling - Minum Pating e
4 45 fralu - Bemakan Meehs| Croala (Eastingar) TuanFu
7 08 i - Mz Malaim e i
02 s Semakan Medsl Craats [Easbengar) o it
1 00 s i (e Dengan ¥
2 Dkuman
28 Murch 2471 (Khamis) M-E" o Enysiom
Masa smum[me;musnmmmmmmmammm
ml
:E :ms“mmmmm muw%mnm:a Mz 2015 Hasl daripada seal feesabut, 4 modul
Sakih sk
34‘5:: :m“'ﬂm,wm chan st b s 2 modul lal Mol Batup and Configuration dan Kedu
i00mnghad - Moken Tangubad Croata falsh
290 patsng - Samakan Msebs| Msitain [Sas bengar) dlhsanaban pada 28 Waz 2073
A parneg Wiriin 3 - w
445 i - Bt Wit MalTIan (Bastingar) g fu, banghad
70 micdsim - Wk Wiass Somiken ki s
84 madem T — 1 g medul dan k0¥ ke aies 3 modu ki seperd butien berar:
-ﬁmagr:n;nmpmmmmmm Twldh 20 Mae 3013 13
11040 makann - irum Malam Tesipat =g!:11ﬂ|l“-e s
oz Universiil Tenogs Nusicnal {Unfies)
Kampus Puirgjayn, KM 7
M 8 iy Jalon BRAM-UNITEN
Nl Apisidi 43009 Kojang, Salmegsr
700 g - Payi e Cars mﬂimplm
e ol :Mnunpqulm - Wmmwmmwmmmm
Faﬁﬁm i T ot s Bting deies dhargal dan cikahulul dengin uzapan i ks
2 50 gl - Sign O Wzl G dan Medel Adminisasr Bekiun
4 3 patang - linum Patang

Thumb View

10. Click [Thumb view] - to display multi pages at the thumb nail icons.
ecords
H =
e = EE]- G
Thumb View
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This funtion can not be used in fit width view, fit page view and rotate page. The
thumb view will be displayed as below:

S ISIRERR P oIr Q
= s
T ——
g =
= e
% = -
oE oEmTTT ——
Fit Width
W
11.  Click [Fit Width] to adjust page size to fit screen width.

Bl e 3] & 60—

Fit Width

This function can not be used in [Thumb View] and [Two Pages View].

The fir width view will be displayed as below :

1 /e BTk a

ATUR CARA

Program : Bengkel Pemumilan Dokumen System Design
Specification (SDS) bagl DDMS

Tarlkh : 27 — 29 March 2013 (Rabu — Jumaat)

Tempat : Bllik Titan 6, Residence Hotel @ Universitl Tenaga Maslonal

{(Uniten), Kampus Putrajaya, KM 7, Jalan IKRAM-UNITEN,
43009 Kajang, Selangor.

27 March 2013 (Rabu)

Masa Agenda

8.30 pagi - S8emakan Modul Setup and Configuration
10.30 pagi - Minum Pagi

10.45 pagi - S8emakan Modul Setup and Configuration {Sambungan)
12.15 tengahari - Makan Tengahari

2.30 petang - Semakan Modul Create

4_30 petang - Minum Petang

4.45 petang - Semakan Modul Create (Sambungan)
7.00 malam - Makan Malam

8.00 malam - Semakan Modul Create (Sambungan)
11.00 malam - Minum Malam

28 March 2013 (Khamis)

Masa Agenda

F O e e Saraman Dani
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12.  Click [Fit Page]

+ i
_*_ub

Fit Page

The fit page view will be displayed as below :

e +] €[
SRS RN

O——— s0%

ATUR CARA

Program  : Bengiol Pemurmian Dakumon System Design
Specification [S08) bagl DOME

Tamkn @7 -29 March 2013 {Rub - Jumaar)

Tempat Bl THan &, Residence Holel & Unvorstt Tenoga Neslcnal
(Untton), Kaenpus Putrajaya, KM 7, Jalan [KRAI-INITEN,
43008 Kajeny, Belangar.

27 Maroh 2012 (Rabu)

Mosa Agenda
8.30 pigl - Somuiaan Mookl Setup and Configuration
1030 pagl -l P

sl . Somaan Moc Setup and Configurabion (Sambungan)
285 ngehan - Mukan Tergahast
EE - Bomalan Modul Create

i Ponarg
245 potang - Bomalan Mookl Create (Sambungan)
7.00 majam - Maican Malam
£00 majam - Bamakan Modul Create (Samtungan)
11.00makm - Mrum Malam
8 March 2013 (Khaems)
Masa Agonda
7.00 pagy - Barapan Pagl
200 pagy - Samakan Nodu Dissaminate
1020 pagl M P
145 pagl - Bomalan Mockil Maintain
Lomngana - akn Tenganan
250 petang - Bomalan Mookl Maintain [Sameungan]
430 prtang - Mium Petang
4.45 ptarg - Bamakan Modul Maintain (Sambungan)
7.00 matam Makan Maiam
200 maam - Samakan ool Misincain [Sameungan)
Off ok St and Canfipuration dan Mogul
issaminate
1100 malam -l Hakam

23 March 2013 (Jumast)

Masa Agonda
700 pagl Fagl

8.0 pagl - Bomaan Mocl Adririster

1020 pag! il Pagg

1045 pagl - Bomakan Login, Apendks dan Borng Ak
icOtngeha  -Makan Tengaharl

230 priarg - S A Mock G can ol i

Rotate Current Page

13. Click [Rotate current page]

£
=

+ - ]

Ratate current page

User Manual
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to adjust page size to fit in a single page view

‘| to rotate current page 90° clockwise.
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The rotate current page view will be displayed as below:

EHEE R e——T % O 1 |rs » D& Q
H e fisa O R LET WO
et é b ggig i il
D L B0
AL ERERRE 7o f IO : Iy
i HE G |
gL i
SN 13 F el

H H ;E
sg ' i
tE g :
it i

Zooming

14.

User can use "Scale" icon to zoom in and zoom out the document.

a) Zoom in

30

The zooming view will be displayed as below :

HEEd s —o—— w0 (1 rs b I Q
43009 Kajang, Selangor.

March 2013 (Rabu)

1sa Agenda

0 pagi - Semakan Modul Setup and Configuration
30 pagi - Minum Pagi

45 pagi - Semakan Modul Setup and Configuration (Sam
15 tengahari - Makan Tengahari

)0 petang - Semakan Modul Create

i0 petang - Minum Petang

5 petang - Semakan Modul Create (Sambungan)

10 malam - Makan Malam

10 malam - Semakan Modul Create (Sambungan)

00 malam - Minum Malam
| March 2013 (Khamis)
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The zoom out view will be displayed as below:

151 B o (1] & @——— [40v

L= RN

e

TR T Q

Full Screen

15. For full screen, user can use "Ful

i Click full screen icon.

| screen”

—— 40% IE”{ 1

Fullscrzen

O

icon.

The full screen view will be displayed as below:

SlEEMIE —e— 20 ([t s P
43009 Rajang, Seiar
27 March 2013 (Rabu)
Masa Agenda
8.30 pagi - Semakan Mo
10.30 pagi - Minum Pagi
10.45 pagi - Semakan Moq
12.15 tengahari - Makan Tengal
2.30 petang - Semakan Moq
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Navigate Page

16. User can click IEI to go to next page or click Elto go to previous page.

$%'e

a. Previous page

b. Current page / Total page

c. Next page

Alternatively enter page number to go to the target page.

It displays :

Sl B s ——— 6% O 42 /e b Q

r— [T

Salam iogerangan dan Saam 1 alaysa:
Rt TR, Fovcopiton it i

TuaniPun,

2 Sapert yarg sk, Berggel

Design
w:zzmmmg 0N bersama sujct mater axper (SHE) Ak Hagar
a i)
‘o lksanaian pack 27 dan 20 Mac 2012 sl darpada s sagut & mocul
i e
o s 212 2 e o sk St and Confuraton éan Mol
Coesue i
s o s 2 Man .
2 Sohubungan derganlu, Eerghal il ahan clan s bl molksanshan
ol ks e
gk 5 b s ek L s bt el
Talkh £ Mao 2010 (lumast)
Tempst  :Bilk Tians
Resklenos Hotel  Universh Tenoga Naslan (Uiiten)
Karpus Pulraeya, KT
AN UNTEN
=
AurCars Sperti d Lampiran
2 Kodsama dan hahdran uanipuan e Bergkl Pamunian Dokumen SD5 ki

aer
i PR p—————
e organ ueapan

Search Text

17. Key in search string in search text box to search text(s) within the content.

tempat ]

Notes: This function only applicable for Word document only and not applicable for

picture.
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Text will be highlighted as shown:

Heallsy O 118% 0 <1 & P Ir Y temoa <

ATUR CARA

Program : Bengkel Pemurnian Dokumen System Design
Specification (SDS) bagi DDMS

rikh : 27 - 29 March 2013 (Rabu — Jumaat)
: Bilik Titan 6, Residence Hotel @ Universiti Tenaga Nasional

(Uniten), Kampus Putrajaya, KM 7, Jalan IKRAM-UNITEN,
43009 Kajang, Selangor.

27 March 2013 (Rabu)
Masa Agenda
‘ 8.30 pagi - Semakan Modu! Setup and Configuration
10.30 pagi - Minum Pagi
‘ 10.45 pagi - Semakan Medul Setup and Configuration (Sambungan)
i. Continue searching by clicking button.

ii. When finished searching, the following message box will be displayed:

Search finished

Finishad searching the documeant. No meore matchas ware found

oK

Text Selector or Browse

Ik

18. Click [Text Selector] , and then drag along the text to make selection.

£ 45 patang - Sign OF Mol Mantain
Ses Semakan SOS Tamat

Teeghos Narka bt. Traghs Mohassnad

¥ rw— Tengha Naifu e Trrgta Vohassaa!

Semt 5 M i v

T aimos Dt Vdet AL ARR o KK
Sour

Duomaiag: Marrmen bt Modd Artt, Normusatutls Buturt: Zaom Lo Iubak:
Flasratosn Ta Vi Mear Mas! dped b M Rowiss Fants

Ce Pamwgs Kaner Nt bia Noadin S5t Nowsmad W T abin. Macss Vet
Aladeddh L Vb dumeal SO Ak e Tad

Sabgect: Polamtoe Dengied Prrsrsiae Dodcsmee Sywem Design Spocificacas (SD5)

i L Teonghal Tamran SUFS Pl
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i. Rightclick at selected text, and then click [Copy]. The following window will

pop-up :

Print ...
Cuk

Copy
Pacte
Delete

Select All

ii. Paste the copy text into destinated document.Screen below shows that the

text is paste into Microsoft Word :

[ A | [ = = =2 =2 T ‘AaBchD(‘AaBbCCD( RaBbC AaBbCc AdD
A,-..av-g-‘ =E=E = E“g-p{%- Zi | THormal |TMoSpaci. Headingl —Heading 2 Title
F] Paragraph F] Styles

-1-\-1-\-5-\-1-\-2-\-3-|-4-|-E-|-5-|-_T-|-5-|-E‘|‘1:-‘|‘11‘|‘12-|-1E-|-14-|-1E‘|‘&‘|

From: Tengku Nazlia bt. Tengku MohammadSent: 29 Mac 2013 3:417o: Azimah Binti Mohd Ali;
Hemalatha A/P Ramasamy; Kathirrasan KKupusamy: SusieDoraiRaj; Maznum bt Mohd Arif:
Normaglinalaia Bahar; Zam Zarina Ishak;Hazrulizam Bin Mohd Hatar; Nurg! Ayun bt Juhari; Rusniza
HamdanCc: Parmiit Kaur; Norzaman bin Nordin; Siti Noorasmah bt Hashim: Mazita Mohd; Abdullah
hin Mohammad; Shahiruddin bin TaibSubject: Pelanjutan Bengkel Pemurnian Dokumen System
Design Specification (SDS) DDMY

19. Click [Browse tool] to revert to scroll mode in order to scroll page up and down.

> IF@

It will be displayed:

B e I & —0——— 115% O 4|2 re P IIMAT aQ

2. Seperti yang tuan/puan sedia maklum, Bengkel Pemurnian Dokumen System
Design

Specification (SDS) DDMS bersama subject matter expert (SME) Arkib Negara
Malaysia (ANM)

telah dilaksanakan pada 27 dan 28 Mac 2013. Hasil daripada sesi tersebut, 4 modul
telah disemak

dan sign-off ke atas 2 modul iaitu Modul Setup and Configuration dan Modul
Create telah

dilaksanakan pada 28 Mac 2013.

3. Sehubungan dengan itu, bengkel ini akan dilanjutkan bagi melaksanakan
semakan ke atas
1 lagi modul dan sign-off ke atas 3 madul lain seperti butiran berikut:

Tarikh : 29 Mac 2013 (Jumaat)
Tempat : Bilik Titan 6
Residence Hotel @ Universiti Tenaga Nasional (Uniten)
Kampus Putrajaya, KM 7
Jalan IKRAM-UNITEN
43009 Kajang, Selangor
Atur Cara  :Seperti di Lampiran

3. Kerjasama dan kehadiran tuan/puan ke Bengkel Pemumian Dokumen SDS ini
amat
dihargai dan didahului dengan ucapan terima kasih.
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Content
From this content menu, it allows user to download record from server into their local

computer.

20. Click [Content] menu and then click [Download] menu item to download the

content.
raturan Filhanraya 2013
[Z| Properties ]
*J Content P view
@ New Pl & Upbad
(&) Navigate Pl # CheckOut
5 Detais bl Undo Check Out
[d Download
i@ SendTo b
It displays :

|||E'IJ semualaklumat (1).docx '|
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Navigate
Notes: This menu can be used to refresh containees list, navigate to the related records,

navigate to the latest volume, navigate to the next volume, navigate to the previous

volume, navigate to all volumes, navigate to the container and navigate to the containees

for the currently selected record.

21. Click [Navigate] menu and then click [Related Records] menu item to show the
related record for selected record.
THE SLEREXE COMPANY LI
| Properties -
Peraturan Piihanraya 2013
| TR ¥ Aturcara Jemputan ke Beng
@ New b | SemuaMaklumat Berkenaan
Navigate b |2 Refresh Containges  f
. d
| Details b = Related Records
d
It displays :
et amnw S e e s ow—"
W& Dﬁmwse By Clsific * | Z] MAMPU.200-1/1 *
% Refresh =] Preview Hode
D Creator Name Ttle Record Number
D o i} | recordmgr Aurcara Jemputan ke Bengkel Permur. - MAMPU 200114 (17)
D ‘MNUH HASHIDA BINTI KANIS THE SLEREXE COMPANY LIMITED HANPU.200-1117(15)
If the selected record does not have related record, then it will be displayed the
screen without any record.
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22. Click [Navigate] menu.
23. Then click [Container] menu item to show the parent of the record.
THE SLEREXE COMPANY LI
‘_] Properties -
Peraturan Pilihanraya 2013
3| Content 4 Aturcara Jemputan ke Beng
@ Mew b Semua Maklumat Berkenaan
k 1 Refresh Containees 3
A
|= Detais b | = Related Records
;|
@ SendTo B | W Latest Volume
23 Remove From Bl P Hextvolume
&z| Administration p | 4 Previous Volume
L Export to XML 1= AllVolumes
E]J Communication History [E Containees
3 200-11/1(1) 4 Original Of
It displays:
Main [ Browse By Classific */| (£] MAMPU.200-1/1 ¥
j Refresh [=| Preview Mode
|:| Title Record Mumber
|:| | PENGURLSAN TANAH, BANGUNAN DAN .. MAMPU.200-1/11
24.  Click [Navigate] menu, and click [Containees] menu item to show the record inside
the file.
THE SLEREXE COMPANY LI
_] Properties -
Peraturan Pilihanraya 2013
3 Content 4 Aturcara Jemputan ke Beng
@ Hew b Semua Maklumat Berkenaan
4 1 Refresh Containees A
a
[E Detais F | = Related Records L
@ SendTo F | W Latest Wolume
&) Remove From B[ NextVolume
&z| Administration p | W Previeus Wolume
£ Export to XML IS AllVolumes
R, Record URL =7 Container
ETI Communication History
2U.200-1/11(1) 2 Original Of
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It displays :
Main E Browse By Classific @ MAMPU.200-1/1 '*

|2 Refresh [i=] Preview Mode
D Title Record Number
=l T THE SLEREXE COMPANY LIMITED WMARMPU Z200-1/101(19)
|:| Peraturan PFilihanraya 2013 MAMPU.200-1141(18)
|:| Aturcara Jemputan ke Bengkel Permurnian...  MAMPU.200-1/M1/1(17)
|:| [ | Semua Maklumat Berkenaan Perjumpaan SDS5  MAMPU 200-1/1/1(14)
|:| Atur Cara Bengkel Pemurnian part 3 MAMPU.200-1141(13)
=l EE | Atur Cara Bengkel Pemurnian Part 2 KARKPU 200-1/1041(12)
|:| _,; Atur Cara Bengkel Pemurnian MAMPU.Z00-111(11)
|:| Electronic Government Activities Act Part 3 KARKPU.200-1/141(10)
= &= | Electronic Government Activities Act Part 2 MARKMPU 200-1/1/1(9)
|:| _,; Electronic Gowvernment Activities Act MAMPU. 200-1/141(8)
|:| Red Sun MAMPU 200-1/141(7}
= HTML “hello™ MAMPU.Z00-1/1/1(8)
(| ’..E-I Electric Circuit MARPU.200-1/1M(5)
|:| _,; Jadual Perjalanan (Utara} MAMPU 20011413}
(| Pemuliharaan Alam WMARPU.200-1/141(2)
|:| E Bunyian Burung MARMPU 200-1/10101)

Details

This menu allows user to add notes into a selected record.

25. Select [Details] and click [Catat Minit] for enabling the user to add minit.
] Detais b () SetAssignee '
] - :
Carri | eue I
{a SE”dTU p a.a.l:-lel- L'\.-\.l
[ 4 R
7 Dates
2] Remove From b
et Dizposition Status
| Administration b
o Cloze Volume
9 Export to XML
Catat Minit
i. Insert the minit in Catat Minit text box and click [OK] button to save.
To check the minit of the record
. e . 2 Refresh
i. At [Browse by Classification] screen, click (2 Refres button at the upper
left.
ii. Expand the classification level and choose the respective record. Double
click the record and click the minit tab to view the minit.
It displays :
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Catat Minit >
=d ok Ky clear 3£ Cancel
Minit

Minit:

T

Sunday, April 07, 20132 06:20:19 UTC [recordmgr] :
Assignee changed to [recordmgr].

Catat Minit:

e e T e A

Send To Favourites

This menu allows the user to select their frequently used records to be sent into Favourites
folder.

26. Click [Send To] menu. And click [Send To Favourites] menu item to to send the

record to favourites tray.

AT e IHE SLEHEXE COMPANY LIMITEL
| Properties Peraturan Pilhanraya 2013
% Content b Aturcara Jemputan ke Bengkel Pe
\_) New 3 Semua Maklumat Berkenaan Perju
@ Navigate b Atur Cara Bengkel Pemurnian par
Atur Cara Bengkel Pemurnian Par
| Details b Atur Cara Bengkel Pemurnian

lgd Send To P 1| ] Send To Favourites I ’

A Bemnove From 3

It displays :

@ send To Favourites

Record added to favourites successfully.

Send To Mail
This menu allows the user to select a record and send it directly to the recipient’'s email.

27. Mouse over to select [Send To] menu and click [Send To Mail] to enable user send

the mail.

@ SendTo P{ ] Send To Favourtes
21 Remove From b

= (4] Send To Mai

User Manual Page 112 of 165



Digital Document Management System (DDMS) DDMS USER GUIDE - View

It displays :

Mairy @ Browse By Classific |#] send to Mail =
<] send &;Shuw Cc E'J Clear | 3 Cancel

To: =

Subject: *

MAMPU.200-1/1/1(14) Semua Maklumat Berkenaan Pefjumpaan SDS
[[] attzch electronic content
Message: ~

Tahoma =] B £ U | A & | A | =
-—-[ DDMS Record Information J-—-

il
i
11
I3

Recaord Mumber :MAMPU.200-1/1/1(14)
Title :Semua Maklumat Berkenaan Perjumpaan SDS

Send To Template

This menu allows the user to select a record to generate reports from the provided

templates.

28. Select [Send To] menu and click [Send To Report Template] to enable user create

report.
I
@ SendTo P | ] SendToFavourites
7l Remove From 3
= Send To Mail
x| Administration ],-5 Send To Report Template
It displays :
Report Template b4

# Generate Reports X cancel

Report: *

Report R4
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Record URL

This option allows user to view the URL of the selected record.

29. Select [Record URL] to displays the URL of the record.

% Record URL

It displays :

Bookmark %

LIRL:

http://211.25.130.238:8080/ main.jsp?
record_number=MAMPU.200-1/1/1({14)

Ok
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45 Download Content

This is a scenario for the user to download the content of the electronic document from the

system. The downloaded document content should be viewed or edited by their native software

application installed on the local computer

45.1 Download Content Flow Chart

Download Content

Disseminate Menu

Click [Browse by Classifications]

Click [Content] from the context menu

Click [Download] from the sub context menu

End

Figure 4.25: Download Content flow chart
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4.5.2 Download Content Procedure
1. From [Disseminate] menu click [Browse by Classifications].
2} Disseminate
@ Browse By Classifications I
Principals
#8 Advance Search
H Saved Search
Favourites
'_3 Recent Records
The new tab will appear as follow :
Main ﬁ Browse By Class *
_;;LRefresh Cuick search based on Full Number or Title. L
|:| Classification Number Title
|:| :l MAMPU Unit Pemodenan Tadbiran dan Perancangan Pengurusan Malaysia
D H MANMPU.100- PENGURUSAN PENTADBIRAN
D il MANPU . 200- PENGURUSAN TANAH, BANGUNAN DaN INFRASTRUKTUR
I:l [+ MAMPU.300- PENGURUSAN ASET
| 1! MANMPU.400- PENGURUSAN KEWANGAN
.l 1l MAMPU.S00- PENGURUSAN SUMBER MANUSLA
D :l MANPU.S00- PEMODEMNAN PENTADBIRAN DAN PENY ANMPALAN PERKHIDMATAN
D (= MANMPU.700- PENGURUSAN PROJEK SEKTOR AWAN
2. Browse the classification until record level and select the record.
=l KMAKMPU Unit Pemodenan Tadbiran dan Perancangan Pen
E* ] MAMPU . 100~ PENGURUSAN PENTADBIRLAN
= MAMPU. 200~ PENGURUSAMN TANAH, BANGUMAN AN INFRA)
= MAMPU . Z200-17 PENGURUSAMN TAMAH, BANGUMAN AN INFRA]
:IL: MAMPU . 200-1414 PENGURUSAMN TANAH, BANGUMAN AN INFRA)
=2 == MAMPU.200-1/1/M Pekeliling £Am
KMAMPU.200-1/1/1(389) Kertas kerja pembinaan jambatan I
Til MAMPLU. 200-1/18M (22} Akta Rayvuan 1557
= KMARMPU. Z200-15151021) Jemputan Pelaksanaan User Acceptance Test (
Til MAMPU. Z200-1/181 (19} THE SLEREXE COMPANY LIMITED
MAMPU 200-1/1M1018) Peraturan Rilihanraya 2013
x| MAMPU. 200-1/101(17) Aturcara Jemputan ke Bengkel Permurnian 2012
| MAMPU Z00-1/1M014) Semua Maklumat Berkenaan Perjumpaan SDS
[ | MAMPU 200-1MM(13) Atur Cara Bengkel Pemurnian part 3
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3. Right click on selected record, click [Content] from the context menu, and click
[Download] from the sub context menu.
pEMDINGdan jamoatan
Properti

‘_] roperties 1997

22 Content P ez View

@ New b| @ Upload

@@ navigate P # CheckOut

._] Details p o Undo Check Out
H Download

(@ SendTo 3
zl Scan

2] Remove From 2

Redact

[&z| Administration b Un-Finalize

£ Export to XML vernment Activities Act Pa
vernment Activities Act

%, Record URL

Eﬂ Communication History

The download process will be automatically run.
title_block-ansi.dwg

4, The location of the download depends on the browser setting for downloads.The

content will be downloaded to the user download folder.

g v Computer » O5(C) » Users » sariza » Downloads |

Organize *  Includeinlibrary v Sharewith v Bum  New

oI Favorites | fitle_block-ansi.dwg

B Desktop @SEMUEMEHUME'E (1)
W] TEST

[ T n [ . ' s

L
1=, Recent Places
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4.6 Searching File or Record

There are two scenarios Searching File or Record.
a. Quick Search; and

b. Advance Search.

4.6.1 Main Searching File Flow Chart

Searching File/Record

Quick Search

Advance Search

End

Figure 4.26: Main Searching File flow chart
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4.6.2 Quick Search

A Quick Search function is used to perform fast and simple searches. The Quick Search
function can search words or phrases in the textual electronic content or the metadata of
records that has been text-indexed by the system. To perform a quick search, use the

search box located at the top right hand corner of the main page.

a. Quick Search Flow Chart

Quick Search (located at the right top corner)

Type Term/Phrase at the "Quick Search” field

Press [Enter] to see the search result

Y
()

Figure 4.27: Quick Search flow chart
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b. Quick Search Procedure

Quick Search

1. Quick Search bar is located at the right top corner of the window near the

[Logout] button.

OCUMENT MANAGEMENT SYSTEM

Search by Single Term

1 |
I‘\ Blogut

User can find a record by using a key word in the ‘Quick Search’ field

BERSAVA MELAKSANA TRANSFORMAL

1. Enter word 'sambutan’ at the “Quick Search” field.
gsambutan
2. Press [Enter] or click 8 icon.Search Result screen will appear on a new
tab.
I Main ” |Z] search Results '*

§§. Send All To Report Lﬁ Refresh =] Preview Mode

Title

B test Memo with lampiran

@ Audio

@ lMemo peringatan
m [Moved] Bunyi
. [Moved] Memo peringatan

AoEEOE@EOEEE @O E @ E

[--] PENGURUSAN PENTADBIRAN - MajlisiZamputgn/Perayaan - ...

[ | PENTADBIRAN - Majiis/ Sambutan/ Perayaan - Dalam Jabatan. .
[--) PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...
[-| PENTADBIRAN - Majlis/ Sambutan/ Perayaan - Dalam Jabatan. ..
[-| PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...
[--] PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...
[--] PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...
[--) PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...
EI DOMS:DOMS:DDMS Test :DDMS Test :Catalogue Text Messa...

[-| PENGURUSAN PENTADBIRAN - Majlis/Sambutan/Perayaan - ...

Record Number
MAKMPL.100-18M11
MAMPL.100-181/5(1)
PEMANDU.100-18/1/2
MAMPL.100-18/1/4
PEMANDLU.100-18/1#1
MAMPLL100-18/1/8¢
MAKMPL.100-180272¢
MAKMPL.100-18M1/3
MAMPU.100-18/1/5
MAMPLL100-18/1/5(2)
MAMPLL100-18/1/1(3)
MAMPLL100-18/1/7¢
MAKMPL.100-18M172(1)
MAMPU.100-16/1/3(1)
MAMPU.100-18/2/1(1)
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Search _using phrase

1. Enter phrase "minit mesyuarat" at the “Quick Search” field.
"minit mesyuarat” [11/]
2. Press [Enter] or click &8 icon.Search Result screen will appear on a new
tab.
Main |#] search Results

ﬂ,_:}SendAll'o Report _ﬁF‘.efresh k= | Preview Mode

D Title Record Number

D _,.u_ Winit I.1esyuarat Pelaksanaan DOMS di Age...  MAMPU.100-11/141 JLD 2(1)
D .”.: Wlinit Mesyuarat DOKS Bil 1/2012 MAMPU.100-11/2(3)

D i KWinit I-1esyuarﬂt DOMS - Record Voice MAMPU. 700-4/2/2(1)

D (W | Semua Maklumat Berkenaan Perjumpaan 305 WMAMPU.200-11/1(14)

O

4[| PENGURUSAN PROJEK SEKTOR AWAM - .. MAMPU.T00-8/2/2
Document Management
System (DOMS)

[ @ [ PENGURUSAN PENTADBIRAN - Perundang... MAMPU.100-1/1/2 JLD 1

Wildcard search - ‘b?r?

The “?” symbol in search word or phrase represents any single character in search
word or phrase.

Therefore if the user enters the search word “B?r?”, then this will match records that
contain the words “Biri”, “Biro”, “Bara”.

(Basically it matches any word that starts with a “B”, followed by any one character,

then followed by “r’ and then followed by any one character).

1. Enter ‘b?r?’ at the “Quick Search” field.

ber?

2. Press [Enter] or click
tab.

icon.Search Result screen will appear on a new
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Main

|#] search Results |*

J.g?, Send All Te F‘.eportJ _é Refresh ti] Preview WMode

OO0EOCOOOOOOOO
n

(=

]| Title
DOMS 2

PEMODENAN PENTADBIRAN DAN PENY AMPALAN PERK. ..

(=

(TR

s -w- -

PEMODEMAN PENTADBIRAN DAN PENYAMPALAN PERK. ..
L) Kertas Kerja Konsep
PENGURUSAN PENTADBIRAN - Program Kerjasama Dal. ..
PENGURUSAN PROGRAM TRANSFORMASI NEGARA - .
PENGURUSAN PROGRAM TRANSFORMASI NEGARA - .
PEMODEMAN PENTADBIRAN DAN PENYAMPALAN PERK. ..
PEMODEMAN PENTADBIRAN DAN PENYAMPALAN PERK. ..
PENGURUSAN PROGRAM TRANSFORMASI NEGARA - .

i Pekeliing Bar
PENGURUSAN PROGRAM TRANSFORMASI NEGARA -

Record Number
MAMPU.FOO-STI2(3)
MAMPU.S00-2/1/1
MAMPU.S00-2/2/7
MAMPU.FOO-4M1/7(1)
MAMPU.100-341/2
PEMAMNDU.S00-141141
PEMAMNDU.S00-2/6/4
MAMPU.S00-7/2/147
MAMPU.S00-7/2/94
PEMAMNDU.S00-1/1/8
MAMPU.100-17/1(2)
PEMAMNDU.500-2/4/6

Wildcard search - ‘t*n’

The “*” wildcard symbol represents zero or more characters in the search word or

phrase.

Therefore if the user enters a search word such as “t*n”, then this would match

records that contains the word “teen”, or “tin®, “television” (in other words, any word

that begins with a “t” then followed by zero or more characters then followed by an

unu .

1. Enter ‘t*n’ at the “Quick Search” field.

tn
2. Press [Enter] or click o8 icon.Search Result screen will appear on a new
tab.
Main |£] search Results *

[ = R S R

(=T R  TI Y

5 0 i
®

(=

Title:

5

P

| PENGURUSAN KEWANGAN - Akaun - Akaun Terimaan -...

Jf‘; Send All Te Report _ﬁﬂefresh = | Preview NMode

Keadaan Semasa

PENGURUSAN PROGRAM TRANSFORMASI NEGARA - .

PEMODENAN PENTADBIRAN DAN PENY AMPALAN PERK. .

PENGURUSAMN KEWANGAN - Bayaran - Tuntutan Rawa...
PENGURUSAN KEWANGAN - Bayaran - Tuntutan Rawa...

PEMODENAN PENTADBIRAN DAN PENY AMPALAN PERK. .

test on access control

PENMGURUSAN SUMBER MANUSIA - Perkhidmatan - Tapi...
FENGURUSAN SUMBER MANUSLA - Perkhidmatan - Tapi...
PENGURUSAN SUMBER MANUSIA - Perkhidmatan - Tapi...
PENGURUSAN SUMBER MANUSIA - Perkhidmatan - Tapi....

PENGURUSAN PENTADBIRAN - Penerbitan Jabatan - Pe._..

—) PENGURUSAN PENTADBIRAN - Penerbitan Jabatan - Pe...

Record Number
MAMPU.100171/1(1)
PEMANDU.S00-1/1142
MAMPU . 400-1/4/8
MAKMPU S00-8/4/10
MAMPLU.£00-3/10/1
PEMANDU.400-3/10/1
MAMPU S00-5/1/2
MAMPU.100-3/1/1(5)
MAKMPU . 500-2/61
MAKMPU .S00-2/6/2
PEMANDU.S00-2/61
PEMANDU.500-2/6/2
MAKMPU.A00-107711
MAMPU 100100712
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Boolean Search Using OR

The OR operator is the default conjunction operator.

This means that when no Boolean operator between two terms, the OR operator is

used. The OR operator links two terms and finds a matching document if either of

the terms exist in a document. (in more technical terms: This is equivalent to union

using sets).

The symbol || can be used in place of the word OR.

1. Enter ["minit mesyuarat" OR "surat'] OR ['minit mesyurat" || "surat"] at the

“Quick Search” field.

“minit mesyuarat” OR "surat”

2. Press [Enter] or click icon.Search Result screen will appear on a new
tab.
Main #) search Results *

].5 Send All To Report _ﬁRefresh E Preview Mode

|:| Title Record Number Date Registered

[C] & [ PENGURUSAN PENTADBIRAN - Perundang... MAMPU.100-11/2 JLD 1 08M12/2012 06:20 PN
| _,; Winit Mesyuarat Pelaksanaan DDMS diAge...  MAMPU.100-111/1 JLD 2(1) 08M12/2012 06:50 PM
&l _/}_ Ifinit Mesyuarat DMS Bil 172012 WAMPU.100-11/2(3) 08122012 0811 P
&l ht Ifinit Mesyuarat ODMS - Record Voice WAMPU.T00-4/212(1) 10M2/2012 02:46 P
o _,: 2nd lampiran LAMPIRAN-2012-3 MAZE0Z 0443 PN
|:| [ | Semua Maklumat Berkenaan Perjumpaan SDS  MAMPU. 200-11/1(14) 07/04/2013 02:20 PM
[C] @[ PENGURUSAN PROJEK SEKTOR AWAM - . WAMPU.T00-41212 Z812MZ 1:25 AN

Document Management
System (DDMS)

o _,: Surat dua DGKOM.200-12013-1(4) 26032013 0543 PM
o _,: Surat Satu DGKOM.200-12013-1(3) 26032013 0542 PM
o E SURAT PANGGILAN MEEETING DGKOM.200-12013-1(1) 09i01/2013 11:32 AN
[[] @[ SPORT CLUB - MONTLY MEETING - FAL M... DGKOM.200-12013-1 090172013 11:28 AN
|:| J teston surat menyurat with attachment WMAMPU.100-68/31(1) 1122012 04:45 PK
a _,; Surat empat DGKOM.200-12013-1(5) 26032013 05:52 PM
a | ddvdd WAMPU.100-81/1(8) 101202012 03:37 P
a 15t lampiran in surat menyurat LANMPIRAN-2012-4 11H2/2012 04:45 PN
A _,; test on surat menyurat record type WAKMPU100-THN(1) 0812/2012 07:01 PK
[[] @[ PENGURUSAN KEWANGAN - Penurunan K...  MAMPU 400-8/2/1 ZENT2012 11:41 AR
[0] @[] PENGURUSAN KEWANGAN - Penurunan K...  PENANDU.400-8/2/1 281172012 02:35 PM
[0] @[ PENGURUSAN PENTADBIRAN - Jemputan .. MAMPU.100-18/241 ZENT2M211:10 AR
&l ‘ﬂ 30Fa berjaya-2(7) 12/04/2013 06:21 PW
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Boolean Search using AND

The AND operator matches documents where both terms exist anywhere in the text

of a single document. This is equivalent to an intersection using sets. The symbol

&& can be used in place of the word AND.

1. Enter ['surat pekeliling" AND

"mesyuarat"] at the “Quick Search” field.

mesyuarat” && “surat pekeliling

i

2. Press [Enter] or

Main |£) Search Results *
ﬂ¢eendﬁ\ll'0 Report [ Refresh =] Preview Mode
[ Tie
[[] = [ PENGURUSAN PENTADBIRAN - Perundang...
#@ Gambar Rajah
{-; Surat Pekefiing 1

Perjalanan Ke utara

Pemandangan
X Winit Mesyuarat DOMS Bil 1/2012

OOOE@E@E@

| Pekelling Am Pemansuhan Penggunaan...

"mesyuarat”]OR

pekeliling" &&

icon.Search Result screen will appear on a new tab.

Record Number

WMANPU.100-1142 LD 1

MANPU100-1142 JLD {11}

MANPU100-1142(10)
WANPU100-11/2(8)
MANPU100-1112(8)
MANMPU100-1142(3)
MANPUA00-1142(1)

Date Registered

08/12/2012 08:20 PM
111202012 11:23 PN
101212012 02:38 PM
101272012 02:32 PM
101212012 02:30 PM
08/12/2012 08:11 PM
0312/2012 08:23 PM

Boolean Search Using " + " operator

The "+" or required operator requires that the term after the "+" symbol exist

somewhere in the text of a document.

For example when the user enters the search phrase “+bank negara”, the system

will return records that must contain the word “bank” and may (but not necessarily)

contain the word “negara”. Records that contain only “negara” but not “bank” will not

be returned.

1. To search for documents that must contain "Fail Fungsian" and may contain

"mesyuarat" use the query:

2. Enter [+"fail fungsian" mesyurat] at the “Quick Search” field.

+fail fungsian™ mesyuarat
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3. Press [Enter] or click 8 icon.

Search Result screen will appear on a new tab.

Main |£] Search Results *

ﬂg}EendAll'o Repart jRefresh Ei]F're-aiew lode

|:| Title Record Number Date Registered
[] = [ PENGURUSAN PENTADBIRAN - Pengurusa... MAMPU.100-6/21 271112012 08:33 PN
[[] = @) RE: Fail Fungsian 600 & 700 {130812)  MAMPU.100-6/2/1(1) 0812/2012 05:34 PH
[[] = [ PENGURUSAN PROJEK SEKTOR AWAM - .. MAMPU.TO0-4/212 251102012 11:25 AN
Document Management
System (DDMS)
o J.| Electronic goverment Activitiss MAMPU.T00-4/212(T) 1410412013 03:28 PM
o gy Surat Jemputan ke Bengkel Pemurnian ... IAMPU.T00-412/2(6) 1210412013 05:26 PN
0o _L RFPDONS MAMPU.T00-4/2/2(5) 101202012 05:31 PN
[[] @ ¢ JEMPUTAN KE SEMINARTECHNOLOG...  MANPU.T0D-4/212(4) 101212012 05:21 P
[[] @ ¢ FW:FaiFungsian 600 & 700 (130812)  MAMPU.T00-4/72/2(3) 1001202012 02:59 PN
[[] &« FW:FaiFungsian 600 & 700 (130812)  MAMPU.T00-42/2(2) 101212012 02:53 PN
|:| i Winit Mesyuarat DDMS - Record Voice WMAMPU.700-4/2/2(1) 101212012 02:46 PM
[C] )| RE: Fai Fungsian 600 & 700 (130912) MAMPU.100-8/211(1) 0822012 05:34 PN
[ @ - FW: Fail Fungsian 600 & 700 (130812) MAMPU.T00-4/22(2) 10122012 02:58 PH
[[] @ ¢ FW: Fail Fungsian 600 & 700 (130812) MAMPU.T00-412/2(3) 1001202012 02:59 PN

Boolean Search Using’ NOT’

The NOT operator excludes documents that contain the term after NOT. (In more
technical terms:

This is equivalent to a difference using sets). The symbol ! can be used in place of
the word NOT.

The NOT operator cannot be used with just one term.

For example, the following search will return no results: NOT “surat mesyuarat”.

1. Enter ["surat pekeliling” NOT "minit mesyuarat"] at the “Quick Search” field.

“surat pekeliling” NOT "minit mesyur:
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2.

Press [Enter] or click 8 icon.Search Result screen will appear on a new

tab.

Main @ Search Results *
J$ Send All To Report jﬂefresh E;] Preview Mode
[ Tie

&) 2nd lampiran

(=T = TR =R =

Bl B B

& Surat Pekeliling 1

OOoE@EE@EE @ @E @ &
&

~| PENTADBIRAN - Perundangan - Pekeliing ...
~| PENGURUSAN PENTADBIRAN - Perundang..
~| PENTADBIRAN - Perundangan - Pekeliing ..
~| PENTADBIRAN - Perundangan - Pekefiing ...
—| PENGURUSAN PENTADBIFAN - Perundang..
=) PENGURUSAN PENTADBIRAN - Perundang. .
~| PENGURUSAN PENTADBIRAN - Perundang...
~| PENTADBIFAN - Perundangan - Pekeliing ...

[ [] PENGURUSAN PENTADBIRAN - Perundang..

Record Number
LAMPIRAN-2012-5
PEMANDU.100-1/8i2
WMAMPU.100-1/8/10
PEMANDU.100-1/8/6
PEMANDU.100-1/8111
WAMPLU.100-1/3/4
MAMPU.100-1/312
MAMPU.100-1/3/8
PEMANDU.100-1/3/4
WAMPU.100-11/2(10)
WAMPU.100-1/1/2 JLD1

Date Registered

MH22012 04:45 PU
2811/2012 10:56 AW
ZTM202 04:55 PR
2890M1/2012 02:43 PW
2911112012 02:45 PN
N2 0444 PY
2THAI2012 04:05 P
2THA012 04:45 P
2901112012 02:42 PI
10M2/2012 02:36 PW
0612/2012 06:20 PW

Boolean search using ‘- operator

The "-" or prohibit operator excludes records that contain the term after the "-"

symbol.

1.

2.

Enter ["surat pekeliling" - "minit mesyurat"] at the “Quick Search” field.

"surat pekeliling” - "minit mesyurat™  {

Press [Enter] or click
tab.

icon.Search Result screen will appear on a new

Main |Z) search Results *

35 Send Al To Report _;;{Refresh I=| Preview Mode

[ Tie

0 _,: 2nd lampiran

[C] @ [ PENTADBIRAN - Perundangan - Pekefiing ...
D 4l [ | PENGURUSAN PENTADBIRAN - Perundang...
D & [ | PENTADBIRAN - Perundangan - Pekelling ...
D [ | PENTADBIRAN - Perundangan - Pekelling ...
D ) [ | PENGURUSAN PENTADBIRAN - Perundang...
D 4[| PENGURUSAN PENTADBIRAN - Perundang...
D @[] PENGURUSAN PENTADBIRAN - Perundang...
D @[] PENTADBIRAN - Perundangan - Pekelling ..
0 i Surat Pekeliing 1

[[] & [ PENGURUSAN PENTADBIRAN - Perundang...

Record Number
LANPRAN-2012-5
PEMANDU.100-1/8/2
MAMPU.100-1/810
PEMANDU.100-1/8/8
PEMANDU.100-1/8111
IWANPL.100-1/8/4
WAMPLU.100-1/872
WAMPLU.100-1/8%
PEMANDU.100-1/3/4
MAMPU.100-11/2(10)
MAMPU.100-14/2 JLD 1

Date Registered

MA22012 04:45 PN
291112012 10:56 AN
2TH1I2012 04:55 P
2811112012 02:43 PM
28111212 02:43 PN
21112012 04:44 PN
271112012 04:05 P
271112012 04:45 PN
291112012 02:42 PN
101212012 02:35 PN
081212012 08:20 PN
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Fuzzy Search
To search for a term similar in spelling to "projek”, user can use the fuzzy search.

This finds records that contain words which are similar to the search term except for

a few different characters.

1. Enter [projek~] at the “Quick Search” field.

projek~

2. Press [Enter] or click

tab.

icon.Search Result screen will appear on a new

Main

0=

4

4

&= @@

4

0=

0=

e

0=

[NE]

[RE]

L Pendafiaran Perubuhan

Z) search Results

ﬂéSend AllTo Report _;;{,Refresh k= Preview Mode

0| e

PENGURUSAN PROJEK SEKTOR AWAN - .
" Information Management

System (LIMNS) - Fasa 3

(Khidmat Nasihat Bagi

Proses Perolehan LINS)

~| PENGURUZAN SUNBER MANUSIA - Komp...
| Carta Organizasi MANPU

~| PENGURUSAN PROJEK SEKTOR AWWAN - .
Kemahiran (SBKK)

~| PENGURUZAN PROJEK SEKTOR AWAM - ..
Kastam Diraja Malaysia
{JKDN)

~| PENGURUSAN PROJEK SEKTOR AWWAMN - .
Akruan Jabatan Akauntan
Negara

~| PENGURUSAN PROJEK SEKTOR AWWAN - ..
Report Polis

~| PENGURUZAN PROJEK SEKTOR AWAM - ..
Anti Dadah Kebangzaan
[RADK)

~| PENGURUSAN PROJEK SEKTOR AWWAN - ..
Semula Aplikasi Data

Dictionary Sekior Awam
(SDDSA)

~| PENGURUSAN PROJEK SEKTOR AWAM - .
Tak Al (SPATA)

~| PENGURUSAN PROJEK SEKTOR AWWAN - .
of Societies Electronic
System (ROSES) Jabatan

Record Number

HANPU.700-504/10

IANPU.S00-4/413
HANPU.500-17311(1)
HANPU.TO0-17212

IANPUTO0-1/215

HANPU.TO0-1727

HANPU.TO0-1/218

HANPU.T00-172110

HANPU.TO0-1/2111

IAMPU.TO0-17212

IAMPU.TO0-172118

Date Registered
BIM201211:48 AW

2812012 02:13 P
27032013 04:35 P11
BIMZ01210:23 AW

BINZNZ10:24 AW

BINZNZ10:24 AW

BMZNZ10:25 A

BIN201210:26 AW

BMZNZ 02T A

202 10:33 AN

202 10:48 AN
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Proximity Search

To search or find words which are within a specific distance away use the tilde, "~",
symbol at the end of a Phrase.
Example to search for a "Kajian" and "ISO 9001" within 10 words of each other in a

document use the search:

1. Enter ['Kajian MS SO 9001"~10] at the “Quick Search” field.

“Kajian M5 150 2001°~10

2. Press [Enter] or click 8 icon.Search Result screen will appear on a new
tab.

-ation (IS0} § Kajian $emula Pengurusarf WS 150 iEIEH:EEIEIB- N

ration (IS0] - Kajian Semula Pengurugan M5 IS0 90012008 - K
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4.6.3 Advance Search

This is a scenario for Advance Search. Searching enables records discovery by using
keywords, default metadata and any available custom metadata. However the search result
will be depending on the access control (some records will not be seen by the user if does

not have permission to discover them).

a. Advance Search Flow Chart

e Aclvance Search

So to Disseminate Menu. Select
[Advance Search]

Click at the Search By filed

Choose search method from method list

ey in searching detail=

Soto filtertab to select record type

Click OK to s=ee searching result

Click [Saved Search] to save search result

Click button to save search

[&—

Click [Send All To Report] to print search by
report

Click wour selected report termplate

Click [Generate Reports]

Frint selected repaort

!
i
{
O End

Figure 4.28: Advance Search flow chart
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b. Advance Search Procedure
Advance Search
1. From [Disseminate] menu, select [Advance Search].
= Disseminate
@ Browse By Classifications
&= Principalz
H Saved Search
Favourites
';‘ Recent Records
Search form displays.
search >
«# 0Ok 3 Cancel =l Save Search
Query Filter Sort
Search by:
="
Equal To:
@ AND & OR MOT | LIKE i Mew | (zh Delete | @) Reset
2. Clickon = icon at the Search By field.
Search by: @
List of Search methods display as below :
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3.

4.

5.

Search Methods *
w" 0k ) Cancel
M ] Archiving
= ] Classification
3 ] Content
A [ Date
2 ] Havigation
& [ Numbers
& ] Principa
] Properties
A ] Security
H ] 'Word Searches

i+

Click the plus

Ssearch Methods

a Ok 3 Cancel
& [Z ] Archiving

@ [ Classification
= [ Content
=3 Date

El Date Archived

El Date Clo=ed

El Date Created

|im| Drate Finalized

lam| Date Last Modified

|£| Date La=t Modified of Content

|nm| Drate Made Inactive
@l Date Registered
=[] Mawvigation
=[] Mumbers |
= [ Principal

m

= ] Properties

Click [Date Registered]{ i8] Date Registered lclick [OK] button.

Following result will appear as follow.

Search *®

" 0k 3 cancel |l Save Search

Query Filter Sort

Search by:
Date Registered =

|2 E)
To: V\lj\zj

From: | 23/12/2012

) New | @ Delete | (@ Resst

@ AND @ oR | NOT | LIKE
Date Registered is 23/1242012

Click calendar button ( red circle) below to select date "From” field.

e

From:  01/11/2012

Page 131 of 165

DDMS USER GUIDE - Searching File or Record

button at [Date] folder.The following item will drop down.



Digital Document Management System (DDMS)

DDMS USER GUIDE - Searching File or Record

The calendar will appear:

Select date and it will automatically inserted into the "Form” field.

Search
«# 0Ok 3 cancel

Query Filter Sort

Search by:
Date Registeraed

From: 01/12/2012

To:

@ AND @ OR | NOT | LIKE
Date Registered is 01/12/2012

@ Mews

e

=l Sawve Search

Click calendar button ( red circle) below to select date "To” filed.

To:

el

The calendar will appear :

Select date and it will automatically inserted into the "Form” field.

Search
«* Ok 3£ Cancel

Query Filter Sort

Search by:
Date Registered

From: 07/11/2012

@ AND @& or | MOT | LIKE
Date Registered is 07/11/2012

@ Mew

b

el Save Search
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User can choose boolean operators for more specific search.

Search

>

«# Ok ¥ Cancel |l save Search
Query Filter Sort
Search by:
Date Registerad =
07/11/2012 - :‘Iv '-':
07/04/2013 2| O - | | IR
Ig AND @& OR | NOT | LIKE @) Mew | (& Delete | (& Reset I

Date Registered is BETVWEEN 07/11/2012 and 07/04/2013

Other functions of Boolean Operators and search criteria function buttons are

as follows :

Vi.

Vii.

AND - to refine a search to find only records which meet both the
current search method and the previous search method. This narrows
a search, returning fewer records in the Inquiry List but pinpointing the
required records.

OR - to expand a search to find all records which meet either the
current or previous sets of search methods. This broadens a search,

returning more records and including a wider subject range.

NOT: refines a search to include only records that meet the previous
but not the current set of search methods. It is used in conjunction
with the AND operation.

LIKE: is used to search for a specific pattern of the records that
match with the criteria. It enables a searching to be part of the string

using the wild card character.

New: adds a new set of search methods at the bottom of the list in the

Current Selection box.

Delete: deletes the currently highlighted set of search methods from

the Current Selection box.

Reset: deletes all of the search methods from the current selection

box so user can start a fresh search.
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.\.j) New

8. Click on [New ].

9. In this case we will use OR function. Tick OR radio button.

New line will be added :

Search
o 0k ¥ Cancel [ save seal
Query || Filter || Sort
Search by:
Date Registered \EJ

Equal To:

) AND @ OR | NOT [ LKE | @MNew | @ Dekete | @ Reset
Date Registered is BETWEEN 07/11/2012 and 07/04/2013
Or Date Registered is Blank

10.  Click = at the Search By field.

List of Search Methods display as below :

Search by:

Search Methods »

¥ 0k X Cancel
# [_] Archiving

# |__] Classification
[ Content

& ] Date

3 [ Mavigation
& ] Humbers

4 ] Principa

A ] Properties

A ] securty

o ] Word searches
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11.  Click the X button at [Word Searches] folder and click [Title].

=<5 Waord Searches
(o8] Author
[am| Batch i
(58] Combined Title
Iﬁ Creator Name
[um| Creator Username
(38| Description
|ﬁ Motes
[og| Title

The following item will appear :

Search
o« Ok ¥ Cancel |l 5ave Sean|
Query || Filter || Sort
Search by:
Title =

Equal To:

) AND @ OR | NOT | LKE | @New | @ Delete | @ Reset
Date Registered is BETWEEN 07/11/2012 and 07/04/2013
Or Title i Blank

12.  Atthe column "Equal To:", user neet to fill in the word title user want search.

Equal To:

atur cara bengkel pemurnian part 3

The word "Blank" will change to "atur cara bengkel pemurnian part 3" as
below :

Search
« Ok ¥ Cancel |l zave 54
Query || Filter || Sort
Search by:
Title )
Equal To:

atur cara bengkel pemurnian part 3

©) AND @ OR | NOT | LKE | @Mew | @ Delete | @ Reset
Date Registered is BETWEEN 07/11/2012 and 07/04/2012

Or Title is atur cara bengkel pemurnian part 3
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13.

14.

Click the [Filter] tab as follow.

«" 0k ¥ Cancel

Query Sort

The conrtent for [Filter] tab will be displayed :

Search b
«” Ok 3 cancel |l save Search

Query Filter Sort

et Browse for Record Types @ Remove

|:| MName «

Click [Browse for Record Types] file icon.

g Browse for Record Types

Dialog for Record Type will be displayed :

Record Type ¥

«” Ok 3¢ Cancel [B] Select Al [E] Deselect Al

|:| Mame

C1 &8 sxtasordinan -
[ mAudiu -
D @ Cabutan Keputusan Jemaah Menteri

(- Carta m
D Dokumen Tender / Sebut Harga

D Email

D — Fail

O = Faks

D 2 Foto

D I Gariz Panduan / Panduan "

I | »

-
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15. Users can[Select All] icon or specific item. In this case we want to select

Lampiran, Laporan, Lukisan Teknikal and Maklum Balas Mesyuarat.

The selected item as follow:

Record Type ¥

o Ok ¥ Cancel [B] Select &Il [E] Deselect Al

|:| Name

L Kertas Jemaah Menteri

o O

' Kertas Kerja / Kertas Konsep

<]

I_-' Lampiran

[«

L— Laporan

<]

m

Lukisan Teknikal

[«

i Maklum Balag Megyuarat | &
u emo
@ Winit Mesyuarat

Mota Jemaah Menteri

& Mota Mesyuarat / Perbincangan -
1 | »

O OO o

. : . Ok i . . .
16. When it done, click [Ok] icon to fill selected item into [Filter].

Selected record type will be displayed :

Search *
«" 0k ¥ cancel | Save search

Query Filter Sort

g Browse for Record Types @Remuve
Name «

Lampiran
L= Laporan

# Lukisan Teknikal

OO0QOgs

i Maklum Balas Mesyuarat

() Remove _
17. [Remove] button is used to remove selected record type for

filtering.
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18. To remove filter item, select the record type and clik [Remove] icon.

Name =
'_- Larnpiran
L= Laporan

& Lukisan Teknikal

| OO0 &8E

Selected items were removed from the filter list.

Search ®

o Ok ¥ Cancel il Save Search

Query || Filter | Sort

gy Browse for Record Types @Remuve
Hame «
D = Laporan

C 8 Lukisan Tewnica

D ﬁr.haklumBalﬂs'.I.1E:5'.‘,ruaaraat

19. To specify sorting sequence, use the Sort Tab. Click on [Sort] tab. The
content for [Sort] tab will be displayed.

Search b
«” Ok 3 Ccancel =l Save Search
Query Filter Sort

= Browee for properties & Remowve

|:| Mame Order
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g Browse for properties

i. Click [Browse for properties]

The following dialog box will be displayed :

Sort By b4
o Ok ¥ Cancel [B) Select Al [£) Deselect Al
Attributes | Properties

Hame «
Azzignee <
Author

Barcode

Batch id
Classification
Clignt

Combined Title
Container

Creator Mame
Creater Usernamse

Date Archived

Phmdm ™l ool

100000000000

ii. Sort the result list based on the record properties or attributes.

iii. There is two tab which are Attributes and Properties can choose.

iv. Select "Date Registered" and "Record Number" from Attributes tab.
V. Click [OK] button.Properties will insert into sort :

Search *

o Ok 3 Cancel |l save search

Query Filter Sort

= Browse for properties @ Remove

|:| Name Crder
Date Registered ASC

El

[[] Record Number ASC
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Vi. User can sort either want it Ascending "ASC" or Descending "DESC"

by click at the beside.

. .5} Remove .
Vii. [Remove] button is used to remove selected record

type for filtering.

viii. To remove filter item, select the record type and clik [Remove] icon.
Search %
o 0k ¥ Cancel |l 3ave Search

Query || Filter || Sort

g Browse for properties @ Remove

D Name Order
[[] Date Registered ASC
Record Number " DESC
V]

20. If user want to save the result, user can cllick on the [Saved Search] icon that

located upper right.

\7l Save earch

The save search dialog box will appear :

Save Search

«” Ok 3 Cancel

General | Access Control

Name: *

Description:
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21.  Fill up the form. Item marked is mandotary.

Save Search

o Ok ¥ Cancel

General | Access Control

Name: =
Pencarian Sermua Maklumat

Description:

Ok
22. Click s button to save search. If successful, the following message will
be displayed.

o

‘¢ Saved Search

Saved Search saved successful [Pencarian
Semua Maklumat]

23. Orclick [Cancel] button to cacel the search. The result of Advance search will

be displayed.

Main ) Search Results ¥

HA Refine Search ﬂg)SendAIITu Report [ Refresh =] Preview Hode

D Tile Record Number Date Registered

M ) Network bandwicth MANPUARL-HAN) 18H220120&:32 Al
D {':Lukisan on DOMS hardware high levelarc... ~ MAMPU.100-611(2) 0811212012 06:23 Pl
[ [ teston hybrd MANPUADI-B1A(4) 10122012 08:45 A
b [t MANPU.100-81A(3) 1011212012 0%:00 AN
o [ MANPU300-11A(1) 10122012 07:50 Al
|| (3122 MANPU300-11A(2) 1122012 10:45 A1
O Sereen ayer AGIOOA0-2013-114) 080172013 11:32 A
M ) dadualPerjlanan (Utara) MANPU200-11A(3) 0110412013 03:48 Al
[[] [ | Laporan Kewangan Bulanan IAMPU 400-1111(1) (20472013 10:26 AN
[[] f | Atur Cara Bengke Pemurnian Part 2 MAMPU 200-111(12) (710472013 02:15 PM
D [ | Atur Cara Bengkel Pemurnian part 3 IMAMPU 200-114(13) 0704203 0218 Rl

24.  User can print search by report. Click [Send All To Report].

13/ send ATo Report |
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Report template dialog box will be displayed

Report Template e
Generate Reports 3 Ccancel
i. Click drop down menu from report template and click your selected
template.
ii. Click [Generate Reports].
Report Template 3
Generate Reports 3£ Cancel
Templates: * .
‘Record Basic List
Record Listing
Records
Record Type Chart
The generated report will be displayed :
Man H Saved Search ﬂ Report(s)
Hi3Bdd
Showing page 1 of 3 (I Gotopage |
Senarai Rekod Secara Terperinci Videsyet 1
Tarith Apr 20, 2013
Masa 6:55:20 AM
No Rugukzn Kami MAMPU.I00-L1/1/1(1) Tarkh Wujud Dec 6, 2012
Jenis Rekod Laporan Tarkh Tutup
Tajuk Network bandwidth
Nema Pejud Sksto
Fal PENGLRUSAN PENTADBIRAN - Teknologi Maklumat & Kamunikasi - Teknalogi
Maklumat - Keselamatan 1CT Tahun 2012
No Ruukan Kami MAMPU.100-6/1/12) Tankh Wejud Dec 8, 2012
Jenis Rekod Lukisan Teknkal Tarkh Tutup
Tajk Lukisan an DDMS hardwars high level architecture dagram
Nama Pesjud Sisto
Fal PENGURUSAN PENTADRIRAN - Pengurusan Mesyarat - Mesyuarat Dalam Jabatan -
Mesyuarat Pengursan Jabatan
No Rugukzn Kami MAVPU.100-6/1/1(4) Tarkh Wujud Dc 9, 2012
Jenis Rekod Laporan Tankh Tukup
Tajuk test on hybrid
Nema Pesijud Sksto
Fal PENGURUSAN PENTADBIRAN - Penqurisan Mesyuarat - Mesyuarat Dalam Jabatan -
Mesyliarat Pengunisan Jabatan
No Rugukzn Kami MAMPU.100-6/1/1(5) Tarkh Wujud Dec 9, 2012
Jenis Rekod Laporan Tarkh Tutup
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Vi.

Vii.

User Manual

El

To print report, click ===

button.

Main

\Z] Search Resl

o B B3]

| Showing page 1 of 1[ Print report i

Print report dialog box will be displayed.

Print Report

Print Format

@ HTML
© pPoF [Auto

@ pages | =) Current page

(@] Pages: |

{ Enter page number(s)} and/or page range(s). For example: 1-5or 1,35 )

QK

] [ Cancel

Setup your required format and pages.

Click [OK] to continue

Or click [Cancel] to cancel process.

Dialog box PDF format will be displayed :

[ 192.168.1.214/ebikko-report/output?_report=REPORT_DESIGN/aclcec04lc3d4ch4b6a075452a8b3c G

Record Basic Page

Dase
Tame

1
Apr 12013
LR:S8:10 AM

Recard Number 313
Recard Type Lampiran
Tirle Hasil Kerja
Axsignee ROOT
Cantainer

Dare Regésered
Dare Clazed

Mar 18, 2013 5:51 PM

Recard Number

Recard Type Fawa
Tirle Hasil kerja
Asrignes ROOT
Container

MAMPU 100 1/1/2 JLD 2(3%)  Dare Regimered

Dare Clazed

PENGURLUSAN PENTADBIRAN
Perundasgan - Penggabalan/

Penyediasn/Pindaan Undang-

Unitang/Peramamn - Pekeiiling Khas

Mar 18 2013 5-55 P

n

Click button to start printing.Hard copy will be printed out.
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25.

To edit the saved search, click [Saved Search] from [Disseminate] menu.

= Disseminate
@ Browse By Classifications
£ Principals
Adwvance Search
Saved Search

Favourites

'_I‘ Recent Records

Tab for saved search will be displayed.

Main =l Saved Search *

i) Add | Refresh

Name

Records Created from 011 1/2012 to 101202012
Pencarian Klasifikasi 200 Fail 1

Pencarian Semua Maklumat

All Records

Record Regiztered from &th-10th

OO0 O OO

i. From saved search list, right click and clik [Properties].

Pencarian Semua Maklumat

[[] AllRecords |=| Properties

E8 Search

Record Regist
|=| Search Form

123 & Mew

Top Secret Ref WMake a Copy

OO0o0OO

mida (@ SendTo 4
Delete
L€ Export to XML

E‘I Event Log
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The following dialog box will be displayed :

Search >
«# Save M Cancel
General Query Filter Sort Access Control
Name: *
Pencarian Semua Maklumat

Description:

User can edit the save search.
Go to [Access Control] tab

It will be displayed as follow :

Search 2

«#* Save J Cancel
General Query Filter Sort Access Control
=3 Principal

Mame

MUR HASWMIDA BINTI KAMIS
Mohd Arnizam Md Aris

Permissions Allow
Use

Wiew Metadata

Edit Metadata

Delete Metadata

00000

Give Access

Mohd Arnizam Md Aris now can edit the saved search.
Click [Save] button after done edit.

Saved search will change after save :

& Add |=% Refresh
Hame

Records Created from 01/11/2012 to 1001202012

PercubaanMida

Pencarian Semua KMaklumat

Al Records.

O O|Oo o

Record Registered from &th-10th
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Vi. User can delete [Saved Search] by right click on save search. Select
[Delete].

Pencarian Sem
Properties

Search
Search Form

News

© [ & @

Make a Copy

@ SendTo 3

&) Delete

I Export to XML

?1 Event Log

Dialog box will appear for permission :

Delete Saved Search? ®

"j Are you sure you want to delete the selected Saved Search?
-

Tes No

. Click [Yes] to proceed.

. Or click [Cancel] if user do not want o proceed.
. If deletion is succsess, the following message will be
displayed

Information message will appear after click yes button :

y Saved Search deleted successfully

Vil. User can use [Saved Search] by right click the saved search and click
[Search].

Pencarian Semus Makhimat
I=| Properties

All Recor
BB Search I

Record R = zearch Form

123 @ New

OO OO

Top Secre Make a Copy
i@ SendTo [
Delete

Af Export to XML

| EyventLog
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The following list of results will be displayed :

Main |l Saved Search |4 Pencarian Semu *
{8 Refine Search ﬂd;eendﬁ\ll'o Report jRefresh [_]Preﬂew Mode
D Creator Name Title: Record Number
D _,.x. Skzoo Network bandwidth WANMPLLTOO-11AA(1)
0 | Sksoo Lukisan on DDMS hardware high level ...  WMAMPU.100-6/1/1(2)
o | Skeoo test on hybrid WANPLU.100-51/1(4)
D ® Skzo0 tese WANPU.100-8M11(5)
D ¥ Skzoo 123 WANMPLU.300-11111(1)
m [ RoOT 1212 WANPLU.300-11172(1)
o ROOT Screen layer AGIM00M0-2013-1(4)
D _,; recordmgr Jadual Perjalanan (Utara) WAMPU.200-11111(3)
D [ | admin Laporan Kewangan Bulanan IAMPU.200-11111(1)
[ | recordmgr Atur Cara Bengkel Pemurnian Part 2 MAKPU200-11111(12)
D W | recordmgr Atur Cara Bengkel Pemurnian part 3 WMANPU.Z00-11H{13)
viil. To refine the search query for more precise or extended result , click

[Refine Search] icon.

8 Refine Search

iX. This step will open back the "Search" window displaying previously

defined search query.

Search

« 0k ¥ Cancel |l Zave Sear

Query || Filter Sort

Search by:

Equal To:

@ AND () OR | NOT | LIKE | @ New | @ Delete | @ Reset
Clagsification Title is PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR - ...

Note : User may refer back to step 1 — 24 for advance search guidance.
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4.7 Maintain Favourites Tray List

Add files or records that are frequently used to favourites tray for quick access in the future.

4.7.1 Maintain Favourites Tray List Flow Chart

Maintain Favourites Tray List

o to Disseminate Menu

Click [Browse by Classification]

Expand the drop down list to select the File

T

Fight click the selected File

Select [Send To] and click [Send to Favourites]

Click [Favourites] menu to view added File(s)/Record(s)

Choose File/Record to remove from Favourites list
Select [Remove From] menu and click [Remove From
Favourites]

v

'

v

l
i

Figure 4.29: Maintain Favourites Tray List flow chart
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4.7.2 Maintain Favourites Tray List Procedure

Adding File(s) or Record(s) to Favourites tray by using [Send To Favourites] context

menu.
1. From [Disseminate] menu click o[Browse by Classification].
= Disseminate -
Browse By Classifications I
ER Advance Search
Lﬂ Saved Search
Favourites
_H—J Recent Records
Classification screen will appear on a new tab.
Main ﬁ Classification  *
&) Add |3 Refresh | aFiter
Classification No ~ T
= ﬁ ATET] MANMSY
3 ﬁ MAMPU.100- PENGURUSAN PENTADBRAN
1 ﬁ MANPU.200- PENGURUSAN TANAH, BANGUNAN DAN NFRASTRUKTUR
4 ﬁ MANPY.300- PENGURUSAN ASET
B [ Maupy.200- PENGURUSAN KEWANGAN
¥ ﬁ MANPY.500- PENGURUSAN SUMBER MAKUSIA
4 g MAMPY 800- PEMODENAN PENTADSRAN DAN PENYAUPAIAN PERKHDMATAN
3 [ MauPUTO0- PENGURUSAN PROJEK SEKTOR AVYAM
. i .
2. Click icon to expand the drop down list.
Main ﬁ Browse By Class *
L;;’},F-Efresh Cluick search based on Full Number or Title. R
|:| Classification Number Title
| j MAMPU.200- PENGURUSAN TAMAH, BANGUNAN DAN INFRASTRY
|:| j MANMPU.200-1/ PENGURUSAN TANAH, BANGUNAN DAN INFRASTRI
|:| :||.:| MAMPU.200-1417 PENGURUSAN TANAH, BANGUNAN DAN INFRASTRI
= [ | MAMPU.200-1/1/1 Pekeliing Am
[ MAKMPU 200-11/1(38) Kertas kerja pembinaan jambatan
[ ,il WMANPU.200-11/1(22) Alta Rayuan 1397
| ] MANPU200-111021) Jemputan Pelakzsanaan User Acceptance Test (UAT)
[ Ty MANMPU.200-1111(18) THE SLEREXE COMPANY LIMITED
|:| WANPU 200-11/1(18) Peraturan Pilihanraya 2013
|:| H [ | MANMPU.200-1111(17) Aturcara Jemputan ke Bengkel Permurnian 2012
|:| W | MAMPU 200-111/1(14) Semua Maklumat Berkenaan Perjumpaan S0S
|:| W | MAMPU 200-111/1(13) Atur Cara Bengkel Pemurnian part 3
|:| &g | MANMPU.200-11/1(12) Atur Cara Bengkel Pemurnian Part 2
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3. Right click on the selected File.
Main ﬁ Browse By Class *
Lﬁﬂefresh Cwick search based on Full Mumber or Title.
D Classification Number Title
] =fF waMpu.200- PENGURY
o =2{F mampu.zo0-1/ PENGURY
[ DD MAMPU 200111/ PENGURY
= || MARMPU.200-1/141 Dn‘m‘Eng
| MAMPU 200-1f (=] Properties ke
E T MAMPU.200-1/ Content b Ray
D ) MAMPU. 200-14 @ New utan
B T MAMPU200-1 oy avigate p BLER
|:| MAMPU. 200-14 Liran
il 3’ MAMPU.200-1] (5] Detais b lara
|:| [ | MAMPU. 200-14 u Send To b a M
7 | MAMPU.200-14 L
B é‘; Remove From 2 a9
|:| B | MAMPU.Z00-14 Carg
| & | X MAMPU.200-1/ &) Administration b [Card
= MAMPU.200-1] 6 Export to XML onig
|:| = | MAMPU. 200-14 onig
& 1 apu200-1f % Feeord URL onig
F MAMEL 200-14 88 communication History -
[ | MAKMPU.200-1111(8) HTHL “hef
4, The following alert message will be displayed:
Unvn\Eng om
J Froperties kerja pembinaan jambatan
Content ¥ Rayuan 1857
@ Mew [ utan Pelakzanaan User Acceptance
@@ Navigate p PLEREXE COMPANY LIMITED
uran Pilihanraya 2013
J lzzz 4 ara Jemputan ke Bengkel Permurnian
If H
I'@ =end TIJI B | | Send To Favourites 1
é"}, Remove From I
4 Send To Mail
& Administration B ;5. Send To Report Template
}E Export to XML onic Government Activities Act Part
onic Government Activities Act Part
%, Record URL _ -
onic Government Activities Act
_I,J Communication History P
Alert message will pop-up as below :
@ send To Favourites
Record added to favourites successfully.
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5. Select [Disseminate] menu and click [Favourites] to view added File(s)/Record(s).

= Disseminate
ﬁ Browse By Classifications
#8 Advance Search
H Saved Search

Recent Hecords

s

New added file(s)/record(s) will appear in Favourites list.

= Refresh i= | Preview Mode

Title

Main [ Browse By Classific * Favourites

Record Number

MANPU.200-1/171

] Peraturan Piihanraya 2013

MAMPU.200-1/1/1(18)

x

Adding File(s) or Record(s) to Favourites tray by dragging the selected to Favourites

menu.

1. From [Disseminate] menu click [Browse by Classification].

3 Disseminate

ﬁ Browse By Classifications I
#8 Advance Search
H Saved Search
Favouritez
_@ Recent Records

F

Classification screen will appear on a new tab.

Man a Classification
Q) Add 3 Refresh | TFiter
Classification No «
e ﬁ MANPY

P ﬁ MAMPU.100-

B [ VauPU200-

4 ﬁ MAMPU.300-

B g MAMPY.400-

4 @ MAMPU.S00-

4 ﬁ MANMPU, 500-

e g MANMPU.700-

X

Tee
MAMPY
PENGURUSAN PENTADBRAN

PENGURUSAN TANAH, BANGUNAN DAN NFRASTRUKTUR

PENGURUSAN ASET
PENGURUSAN KEWANGAN

PENGURUSAN SUMBER MANUSIA

PEMODENAN PENTADBIRAN DAN PENYAMPALAN PERKHDMATAN

PENGURUSAN PROJEK SEKTOR AVVAM
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2. Click icon to expand the drop down list.
Main ﬂ Browse By Class *
jR&frESH Quick search based on Full Number or Title. R
[[] classification Number Title
| j HMAKPLU Unit Pemodenan Tadbiran dan P4
| j MAMPU.100- PENGURUSAN PENTADBIRAN
|:| = MAMPU.100-1/ PEMGURUSAN PENTADBIRAN -
| = MAMPU. 1001111 PENGURUSAN PENTADBIRAN -
|:| ill.:l MAMPU.100-1721 PEMGURUSAN PENTADBIRAN -
| =D MAMPU.100-1/3 PENGURUSAN PENTADBIRAN -
|:| ill.:l MAMPU.100-1/4/ PEMGURUSAN PENTADBIRAN -
| =3 MAMPU.100-1/51 PENGURUSAN PENTADBIRAN -
|:| ill.:l MAMPU.100-148¢ PEMGURUSAN PENTADBIRAN -
| =23 MAMPU.100-1/71 PENGURUSAN PENTADBIRAN -
= || MAKPU.100-1/7/1 JLD1 Pekeliing Dalam Jabatan Tahun 3
|:| i' MARMPU100-1/71(2) Pekelling Baru
[ ; MAMPUA00-1/TH(1) Pekeliling Am
| = MAMPU.100-1/8 PENGURUSAN PENTADBIRAN -
|:| ill.:l MAMPU.100-1/8/ PEMGURUSAN PENTADBIRAN -
| H g MAMPU.100-2/ PENGURUSAN PENTADBIRAN -
=l s BAAMIDIL ADD D) DCR I DIIC AR OEMT A DDA
3. Tick the checkboc to select recordffile.
Main ﬁ Browse By Class '*
[ Refresh || Quick search based on Full Number or Tile. R
|:| Classification Number Title
|:| j MAKMPU Unit Pemodenan Tadbiran dan Perancangan
B = wanruioo- PENGURUSAN PENTADBRAN
[ 2@ namruioo-u PENGURUSAN PENTADBIRAN - Perundangd)
= mE MAMPU.100-1/1/ PENGURUZAN PENTADBIRAN - Perundangs)
] L) MAMPU 100112/ PENGURUSAN PENTADBIRAN - Perundangd)
] L MAMPU.100-1/3/ PENGURUSAN PENTADBIRAN - Perundangd)
B ] MAMPU.100-1/4/ PENGURUSAN PENTADBIRAN - Perundangd)
] L MAMPU.100-1/5/ PENGURUSAN PENTADBIRAN - Perundangd
] L MAMPU.100-1/87 PENGURUSAN PENTADBIRAN - Perundangd
B S MAMPU.100-1/7/ PENGURUSAN PENTADBIRAN - Perundangd)
& =[] MAMPU.100-1/7/1 JLD 1 Pekeliling Dalam Jabatan Tahun 2012
IjJ MAMPU.100-1/711(2) Pekeliling Baru
1] MAKPU.100-171(1) Pekeliing Am
] L MAMPU 10018/ PENGURUSAN PENTADBIRAN - Perundangd
] L) MAMPU.100-1/9/ FENGURUZAN PENTADBIRAN - Perundangd
4. Right click and hold the selected file/ record, drag it to the Favourites menu.
) i & = [ MARPUI00-1/TH LD 1
| Disseminate =
— LL MAMPU.100-1/71(2)
ﬁ Browse By Classifications .
88 Advance Search _ LA MAMPU.100-17H (1)
Saved Search [&] AL MAMPU 100178
‘Favourftes | & [ MAMPU 10018/
& Recent Records 02 seEcte:I sl B HAPU100:2
5 Administer =TI g MANPU100-Y
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5.

Successfully message will appear.

‘e Record

favourites successfully. ]

Favourites saved successful [Record added to

Select [Disseminate] menu and click [Favourites] to view added File(s)/Record(s).

= Disseminate

@ Browse Via Classifications
R Advance Search

Saved Search
Favourites I

%' Recent Records

New added files(s)/record(s) will appear in Favourites list.

Main @ Browse By Classific

%% Refresh [I=] Preview Mode
O] Title

Pekeliing Baru

D Peraturan Pilihanraya 2013
D )| Pekeliing Am

Favourites &

Record Number
MAMPU.100-1/71(2)
MAMPU.200-11M(18)
MAMPUA00-1/FM(1)

® [ PENGURUSAN TANAH, BANGUNANDAN .. MAMPU.200-11H

Removing the File(s)/Record(s) from the Favourites list.

1.

Select [Disseminate] menu and click [Favourites] to view added File(s)/Record(s).

= Disseminate

@ Browse Via Classifications
8 Advance Search

Saved Search
Favourites |

"2 Recent Records
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Favourites screen will appear on a new tab.

Main @ Browse By Classific * Favourites '“‘

\“d Refresh |I=] Preview Mode

(] Title Record Number

] |}, Pekeliing Baru MAMPU.100-1/7/1(2)
[F] Peraturan Pilihanraya 2013 MAMPU.200-1/1/1(18)
[C] | A Pekeliing Am MAMPU.100-1/7/1(1)

[7] @[ | PENGURUSAN TANAH, BANGUNAN DANL.. IMAMPU.200-1/1/1

2. Select the File(s)/Record(s) to remove from Favourites list.

Main Favog|
_;,j Refresh k2| Preview Mode

[ | Title
1| Pekeiling Baru |
] Peraturan Filihanraya 2013

] | Pekeliling Am
=
(= Il DERSIIDIIS AR TARMAH BA

Main Fawvourites -

,_-é‘.ﬂ&fr&sh |E= | Preview Mode

= | Title Record Number

I_Qu Pekeliling Baru MAKMPU.100-1/741(2) I
|:| Peraturan Pilihanraya 2013 MAMPU. 200-1/1M1018)
=1 2 Pekeliing Am MAMPU.100-1/781(1)
|:| @ [ | PENGURUSAN TANAH, BANGUNAN DAN .. MANMPU.200-1/1/1

3. Right click on the selected File(s)/Record(s).

Main Fawvourites et

[Z2 Refresh [i=] Preview Mode

[ | Title Record Mumber
|1} Pekeliing Baru PU.100-147/1(2)
[ P 3
] T—— | PU.200-1/1/1(18)
1| - |A) Peksliing Am ¥ Content PU.100-1/T41 (1}
| & 5 PENGURUSANTA & Mew P JPU 20014141
@& Mavigate
=] Details 3
@ SendTo
_ﬂg Remowve From
&= Administration b
I Export to XML
%2, Record URL
ﬁl Communication History
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4, Select [Remove From] menu and click [Remove From Favourites].
PU.100-1/7H1 (2}
|| Properties 1
I PU.Z00-1M111(18)
) Content ¥ YPu.t00-17m 1)
i &) New B IPUZ00-1/101
(B Mavigate 2
|| Details 3
& SendTo 3
,—_:9. Remove From I k |gd Remove From Favourites
ﬂ e B g Remove from Container
1 Export to XML
Record URL
'E“ Communication History

If success, the following message will be displayed:

@ Remove From Favourites

Record successfully removed from favourites I
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4.8 Recent Records

Scenario:

When the user need to find the records recently accessed or modified by him/her. This tray
allows user to access the records without having to perform a search. The Recent Records
Tray displays all the records that have been recently created, accessed or modified by the
current logged on user. The records accessed by the current logged on user within the past

15 days will be kept in the Recent Record Tray and it is limited to the last 30 records only.

481 Recent Records Flow Chart

Hecent Record

5o to Disseminate Menu
W
Click [Recent Records]
W
Click one of the records
\
{Zlick button to view pane (at the bottom of
the Fecent Fecords)
W
WMetadata about selected record will be displayed

O End

Figure 4.30: Recent Record flow chart
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4.8.2 Recent Records Procedure

1. In [Disseminate] menu, select [Recent Records].
= Disseminate [~ ]
[& Browse By Classifications
£ Principals

E8 Advance Search
[l Saved Search
Favourites

12 Recent Records

List of Recently record will be displayed.
Note: By default recent record screen is displayed in normal mode.

Main '_3 Recent Records *

3% Send All To Report jRefresh |I= | Preview Mode

|:| Title Record Mumber

[# | Semua Maklumat Berkenaan Perjumpaan SDS MAMPU.200-1/1/1(14)

‘:"4 THE SLEREXE COMPANY LIMITED MAKMPU.Z00-1141(18)

Peraturan Pilihanraya 2013 MAMPU200-1141(18)
Perjalanan Ke utara MAMPU100-1/142(9)

oOOoOO@

2. At the bottom right hand corner of the Recent Records window, there is a button to

. -
view pane.

Main '_3 Recent Records '#

QE_} Send Al To Report jﬂefresh |i=| Preview Mode ol Actions~  ||%

|:| Title Record Number

|:| Semua Maklumat Berkenaan Perjumpaan 3DS  WMAMPU. 200-11/1(14)
[ H THE SLEREXE COMPANY LIMITED MAKMPU. 200-141(13)
|:| Peraturan Pilihanraya 2013 MAKPU 200-1/101(18)
|:| Perjalanan Ke utara MAMPU. 100-1414/2(9)

« m | I

E

Page 1 0f1 | EE’ Digplayving 1 - 4 of 4 rec

3. Select one of the record in the recent record list window.

Example like below:

[# | Semua Maklumat Berkenaan Perjumpaan 505 MAMPU.200-1/1/1(14)
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N
o
4. Click icon. It will be displayed the metadata about the selected record :
Main % pecent Records *
].-1-3 Send All To Report _ﬁRefresh E_] Preview Mode
I:l Title Record Number
(@ | Semua Maklumat Berkenaan Perjumpaan SDS  MAMPU Z200-1/1/1(14)
|:| tﬁl THE SLEREXE COMPANY LIMTED MAMPU.200-1/141(19)
|:| || Peraturan Pilihanraya 2013 MARMPU.200-1/141(18)
|:| Perjalanan Ke utara MAMPU.100-1M2(9)
Page 1/o0f1 =
View Pane
Name: Walue
Tajuk Mesyuarat Semua Maklumat Berkenaan Perjumpaan SDS
Fail PENGURUSAN TANAH, BANGUNAN DAN INFRASTRUKTUR - Pe|
Tarikh Mesyuarat 07022013
Tempat Mesyuarat
Mama Pewujud recordmgr
Misfiling Remark
Minit
Sunday April 07, 2013 056:20:19 UTC [recordmgr] : Assignee cha
E_] Preview Mode
5. Click icon to preview the content
Main ¥ Recent Records *
]ﬁ;SEndAH'nRepun ;;Rafrash L]Nwma\l.\uda dAmnsv 4 Previous Record
[ Tite Record Humber Prevewtode | [ S5 | W U4 —o——[12s% O 4 1
[ | Semua Maklumat Berkenaan Perjumpaan SDS  MAMPU.200-1/1/1(14) 0
[] g THE SLEREXE COMPANY LMITED MAHPU 200-1111(13) 1
D Peraturan Filhanraya 2013 WMAMPU.200-1/1110(18) 0
D Perjalanan Ke utara MAMPU.100-1/1/2(8) 1
ATUR CA
Program  : Bengkel Pemurnian Dokumen
Specification (SDS) bagi DDM
Tarikh : 27 - 29 March 2013 (Rabu - Ju|
Tempat : Bilik Titan 6, Residence Hotel
(Uniten), Kampus Putrajaya, K
43009 Kajang, Selangor.
27 March 2013 (Rabu)
Masa Agenda
8.30 pag - Semakan Modul Setup a|
10.30 pagi - Minum Pagi
10.45 pagl - Bemakan Modul Setup a|
12.15tengahari - Makan Tengahari
2.30 pefang - Semakan Modul Create
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E]Nnrmal Mode

6. Click icon to return back to normal mode :
e "
Main ';‘ Recent Records *

ﬂ,:},.EendAll'u Report [ Refresh =] Preview Mode

|:| Title Record Mumber

|:| [ | Semua Maklumat Berkenaan Perjumpaan SDS  MAMPU 200-1/11(14)
|:| Tﬂ THE SLEREXE COMPANY LIMITED MAMPU.200-111(19)
[ Peraturan Filhanraya 2013 WMANPU.200-111(18)
] Perjalanan Kg utara MAMPU.100-1142(3)
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4.9 View Principal

Scenario:
A Principal object may be used to represent a user, a role / position, a user group, an
organizational unit, an organization or a venue / place. Here user is able to view other user’s

information such as name of user or department.

4.9.1 View Principal Flow Chart

Logto DOM S

Click [Principal] sub-menu
v
Select [General] tab for view anly
W
Select [Association] tab for view only
\
Select [Security] tab for view only
) 4
Select [Access Control] tab for view anly

End

Figure 4.31: View Principal flow chart
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4.9.2 View Principal Procedure

L.

2.

Search the principal by [Disseminate] menu, click [Principal]

= Disseminate

Browize By C

& Principals

vance Search

H Saved Search
Favourites

'_-"—LJ Recent Records

azzifications

The screen below displays :

Wain & Principal A
) Add 23 Refresh || Quick search based on name ar emall, p ﬂﬁruwse\f&nuepﬂﬂwﬂ\s yhdo

D Name & Principal Type Emal Profiie Securty Level Can Logn

D & ABUABDULMUZBNA... Person Information Worker Terbuka (Open) @
D @AEUEAKARB\N HANIS... Person umig@dgkom.com.my Information Worker Suit (Confidential) @
D ) admin Person sksoo@dgham.commy Admiigtrator Terbuka (Open) @
D & admint Person umigddgkom.com.my Administrator Suit (Confidental) @
D & admin_mampu Person Administrator Suit (Confidential) @
0 @A Organizatn ]
[| & ahmad Person anmad@mampu.gov.my Vigw Only User Terbuka (Open) @
[ @ & dnahst Fostion ]
D ) Applicafion Team Person sksoo@dgham.commy Applcation Team Terbuka (Open) @
[| & Arien Person Record Hanager Terbuka (Open) @
D I Biik fiing fgkt 3 Organization @
D & ChuaDK Person dkchua233@yahon.com Adminigtrator Terbuka (Open) @
[ @  ocron Organizstin ]
D & enduser Person sfsoo@dgkom.commy End User Terbuka (Open) @
D ) End User Person hasmida@dgkom commy End User Terbuka (Open) @
[| & Enduser_pemandu Person End User Terhad (Restricted) @
D £ enquiy Person sfsoo@dghom.com my Vigw Only User Terbuka (Open) @
D & Enquiry_pemandu Person View Only User Terhad (Restricted) @
[| S HARULANUARBIN DERS Person harui@mampu.gov.my Administrator Terbuka (Open) ]

Right click on the selected principal. And click on [Properties] menu item.

] g FPRTTanm

FET-3UTT

s Arjen

|| Properties

[ & szima

[T -]
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View - Principal - Arjen

=l Save

General

3 cancel

Associations Security Access Control

Active From:

Active To:

Click [Cancel] is to close the window

3.  Click on [Associations] tab. The following screen will be displayed

¥ View - Principal - Abu Abdul Muiz Bin Abd Aziz

=l Save

General

¥ cancel

Associations Security Access Control

[ Member Of Default

|:| Bahagian Perancangan Dan Kemunik...

i |

™,
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4.  Click on [Access Control] tab. The following screen will be displayed:
Wiew - Principal - Abu Abdul Muiz Bin Abd Aziz ¢
= Save | 3 Cancel
General Associations Security Access Control
Lggd Principal
Mame
Permissions Allonwy
5.  To perform search for Principals.
i. Key in search text such as name of person, email or name of
organization at the search column.
n - - L+
Nan & Principal|
“di 4Refesn| unit pemodenan P aa'c.-.se Venue Prncpals
Name » Princpal Type Emal Profie
& AEVASDULWEBNA.. Persta Pfsemation Vorker
§ AEUBACARBNHAIS... Persta un@dgtom commy Pformaton Worker
& ¥ Persen $ks00@dgtem commy Admastralor
& dmel Persin umi@dgkom commy Admngiratr
L § some_mamgy Persin Admngaior
P Organzaton
@ ahmad Persan rad@manpu.gov my View Only User
3 2 Anayst Pesten
& “poicaten Tean Persin $ks00@dgtom commy Appicabon Team
Lras Bersnn Dosard lansnar
It will be displayed:
unit pemadenan g o)
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ii. Press [Enter] or click button.The following result will be

displayed :

DDMS USER GUIDE -

Main 2. Principal %

Add |7 Refresh | | unit pemodenan

|:| MName =

|:| =+l __'hUn'rtF'emudenanTﬂdt:-irﬂ...

Principal Type

Organization

Click [Refresh] button to back to main principals list :

Ve & Pracgal
> ai 58 Ve Frocpss
tmi e Secrty e Conlogn
pomgee e Tt Ooes g
mQcgon ey Emgen fivie Sut Contouts v
& Py Biso0Qdpion com =y eerEy e O &
e aligonary ersvEy Sot Coriderte ’
P ~ITrSTED v
3 A o =)
§r= s PmecBranpa g oy ¢ =3 Tertuta Opes 0
3 s ~sto 9
- Agpicaion s e saogspion com ey Kovicaion Teye Teela 050 &
a ey et Uprane “ary, Sean 2
a4 ey ess Marage artula 1008 0
3k Sy e} Orpancwion =]
3 DX Fesn Shall Qvee ompsEy Teruia Ogee v
3 _ m Fa= 9
§ nae s soo@dgon com ny Exd o Tertula o /)
§ Bl e S T Ead e Tartata Oow 0
PR Fowon et iser 090 Resreet /)
§ oo Py suzogsgion comny View Only Jser Seeia e v
§ ownewd ey View Only Js2r Tend Ragroed o
SARD AMAR TR 0SS P b ey k] i Stuls dpes ;

User also can search the venue of principal by clicking the "Browse Venue

Principals" icon.

ﬁ Browse Venue Principals

The display result will looks like below :

Main & Principal &, Browse Venue P *
) Add [ Refresh || Quick search based on name or email. L

D Name «

[l s Bilik Fail Tingkat 1 Location

Frincipal Type Email Profile
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