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1. Purpose of User Manual 

 

The user manual aims to provide clear instructions and guidance for users 

navigating the Doculance website. It helps users use online services effectively, 

and contains all essential information to make full use of the application.  

 

This manual includes a description of the system functions and capabilities, 

contingencies and alternate modes of operation, and step-by-step procedures for 

system access and use. 
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2. Steps to Use  

 

 Landing Page- 

 

Visit the provided link https://doculance.in to access the Doculance website. You 

will see a landing page with all details. Click on the “Try Me Free” button to create 

your free account. 
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 Try Me Free- 

 

Here you can create your free account by signing up. Provide all the relevant 

details and click on sign up. 
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 Registration- 

 

After registration, you will receive a confirmation mail in your respective mail. 

Login from here or from the website. 
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 Enter your credentials (user ID and password) to get into your account. You can 

also sign in with your social media accounts, i.e., Google and LinkedIn. 
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 If you’ve forgotten your password, then click on Forgot Password, and a pop-up 

will appear. Mention your email, and you can reset it. 
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 This is the home page where you can add files, categories, and wings by clicking 

directly on the links. You can also edit your profile details and change your 

password by clicking the profile icon.  

 

 You can also change the colors by tapping on the "Switching Theme" button. 

There is a chatbot available for questions and answers, and a menu button. 
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 Click the 'Add File' icon on the homepage, or select 'Manage Document' from the 

menu and click on Add Document. 
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 The category ROOT is set here by default. You can upload files and save it. 

 

 By clicking on Add Document Category, you can add categories. And select the 

respect category. 

 

 Simply drag and drop files or upload documents individually or in bulk. 

 

 Need to upload from Google Drive or Dropbox? No problem. Just choose your 

files and add them effortlessly. 

 

 Click on the Save button. 
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 After saving the document, it will be visible in the Document List. Here you can 

search by keywords, do a category-wise search, and tag search. 

 

 You have the option to filter your search by choosing wings, projects, or 

customers. 

 

 Manage Table Headers or Columns by unchecking them, thus the respective 

fields will not be visible. 

 

 In the 'Action' column, you can create tags, edit documents, update search 

indexes, and add remarks or comments. Share and collaborate effortlessly with 

@username. 

 

 Click on the document link to view the document. 

 

 

 

 

 

 

 

 



 

© L u m i n o u s   I n f o w a y s   P v t.   L t d.  
14 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

© L u m i n o u s   I n f o w a y s   P v t.   L t d.  
15 

 Click the 'Add Wings' icon on the homepage, or select 'Manage Masters' from the 

menu and click on Wings. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

© L u m i n o u s   I n f o w a y s   P v t.   L t d.  
16 

 Wings mean smaller, specialized units within a larger organization. May have a 

specific function or focus. Wings/division examples: roads wing, finance wing, 

administration wing, land acquisition wing, etc. 

 

 Mention the wings name and save it. You can view the details of the wing name 

below after saving. 
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 According to the wings, the role types are created and assigned to the respective 

users. 

 

 For example, given here, Wings is Finance Department, and Role Type is Finance 

Analyst. 

 

 Mention the wings name and save it. You can view the details of the role type 

with its respective wings below after saving. 
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 You can create users by clicking in Menu --> Manage Users --> Add Users. 

 

 Add New User by providing all the details like Name, Mobile No., Email ID, 

Gender, Password, Wings and Role Type. 
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 After adding the new user, it will be visible in the user list. 
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 Menus and their functionalities 

 

Here the details can be seen, like: 

 Home: The "Home" menu is called the home page. 

 Dashboard: Here the details can be previewed. 

 Manage Users: Users can be added. 

 Manage Masters: Wings, Roles, and Site can be managed from here. 

 Global Data: Doculance's Global Data Fields are pre-defined attributes that can 

be applied to any document type. These standardized fields enhance search and 

filtering capabilities, allowing you to quickly find documents based on specific 

criteria like project, department, or client. 

 Manage Document: All files can be managed. 

 Notifications: To view the notifications. 

 Click on them and fill in the relevant details. 
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 Go to the menu and then click on Dashboard.  

 

 The user can search by keywords and category-wise. Also, all the categories and 

tags created so far can be seen. 
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 Go to the menu on the home page, select Manage Masters, and then click Tags. 

Save it after adding the Go to the menu and select Manage Masters, and then 

click on Tag. 

 

 Mention the tag name and save it. 
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 Go to the menu and select Manage Masters, and then click Site Management. 

 

 Here the user can mention the organization name and give their company logo, 

and save it. 
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 Go to the menu and select Global Data, and then click Projects. 

 

 Mention the project name and save it. 
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 Go to the menu and select Global Data, and then click Customers. 

 

 Mention the client name and  Save it. 
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 Go to the menu and tap on Notifications to view the comments on a specific 

document. 
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 Click the 'Add Category' icon on the homepage, or select 'Manage Document' 

from the menu and click on Document Category. 
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 Mention the document category name so that you can customize your search 

according to it, and then save it. 
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 The user can assign roles and wings to single or multiple categories 

simultaneously by selecting the checkboxes and clicking on the Add Wings and 

Roles button to apply the changes.  
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 You can select wings from the dropdown menu and select single or multiple 

role types. 
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 To configure the search result fields. Under the Action column, click the icon  

 

 If you wish to add a parent document, project, and customer, then check the 

boxes. 

 

 A document at the top of a hierarchy that has child documents inside it is called a 

parent document. It's a superior document that other documents fall under. 

 

 You may now create labels for the searchable fields that you can run searches 

against. 

For example, if you want to search for a resume, you may create an index field 

like Job Positions, Skills, or Years of Experience. 

 

 These fields help you while you search and are shown when you upload 

documents. Otherwise, you may not choose any fields and can skip the steps. 
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 Now add the document under the respective category. 

 

 After uploading the file, you can create searchable dynamic fields for each file. 
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 When a user clicks on a document link, they can view documents easily in a new 

tab and print or download them if  needed. 

 

 Add documents to our chatbot to allow for swift Q & A. 
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 Our ChatBot is designed in such a way that it will give an answer to all your 

queries. Tap on the Chatbot. 
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 Every document you've added to the chatbot will be visible to you over here. 

You may also filter it by category. 

 

 Also, documents can be added from here. 

 

 There are numerous documents available in different categories, and for a 

user, it is very difficult to search by keywords. So the user will simply put 

forth the question and get all the answers. 
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