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1.  How to do Login/Logout

a) [image: image6.png]ADMIN PANEL




Login NRL with valid Credentials.
b) Click on Logout on right corner to Logout.
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2.  How to Create an Admin
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 a) Select “Create All Admin” from “Administrative” drop down.  
b) Select Admin Type you want to create.
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c) Select Admin type from drop down.
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d) Fill complete detail in new user form.
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3. How to Assigning Rights to User
a) Select Admin and user name from Assigning right to User.              
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b) Select right you want to assign to user.
4. How to ADD/UPDATE Main Menu Heading

a) Go to ADD/UPDATE Menu.
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b) Select heading to update.
[image: image16.jpg]Add/Update- Top Menu Content

‘Add/Update Menu
Select Menn Content

Menu Content

Heading

Archive Menu
Left Menu Heading

News & Media

Manage Post/Users

Other Links

Tender Room




c) Enter Menu Submenu you want to enter in both Hindi and English.
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d) Add Child Page if you require.
5. How to enter Content in Main Menu
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a) Go to Menu Content in Main Menu drop down.
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b) Select Heading you want to update content.











[image: image20.jpg]Jaain Ment) Select User Name T
Add/Update Menu
Wenu Content
Menu Approval/Decline Select Menu Approval/Decline

Archive Menu




c) Select sub menu in which you want to enter content.
d) Enter Data in the field and along with valid and archive date.
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6. How to Main Menu Data Approval/Decline

a) Select Menu Approval/Decline from Main Menu.
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b) Select User Name from drop down in Website Updation Detail Page.
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c) Select View option from user list to Approve /Decline Content.
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7. How to View Archive Menu Item

a) Go to archive menu on Main Menu list.
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b) Select view from archive page list to view archive page. 
8. How to ADD Left Menu Heading

a) Select Add/Update Left Menu from Left Menu List.
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b) Fill Add/Update Left Menu Form and press Add to add new menu item.
9.  How to Add Left Menu Content

a) Go to Add Left Menu Content.
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b) Fill Content in form to update.
10.  How to get Left Menu Data Approval/Decline

a) Go to left menu Approval /Decline.
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b) Select User to see Menu Items List entered by him.
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c) Go through Data entered and then approve.
11.  How to Add News
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Go to Add News.
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Fill Details of form, write content and attach file on requirement.
12.  How to Approve News
a) Go to Checker news.
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b) Select news status. 
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c) Select View Option to Approve.
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Look into the news changes than Approve/Decline as per requirement.
13.   How to Update News

a) Select Update News from News & Media.
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b) Select News Category.
c) Select edit option to approve.
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d) Look through form and Accept/Cancel Changes. 
14.  How to Edit/Update News Comments

a) Go to Edit/Update News Comments.
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b) Select Name, Comment and do appropriate action.
15.   How to Add/Update Photo/Video Gallery

[image: image46.jpg]<91 Go to Add/Update Other
Link Content




a) Go to Add /Update Photo/Video Gallery under Other Links.
b) Fill required details and attach file accordingly then approve or reject[image: image47.jpg]| pas Update Other Link Content
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.
16.  How to Add/Update Quick Links

a) Go to Add/Update quick Links.
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b) Fill the opening form accordingly before approval or decline.
17.  How to Add /Approve other Link Content

a) Go to add/approve other link Content.
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b) Select Link Type from drop down.
c) Add or Update content and then press Update or Cancel accordingly.
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18.   How to Add /Update Contact Us
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a) Go to Add/Update Contact Us.
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b) Update Data in Field and then place update.
19.  How to Approve/Decline Contact Us
a) Go to Approve/Decline Contact Us.
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b) Select Contact Us Status and select view to see content.
[image: image56.jpg]‘Add/Update Photo Video
Gallery

Add/Update Quick Links

Add/Update Other Link
Content

Add/Update Contact us
Contact Us Approval/Dediine

Add/Update FAQ
AuditTrail

Feedback / Suggestion
Details

Leftienu [Trackone Updated On
LeftMenu [Current tenders lzl%gt;g %n
lLeftMenu [Current tenders lzl%gt;g 1C[25n
[TopMenu |Ecology and environment lzl%?;g %ﬂ
6 [Tophtenu_[Ecology and environment Upeion
T Gt i sursin o
[Topenu Nl township Upeion
9 [TopMenu. [Location Updated On
10 [TopMenu [Xoxococcx On 211032016

M 2 & @

[s] [e]

(8 o] A []




c) [image: image57.jpg]Audit Trail

< select Date

Select Date
« March, 2016
S.No,Section | Page Title ST e T
—_— 8201 2 3 4 5
empolis and nrl sign phrinership agree
1 [News [Chempois an 6 7B 9 10 1 12
1314 15 16 17 18 19
2 |LefiMenu [Trackone 20 21 22 23 24 25 26
27 28 29 30 31 1 2
3 |LefiVlenu [Current tenders
Today: March 22,2016
4 |LefiVlenu [Current tenders T
Updated On
5 [Tophenu |Ecology and environment T e
Updated On
6 [TopMenu [Ecology and environment bprs
Updated On
7 [Tophenu |Nrl township T e
Updated On
8 [TopMenu |Nrltownship bprs
Updated On
9 [TopMenu |Location bepereorh
10 [Tophenu [Xxoooo On 2110372016




Look through content and press Accept/Reject button.
20.  How to Add/Update FAQ's

a) Go to Add/Update FAQ's.
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Enter FAQ Title and Data before pressing Update or Cancel.
21.  How to Audit Trail
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a) Go to Audit Trail.
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b) Select date from date picker.
c) After selecting Date trail on date list appear[image: image62.png]Error Log Details

& select & Skt
From Date 100032016 | " From Date | ToDate 230032016 [ ToDate
Search || Clear | Search/Clear Error Log

[S.No[Error Date Page Name Error Log View
Ittp://localhost62114/NRLimages/bg gif File does not exist. === /NRL/mag.

1 |ot-12:2016 View
Itp:/localhost62114/NRUjscripts/tinym.

2 |o1-12-2016 View
Ittp://localhost 62 114/NRUadmin/ddace.

3 |o1-12-2016 View
Itp:/localhost62114/NRUjscripts/tinym. File does not exist

4 jo1-12-2016 View
Ittp://localhost 62114/NRLICMS_Code.

5 |o1-12-2016 View
Ittp://localhost62114/NRUgoogiespell.

6 |o1-12-2016 View
Ittp://localhost 62 114/NRUscripts/jquer.

7 |o1-12-2016 View
Ittp://localhost 62 114/NRUscripts/jquer. File does not exist

8 01122016
Ihttp://localhost 62 114/NRUadmin/cssfia. File does not exist

9 |o1-12-2016 View
Ihttp://localhost 62114/NRLimages/bg gif

10 |01-12:2016 View

[4] (2] [3] [4] [5] [6]




.
22. How to see Feedback/Suggestion Details

a) Go to Feedback/Suggestion Detail.
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b) Enter Details of feedback in below fields to see Corresponding feedbacks.
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23.  How to view Error Log
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a) Go to Error Log in Other Links.
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b)   Enter From date and To date to see error b/w these date.
24.  How to add Feedback Questions
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a) Go to Add Feedback Questions.
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b) Fill Question detail in fields to search where you can decide to make it visible or in visible on site by toggling action button.
25.   How to see User Visits

a) [image: image69.jpg]Tender No
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Go to User visit under other links.
26.   How to enter tender
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Go to Add Current Tender in Tender Room.
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b) Fill Tender form Details and press submit.
27.  How to approve/decline Tender

a) Go to Tender Approval/Decline.
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b) Select Tender Status you want to open.  
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c) Click view to see tender and press approve or reject button after seeing changes.  
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28. How to add Addendum / Corrigendum
a) Go to Addendum/Corrigendum.
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b) Fill details of Addendum/Corrigendum in below fields and press submit.
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29.  How to Edit Tender
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a) Go to Edit Tender. 
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b) Enter Tender Number and select edit/delete action as per requirement. 

c) Exit tender details and then press submit or clear as per requirement.
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30.  How to edit Tender Master

a) Go to master under Tender Room.
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b) Select Tender Category.
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c) Select Action you want to proceed.
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d) Enter Category Name you want to enter.
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e) On selecting edit you can enter presently added category.
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