B User Manual: File Management & Tracking System (FMTS)

For Administrative & Financial File Processing in Samarth Portal

§ Introduction
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Important Usage Guidelines:
1. v v / e w&lipfagg FMTS @ 39T &Y
2. X Payment Processing & ToIT FMTS &T YITaT o &

o * Vendor #! a7 fw » Vendor Bill Tracking Module

o * Employee &} HaIcTIA/FHGITT% TT » Employee Bill Tracking Module

3. .~ %20,000/- % T Advance HT IR FAGIS g ol Online 3Maga (FMTS -
Employee Bill Tracking) AT £

XK 3 Hifas wsa T&HER A8 el

4. fqHEMT Imprest ,Adjustment, Medical, LTC 371f¢ & &&fad Bills Employee Bill
Tracking ATSYS & AEIH ¥ YIAH fHU ST, ST Shael Employee Login H 3ucrsl
2T &1 31 Ufhar & o Aeami a1 38T |l &1 3931eT A6 fohar o
HehdT|

Step-by-Step Guide to Use FMTS

@ Sstep 1: Login & Access Dashboard

1. oIdleT &Y » Samarth Portal

2. Left Menu = Click "Governance"

3. Under File Management & Tracking System, Click "Dashboard"
39 FMTS & T $eXha T 9gd SIed|


https://chatgpt.com/c/688b202f-dd74-800f-a2e2-a603cc7e2906

Step 2: Add New File (7§ ®Iger a3)

1. Left Menu - Click "My Files"

2. Top-right = Click "Add New File"

= Fill File Details:

Field

Description

File Type

WS HT ThR oA (e.g., TAMHAS HISl) [Required]

File Number

el AT & 3TAR X (e.g., 12/ITCELL)

File Title

wrgel MYF / s (e.g., Wi-Fi T&d1a dr Fipic) [Required]

Received From

Ife applicable 81, AT g &Y (e.g., Registrar Office)

Description / Subject

steehe a1 faegd faavor

Allow Receiver to Forward

gl el aifeh BIgel 31T ¢ Hh [Recommended]

Is Confidential?

Visible All Responses

Tl P T 3 fG@rer & AT 78T [Required]

Volume Number

(Optional)

Year of Creation

AT av (e.g., 2025)

File Attached?

HIS SEATAST TS § AT 78T [Required]

Upload File

Thel gTATdSl 39elis Y (Max size: SMB)

All details ¥ & d1€, Click "Save"

After Saving File — File Actions in FMTS

Save & dT¢, 3119 File List Page X qg%lff
- "Action" il # @ Eye Icon T Fesh




File View Page — Options Available:

Feature

Description

# Print Full Report

T BIS & Print of

Merge Files Rl 3T BISd | Hol Y
#° Update wsel faaRor e &L
Delete BISST I gl (HITUTgdes 39T )
+ Lock File ®I5eT Read-Only 8T &

[0 Kept in Abeyance

BISeT I Tholgledl & [T gles &Y

© Part File

1faRea SRy TeeaT &Y

& Step 3: Forward the File (F13eT 3rIRT #I)

1. File View Page WX Scroll & #Ald ST

2. Click Forward File

Forward File Form - Fill Details:

Field

Action

Administrative Post /

Employee|[dsTeId cafFd a1 9e Il [Required]

Remarks / Comments

Priority

Upload Documents

Click "Send"

39T FIST Thel

dIqdeh 3TN gl Sreet|

qfgrea fAder ar feoqolt (e.g., FuaT A o)

YTASAT T oA - Low / Medium / High [Required]

I FTEA &Y, Y SEAaeT Hoded Y

Ty TAAROT 9 & a6 Send F




@, step 4: Track the File — “My Files” Section

1. Governance-> FTMS-> My Files & S0

2. "Action" HictH H @ Eye Icon WX Feash
- TgT & WIS &7 Status, Remarks, Trail 37fe @1 ST TehaT &l

' Important Notes

Situation Use This Module

RITERTT AT T Fiehfar FMTS

Vendor & HITATsT Vendor Bill Tracking

Employee 3T 31Tl / Adjustment Employee Bill Tracking
%20,000/- % Advance AT / Adjustment Employee Bill Tracking (Online only)

% Remember:

. FMTS &7 39T shael File Approval 8¢ &Y

« X Payment Processing 8 37=d Module (Employee/Vendor) T 393NT &Y




- Employee Services

- Finance

- Academic

- Recruitment

- Campus Services

+ Data Management

+ Administration

- Aceount Settings

®

Dashboard
Residence Allocation IT Service Desk
Dashboard - All Service Tickets -+
Housing Schemes -+ Create a New Service Ticket -
Visit Residence Allocation -+ VisitIT Service Desk -

File Management & Tracking

Dashboard
Manage Files -
Incoming Files -
Print Report -
Report -+

Visit File Management & Tr...

HOME

Dashboard

APPLICATION

My Files

Incoming Files

REPORTS

Report

Advance Search

Export Data

HOME

Dashboard

APPLICATION

My Files

Incoming Files

REPORTS

Report

Advance Search

Export Data

MY FILES INCOMING FILES

MY FILES
Total Files (Active + Inactive) Fi... Total Inactive Files Total Active Files
View Details View Details View Details
MY FILES INSIGHTS
My Forwarded Files : 0 New Files : 1 Locked Files : 0
< View Details View Details View Details >
: Add New File
My Files
This page shows your created files.
Showing 1-1of 1item.
# Actions Reference No OU / Department File Type File No. File Name /
Received From
Select Ou/Department ~
1 e s 2025JULFMTS00003531 IT Cell Admin Flle 5

Last Updated: 13 days, O hours, 17 minutes and 59 seconds ago




=se FMTS

Heme Add New File

Dashboard

File Type * Select v
APPLICATION

My Files
File No.
Incoming Files
REPORTS
File Title{(Sent on Mail)
Report

Advance Search
File Name / Received

From
Export Data

Description / Subject

# Upgrade
o B I V = = = E = =

Homs My Files

Dashboard
This page shows your created files.

APPLICATION

Showing 1-10f 1item.

My Files
Incoming Files # Actions Reference No OU / Department File Type File No. File Name /
Received From
REPORTS
Report Select Ou/Department ~

Advance Search

1 e 7 2025JULFMTS00003531 IT Cell Admin Flie 5
Export Data
—_—
wee FMTS i
Sern 2025JULFMTS00003531  Print Full Report m updats (D8 © Close The File m
Dashboard
appLICATION Recent Activities
@ New File Created By Vikas Kumar Sharma Refarence No 2025JULFMTS00003531
My Files (PN2023100915, Senior System Analyst, IT Cell)
23-Jul-2025 03:53:34 PM ou/ IT Cell
Incoming Files Department
REPORTS
File Type Admin Flle
Report
File No. 5
Advance Search
File Title(Sent Tasferier =1 derIge o Jueim o Ty d Fm
Export Data on Mail)

File Name /

Received From

Diary No. GGV/2025/00082




Incoming Files

Report

Advance Search

Export Data

Part Files

# Part File OU / Department File Type File No. File Name / Diary No. Status
Reference Received From
No.
No results found.
Forward Files
Forward Files
Administrative Post /
Employee * Select
Required Information Any Comments
%
Priority *
Select
Upload Choose File | No file chosen
——
# File Administrative Sent to Sent To Employee Sent On Comment By Priority
Initiated/Sent Post / Employee Designation Sender

By

No forwarding details found.




