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A. Creator Activities

1. Logging into CMS
Step.1: Sign In
Enter the given website URL in the browser to open the website.
Step 2: Click on Sign in button inside the website

Step 3: Later a new window appears in which

Enter the e-mail ID provided
Enter the password

Enter the CAPCHA

Click on the login button

PobdE



2. Uploading Profile

It is mandatory for users to upload the details in the CMS. Here the users can enter their names, mobile numbers and
change their passwords. Follow the below method for change of password.

Step 1: Login to CMS

Step 2: Later click on the Hi Creator button on the left side corner of the dashboard.
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1- Enter your name
2- You will have no option to change the email-id already existing.
3- Enter your mobile number
4- Your role as the creator is already pre-filled.
5- Enter the new password you wish to set. (Prior to entering the new password kindly read the password policy)
6- Later, click on the SAVE button.
Step 6: Based on the information provided you will receive a message User Saved Successfully.
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(In case you don’t receive this message it means there are some defects while entering information. Kindly, revisit the
process and set right the mistakes if any).



3. Creating Pages

It is important to create pages for it to be displayed on the website. Follow the below steps to create pages in the
website.

Step 1: At first login to the CMS of the website.

Step 2: Later select Pages displayed on the dashboard.
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Step 3: Click on the Add Page button located on the left side of the window.
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Step 4: Later, enter the following details in the new box
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For adding banner image to the page click on the Choose File button and selected image to be uploaded
(vertical images are preferred). However, it is not mandatory.

Do not click on the page button. Incase you click, do not select any of the options.

Enter the title in English language.

Enter the English content and photographs to be appearing in the content box.

Later, enter the Kannada title in the content box.

After having entered the title now provide the content in the Kannada language as well as photographs.

A. Creating tables in the pages
For creating tables, you can either create the table in excel or word and then paste the same in the page or
select the table option in the content box.
B. Uploading photographs
Follow the below mentioned steps to upload photographs (except for uploading galleries):
Step 1: Click on the Media button on the page after you have logged in.
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1- Click on the Select Category and later click on the Feature Images option.

2- Later, enter the media file title in the Add English Title Here column.

3- Add Kannada title in Kannada language.

4- # Should be retained as it is.

5- # Should be retained as it is.

6- Click on the Choose File button and select the image from the file to be uploaded.

7- After having filled up all the fields, click on the Save Media button located on the top right side.

Step 1: Open the page you wish to upload the images and click on the Media button located on the right side.
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Step 2: Later, in the page that opens up copy the URL of the image to be uploaded or click on the copy button
as shown in the below image.
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Step 3: Click outside the page.
Step 4: Click on the space where you wish to insert the image.
Step 5: Click on the image icon shown in the below picture.
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Step 6: Later, in the box that appears,

Insert/edit image

Source 1

Image description

Dimensions 3

1- Paste the link in the Source block
2-  Write the Image description if necessary.
3- Enter the required image Dimensions (H x V Pixels)

4- And click on the Ok button.

8- Later click on the Save button located on the top right side.

4.

Uploading documents to server

To upload PDF, Images, Videos and Sound files in the website, first upload them in the server. Later, copy the URL
and the paste it wherever necesssary to be published in the website. Follow the below mentioned steps to upload the
documents to the server.

Step 1: Login to the website.

Step 2: Later click on the Media button on the CMS home page.

Step 3: In the next page select +Add Media button.
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Step 4: In the following page

= Add Media
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1- Click on the Media Category and select Documents in the download option.
2- Enter the document title in the English language in the Media Title box.
3- Later, enter the document title in the Kannada language in the Kannada Media Title.

4- Retain the # symbol without making changes.

5- In the Kannada Link retain the # symbol without making changes.
6- Select the Choose File button and select the document to be uploaded.
7- Later, click on the Save button located on the top right corner of the page.

The uploaded documents can be published in the website by clicking on the Media button from
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5. Uploading Title and Logo to the main page
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the CMS page.
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Government of Karnataka

The concerned departments/boards/authorities/corportation are responsible for uploading header and logos to the

website. Following steps have be followed to the upload the same.

Step 1: Login to the website.

Step. 2: Later, select Department Settings in the page.
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Step 3: Later, a new page opens in which:

Choaus Color Code
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Department Logo
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Department Name

Department Subtitie

1- Click on the Choose File and upload the logo in the English language.

2- Choose Kannada logo (*) and upload the logo designed in Kannada language.

3- Click on the Department Name and enter the deparment name in the English language.

4-  Click on the Kannada Department Name (*) and enter the department name in Kannada language.

5- Click on the Department Subtitle (*) and enter the Department/Secretariat subtitle in the English language.

6- Click on the Kannada Department Subtitle (*) and enter the Department/Secretariat subtitle in the Kannada
language.

7- Later, click on the Save Departement Settings button to save the data entered.

Department Sstfings Saved successhilly!

= Departmant Sstings

Chooss Color Code
[Optional]

Department Logo
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(On clicking on the save department settings you will get a message Department Settings Saved Successfully. In
case the data entered is wrong the above message will not appear. You will have to revisit the page to re-enter the
data.)

6. Uploading infomation about the department/office into the website

B oogleay® exas3y, 2yvesde,
s B corar 230ay, woesde,
(7} i vk, hagod ched werdy

==

Infomation about the department has to be upload seperately in to the website. Following steps has to be followed to
upload the details.

Step 1: Login to the website.



Step. 2: Later click on the Department Settings button in the new page.
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Step. 3 : In the Home page About Content section that opens later,

Home page about content
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1- Enter the Department’s brief details in the English language.

2- In case of more details create a new page and link the same to the brief.

3- Enter the Department’s brief details in the Kannada language.

4- In case of more details create a new page and link the same to the brief.

5- Click on Choose File and upload the Department image.

6- Later, click on the Save Settings button locted on the right corner of the page to the save the data entered.

7. Uploading details/photograhs of Ministers and Head of Departments
Following the steps mentioned below to upload details and photographs of Ministers/Head of Departments.

Step 1: Login to the website.
Step. 2: Later, select the Depatment Settings from the new page.
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Step. 3: In the new page that opens enter the details of the concerned Minister and HOD in their respective section.
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Minister Profile
Mindsres Mame (%) ,1

Kannada Mindster Name (%]

2

Mimister Designation (7]

Kannada Ministar

Designation (%) 4
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HOD Profile

HOD Name ("]
Kannada HOD Name ("] _
i

HOD Designation [

Kannaria HOD Designation
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1- Click on Minister Name and enter the name in English language.

2- Click on Kannada Minister Name and enter the name in Kannada language.

3- Click on Minister Designation and enter the Minister’s designation in English language.

4- Click on Kannadda Minister Designation and enter the Minister’s designation in Kannada language
5- Click on Choose File and upload the concerned Minister’s official image from the gallery.

6- Click on HOD Name and enter the name in English language.

7- Click on Kannda HOD Name and enter the name in Kannada language

8- Click on HOD Designation and enter the designation in English language.

9- Click on Kannda HOD Designation and enter the designation in Kannada language.

10- Click on Choose File and upload the concerned HOD’s image from the gallery.

11- Later, click on the Save Department Settings buttion located on the right top corner of the page.

8. Creation of Navigation Menus
1. Primary Menus
Follow the below mentioned steps to create primary menus
Step 1: Login to the website.
Step 2: Later, click on the Main Menu in the new page.

glish Block Nama Fannada Block Nama

Step 3: Select +Add menu from the new page.
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Step 4: In the pop-up page that opens later,

1-Click on Select Parent and opt Self Parent option.

2- In the Menu Name section enter the name in English language.

3- Enter the name in Kannada language in the Kannada Menu Name section.

4- Entering details in Icon Classess is not mandatory.

5- Entering details in Menu Classess is not mandatory.

6- Entering details in Feature Image is not mandatory.

7- To publish Select Page Menu select on the option and select the link of the required page (the page has be
created earlier). In case of menu to be published in link format # symbol has to be retained.

8- Click on Select Menu Category and select Main Menu.

9-In order to publish the Menu in the Link format remove the # symbol and paste the link of the earlier created
Menu in the box.

10- In order to publish the Menu in the Kannada Link format remove the # symbol and paste the link of the
earlier created Menu in the box. (In case of menu to be published in page format # symbol has to be retained.)
11-To Save click on the Save button on the right corner of the page.

(Note: In case you want to create a blank menu, do not make any changes in the Page, Link and
Kannada Link. Retain the page as it is and then select SAVE button.)

Second stage drop down menus

Step 1: Login to the website.

Step 2: Create the necessary blank menu.

Step 3: Click on the Main Menu again.

Step 4: Click on the +Add New as shown in the image.
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Later in the new page that opens:

1- In the Select Parent select the Menu for which Second Menu has to be created.

2- Enter the name in the English Language in the Menu Name.

3- Enter the name in the Kannada language in the Kannada Menu Name section.

4- Entering data in Icon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is.

6- Entering data in Feature Image is not mandatory. Retain as it is.

7- To publish Select Page Menu select on the option and select the link of the required page (the page has be
created earlier). In case of menu to be published in link format # symbol has to be retained.

8- Click on Select Menu Category and select Main Menu.

9- In order to publish the Menu in the Link format remove the # symbol and paste the link of the earlier
created Menu in the box.

10- In order to publish the Menu in the Kannada Link format remove the # symbol and paste the link of the
earlier created Menu in the box. (In case of menu to be published in page format # symbol has to be retained.)
11- To Save click on the Save button on the right corner of the page.

(Note: In case you want to create a blank menu, do not make any changes in the Page, Link and
Kannada Link. Retain the page as it is and then select SAVE button.)

Third Stage Menus

Step 1: Login to the website.

Step 2: Create the necessary blank menu (primary menu).

Step 3: Click on the Main Menu again and click on the +Add New as shown in the image.

13



b

Later in the new page that opens:

1- In the Select Parent select the Menu for which Third Level Menu has to be created..

2- Enter the name in the English Language in the Menu Name.

3- Enter the name in the Kannada language in the Kannada Menu Name section.

4- Entering data in lcon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is

6- Entering data in Feature Image is not mandatory. Retain as it is.

7- To publish Select Page Menu select on the option and select the link of the required page (the page has be
created earlier). In case of menu to be published in link format # symbol has to be retained.

8- Click on Select Menu Category and select Main Menu

9- In order to publish the Menu in the Link format remove the # symbol and paste the link of the earlier
created Menu in the box.

10- In order to publish the Menu in the Kannada Link format remove the # symbol and paste the link of the
earlier created Menu in the box. (In case of menu to be published in page format # symbol has to be
retained.).

11- To Save click on the Save button on the right corner of the page.
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9. Uploading Sliders to the Website

Following the steps mentioned below to upload sliders to the website
Step 1: Login to the website

Step 2: Later click on the Media button in the new page
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1-In the Media Category select the Home Page Slider option.

2-Enter the title in English language under the Media Title option.

3-Enter the title in Kannada language under the Kannada Media Title option.

4- To paste the hyperlink to slider images remove the # symbol and paste the link under Link (optional) segment. Else
retain the # symbol.

5- To paste the Kannada hyperlink under the Kannada Link (optional) remove the # symbol and paste the link under
Link (optional) segment. Else retain the # symbol.

6- To upload the image click on the Choose file and select the required image.

7-Later click on the Save Media.
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(Note: One image can be uploaded at once. To upload more image repeat the above mentioned steps.)

10. Uploading Latest News

Follow the below mentioned steps to upload latest news in the website.

Step 1: Login to the website
Step 2: Click on the News and Events button in the new page.

English Biock Name Kannada Block Name

Step 3: In the next page select +Add Menu located on the right side of the pag.e.

e Setfngs: 5 Medo  [§ Gey sglies Cote D Hep N & ice

CEMTRE FOR E-Go cx 0 Vase

Karmada Block Name

|2

1- Click on the Select Parent and select Self Parent from the available options.

2- Enter the details in the English langauge in the Menu Name

3- Enter the details in the Kannada language in the Kannada Menu Name

4- Entering data in Icon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is.

6- Entering data in Feature Image is not mandatory. Retain as it is.

7- To publish Select Page Menu select on the option and select the link of the required page (the page has be
created earlier). In case of menu to be published in link format # symbol has to be retained.

8- Click on Select Menu Category and select News & Events.
16



9- In the Link section remove the # symbol and paste the link of the English Menu to be published in the link
format.

10- In the Kannada Link section remove the # symbol and paste the link of the Kannada Menu to be published

in the link format.

11- Later click on the Save button located on the right side corner to save the data entered.

12. Linking Social Media Accounts to Website
b i ety D st

" wons a0

Follow the below mentioned steps to link Department owned social media accounts to the website.
Step 1: Login to the website.

Step 2: Click on Social Links located on the left side of the new page.

English Block Name Kannada Block Name
ard Social Links Social Links
= Menus
i [T0+] records per page Search;
T Onir Si No Name Parent Featurad Image Category Linked Page Status
wenl Documants i \Whatsapp Social Links Approved
\Whatsapp

Notifications

Step 3: Click on the +Add Menu in the new page that opens.

CENTRE FOR E-GOVERNANCE @ Vel Ste & Dopsiment Sattings Meda [ Galey [ Gallery Calsgodies  # Code @ Help

4 English Block Name Kannada Block Nama
- Social Links Sadia 5 Save Block Nama
= Manus
1w | records por page Saarch:
5i No Nome Parent Featured Image Category Linked Page Suatus Actions
1 L \pprovad
T Yo
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Step 4: Later in the new page:

1- Click on the Select Parent and select Self Parent from the available options.

2- In the Menu Name enter the social media name in the English lanaguge.

3- In the Kannada Menu Name enter the social media name in the Kannada lanaguge.
4- Click on the Icon Classess and select the required logo of the social media.

5- Entering data in Menu Classess is not mandatory. Retain as it is

6- Entering data in Feature Image is not mandatory. Retain as it is

7- Retain the # symbol in the Select Page section.

8- Select Menu Category and click on Social Links.

9- Remove the # in Link section, and the paste the social media in the section.

10- In the Kannada Link section remove the # symbol and paste the social media Kannada link.
11- Later, click on the Save button located on the bottom right corner of the page.

Note: One social media link can be uploaded at once. To upload more social media links repeat the above
mentioned steps.

13. Uploading information in the Notificiation Block

The above marked space in the website is known as Notification Block. Heading to this section can be uploaded
according to the information avilable.

To change the heading follow the below mentioned steps

Step 1: Login to the website.

Step 2: Click on the Notifications button located on the left side of the page.
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English Block Name Kannada Block Name
~ | record: pag 5
5i No Name Parent Featured image Category Linked Page Status Acfions
P

1- Enter the desired headline in the English language under the English Block Name section.
2- Enter the desired headline in the Kannada language under the Kannada Block Name section.
3- Later, click on the Save Block Name.

The Heading of the Notification Block changes as soon as the infomration is saved.

To upload content in the Notification Block follow the below mentioned steps
Step 1: Click on +Add Menu

= Menus

10 v | records par page Searct

Step 2: In the new page:
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1- Click on the Select Parent and select Self Parent from the available options.

2- In the Menu Name enter the details in the English lanaguge.

3- In the Kannada Menu Name enter the details in the Kannada lanaguge.

4 Entering data in Icon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is.

6-Feature Image Entering data in Feature Image is not mandatory. Retain as it is.

7- To publish Select Page Menu in the page format select on the option and select the link of the required page
(the page has be created earlier). In case of menu to be published in link format # symbol has to be retained.
8- Click on Select Menu Category and select Notification option.

9-To publish Menu in the link format click in Link and paste the menu link by removing the # symbol.

10- To publish Kannada Menu in the link format click in Link and paste the Kannada menu link by removing
the # symbol.

11-Later, click on the Save button located on the right side bottom of the page.

14.Uploading informtaion to the In Focus block
Depending on the information available title to the In Focus name can be changed. Follow the below steps to make the
desired changes.

To change the name in the In Focus Block

Step 1: Login to the website.
Step 2: Click on the In Focus button on the leftside of the page.

= Chilliia Senites :
e e Si No Name Pa
' Jocur 1 drkad Ba)
Diraled Ea)
e -
= InFocus
2 30ded
LIl Zoled
Step 3: Later, in the new page:
' English Block Name Kannada Block Name
" : 1 In Focus 2 InFocus
il = Menus
e (10~ records per page Search:
5i No Name Parent Featured Image Category Linked Page Status

tivent 1 Tk d e In Fotus Approvad

1-Enter the block title in the English Block Name
2-Enter the block title in Kannada language in the Kannada Block Name section.
3- Later, click on the Save Block Name to the change of the block.
To enter content in the block follow the below mentioned steps
Step 1: Click on the +Add Menu button.
= Menus + AgaMony

SiNo Nams Parant Featured Image Category Linked Page Status Actions

Foided In Focus Approved
ekt

20



Step 2: In the pop-up page:

1"
1- Click on the Select Parent and select Self Parent from the available options

2- In the Menu Name section enter the title in the English language.

3-Next, enter the title in the Kannada language in the Kannada Menu Name section

4- Entering data in Icon Classess is not mandatory. Retain as it is.

5-- Entering data in Menu Classess is not mandatory. Retain as it is.

6- Click on the Feature Image and select the desired image to be uploaded.

7- To publish Select Page Menu in the page format select on the option and select the link of the required page
(the page has be created earlier). In case of menu to be published in link format # symbol has to be retained.
8- Click on Select Menu Category and select In Focus option.

9- To publish Menu in the link format click in Link and paste the menu link by removing the # symbol

10- To publish Kannada Menu in the link format click in Link and paste the Kannada menu link by removing
the # symbol.

12- Later, click on the Save button located on the right side bottom of the page.

15. Uploading information about Online Services
To enter content about Online Services in the website follow the below mentioned steps

atld Fa, dAoeiea axarrmar et 2 dperaar Sty Sk s,

B There are many variations of passages of

Lorem Ipsum avalable

& Lorem Ipsum o amply dumay text

A

W Lorem Ipsum is simply dummy text

Step 1: Login to the website.

Step 2: In the next page click on the Online Services button located on the leftside.
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English Block Name Kannada Block Name

Parent Featured image Category Linked Page Sams Actions

Step 4: In the Pop-up page

Add Menu

1- Click on the Select Parent and select Self Parent from the available options.

2- In the Menu Name section enter the title in the English language.

3- Next, enter the title in the Kannada language in the Kannada Menu Name section.

4- Entering data in Icon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is.

6- Entering data in Feature Image is not mandatory. Retain as it is.

7-Select Page To publish Select Page Menu in the page format select on the option and select the link of the
required page (the page has be created earlier). In case of menu to be published in link format # symbol has to
be retained.

8- Click on Select Menu Category and select Online Services option.
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9- To publish Menu in the link format click in Link and paste the menu link by removing the # symbol

10- To publish Kannada Menu in the link format click in Link and paste the Kannada menu link by removing
the # symbol.

11- Later, click on the Save button located on the right side bottom of the page.

16. Uploading Video and Image Gallery
To upload video/image gallery in the website follow the below mentioned steps:

Step 1: Login to the website.

Step 2: Later click on Galleries categories button in the new page

CENTHE FOR E-GOVERNANCE QO VaESe  k Darmees leminge [ dets [ Gley O Coleny Cowguins S Case O My

: LR . L

CENTRE FOR E-GOVERMANCE @ WS & Depuetsetatny 2 Mt B Gy B ey Canguies S Cib 0 Hep

Samch

ey /o5 p—
OTOLEPPUNICE JEkry fm

Step 4: In the next page

M)
LTy B R —

Meda Troe [} o

mage

BB om @ o» 4

1- Enter the name in the English language in the name section.
2- In the Kannada Name section enter the name in Kannada language.
3- Click on the Media Type and select the image, video and sound clips to be uploaded.
4- Later, click on the Save Gallery Category
Step 5: Click on the Gallery button

CEMTRE rom E-COVERNAMCE O Ve w0 Mot M Gsey I Golety Cotrgebes  # Uade 0 el

;
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Step 7: In the next page

1- Click on the Select Category and select alreay created Gallery Category option
2- Click on the Choose Files and select the images, videos and sound clips
3- At the end click on the Save Gallery button.

17. Creating menu in the Department Document Block

W 20908 cosdrivh

Ymeod edseidrids
Tmrod Bdgrdvid
e d ededridy ﬁ

(Note: Departments have to create the table as shown below prior to uploading of the documents. (Page has to be
created)

1. Docum . .
S Document Name Date Language ocument Size Action
No Source
Namen of .
1 Enter the name of 01.02.2022 Kanngda the 000KB View /
the document /English Download
Department
Step 1: Login to the website
Step 2: Select the Department Documents button in the new page.
Manu Saved successiully
English Block Namea Kannadn Block Name
Department Documernts wtral el Saye Mock Mame
B Ondine Service = Menus
(. | ==~ |
= |nFoc SiNo Mams Pamt Fratured Image Catagory Linked Page L)
Step 3: In the new page that opens, select +Add Menu option
1 i Mare) Saved succsssihl
Engdah Block Nemu Kannada Block Name




Step 5: In the new page that opens later,

1 Click on the Select Parent and select Self Parent from the available options.
2- Enter the name in the English language in the Menu Name section.

3- Enter the name in the English language in the Kannada Menu Name section
4- Entering data in Icon Classess is not mandatory. Retain as it is.

5- Entering data in Menu Classess is not mandatory. Retain as it is.

6- Entering data in Feature Image is not mandatory. Retain as it is.

7-Click on the Select Page option and select the table already created.

8-Later, click on the Select Menu Category and select Department Documents
9- Do not add any content in the Link section.

10-Do not add any content in the Kannada Link

11-Later, on the Save button located on the lower right corner of the page.

18. Siging Out
It is important to logout of the CMS after having uploaded the required information. To logout follow the below
mentioned steps.

Step1: Click on the Hi Creator button located in the top left of the login page.

Lﬁ‘..é‘:;u.;iﬂkl)’{'),..r-.'«&';s'.','i;:s;.f..",..?.;,‘ﬂld_#'.i:

Step 2: Later, select the Logout option.

25



B. Moderator Activities

To check the contents uploaded by the Creator

To add additional information if necessary to the already existing informtaion
To make correction on finding mistakes in the content uploaded by the creator.
Finally, to forward the content for final apporval to the ‘Approver’

N

1. Signing in to the website
Step 1: Enter the URL/Domain name provided in the address bar

Step 2: Click on the Login button located on the top right side of the screen.

Step 3: In the next page

1- Enter the e-mail id provided.
2- Enter the password

3- Later, enter the Captcha

4- Click the Login button

Step 4: After entering into the CMS continue the activities.

2. Uploading Profile
It is important for users to upload their profiles into the CMS. Users can enter their name, mobile number and
passwords provided. Users can also change the password. Follow the below mentioned steps to change the password,;

Step 1: Login to the CMS

Step 2: Later, click on the Hi Moderator button located on the left top corner of the page.

Q@ ViRSae & Depatment Sefings 5 Medn B Gatiey B Gallry Calegodes o Code @ Help A Hi Moderatar -

CENTRE FOR E-GOVERNANCE

YYou are logged In successfullyl

Step 3: Click on the Profile button in the new page.

MOTUMBA @ Vissa & Dememecrsenign [ Mats B Guliy B Culiey Clgran o/ Coki @t
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Step 4: In the new page,

~ = = e e e e s
zovm, e s, Ui P & e mpmeia chae 2 &

il

1 Name-Enter your name

2 email-There is no option to change the e-mail id

3 Mobile- Enter your mobile number.

4 User Type —You cannot change the role mentioned here

5 Password —Enter the new pass password desired. (Read the Password policy)
6-Click the save button.

Step 6: On entering correct information a message User Saved Successfully will appear.

Lhnar Saved sucomssfilly!
L

= Profile

(In case you don’t receive this message it means there are some defects. Repeat the process and set right the mistakes
if any).

3. Examining/Editing and Forwarding the content for approval
Moderator is responsible for examining, editing and forwarding the content created by ‘Creator’ for final approval.

CENTRE FOR E-GOVERNANCE @ VishSan & DepormentSotth w® [ Medla [ Colery B Callery Catega fes® 7 Code @ Help

Users Visitors Menu Pages
2 224 16 12

€ Centre for e-Govemancs (22021 Powared by: Centrz for e Governance

Step 1: It is important for the Moderator to know that saffron coloured icon appearing in front of various menu
signifies that the content already being created.

Step 2: Click on the menu option you wish to check the content.
Step 3: In the next page moderator will notice another saffron icon

Step 4: Click on the blue coloured edit buton

SiNo Name Parent Featured image Category Linked Page Stanus Actions

@ notificationt Notifications Craated

notification1

Step 5: In the next page make correction on finding any mistake. Later click on Save or Save Department Settings or
Save Gallery Category button depending on the corrections made.
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C. Approver/Nodal Officer Responsibilites

e To examind the content forwarded by the Morderator.
e To make corrections to the content on finding mistakes.
e To publish the content provided the information uploaded is correct.

1. Signing-in to the website
Step 1: Enter the URL/Domain Name in the Address Bar to open the website.

Step 2: Later click on the LOGIN button located on the top right corner of the page.

Step 3: In the next page,

Welcome to CEG CMS

1-Enter the e-mail provided.
2-Enter the password.
3-Enter the Captcha
4-Click the Login button.

Step 4: Now you have entered the CMS.

2. Uploading Profile
Step 1: Login to the website.

Step 2: Click on Hi Approver in the next page.
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1 Name-Enter your name

2 email- There is no option to change the e-mail id.

3 Mobile- Enter your mobile number

4 User Type - You cannot change the role mentioned here.

5 Password - Enter the new pass password desired. (Read the Password policy)
6- Click the save button.

3. Examining the content and publishing.
Step 1: Login to the website.

Step 2: The blue icons next to the menus notify that the content has been modified.

llgers Visitoss Manu Pages

CENTRE FOR E-GOVERNANCE @ VsitSte & DepwimentSotih ' B Media [ Galley [ Gallery Calego es # Cods @ MHalp

TN

You are logged in successhlly|
A Dashboard
B Main Menu aam
1 * H-H
L
& Newsd Ev Users Visktors Menu
6 28 16
B Onling Services

B Notf .m:

™ Onaas

Step 3: Click on the menu to make correction and checking the content.
Step 4: You will find another blue colour icon next to content on the new page.

Step 5: Click on the blue coloured icon to edit the content.

Pages

12

10"« | records per page Saarch: |
Sl No Name Parent Featured mage Catagory Linked Page Status Actions
(1] Treied we, In Focus Moderated
s el
I (2] rirled R In Focus Moderatad |

Step 6: Later, make corrections to the content on finding mistakes before clicking on the Approve button.
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Select Parent ")
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Menu Nama ")

Kannada Menu
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Icon Classes
Menu Claases

Featured Image s
ge | Choose File | No file chosan

Select Page

Select Menu

Category

Link

Kannada Link

Step 7: Ensure the status is changed as Approved in the content page.

E Menus

[0 v ] records per page Snarch

m 5 Mo Name Parant Featured image Category Linked Page Stmtis Actions
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D. Creating Credentials
Step 1: User creditials can be created by using the Admin/Nodal Officer login credentials.

Step 2: Click on the Hi Admin button from the new page

CENTRE FOR E-GOVERNANCE O VeaSh ik Dopanerd Sutings! [0 Moa [ Caley [ GolwyCoteguies! / Code @ Help A Hi Supar Adin -

Step 3: Click on the User option from the new page.

Step 4: In the new page, select Edit Button to make changes to already existing information or click on +Add User to
create new credentials.

= users + A The
[10 ~] records per page Search: |
SiNo Name Email Phone Rola Actions
Super Admin 0000000060
2 Admir 00000 Super Admin
Approvar O0OCO00000 Approvar
4 Cwén crestor@site com 0236 Creator

Moderator moderatorifisite com 0000000000 Moderator n
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Step 5: In the next page,
e aaaaass=s————

= Profile
Name (7} 1
Email *]
Mohite 7]
Saper Admin ~

User Type ("] 4

3 ,
Password | e -

6 Password policy: Min 8 Chars, One Lawer, One Upper. One Number & one spacial char L @.# 5. %, * £."]

1- Name: Enter the user name or designation.

2- Email: Enter the e-mail id.

3- Mobile: Enter the mobile number.

4- User Type: Click on User Type from the user type creator or moderator
5- Password: Create the password

6- Save: Click on the save button.

Usir Suved successhuly!

= Profile

(A message User Saved Succesfully will appear)
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