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WHAT IS IDMS?

A centralised Electronic Document
Management System for all campuses in [IlUM

[TUM DOCUMENTS MANAGEMENT SYSTEM (IDMS)




OBJECTIVES

To provide a single platform to manage and archive [lUM
records.

To avoid inconsistency in utilisation of the [ITUM Filing Code due
to the increasing number of KCDIO and related changes.

To eliminate difficulties in gathering information for corporate
use and various audit.

To eliminate high cost of maintenance of too many separate
documents management systems within the university.

To optimise IT personnel resources, avoid difficulties in installing
various software and tedious access control management.



BENEFITS OF USING IT?

1. Cost savings to the University (maintenance fees & licenses)

2. Reduce document searching time due to :
* |ess dependency on hardcopy documents.
 the same document can simultaneously be accessed by multiple
users.
e Easy access by unlimited authorized users

3. Reduce risks to the hardcopy documents / files as a result of less
movement of documents /files :
" Loss during transfer
= Damaged due to frequent handling



IMPLEMENTATION PLAN

>> MSD (pilot user & performance test)
15t September 2018

>> Finance, AMAD, CPS, KOE, Library
15t January 2019

>> KCDIO at ITUM Gombak, KL & Pagoh Campuses
15t April 2019

>> KCDIO at [ ITUM Kuantan & Gambang Campuses
15t June 2019

All Kulliyyah/Centre/Division/Institute/ Office’s (KCDIO)
in ITUM will be made compulsory to utilise the system.



HOW TO ACCESS?

IDMS s accessible through the IITUM’s staff portal
https://ibnubaltar.iium.edu.my/staff/appsystem.php.

The IDMS Forms are available at the MSD Intranet
http://www.lium.edu.my/division/msd/downloadable-forms-3



https://ibnubaitar.iium.edu.my/staff/appsystem.php
http://www.iium.edu.my/division/msd/downloadable-forms-3

RESPONSIBILITIES

IDMS is under the responsibility of
the UM Records Management
Committee (IRMC).

Management Services Division (MSD)

being the Functional Team Members
and Secretariat to the IRMC
will manage changes to the following :

a) The IDMS User’s Manual

b) The IDMS Forms

c) The setup of the I1TUM Filing Code in IDMS
d) The setup of the KCDIO filing code number
e) Conduct IDMS Training upon request

Information Technology Division (ITD)

The Technical Team Members comprised of the Gollab
application, HR IT, Finance IT, IIUM Library IT and RMC IT
teams.

This team will manage the following :

a) Prepare IDMS User’s Manual.

b) Manage Users Registration.

c) Manage Users Access within their assigned KCDI.

d) Manage Users Access to the documents (for KCDI without
Technical Team Members).

ITD also being the IDMS’s Document Controller is responsible
to:

a) Secure Budget for Server.

b) Get project approval from relevant IT approval authorities.
c) Compilation of all relevant documents for safe keeping.

d) Update MSD & ITD's webpage.



TYPE OF USERS IN IDMS

1. Consumer (Staff of IUM who were given access)
2. Contributor (KCDIO’s Records Managers)

3. Collaborator (MSD’s Records Managers)

4. Manager (ITD & RCM'’s Secretariat)

CONSUMER CONTRIBUTOR COLLABORATOR MANAGER




Folders and files

View folder/item details page
Likelunlike

Favorite/unfavorite
Rename folderfitem =
created/added by self

Rename folderfitem —
created/added by other user

Edit basic details -
created by self

Edit basic details —
created by other user

Edit custom properties -
created by self

Edit custom properties -
created by other user
Copy

Move -

content created by self

Move —
content created by other user

Delete -
content created by self

Delete
content created by self

Delete -
content created by other user

Manage permissions -
content created by self

Manage permissions
content created by other user

Manage aspects - content
created by self

Manage aspects
content created by other user

Change type ~ content created
by self

Change type -

content created by other user

Copy page URL

Add comment
Edit comment -
content created by self

Edit comment
content created by other user

Delete comment -
content created by self

Delete comment
content created by other user




There are two (2) types of changes that may affect
staff’s responsibilities and access to the documents kept in the IDMS :

 Organisational changes:

1.

Once approved by the Board of Governors, KCDIO
that falls under these category (ies) will be
assigned a KCDIO code.

a)New establishment of KCDIO

b)Merging of KCDIO

c) Separation of KCDIO

Upgrading or downgrading any KCDIO's status
either to Kulliyyah level, or will not change its
KCDIO code as long as its physical operation
maintain isolated from other KCDIO or only placed
under purview of certain KCDIO.

Once a KCDIO ceases to exist, the KCDIO code

will be closed and cannot be used by other KCDIO.

d Change of Users

KCDIO is to fill up the form and submit
to MSD for proper access be given /
revoked or changed whenever there
are:

a) new appointment of staff.

b) Internal reshuffling causing change
of responsibilities of a staff
1) User / Administrator
i) General / confidential /
restricted documents

c) End of appointment of a staff



AlFresco has many capabilities, however due to several limitations,

the University Is limiting its current scope to archival of documents
only.

The system Is an independent system. There will be no integration
with any application.

To avoid confusion, any new establishment of KCDIO will start
using number 700 and above in IDMS. Old establishment of
KCDIO will retain their current number.

Since everybody can create folders and upload records, to avoid
missuse, users who are assigned as consumers will not be allocated
any storage to upload any documents.



OVERVIEW OF THE SYSTEM

The system comprises a few sections that
users need to familiarise :

a) Home Screen

b) Site Dashboard

c) Manage Members

d) Document Library

e) Manage Folders and Files
f)  Search Files and Folders
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SITE DASHBOARD

MyFiles  Shared Files  Sites » Tasks = People  Repository OZALIYATI BT. OMAR - Q, Searchfiles, people, sites l ~
oy
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(CY=)) DTTANITIONAL IELICC TYTVERIIY MILITS MSD Private Site Dashboard | Document Library  Calendar  Wiki  More » ¥
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i

Site Members Site Content
Add Users I've Recently Medified -
1-61 of 61 All Members =™  Keep track of content changes
M

Easily see which document library items site members have been working on. In the detailed view you can like an itern and mark it as a favorite. You
can also jump to the details page to leave a comment.

ANDI SHAFRIM SHAFRIM

Contributor

AZIRAA MOHD ZAWYAA Site Activities
Manager
Everyone's activities » all iterns - in the last 28 days -
Abdul Rahim Ahmad Today ”
Manager

MOHD AIMAN OSMAN added document || 8645-1,pdf

Adis Nabawi Azizan 4 hours ago

Collaborator
Faridah Bt. Mohd. downloaded document |1 8610-NOTICE OF APPOINTMENT FOR RENEWED CONTRACT OFFICER. pdf

Administrator & hours ago
Manager

Faridah Bt. Mohd. previewed document || 8610-NOTICE OF APPOINTMENT FOR RENEWED CONTRACT OFFICER.pdf
Asznili Marniwati Bt. Ahmad & hours ago

SITE DASHBOARD : Choose any site that you are allowed access to. Within your selected Site Dashboard, you will find the
Site Members, Site Content and Site Activities segment. You may add members, create group and classify members in the Site
Members segment if you are authorized to.



Once registered, users may login into IDMS using the password provided.
Users may change the password accordingly.
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CUSTOMIZING USER DASHBOARD

Home My Files
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1-61af b1

ANDISHAFRIN SHAFRIN

Contributar

AZIRAA MOHD ZAWYAAI

Manager

Abdul Rahim Ahmad

Manager

Adis Nabawi Azizan

Collaborator
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Add Users
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['ve Rece  Customize User Dashboard

Current Layout: Two columns: narrow left, wide right

OZALIYATIET. OMAR +

Site Dashboard

Document Library  Calendar  Wiki ‘u‘I:&N '

Customize Dashboard

Ediz Site Details
Customize Site
Delete Site

Leave Site

n item and mark it 2z 3 favorite. You can alsa jump to

B K
E:
i
Dashlets
. - e
S l:E 'I!"I:t |'|[| Drag and drop the available dashlets into a column to add them to your dashboard. You can also reorder the dashlets
within the columns using drag and drop.
Everyan
Column 1 Column 2
TGd ay My Sites My Activities
My Tasks My Documen ts
[=mees]
ST 35U

Yesterday

You may customize your site dashboard view as per given layout options




Customize Site Dashboard

Current Layoul: Two colurmims: narras lefl, wide right
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Customize Site Dashboard
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Once you have chosen your Site Dashboard view, you may choose your elements to view.
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HOME VIEW

iﬂ-f Alfresco » User Dashboard +
€« & https://idms.iium.edu.my/share/page/user/ozaliyati/dashboarc El ¢ Search ﬂ’ B8 ¥ & O =
& HURIS Online [} HURIS Admin T} iPERFORM [ | e-anjung MyMOHES &= IDMS & eMeeting M GMail & Google Drive @8 Staff Portal | | MSD Website € IIUM Website . Ibnu Baitar & iSDS @ i-Hikmah [ | IFIS [8) Most Visited ~ »
Repository 0, Search files, people, sites 1 A
My activities all iterns today
Everyone else's activities Comments in the last ¥ days
Everyone's activities content in the last 14 days
I'm following memberships in the last 28 days
My Sites Useful | My Activities | —_— — e
All = @ My Sites Create Site Everyone's activities "/all items 'mt? days =——
Site Finder A
MSD L : Today
MANAGEMENT SERVI( @- Create Site
Favorite * Favorites MOHD AIMAN OSMAN added document || 8645-1.pdf in & MSD
4 hours ago
v Active Tasks Faridah Bt. Mohd. downloaded document || 8610-NOTICE OF APPOINTMENT FOR RENEWED CONTRACT OFFICER. pdf in & MSD
Al Completed Tasks 5 hours ago
My Favorites High Priority Tasks
Recent Tasks Due Today Faridah Bt. Mohd. previewed document [ 8610-NOTICE OF APPOINTMENT FOR RENEWED CONTRACT OFFICER.pdf in & MSD
Tasks Assigned to Me 5 hours ago W
Unassigned (Pooled Tasks) 've Recently Modified
My Tasks Overdue Tasks My Documents / I'm Editing
Active Tasks ' ' Start Workflow I've Recently Modified + My Favorites
Active Tasks | Completed Tasks [= Keep track of your own content
'J | [ Review the tasks assigned to you — This dashlet lists all of the content that's important to you, no matter which site itis in. Use the filters to easily find what you're looking for.
- Different types of tasks can appear in this task list and you need
to address each one. This could involve reviewing a document or
simply accepting an invitation to a site.

HOME : The Home button will take you to the main page of the system.




Location of the Site Dashboard may differ
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Site Members Site Content

Add Users I've Recently Medified -
1-61 of 61 All Members [-®  Keep track of content changes
Fe et - g . . i ; . . _ - . . . J_
ANDI SHAERIN SHAFRIN Easily see which document library items site members have been working on. In the detailed view you can like an itern and mark it as a favorite. You
) can also jump to the details page to leave & comment.
Contributor
AZIRAA MOHD ZAWYAA Site Activities
Manager
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Eaworite Fawvorites MOHD AlIMAN OSMAMN added document | 8645-1.pdf in MSD
4 hours ago
Faridah Bt. Mohd. downloaded docurment |1 861 0-NOTICE OF APPOINTMENT FOR RENEWED CONTRACT OFFICER. pdf in MSD
5 hours ago
71 2610-MNOTICE OF APPOINTMENT FOR RENEWED COMNTRACT OFFICER.pdf in MSD
~

Faridah Br. Mohd. previewed document
5 hours ago

Ny Tasks I My Docurments I
Start Workflow: I've Recently Modified -

Actve Tasks -

Active Tasks | Completed Tasks == Keep track of your own content
[ 1 Review the tasks assigned to you — This dashlet lists all of the content that's important to youw, Nno mMmatter which site itis in. Use the filters to easily find what you're locking for.
— Different oypes of tasks can appear in this task list and you need

o address each one. This could involve reviewing a doocument ar

simply accepting an invitation to a site.




ADMIN FUNCTION

ACCESS CONTROL

Home  MyFiles SharedFiles Sites+  Tasks+*  People  Repository OZALIYATI BT, OMAR

Ll sl Mceb

WMWWM Fi ﬂ (: ﬁ Drivata Cita Nachhnard  Dinrumant | ikeang [a|endar W|k| MEII'E Y :

ol R g Edit Site Details

Customize Dashboard
Name:* | MSD Fdit Site Details
Site Activities Description: MANAGEMENT SERVICES DIVISION Customize Site
. : Edit Site Details
Everyone's activities (%) Delete Site

Leave Site
Today

Visibility: ' Public
Eve '_,'C"E 1 '_,'I:\. r C-’E'EI'I Zaion Can acfess This site.
Moderated

Everyone in your organization can find this site and request access. ACCess

Managers.
a

5 ghven by Site
5 ¥

Private

i~

Only people added by a Site Manager can find and use this site.

m Cancel

The Managers will control access to created sites.



ADMIN FUNCTION

ADD USERS
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Home My Files Shared Files Sites - Tasks People Repository Admin Tools Administrator -

Lyl ssallel i allalllicalsll

mmm!uull.ll.uc"mmrrm SO Private 5ite Dashboard DocumentLibrary Calendar Wiki  More « n r
e S )
Site Members Site Content
Add Users I'm Editing =
1-61of 61 All Members - j' Keep track of content changes
s N Easily see which document library items site members have been working on. In the detailed view you

ANDI SHAFRIN SHAFRIN

Contributor can like an item and mark it as a favorite. You can also jump to the details page to leave a comment.

m

AZIRAA MOHD ZAWYAA Site Activities
Manager
Everyone else's activities - all items - in the last 28 days -
Abdul Rahim Bin Ahmad Today i
Consurmer

AMDI SHAFRIN SHAFRIM added document L] 3116-REQUEST TO STOP PAYMENT FOR PERSOMAL

ASSISTANT ALLOWAMCE. pdf

Adis Mabawi Azizan _
JIJSt nmowe

Collaborator
&6 more ¥

Only the Managers (ITD & MSD) can add/remove users or create groups within KCDIOs’ IDMS folders
KCDIO need to fill up forms available at MSD website to request for access / change of access



People

search files, people, sites ]

IO RAL BELAMAC EXNTVERSITE MALIFSLL SD Private Site Dashboard Document Library Calendar Site Members More - -

RN

Users Groups Pending

Find and select users, give them roles. and add them to this site.

@ - SEARCH USER © scr vmer voe [setoiroiesio = | @ | | @D ada vsersro siee

Search for "%’ found 65 results.

You haven't selected any users yet. wou haven't added any users yet.

User may search the user by type % to view all
names or only name example fitra.

[
Abdul Rahim Bin Ahmad e

(Executive Dbirector)

Adis Mabawi Azizan

files, people, sites I

Private Site Dashboard Docurment Librarmy Calendar Site Membeaers More - -

Users Groups Pending

Find and select users. give them roles. and add them to this site.

1. © ot ser rore [eiairoieio - ] @ | | @B ada veers co siee

e Fous Fitrat fouamad 4 e sl FITRATUL
fitratul_nowida@iiume.edu . rmn:

= [ Select Role - ] "] wou haven't added any users yet.

FITRATUL 2. rManager

ASSIGN ROLE Celaborator

Contributor

COoOnMSuUrmer

My Files Shared Fil files, people, sites I
CrTCRNATIONAL [LAMIC SWIVERSITY 3 2 MNS DD Privats Site Dashboard Docurment Library Calendar Site Members More - -
el e IS S S S o *
Users Groups Pending

Fimnd and select users, give them roles, and add them to this site.

.
o fitra 9 sSet User Role [ sSet all roles to - ] @ e Add Users to Site Add Use
Search for “fitra® found 1 results. FITRATUL P wou haven't added any users yet.
- . anager - &S]
fitratul_nowvida@iiume.edu.rmmy -
T ADD USER
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Users Groups Pending

Find and select users., give them roles, and add them to this site. SUCCESSFU L
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Search for “fitra® found 1 results. You hawven't selected any users yet. Total users added

FITRATUL




Once a user is added,
there are two ways to
manage member which
are by Users or Groups.

MANAGE USER
User may change the role
of user or remove the user

from the site

MANAGE GROUP
The Manager may change
the role or remove the
groups from the site.

MANAGING USERS AND GROUPS

Home My Files Shared Files Sites -

Lyl sl LBl

INTERNATIONAL SLAMIC MALETIL M S D Private

ENIVERSITT

Groups Pending

Search for Site Members

ANDI SHAFRIN SHAFRIN

AZIRAA MOHD ZAWYAAI

Abdul Rahim Bin Ahmad
Company: Executive Director

Home My Files Shared Files Sites -

Lyl sl LMl )l

GFTERNATIONAL (A SIVERSTIT SALATECL MSLD  priva

T

Users Pending

Search for Site Groups

cs
D GROUP_CS

DATO
D: GROUP_DATO

Tasks - People

People

Site Dashboard

Administrator -

Group

Group

Administrator

Document Library Calendar

Site Dashboard Document Library Calendar  Site Members More -

Add Users

[ Contributor = l [ Remowve l
Manager
Collaborator
Contributor
Consumer
Consumer =
&, search files, people, e
Site Members Maore - A
| Add Groups |
1. | Consumer - | [ Remowe l
| Consumer | [ Remowe l




ADMIN FUNCTION

CREATE FOLDERS & VIEWING OPTIONS

Document library is the place where all the documents are saved and being managed.

Sites * Tasks » People  Repository OZALIYATI BT. OMAR ~

"i-J =] ~ DFTLLNITIONAL [ELINC FSITERSITY MALIYEL MSD Private Site Dashboard | Document Librar)I Calend3 Maore = v
P LU *
¥ Documents Select = Upload Selected ltems... - Name = Opticns -
All Documents 4 Docurnents = G M5B = G General Files - M5D Name
I'm Editing . Populari
Others ar: Editing 02 Corporate Profile (Corporate Profile) Folder view TidF; Y
Recently Modified Medified 3 months ago by OZALIYATI BT. OMAR SO rt| ng Description
Recently Added Corporatk, Profile VieW Created
My Favorites . Creator
Favorite Like O Comment 0] pt ions >> Madified
Y Library 03 Strategic Planning (Strategic Planning) Modifier
= Documents Madified 3 mornths ago by OZALIYATI BT. OMAR Size
M5D Straregic Plannin Mimetype
01 Personal Files Type
01-01 Seaff
® Folder New Folder =
01-02 Student ® Plain Text... al Administration) New Folder Details
01-03 Patient S HTML. MAR "j:::ifd Fisids
01-04 Researcher S WML m Fresie Tl
01-05 Client E Google Docs™ Document... (e
w (eneral Files - M5D im Google Docs™ Spreadsheet.., Description:
02 Corporate Profile £ Google Docs™ Presentation... urces)
03 Strateglc F'Iar‘r‘ung Create document from template * AR !
L Create folder from template 4 s —

Only the Managers (ITD & MSD) can add or create group within KCDIOs’ IDMS folders.
KCDIO need to fill up forms available at MSD website to request for access / change of access



MANAGE FOLDERS

Administrator =

¥ Documents
All Documents

I'm Editing

Others are Editing
Recently Modified
Recently Added

My Favorites

¥ Library
Documents
MSD
01 Personal Files
General Files - MSD
02 Corporate Profile
0= Strategic Planning
04 General Administrat
05 Human Resources
06 Quality
07 Security & Safety
08 Information & Comm
09 Property & Facility

10 Finance

a1 _
L e o e e

12 Student Affairs
13 Academic Affairs
14 Research & Publicati

AE e nlF e

1 o o

MSD

Private

Select

A&

1.

Create... - Upload

I Documents =

MSD = General Files - MSD |

MNMame
23
22
21
20
19
18
17
16
15
14
13
12
11
10
al=]
0s

o7
0S5
05
O
03
0z

Medical Matters
Library

Association

Meeting

Conferance or Seminar
Activity or Programme
Training

Publicity

Consultancy

Research & Publications
Academic Affairs
Student Affairs
Collaboration

Finance

Property & Facility

Information & Communication Technology

Security & Safety
Quality

Human Resources
General Administration
Strategic Planning

Corporate Profile

Description
mMedical Matters

Tageg=s

Libbrary

Association

Meeting

Conference / Seminar
Activity Programme
Training

Publicity

Consultancy
Research & Publications
Academic Affairs
Student Affairs
Collaboration
Finance

Property & Facility

Information & Communication
Technology

Security & Safety
CQuality

Humamn Resources
General Administration
Strategic Planning

Corporate Profile

Site Dashboard

Vidth

Document Librarny

Height

Size




Home My Files  Shared Files  Sites - asks People  Repository OZALIYATI BT. OMAR -

LR

Lisulls el all el
Iil'rllllmf_lﬂil-ﬂul;@ﬁm Private Site Dashboard  Document Library  Calendar  Wikd A '
Ry CR A oy
Y Documents Select - = Create.. - Upload Mame -
#  Documents > 8 MSD > G 01 Personal Files > f 01-01 5tafF > G STAFF Hide Folders
o Hide Breadcrumb
01-01-0017 (C) Amir Bin Omar _
] o) RSS Feed
Modified 6 days ago by MOHD AIMAN OSMAN
0 01-01-0027 (C) Azman Bin Nokman Full Window
Modified 24 days ago by ANDI SHAFRIN SHAFRIN Full Screen
¥ Library 01-01-0041 (C) Samsuri Bin Abdul Jalil _
L] . - Simple View
B Documents Modified 3 menths age by MOHD FAIZAL BIM ISMAIL A
“M3D i 01-01-0042 (C) Noraida Bt. Idris Gallery View
™ 01 Personal Files Modified 3 months ago by MOHD FAIZAL BIM ISMAIL Filmstrio Vi
. ilmstrip View
W 0101 Staff . . .
= 5 01-01-0046 (C) Ridzuan Bin Zakaria Table View
ATSTAFF Modified 3 months ago by MOHD FAIZAL BIN ISMAIL Audio View
BC STAFF _ _
— 1 01-01-0047 (C) Abdul Fattah Bin Ibrahim Media View
— Modified 3 months ago by MOHD FAIZAL BIN ISMAIL
) . Set "Simple View" as default for this folder
FT STAFF 5 01-01-0048 (C) Ramle Bin Ariffin
KT STAFF Modified 29 days ago by MOHD FAIZAL BIN ISMAIL
OTHERS STAFF 2 01-01-0049 (C) Nor Shamsinar Bte. Haji Mohd. Nor I
W STAFF Modified 3 months ago by MOHD FAIZAL BIN ISMAIL More...
01-01-0017 (C) Anr » _ _
— 01-01-0050 (C) Siti Hanim Bt. Mohd. Hosni
- Il
' Modified 3 months ago by MOHD FAIZAL BIN ISMAIL
01-01-0041 (C) Sai
A1 N4 ANCA (Y l7ani Bin Uai Mthman

Users may select their preferred view of folders from the 7 options given
EXAMPLE : Simple View Option



Lol gl sellMlc LI
IFTRGTORL K RS LT

¥ Documents

¥ Library

™ Documents

W MsD
™ 01 Personal Files
W 0101 Staff
W AT STAFF
™ BCSTAFF
W BGSTAFF
W CFSTAFF
W FTSTAFF
W KTSTAFF
™ OTHERS STAFF
W STAFF
W 01-01-0017 [C) An
B 01010027 (C) Az
W 01-01-0041(C) Sa

™ 01-01-0042 (C) Nd

t Create.. * T Upload

Documents > i M3D > @ 01 Personal Files = i 01-01 5taff = W STAFF

SD Private
Select -
ot
[
-
H
|
H
L
[
-

01-01-0017 (C) Amir Bin Omar
Madified & days ago by MOHD AIMAN OSMAN

Favorite Like O Comment

01-01-0027 (C) Azman Bin Nokman
Modified 24 days ago by ANDI SHAFRIN SHAFRIN

Favorite Like O Comment

01-01-0041 (C) Samsuri Bin Abdul Jalil
Muodified 3 months ago by MOHD FAIZAL BIN ISMAIL

Favorite Like O Comment

01-01-0042 (C) Noraida Bt. Idris
Modified 3 months ago by MOHD FAIZAL BIN ISMAIL

Favorite Like O Comment

01-01-0046 (C) Ridzuan Bin Zakaria

Mrdifind 2 ranthe aon b MOHD FAITA] RIM ISRAN

EXAMPLE

. Detailed View Option

Site Dashboard  Document Library  Calendar Wik " 0 ¥

Hide Folders
Hide Breadcrumb
£l RSS Feed

Full Window

Full Screen

Simple View

Detailed View

Gallery View
Filrristrip View
Table View
Audio View

Media View

¢ Set "Detailed View" as default for this folder

} Download a= Iip
¢ | View Details

# Edit Properties

More...

Edit Properties
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Home My Files  Shared Files  Sites - asks Repository QZALIYAT| BT. OMAR =

LisalLs adlelzcllllicL I .
:lnllllli'?_lﬁﬂil-ﬁmwm Private Site Dashboard  Document Library  Calendar  Wiki !+ i
Rl Lol bt gy
Select * = Create.. * T Uplaad i MName = @
¥ Documents F -
o Documents > f MSD = & 01 Personal Files > [ 01-01 Staff > [ STAFF Hide Folders
Hide Breadcrumb
Name Title ' Description | Creator Created Modifier Modified
. = 01-01-0017 {C) Amir Bin Omar OZALIYATI BT. OMAR Mon 13 Aug 2018 08:54:47 MOHD AIMAN OSMAN  FrigNov2g oo Ro3Feed
@  01-01-0027 {C) Azman Bin Nokman NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2012 12:13:56  ANDISHAFRIN SHAFRIN ~ Mon 22 Oct Full Window
D Full 5creen
. @  01-01-0041 () Samsuri Bin Abdul Jali NURAZLINA ET. ABDUL RASHID Tue 14 Aug 2013 12:14:06  MOHD FAIZAL BIN ISMAIL Wed 29 Aug
¥ Libra
v L Simple View
@ Documents W 01-01-0042 (C) Noraida B. Idris NURAZLINA ET. ABDUL RASHID Tue 14 Aug 2013 12:14:18  MOHD FAIZAL BIN ISMAIL Wed 29 Aug ,
|:| Detailed View
= W50 .
) , W 01-01-D045 (C) Ridzuan Bin Zakaria NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2013 12:14:38  MOHD FAIZAL BIN ISMAIL Wed 29 Aug Gallery View
™ 01 Personal Files |:| .
) Filmstrip View
W 0101 Seaff @ 01-01-0047 () Abdul Fattah Bin Ibrahim NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2013 12:14:46 MOHD FAIZAL BIN ISMAIL Wed 29 Aug ——
W AT STAFF H
B BCSTAFF @  01-01-0048 (C) Ramle Bin Ariffin NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2018 12:14:54  MOHD FAIZAL BIN ISMAIL Wed 17 Oct Audia View
W BGSTARE [] Media View
™ Cr <t @  01-01-0049 {C) Nor Shamsinar Bte. Haji Mohd. NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2012 12:15:01  MOHD FAIZAL BIN ISMAIL Wed 29 Aug
[ Nor Set "Table View" as default for this folder
W FTSTAFF @ 01-01-0050 {C) Siti Hanim Bt. Mohd. Hosni NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2012 12:15:09  MOHD FAIZAL BIN ISMAIL Wed 29 Aug 2078 TE:5¥:58
W KT STAFF H
W OTHERS STARF q @  01-01-0053 {C) lzani Bin Haji Othman NURAZLINA ET. ABDUL RASHID Tue 14 Aug 2012 12:15:19  MOHD FAIZAL BIN ISMAIL Wed 29 Aug 2018 17-00:55 S
W STAFF
@ 01-01-0061 (C) lsmail Bin Johan NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2013 12:15:27 ANDI SHAFRIN SHAFRIN  Wed 3 Oct 2018 11:01:45
W 01010017 () A [] View Details
W 01-01-0027 (C) Az W 01-01-0073 (C) Zainuddin Bin Abdul Hanan NURAZLINA BT. ABDUL RASHID Tue 14 Aug 2018 12:15:35  MOHD FAIZAL BIN ISMAIL Wed 7 Nov 2018 12:07:13
® 1010001 (g 52| L

EXAMPLE : Table View Option



UPLOADING RECORDS

2]

& Search files, people, sites

Lyl szl 8lic. )
e o MSD Private Site Dashboard  Documentlibrary Calendar  Wiki  More * ® J:F v
BN -

Zelect - Create... * T Upload Mame « Options =

¥ Documents

All Documents

I'm Editing
Others are Editing
Recently Meodified
Recently Added

My Favaorites

¥ Library

® Documents

= MED
& 01 Perzonal Files
= 01-01 Staff

W AT STAFF

BC STAFF

BG STAFF

CFSTAFF

FT STAFF

KT STAFF

STAFF

OTHERS STAFF

ﬂ Documents > @@ MSD > @ 01 Personal Files = @ 01-01 5iaff = @@ STAFF > @ 01-01-0017 {C) Amir Bin Omar

MName

- 01-01-8760 (C) NUR AZAM BIN ABDULLAH

0

M7.TIF

= 17[21PDF

17[2]-2.PDF

5 % INTERIM INCREMENT OF 5¢
1591.PDF

ADJUSTMENT OF SALARY.PDF

ADVICE OF PAYROLL CHAMNCES FOR THE
MONTH OF OCTOBER 1357 PDF

ALLOWANCE CLAIM FOR MOVING TO NEW
HOUSE_PDF

ANMMNUAL REPORT ON SALARY INCREASE
MONTH JULY 1387.PDF

O o o0oo0o40doogodoo

ARIRIIEA] FUFEGSET Skl SRl R ISR A T

ADJUSTMENT OF SERVICE ALLO was i e

Title Description

Creator
MOHD AIMAN O5MAN

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

Upload Files to

Select files to upload

L

—

ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

EASI IR CAITEE PR

Created
Fri 9 Mov 2018 15:58:40

Wed 29 Aug 20HE
16:50:33

Wed 29 Aug 20HE
16:50:35

16:50:42

Wed 29 Aug 20HE
16:50:43

e

Wed 29 Aug 2018
16:50:43

Wed 29 Aug 2018
16:50:43

T TN T P

Maodifier
MOHD AlMAN OSMAN

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

MOHD FAIZAL BIN
ISMAIL

RAS IR FAITAL PR

Medified
Fri 9 Nowv 2018 16:24:23

Wed 29 Aug 2018
16:50:33

Wed 29 Aug 2018
16:50:35

Wed 29 Aug 2018
16:50:41

Wed 29 Aug 2018
16:50:33

Wed 29 Aug 20138
16:50:42

Wed 29 Aug 2018
16:50:42

Wed 29 Aug 2018
16:50:43

Wed 29 Aug 2018
16:50:43

Wed 29 Aug 2018
16:50:43

Wi_ 8 AR & Anan

Only KCDIOs’ Records Liaison Officers and Assistant Records Liaison Officers can upload documents
KCDIO must register designated persons to be given access to perform the task.
The task may be centralized function or decentralized to a few Assistant Records Liaison Officers.



OR JUST DRAG & DROP RECORDS IN THE REQUIRED FOLDER

Select + + Create... * ¥ upload 1 t  Name *

it Documents > f@ MSD = @ General Files - MSD > [ 02 Corporate Profile > [ 02-03 Organisational Charts > &g 02-03-02 ( G) Organisational Restructuring

Drag and drop to upload files!

: Drag files from your desktop and drop them here to 2720 | You can drop files onto folders.
.+ upload. E J
You can also... 2.
— @ Upload files

.

= I

|
':—-:’.L- Create a folder

0-00f0 << ==



DOCUMENTS ACTION

HOme MyFiles SharedFiles Sites»  Tasks+  People  Repository QZALIYATI BT. OMAR +

Q, Searchfiles, people, sites

Ll bl Mic bl
TRV LK VST AT

Documents = MSD
IDMS Slide presentation.pptx
Modified by OZALIYATI BT. OMAR on Fri 16 Nov 2018 13:40:47 Favorite Like 0 Comment Share

[ Next [1 Fl]/26 8% Maximize Download .
) ¥ Document Actions

D Pprivate Site Dashboard  Document Library ~ Calendar ~ Wiki

Download

View In Browser

[ITUM DOCUMENTS MANAGEMENT SYSTEM st e
(IDMS) Edit Offline

Upload New Version

The IDMS Access Form is available at the MSD Intranet Edt Propertes
http:/www.iium.edu.my/division/msd/downloadable-forms-3 Moveto..
Copy to...
[DMS is accessible thr¢ ™ Delete Document
https://ibnubaitar.iium.e o la LR : Edit in Google Docs™

Comments

Add Comment
No comments
No comments

Start Workflow
Manage Permissions
Become Owner
Manage Aspects

(hange Type
¥ Tags
(Nong)

Y Share

Copy this link to share the current page

https:/fidms. ium.edu.my/share/page/site/msd/documer

¥ Properties
Name: IDMS Slide prasentation,pptx
Title: PowerPoint Presentation
Description: (None)

Author: OZALIYATI BT OMAR

Mimetype: Microsoft Size: 3MB

PowerPoint 2007
Creator: ozaliyati Created Date: Fri16 Nov
2018 13:40:43
Modifier: ozaliyati Modified Date: Fri 16 Nov
2018 13:40:47
¥ Version History
Last Version

IDMS Slice presentation.pptx
QZALIVATI BT. OMAR Just now

Older Versions

This document has no previous versions

Once uploaded, we can set the records’ accessibility options and tag it for easy search.



ADMIN FUNCTION

UPDATE VERSION

Home Shared Files OZALIYATI BT. OMAR

"'-'1'_'." Files -'-:E:::-Ei'[:::r_-; LA % SEdrch Tiles, people, site
Ll pallelsall i |
ey s e PﬂSD Private Site Dashboard  Document Library Calendar Wiki  Maore - .
Lol A ey +
Select + Create.. - Uplaad Mame * Optians =
¥ Documents F i
All Documentz #  Documents = § MSD > § 01 Personal Files = &8 01-01 Staff = §§ STAFF > §@ 01-01-0049 (C) Ner Shamsinar Bte. Haji Mohd. Nor
I'm Editing
Others are Editing |:| e — 049.PDF Download
Recently Madified Created 3 months ago by MOHD FAIZAL BIN ISMAIL 118 KB View In Browssr
Recently Added Edit Properties
My Favarites More...
Favorite Like O Comment Share I Ul New Versi I
v Library pload Mew Version
0 49[2]-1.PDF Edit Offline
™ Documents —_— . e -2 . 5 .
Created 3 months ago by MOHD FAIZAL BIN ISMAIL 26 MB Copyto.. | Upload New Version
MsD .
Mave to...
01 Perzonal Files Delete Document
101 Seaff Favorie Like O Comment . Share Start Workflow
AT STAFF 49-11.PDF Manage Permissions
BCSTAFF O Created 3 months ago by MOHD FAIZAL BIN ISMAIL 80 KB
BG STAFF
CFSTAFF
FT STAFF Favorite Like O Comment Share
KT STAFF [ o =i 5% INCREMENT OF SALARY.PDF
OTHERS STAFF Created 3 months ago by MOHD FAIZAL BIN ISMAIL 44 KB
™ STAFF

01-01-0017 (C) A

Users can update the version of their documents without overriding the previous version of the documents

created in words, powerpoint and etc.

W= i-uusEo il R



UNUTILISED FUNCTION

STARTING A WORKFLOW

Home Shared Files Sites -

My Files

ng".aa.u“l:"i.u!..lmml.\" M SD vty Files 5 Sites v Tashs =
) DFTILXITIONIL IRLLSDC PXITERT MILATEL Private
T balla apadlcllapllblaca bl
Rl ol bl gty st s teemmom S0 rivate
el Ay
Workflow: I Please select a workflow... - ] Workfiow:
Select... x
New Task
I | nura Search
Assign a new task to yourself or a colle Eners
Message: MURAZLIMA BT. AEDUL RASHID (nur MURAZLINA BT. AEDIUL RASHID
Review and Approve (group review) azlinzar) (nurazlinaar)
Assign a review task to a group
Review and Approve (one or more revis
Assign a review task to multiple review
Due: Pricrity:
Review and Approve (pooled review) _ Medium | w
Assign a review task to multiple review
Review And Approve (single reviewer) Assignes
Assign a review task to a single reviews Assign To: *
il
—
ltermns
Ibems:

IDMS Slide presentation.ppix
| i:l Descripdaon: (Mone)
Modified on: Fri 16 Now 20018 13:40:47

View More Actions

Remaowe

| Add || Remove Al

Orther Options
Send Email Motifications

AlFresco open source system has the capability to create workflows.
But for IDMS purposes, the use is currently limited to archival of records only.



ADMIN FUNCTION
TAGGING A DOCUMENT MANAGE PERMISSION OF A DOCUMENT

Home  Myfies  faredfes Siest  Tads®  People  Repostory Home  MyFiles  SharedFiles Sites+  Tasks+  People  Repository OZALNATIET.OMAR (eI
i |l el) Lol llieds|

g PO T SD Miate | VTP R VDT Tl SD Private SiteDashboard  Document Library  Calendar  Wiki - More »
W ke LA gy

Documents » & M5D

bt Properties: IDMS Slde presentation.pptx

el Manage Permissions: IDMS Slide presentation.pptx Inherit Permissions ~ Add User/Graup

Name: # Inherited Permissions
DS i presentation ppts Jsersand G ke ()

sers and lroups
fite site_mzd_SiteCollabarator Site Collaborator
PowePain: Presentation
Descrit site_msd_SiteConsumer Site Consumer
escrption:

site_msd_SiteContributor Site Contributor

site_msd_SiteManager Site Manager
Author:
AT BT ONER Locally Set Permissions

Users and Groups Role Actions

Tags: -
‘ et ‘ No permissions set.

Nimetype: ‘ Cancel ‘

Microsoft PowerPain: 2007 v

For easy search of its content, it is highly recommended for a record to be OCR prior to uploading it into IDMS.
The records can also be tagged.



Home My Files Shared Files

Lills gadllellaallllicabll
Ll L S A iy

¥ Documents

¥ Library
Documents
M50
01 Personal Files
01-01 5eaff

AT STAFF

BC STAFF

BG STAFF

CF STAFF

FT STAFF

KT STAFF

DTHERS STAFF
STAFF

LR TR L F R,

Vo

SEARCH

Sites * Tasks = People Repository
Private
Select Create.. * Upload
# Documents * MED = 01 Personal Files > 01-01 5taff = STAFF

O O 0O o0oo00go0oogofd

]

Name

01-01-0017 {

01-01-0027 |

01-01-0041 {

01-01-0042 {

0

-01-0046 |

01-01-D047 |

a

-01-0048 {
01-01-0043 |

Maor
01-01-0050

01-01-D059 |

01-01-0061 {

Search for your document using either normal search or advanced search.
Choose Folder instead of Content for a better search of a folder
rather than any documents that contain the word being searched.

C) Amir Bin Omar

Lisalla suallelzlllllac )l _
oo moecprmemaunm - ST Private

Ll C RN S g

C:IAZ'TIEH Bin Nokman Look for:  Content -+

Content

- o s .
C) Samsuri Bin Abdul Jali Keywa Searches for all types of content

Falders

C:I Moraida Bt. Idris Searches for all folders and containery

Mame:
C) Ridzuan Bin Zakaria

Title:
C) Abdul Fattah Bin Ibrahim

C) Ramle Bin Ariffin

Description:
C) Mor Shamsinar Bre. Haji Mok

) Siti Hanim Bt. Mohd. Hosni

) L. . Mimetype:
C) Izani Bin Haji Othman
: Unknown

Modified Date:

- .
C) Ismazil Bin Johan Eram- To-

< >

Normal
Search

Advanced
Search

ozauvarier owan | (T )

Advanced Search...

L Cashboard Document Library  Calendar ViK1 ore -« A
| Advanced 5earch... |
Mame = Options *

Actions
a0
Search 12:81
£3:16

Once user click the
Advanced Search, a user
may search by:

12:30
5857
53:58
00:55

|:45




VIEW AFTER ADVANCED SEARCH FOLDERS

People

Home My Files Shared Files

Repository OZALIYATI BT. OMAR -~

Lodla sdlella oL
:m:u.lmunn}.l.ucmmm Sea r(:h Private Site Dashboard Document Library Calendar Wik More - A v
L e R oy
Search in: MsD -
Filter by: - 1 - results found Relevance - .
¥ Creator 01-01-3350 (C) Haniza Bt Khalid
OZALIYATI ET. OMAR 1 Modified just now by OZALIYATI BT. OMAR | Site: MSD
In folder: /MSDA01 Personal Filesf01-01 Staff/STAFF
¥ Created
In the last & months 1
TEye Shows only the folder
¥ Modifier
OZALIYATI BT. OMAR 1
Home My Files Shared Files Sites - Tasks - People Repository OZALIYATI BT. OMAR ~ A, Search files, pe e, sites
Loudle sallcllcwtl a0 S - - o " e "
OFTERNATIONAL ILAMIC TNIVERSTTE MALATIIL Private Site Das oar Document Libra Calendar Wik More -
S S earc ry X
Search in: MsSD -
Filter by: - 203 - results found Relevance - -
¥ Creator & 32350-1.PDF
MOHD FAIZAL BIM ISMAIL 125 ) = Modified 16 days ago by NURAZLINA BT. ABDUL RASHID | Size:4 MB| Site: MSD
— Im folder: /MSD/O1 Personal Files/01-01 Staff/sSTAFF/OT1-01-2350 (C) Haniza Bt kKhalid
MURAZLIMNA BT. ABDUL RASHID 73
MO HD AIMAN OSMAM < “irternational fsiamic Unfversity AMalaysia Rector Bearn MUMNMA202/-CrAlil-3350 Sr. Haniza br.
Khaiial... ™
AMNDI SHAFRIMN SHAFRIMN 1
¥ File Type - 32350-3.PDF

E sssospor = Normal search shows all possible documents and folders

In folder: /MSDYO1 Personal |

v crentea ploser e reen - containing the word being searched. The time taken to

Today 1

_ conduct the search will be longer.
This week 2 3350-2.PDF

This meonth 122 Modified 16 days ago by NURAZLINA BT. ABDUL RASHID | Size:9 MB | Site: MSD

Im folder: /BMSD/O1 Personal Files/01-01 Staff/STAFF/O1-01-23250 (C) Haniza Bt Khalid
In the last & months 203



ADMIN FUNCTION

SAVING ADVANCED SEARCH SETTINGS

Home My Files Shared Files Sites « Tasks - People Repository OZALIYATI BT. OMAR -

L, Search files, people, sites ]

Ll dualellasalllac.dl
srmoi secprmsmaurs [\ S[D - private Site Dashboard  Document Library ~ Calendar Wiki  More ., v
Site Members Site Activities Saved Search
Add Users Everyone's activities - all items - in the last 7 days ~ Mo results found.
s
1-610f61 All Members Today
L]
ANDI SHAFRIN SHAFRIN ee OZALIYAT! BT. OMAR deleted data list ==/test (To Do List)
Contributor 5 minutes ago
ee
AZIRAA MOHD ZAWYAAI & o OZALIYAT! BT. OMAR created data list ==/test (To Do List)
Manager F it e v
Abdul Rahim Ahmad Site Content Site Search
Manager I've Recently Modified - Search
: : ™ Keep track of content changes 0
Adis Nabawi Azizan ‘ P &
Collaborator —  Easily see which document library items site members have been working on. In No results found.
the detailed view you can like an item and mark it as a favorite. You can also jump
,@\ Administrator to the details page to leave a comment.

If a User always use advanced search specifying a standard criteria of search, the User can actually save the advanced search
setting for easy use in the future without having to repeat typing the setting.
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Make sure you use the right filing code in your correspondences






