DOCUMENT JOURNEY MANAGEMENT SYSTEM {D]JMS}

% The Document Journey Management System is used to maintain the flow of the document
within the organization.

% It gives the detailed information of the current status of the document, showing the detail of the
department. It also has the provision of approving and acknowledging the document.

% It gives various kinds reports and helps in maintaining and monitoring the flow of the document

To start DJMS Type the below URL or copy paste it into the browser

http://eoffice.mu.ac.in/

It will open the screen which looks like the one

E-OFFICE - University of Mumbai
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1) CLICK ON DJMS AND IT WILL OPEN A SCREEN AS SHOWN BELOW

S
.@. University of E 'Iwﬁai

> User Manual Passwo-rd ......
: Financtal (rm——
> Circulars Click to enable Adabe Flash Player

% Downloads % LOG-IN HERE

SOFTWARE
MUSAP For any queries contact :- helpdesk@ucc.mu.ac.in
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SOFTWARE

aMUSAP

DIMS  Forms  Reports

DEPARTMENT : UCC

After Login User Dashboard will look like

WAUniversity o

utility
FIN'YR : 2018-19

Dash Board

Corr No

Subject

FAC/ICD/2016-17/1085

FAQ/CD/2015-16/1128

FAQ/CD/2017-18/1713

FAQ/ICD/2015-16/2384

FAC/ICD/2015-16/2598

VCACD/2015-16/277
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M/s. Tats Communications Ltd,
Payment of Rs.6,32,500/-

TRYAT - L TR J FH A 9
AHAT

RENEWAL OF CYSEROAM SOPHOS Staff Training v
FIREWALLS

TR b ST 37 R T Forms EJ=
FTATETaT

HARDWARE REQUIREMENT FOR THE
UCC RS.413,837/-

Concoal ‘B

‘e provide HP Laser Jet Printer (Model &

Affiliation a

{ /m b

Select Task/Schedule

| Assign By Post Graduate o

No records to display.
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DJMS Number Entry Form
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UCC_COORDINATOR(Coordinator) &

Hostel %
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Under Graduate m
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DEPARTMENT : UCC FIN YR : 2018-19

Electronic Office (e-Office)

Sourca Internal Correspondence ¥

Internal Department & External Department
Cuwner Owner
Correspondence Info
Correspondence DOCUMENT 4
Correspondence Category General Correspondence g Correspondence Type
Correspondence No. *NEW* Date
Ref. No. Ref Date
Subject Snapshots for NAAC
Remarks
Upload File Choose File |No file chosen
Correspondence Forwarded To
Department University Computerisation Centre b o External Department
Employee UCC_COORDINATOR % Address To
Delivery Mode

4) Correspondence Status

Anivers ity Milmbai

Dash Board Logout

@ Master
ﬁ DIMS

Reports

‘;( Utility
b

(:(;)_4 Thesis

g Statistics

Establishment

SOFTWARE

MUSAP

[ ——

bﬂ- Eligibility,Enrollment & Migration

Finance a

UCC_COORDINATOR(Coordinator) : Dash Board Logout
Outward ik
Regular T
13/12/2018
13/12/2018 )
By Al -
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BMMUSAP - @niversgity o

DIMS  Forms  Reports  Utility
DEPARTMENT : UCC

FIN YR : 2018-19

UCC_COORDINATOR({Coordinator) : Dash Board

Logout
Correspondence Stafus
Fin. Year ‘EUIEJS k4 | FromDate [13/12/2018 il To Date B8 Ref. No ‘ Subject
From Department CorNo (24 \Dm )
Drag a column header and drop it here to group by that column
Notes  [Status | Fikho [ et o | Fieinverd Date | Fom Degertment [ FieType | subject
S— — University
[ View | || wiew|  uccacosons-igze 13/12/2018 Computersation Reguiar Snapshots for NAAC
Centre

4.1) Correspondence Status (inside view)

EMUSAP University o umbai
DIVS Foms Repots Uiy : o
DEPARTMENT : UCC N YR: 201849

UCC_COORDINATOR|Coordinator) : Dash Board
Correspondence Status
Com. Type Regular

ComMNo  UCCACD/2018-19/24 Correspondence | DOCUMENT

From Dept. |University Computerisztion Cen|  Corr. Owner

UCC COORDINATOR
St Snapshots for NAAC
4
Received Date Sent Date Employee Department Status
131 Acting VC - Secretariat Acting Vice Chancellor Cepariments Pending for Approval
131272018 13/12/2018 UCC_COORDINATOR University Computerisation Centre Approved & sent
| X Cose

5) Correspondence Tracking Form(Inbox View)
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Bdrivsae WUniversity ‘Mil mbai

DIMS  Forms  Reports Uty
DEPARTMENT : UCC FIN YR : 2018-19 UCC_COORDINATOR(Coordinator) : Dash Board Logout
Correspondence Tracking
Pending Validation Inbox Pending QOutbaox Completed Circular
Date 13/12/2018 i Tvpe Y
Corr. No Subject
Elacknowledge
Drag a column header and drop it here to group by that column
(8] ‘ Documents | File Type File No Received Date From Department | Received From | Subject Remark
@ View Regular UCCACD018-19/24 131212018 grersty Computeriaton | (icc_COORDINATOR Snapshots for NAAC
6) Correspondence Pending Form

EMMUSAP W*Aniversity o

DimMs Forms Reports Utility

DEPARTMENT : UCC FIN YR : 2018-19 UCC_COORDINATOR(Coordinator) & Dash Board Logout
Correspondence Tracking
Pending Validation Inbox Pending Outbox Completed Circular
Date 13/12/2018 B Type %
Corr. No 24 Subject Snapshots | [ Show |
| Notes ‘ Document | File No Received Date | From Department | Received From Subject | Status Fdit
= University Computerisation y
v AddView AddView UCC/ICD/2018-19/24 13/12/2018 e UCC_COORDINATOR Snapshots for NAAC Pending for Approval Edit
Forward To
Depariment Type University Depariment = College Stream Department  Universtty Computerisation Cev | = Empleyee | UCC_COORDINATOR i
I | Employee Name Depariment. Designation
¢/ UCC_COORDINATOR University Computerisation Centre Coordinator

7) Correspondence Outbox Form
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Biveio niversity of Aymbai

DIME  Foms  Repors Uiy

DEPARTMENT : LCC FINYR: 2018-19 UCC_COORDINATOR(Coordinator) 5 Dash Board Logout
Correspondence Tracking

Pending Validation Inbox Pending Quthox Completed Circular
Sent Date 13/2/2018 i) Type b
Carr.No 2 Subject Snapsot] ( [3 how |

Recall ‘ File No ‘ File Category Subject ‘ Receiver Depariment ‘ Sent Date

Recal UCCACD/2018-19/24 DOCUMENT Snapshotsfor NAAC UCC_ COORDINATOR gg'r":f")' Sorpierson 13/12/2018
8) Recall Correspondence

Byivsar _ @jlt"tfihz:ﬁ;;iigg of “Mlumbai

DIMS  Foms  Reports Uty
DEPARTMENT : UCC FINYR: 2018-19 UCC_CGOHDINATOH[Cuurdinatnr:l: Dash Board Logout

Recall Correspondence

Fin Year \201519 vl Grhe |5 Subject |: m Show )

Drag a column header and drop it here to group by that column

Recall ‘ File No ‘ File Inward Date ‘ From Depariment ‘ Recefved From ‘ Subject

Recall UCCAD/2008-19/25 131272018 University Camputerisation Centre UCC COORDINATOR Snapshiats for HAAC
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9) Allocate Correspondence

SOFTWARE
EMUSAP

DIMS  Forms  Reports  Utility

WUniversity ;wai

DEPARTMENT : UCC FIN YR : 2018-19 UCC_COORDINATOR(Coordinator) : Dash Board Logout
Allocate Departments to Inwards
Inward Date 13/12/2018 ) Corr. No 23
subjet \ | [3 show ) (Onew )
Allocate
i Boaiin File No Ref, No Inward Date File Type From Department Subject
@ UCCCD/201819/25 13120018 Regular o ion Centre SPapshots for NAAC
‘Comrespondence Forwarded To

Department University Computerisation Centre

10) Recall Correspondence

SOFTWARE
EMUSAP

DM Foms etk Uty
DEBARTVENT  UCC FINYR: 201849

B0 d

Unibersity of Mumbai

Com No

Employee UCC_COQRDINATOR

|/ submit |

1ICC_COORDINATOR(Coordinator) : Dash Board Logout

Recall Correspondence

ti]

Subject Ii 'NMU

Drag a column header and drop it here to group by that collmn

Recal ‘ File No

‘ file Inward Date ‘ From Depariment

‘ Received from ‘ Subject

Recal UCcacoy20ns-19/25

11) Reports
a. Inward Register

13/

Universty Computerisation Centre

UCC COORDINATOR Snapshots for NAAC
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SOFTWARE 1 . ™ , - e pand
dnialos AUniversity o imbai o of
/ N
DIMS  Forms  Reports  Utility
DEPARTMENT : UCC FIN YR : 2018-19 UCC_COORDINATOR(Coordinator) _: Dash Board Logout
Inward Register
From Date 01/12/2018 & Ta Date 13/12/2018 B
Correspondence v Correspandence Catagory Correspandence Type »
From Department To Department
Correspondence no Subject [3 show |
H 4L of3 b Pl Selecta format ¥ |Export (4
MUMEBAI UNIVERSITY
UCC_COORDINATOR
INWARD REGISTER REPORT
Period 01/12/2018 fo 13/12/2018
Department Name - Vice Chancllor
sr|inward  [File No Ref. No Subject |From ToEmployee | Signature
No|Date Department
1 |12112i2018 | UCCicDr2018- UGBS yroent | University WCSeoretsriat Fort
1823 of Computerissiion
ntemet | Centre
DATA
senvices
lease
Line
Cireuit
charges
to
MTNL
Tatal[1
b. Outward Register
SOFTWARE ) y = , - e
MUSAP Aniversity o _ inubm Pt
DIMS  Foms  Reports Uity
DEPARTMENT : UCC FIN YR : 2018-19 UCC_COORDINATOR({Coordinator) _‘. Dash Board Logout
Outward Register
From Date 011272018 To Date 13/12/2018 &
Correspondence No. Subject
Correspondence Category hd Correspondence Type --5gledt-- i
To Department - To Employee = D Show |
W4t Jofr b M Selact a format ¥ | Bxport @
UCC_COORDINATOR -
OUTWARD REGISTER REPORT
Period 01/12/2018 to 13/12/2018
rNo| File No Outward | Subject | From| From Emp. To Dept. Ta Emp. Status | Remarks
Date Dept
1 UCC/CDI2018-| 13112/2018 | Snapshots | UCC |UCC_COORDIMATOR | University UCC_COORDINATCOR | Pending
w24 for NAAC Computerisafion for
Centre Aoproval
2 UCC/ICD/2018-| 1311212018 | Snapshots | UCC | UCC_COORDINATOR Pending
w25 for NAAC for
Approvel
2 UCC/CD/2018-| 12112/2018 | Snapshots | UCC | UCC_COORDIMATOR | University UCC_COORDINATOR | Pending
w28 for NAAC Computerisafion for
Centre Approvel
4 UCC/ICD/2018-| 12112/2018 | Payment | UCC | UCC_COORDIMATOR | Vice Chancelor | VCSecretarist Fot | Pending
123 of Infernet for
DATA. Approvel
sarviess.
lezsa Ling
Cirout
chargesto
MTNL
Total 4

12)  Utility

a. Change Password
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a'"us"’ University Mﬂmbm’

DIMS  Forms  Reports  Utility
DEPARTMENT : UCC FIN'YR : 2018-19 UCC_COORDINATOR|Coordinator) : Dash Board Logout
Change Password




