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10 Introduction

11 Audience

National Panchayat Portal (NPP) of E-panchayat has been deweloped by National
Informatics Centre, Ministry of Information Technology and Gowt. of India for Ministry of
Panchayat Raj. NPP aims at generating a web site for each panchayat in the country as well
as for each of the State Panchayati Raj (PR) departments, thereby providing a unique web
identity to each panchayat and interlink the panchayat sites with State PR sites and the web
site of Ministry of Panchayati Raj (MoPR) to enable information exchange. NPP software have
an in-built content management and site management system that enable each NPP site to
effectively manage its content and configure the site as per need. Each NPP site also act as a
common gateway to all the software applications being deweloped as part of Panchayat

Enterprise Suite under e-Panchayat MMP.

1.2 Purpose of this document

This document attempts to describe the operational aspects of National Panchayat Portal
(NPP) with a view to assist all those who will be using NPP. The document provides step-wise
instructions for handling various aspects of the software with visual screens for easy and
better understanding. It also describes the error messages encountered while working with the

software with appropriate remedial actions required to be taken by you.

1.3 Document Organization

The document is divided in to four chapters.

Chapter 1: Introduction 7 This Chapter provides an Introduction to the document describing
the intended audience, purpose of the document, conwventions adopted in the document,
references and contact address for reporting the problems, encountered, if any while using the
software or related with this document.

Chapter 2: Brief Overview i This Chapter gives an ovenview of the software with a broad list
of features offered by it.

Chapter 3: Minimum System Requirements i This chapter provides information about the
minimum system requirement.

Chapter 4: General/Common Operating Instructions i This chapter provides instruction on
how to invoke the package.

Chapter 5. Specific Operating Instructions 7 This Chapter provides specific operating
instructions for each of the features offered by the software. The feature description includes a
general description of the feature, screen description wherever applicable, step-wise

instructions for carrying out the operation, what happens after the operation is successfully
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executed, what more can be done from the current screen and a list of messages that you

might encounter while carrying out the operation.

1.4 Conventions

The document follows the font settings for Chapter Heading, Sub-Headings at various levels and

text as indicated below:

Chapter Heading i Style hl

Sub-Heading Level 11 Style H2

Sub-Heading Lewvel 2 1 Arial Black, 10 pt

Sub-Heading Lewvel 31 Arial, 10 pt, Bold

Body Text i Arial, 10 pt

The labels related to text fields, buttons, icons etc. have been indicated in bold in the document text.

15 References

A User Manual Template (NIC-TPL-004 version 1.1) prescribed as per NIC Quality Standards.

A Software Requirements Specifications Document for NPP (National Panchayat Portal
_SRSvl_1_5)

1.6 Definitions/Glossary

This section gives a glossary of terms used in the rest of the document.

Term Description
Abstract Refers to the summary of a content resource.
Actor Is a role assumed by a user while using the use case or the

module. A role defines what activities the actor can perform in

NPP.

Attribute A key attribute is the unique, distinguishing characteristic of the
entity.

Content Portlet A content portlet typically displays one or more content items.

The portlet would invariably have a list of content items with a

title and link to the full item.

Editor Person who is responsible for editing a content item.

NIC-PID-NPP-USERMANUAL 0.1 PAGE 14 of 459 RELEASE DATE



Term

Expiry Date

Local Folder

Local Sub- Folder

Meta Data

NPP

NPP Site

NPP System

NPP Network

Panchayat

Portal Page

Description

Refers to the date after which a content item will be archived

by the system and will not be displayed in an NPP site.

A facility to group together the content items on a related topic,
based on local needs to form a navigation tree that allows

users to easily browse the content.
A sub-grouping under the local folder

Meta Data is often used to describe a piece of data. For
example the meta data for content item may include Title,

Author, Subject, Content Type and Creation Data etc.

Stands for National Panchayat Portal, which is a network of all
web sites that are part of panchayati raj system, including all
the panchayats in the country (District Panchayats,
Intermediate/Block Panchayats and Village Panchayats), State
Panchayati Raj Departments and Ministry of Panchayati Raj. It

is accessible through http://panchayat.gov.in

Refers to the web site of an entity which is part of Panchayati
Raj System viz. a Panchayat or a State Panchayati Raj
Department or Ministry of Panchayati Raj. Technically, an NPP
Site is a collection of portal pages and content customized for
a particular panchayat or State PR or MoPR site. Multiple NPP

Sites can coexist on a single NPP System.

Refers to a single installation of NPP. Each NPP System can

support one or more NPP Sites.

It is a collection of several NPP Systems networked together
for the purpose of sharing content. The NPP Network will
follow common Message and Metadata Standards to allow

exchange of content within the network and outside of it.

An institution (by whatever name called) of self government

constituted under Article 243B, for rural areas.

A richly featured web

page pr
content and facilities provided by an NPP Site.
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Term

Role

RSS

Site

Subject

System

Title

User Group

User

Workspace

Description

A role defines what activities the actor can perform in NPP.
Roles provided in NPP include Viewer/Listener, Contributor,
Content Manager, Site Designer, User Manager, System
Administrator, Registered User and Researcher.

RSS (most commonly expanded as Really Simple
Syndication or Rich Site Summary) is a family of web feed
formats used to publish frequently updated worksd such as
blog entries, news headlines, audio, and \videod in a
standardized format. An RSS document (which is called a
"feed", "web feed", or "channel") includes full or summarized
text, plus metadata such as publishing dates and authorship.
Web feeds benefit publishers by letting them syndicate content
automatically. They benefit readers who want to subscribe to
timely updates from fawoured websites or to aggregate feeds

from many sites into one place.

Same as NPP Site (has been used interchangeably)

Refers to a topic to which the content can be tagged and acts
as a meta data for the content. The list of subjects includes

Health, Agriculture etc.

Same as NPP System (has been used interchangeably)

It is a name given to a content item.

Corresponds to a group of individuals that can perform a

specific set of jobs according to the roles assigned.

An individual belonging to a specific User Group, who uses the

software system.

A Workspace is a conceptual framework that defines the list of
items, which a user group with Content Manager or Editor role
has to manage. A Workspace can be managed by only one

user group. However, one user group may manage more than

one Workspace
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1.7 Problem Reporting

In case of any problem related to the software or to this document, please contact

nicmopr@nic.in.

2.0 Brief Overview

2.1 Introduction

National Panchayat Portal (NPP) of e-panchayat has been deweloped by National
Informatics Centre, Ministry of Information Technology and Gowt. of India for Ministry of

Panchayat Raj.

National Panchayat Portal (NPP) is one of the software applications envisaged as part of
Phase Il of the e-Panchayat MMP.

Panchayat as a Local Self Governing body needs a web identity of its own and would also like
to share and exchange information with all stakeholders that are part of Panchayati Raj
system \iz. other panchayats, State PR departments and MoPR. Howewer, due to lack of
availability of technical skills and resources at grassroots, generation & maintenance of web
sites of such magnitude is extremely difficult. To address the problem, National Panchayat
Portal software would act as a tool for generating, configuring and managing the web sites for
all the panchayats in the country without requiring any software programming effort at the
users end. It would also allow effective management and exchange of content among these

web sites. Being the front-end or web-face of each panchayat.

2.2 Features

The features that will be offered by NPP can be broadly divided as follows:

User features i These are the features that the software will provide to its users. User
Features will include content creation, content viewing, content searching, content editing,

content management, content feedback and user management.

System Customization Features i System Customization features allows to configure the
structure, behaviour and appearance of the NPP Sites. These features include defining and
managing workspaces, creating portal pages, adding language support, and creating site

templates.

NPP Network will consist of a number of NPP Systems, each created from an installation of

NPP. The NPP System will be able to generate one or more NPP Sites. Further, each NPP
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26.

Site will comprise of one or more Portal Pages. Each Portal Page will consist of one or more

Portlets and navigation links.

2.3 Sections

NPP manual is divided into following sections:

Login

Logout

Forgot Password

Switch Language

How to Port the Data from the Old NPP Site.
Create Content Item

Edit Content Item

Publish Content Item

Preview Content ltem

. View Content Item

. Delete Content Item

. Create Web Content Item- Single Review Flow
. Create Web Content Item- Double Review Flow
. Archive Content

. Restore Content

. Create Media Type Content

. Edit Media Type Content

. Publish Media Type Content

. Create Form (DDL)

. Add Record/Fill Form

. Automatic Archival of Item

. Change Visual Theme

. Basic Search

. Advance Search

. Feedback

a. Add Feedback
b. Publish Feedback
c. Reject Feedback
d. View Feedback
Site Template
a. Create Site Template
b. Action Button-Edit Option

c. Action Button- Permission Option
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27.

28.

29.

30.

31.
32.

33.

34.

d.
e.
f.

Action Button- Delete Option
Manage Pages For Site Template

View Pages For Site Template

Page Template

a. Create Page Template
b. Action Button-Edit Option
c. Action Button- Permission Option
d. Action Button- Delete Option
Portal Page
a. Add Portal Page
b. Modify Portal Page
c. Delete Portal Page
Portlet
a. Add Portlet
b. Manage Portlet-Normal Portlet/ Asset Publisher Portlet
c. Manage Portlet- Document Media Display Portlet

User And Sites

a. Create User
b. Modify User
c. Modify Permission For the User
d. Manage Site Pages For User
e. Deactivate User
f.  Delete User
g. Create Site
h. Archive Site/lnactive Site
i. Restore Site/Activate Site
Visit Sites

Work Flow Configuration

a. Work Configuration- Create Web Content

b. Work Configuration- Comments / Feedback
Metadata

a. Create Meta Data

b. Modify Meta Data

c. Delete Suggested Meta Data

d. Review Suggested Metadata/Tags
Folder

a. Create Folder
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b. Edit Folder
c. Delete Folder
35. Configure Site Parameters

36. Configure System Parameters

24 Target Users

NPP users include:

Contributor

Editor

Publisher

Content Manager
System Administrator

Site Administrator

= =2 =4 =4 A A -4

Viewer/Listener

A detailed description of the complete functionality of the software is provided under Specific

Operating Instructions as part of Chapter 5.

3.0 Minimum System Requirements

NPP is a web based application, the minimum system requirements for accessing the website are
1) Mozilla 9+ or Internet Explorer 8+

2) Internet Connection

NIC-PID-NPP-USERMANUAL 0.1 PAGE 20 of 459 RELEASE DATE



4.0 GenerallCommon Operating Instructions

41 Getting Start

411 Login

4.1.1.1 Brief Description

You will see a Home Page as soon as you connect to your site. This section helps you

understand how to log into your site.

4.1.1.2 Precondition

You are on the site and are accessing your site page to log-in into it.

4.1.1.3 Screen Description

You will see a Home Page as soon as you connect to your site. You will be able to see the internal
pages for managing the content or site only after you successfully provide your Username and
Password in the Login Section as shown in Fig-4.1.1. When you click on Sign In button, new

screen is displayed as shown below:

National Panchayat Portal

Welcome  Site Parameters.

Thu 30 May 2013 | Search ”signin {iyHome [AJ/A¥ | English (United States) =
> Sign In < Return to Full Page

Email Address
administrator-35843@nic.

Password

Text Verification (Required)
6140

Sign In

©) Forgot Password

Fig 4.1.1
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You can signout from the application as shown below.

$ ©Addv 4 Goto ¥
B
=

s Site Pages.

epartment of Panchayati Raj iteAdmif i ot
|  site Settings o \/

N
o~

I~
Department of Panchayati Raj ANDHRA

home _ Site Parameters | Restore Contents | DDL | Form Type Content

[ site Content

Thu 30 May 2013 2, searc ign Out {GyHome (RY (A3

(2 Abour NPP

Title

n:
Friday 17 May 2013 03:17:35

Fig-4.1.2

The Login form, contain following buttons as indicated below: -

Sign In T This button allow you to submit the entered user name, password and Text

verification/Captcha into the system.

There are following options displayed on the Home Page:

DRI You will be able to increase or decrease the font size of the displayed site page using
this option.
English =] . . N
Language I This field allows you to select the language in which you want to

operate the software. You can select the language of your choice from the drop-down list that

contains the languages supported by the package.

—, Search
Search ° - There will be option to search any content on the site through this option.

Portal Pagesi There will be various Portal Pages displayed on the home page as available on the
visited site. Each page will display the content in various portlets. Each page holds the content

published on the sites, organized in form of Portlets.

Portlets -One or more Portlets constitute a Portal Page. A Portlet displays content as per the type
of Portlet and configuration set for the portlet. Organization and display of content items within a
Portlet will be governed by the type of Portlet and its configuration. A sample portal page and portlet
is being shown in fig. 4.1.3
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Sample Portal Page and Portlet:

& National Panchayat Portal

Welcome Site Parameters

Mon 27 May 2013 & search Dsignin  {yHome (AY A} |English (United States)

[} National Panchayat Portal > Signin

National Panchayat Portal Email Address |@nic.in

-

Text Verification ‘8825| i

i Panchayat Portal (NPP) is one of the 12 applications developed as part of Panchayat Enterprise Sul
(PES) under e-panchayat Mission Mode Project (MMP) (http://epanchayat.gov.in). NPP is designed to be a versatil
front-end for citizens and businesses to access the information & services provided by the Panchayats on their
devolved responsibilities. NPP is a collective name given to all Panchayat websites created using web-based
content management and content exchange k that and maintains dynamic web sites for all
the Panchayats in the country, including District Panchayats, Intermediate Panchayats, Village Panchayats and
OPR, State Panchayati Raj Departments (35). It can be accessed at http:/ /panchayatportals.gov.in.

@ Forgot Password

Goto: Ministry of Panchayati Raj

States @)
Select One ~]

Fig 4.1.3

4.1.1.4 Field Description

The Fields present on screen are-
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3 Captcha Description: This field is used to specify the text mentioned. The
Captcha text is used for verification that helps in verifying the

user.

Validation: This field must contain the text mentioned on the

login screen.

Mandatory/Optional: It is a Mandatory field.

4.1.1.5 Flow

How to Login

To Login, follow the steps given below:

1) You will see the Login form as soon as you connect to your site.
2) Click inside the User Name text-box and type your Username.
3) Click inside the Password text-box and type your password.

4) You hawe to enter captcha word in text verification field.

Welcome Site Parameters

Thu 30 May 2013 - Search >Signin {fiyHome [AJ/A4 |Engish (United States) =
> Sign In < Return to Full Page

Email Address
administrator-35848@nic.

Password

Text Verification (Required)
6140

Sign In

©) Forgot Password

6. Click the Sign In Button to submit your login details
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7. If the Login is successful, you will be able to proceed with the application. In case of an

error, an appropriate message is prompted to you (see the list of Messages given below).

8 Once you successfully log into the application,

homepage.

4.1.1.6 Post Condition

As you login successfully, forms are available to you as per the privileges for your role

assigned on the assigned site.

4.1.1.7 Messages

You may be prompted with one of the following messages:

S. No. Message Reason Expected Action from the user

1 This field is required This indicates that you have not Enter the Username or Password
entered Username and whichewer field is highlighted with
Password, depending upon the this error message.
highlighted field under which

this error message is displayed.

2 Your request failed to This indicates you havwe not Enter the correct User name or
complete. entered either wrong User Password.

name or Password.

3 Your request failed to This indicates you havwe not Enter the User name or Password.
complete. entered the correct User name

or Password.
Authentication failed.

Please try again.
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412

Message

4 The username or

password you
entered is incorrect;
another incorrect
login will temporarily
lock your account.

Please use forgot
password link to reset

the password

5 Your request failed to

complete.

This

been locked. Please

account has
contact an
administrator to have
this account

unlocked.

Logout

4.1.2.1 Brief Description

Reason

This indicates that you hawe

entered incorrect password
consecutively five times, and
because of which your account
is on the verge of being locked

by the system

This indicates that you have
exceeded the total number of
failed login attempts, and
because of which your account

has been locked by the system.

Expected Action from the user

You may use forget password link
to reset the password. Or enter
the correct credentials to log into

the application successfully.

You may either wait for ten minutes
or contact the System administrator

for unlocking your user account.

You will see a Home Page as soon as you connect to your site. The main purpose of this section is

to allow the actor to logout from the NPP application

4.1.2.2 Precondition

You must be logged into the NPP Portal.

4.1.2.3 Screen Description

Logout is a global link, i.e. it is available from each and ewvery page of the site. The below

screen indicates the logout

Sign Out

on the Sign Out link option as shown in Fig-4.1.4

link. To logout from the application, you need to click
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Welcome Admin Area Site Parameters

_{, Search JyHome Al'A% | English (United States)

Mon 27 May 2013

F -+ X > Sign In F -+ X

[ National Panchayat Portal
© Add New » | You are signed in as NPP Admin

National Panchayat Portal Goto:  Ministry of Panchavaty Raj

States )

Select One E[

]

m

I3
!

National Panchayat Portal (NPP) is one of the 12 applications developed as part of Panchayat Enterprise Suite
(PES) under e-panchayat Mission Mode Project (MMP) (http://epanchayat.gov.in). NPP is designed to be a versatile
front-end for citizens and businesses to access the information & services provided by the Panchayats on their
devolved responsibilities. NPP is a collective name given to all Panchayat websites created using web-based
content management and content exchange framework that generates and maintains dynamic web sites for all
the Panchayats in the country, including District Panchayats, Intermediate Panchayats, Village Panchayats and
MoPR, State Panchayati Raj Departments (35). It can be accessed at http:/ /panchayatportals.gov.in.

The Site is technically maintained by Nati ics Centre
Caontent i< mananed hv Natinnal Panchavat Partal

Fig 4.1.4

4.1.2.4 Field Description

The Fields present on screen are-

Sno | Field Name Description

1 Sign out Description i This is the link to log out of NPP site.
- Sign Out Validationsi This is alink

Mandatory/Optional - NA

4.1.2.5 Flow
1. You are logged into the NPP site and are accessing the site page.

: . Sign Out .
2. To Logout, Click on Sign out“’j an e link, as shown in below screen :
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National Panchayat Portal

Welcome Admin Area Site Parameters

»Home i—i‘ if English (United States) &2

Mon 27 May 2013

[} National Panchayat Portal F -+ X -~ Signin F -+ X

@ Add New > ‘ You are signed in as NPP Admin

National Panchayat Portal Goto: Ministry of Panchayati Raj
e States )
| Eait Select One [=]

National Panchayat Portal (NPP) is one of the 12 applications developed as part of Panchayat Enterprise Suite
(PES) under e-panchayat Mission Mode Project (MMP) (http://epanchayat.gov.in). NPP is designed to be a versatile
front-end for citizens and businesses to access the information & services provided by the Panchayats on their
devolved responsibilities. NPP is a collective name given to all Panchayat websites created using web-based
content management and content exchange framework that generates and maintains dynamic web sites for all
the Panchayats in the country, including District Panchayats, Intermediate Panchayats, Village Panchayats and
MoPR, State Panchayati Raj Departments (35). It can be accessed at http:/ /panchayatportals.gov.in.

The Site is i intained by Nati fics Centre
Caontent i< mananed hv Natinnal Panchavat Partal

3. When you click on Sign-out buttona message box is displayed fADo

as shown below.

4. If you click on Ok button system will log you out of the system. You are returned back on

the site home page as shown in below fig.
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