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SOKOINE UNIVERSITY OF AGRICULTURE

ELECTRONIC DOCUMENT MANAGEMENT SYSTEM (EDMS)

EIDMS 1s a System designed to manage the creation. storage and
control electronic documents at SUA. It manages documents like
I.eave of Absence. Imprest Request, Imprest Retirement. Payment
Voucher., Annual leave etc.

To access the system visit SUA Website then on Popular links click
EDMS or wvisit: farip:Hvww.edrms.sua.ac. iz edrms

How to create vour request on the svstem

= _.ogin to the system
Click the “Create Document” Button
Choose the document type yvyou want to create.
Fill the form.
Save vour document.

Close the document selection window.
>

- Click sSwemic button submit your document and wait for
document processing. The feedback will be sent through vour
Email and also displayed at the status bar of your document.

= Tmnp——- Abdulbastvwa Hassan

Athuman (111 793935)
- Destination Director CICT
iGC0 2% =
\ Status Complieted

== -

T For enqueries pls callr—
. 0764270810 OR 0715 319 699
ICT! ABDULBASTWA HASSAN
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ADMINISTRATIVE STAFF -

continue

Subriit decument: 2 \irecidn For g a1oval

document as shownh BelGW

@ oirecter cicT

1 Ayubu J Churi (00-00-00-09) -__.-:_=Auto selected by default if
only one person is assigned
to the office

@ Select attachments...

E Send Document ch_,"=| Click to send the document







ACADEMIC STAFF —




ACADEMIC STAFF —




ACADEMIC STAFF —
TO THE STAFF HANDLING YOUR

DUTIES UNDER ABSENCE

Submit documert © 1 | Staff handling duties under absenre

Q Al saff

ez =1 |Click here to put some

coments/words if you have

achments click here

Click here to send your document to a






ACADEMIC STAFF —




Submit document : 1 | Vote holder (HoD, Engineering)

Submit document : 1| Vote holder (HoD, Engineering)
@ Head - Department Of Engineering Sciences And Technology (DEST)

4 Abdulbastwa Hassan Athuman (301/0018)

@ Select attachments

Click to submit
the document

¢ Submit Document




Status Waitir

Ayubu J Churi
(00-00-00-09)

Destination Director CICT










Code 00-01-85 Personnel Abdulbastwa Hassan
SSOMNEL Athuman (111793935)

Date ~ 28/03/2019 22:18:52
CENTRE FOR INFORMATION AND COMMUNICATION soo | Destination Director CICT
Type  TECHNOLOGY (CICT) : Leave of absence Administrative Status  Completed
staff - CICT 1
Confirm h : week 3 days 1 hour 21
Creator Kide Elasto Mandike (111967224) enc @ DU oo onds







