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EDMS QUICK GUIDE



Go to SUA Website in Popular links

click EDMS. OR

Visit http://www.edms.sua.ac.tz/edms

Login to the System using your

username and password.

Your credentials are available to the

Secretary of your department.

HOW TO ACCESS THE SYSTEM



 Login to the EDMS System.

 Click Create Document

 Choose the document type
(ie Leave of absence for your department)

 Fill the form.

 If you have any attachment eg.

Invitation letter click on the upload file

tool as shown below.

HOW TO CREATE LEAVE OF ABSENCE 

REQUEST THROUGH EDMS



 Save your document.

 Close the document selection window

by pressing (X)

 Your document is in draft mode.

Double click on your document name

to reopen it for submission.

 Then click submit button as shown

HOW TO SUBMIT/SEND LEAVE OF 

ABSENCE REQUEST TO YOUR HoD



For Administrative staff just click Submit

document as shown below

ADMINISTRATIVE STAFF - SUBMITING THE LEAVE OF 

ABSENCE REQUEST TO YOUR HoD         continue ………



 Then wait for processing from the

head of department.

 Your response will be sent through

your email as well as be displayed at

the status bar of your document

SUBMITING THE LEAVE OF ABSENCE 

REQUEST TO YOUR HoD         continue …………



For Academic staff, your document

must pass through the staff who will

handle your duties under your

absence. So click to select a person

to handle your duties. For those

with no duties to handle over, select

your own name during submission

as the person to handle your duties.

See the image below

ACADEMIC STAFF – SUBMITION OF THE 

LEAVE OF ABSENCE REQUEST



Click the submit button then choose

the name of the person whom you have

identified to handle your duties. S/he is

the one to send your request to the HoD.

If you have no duties to be attended in

your absence then select your own

name. If you have sent the document to

your own name, you need again to submit

the document to HoD by clicking

ACADEMIC STAFF – SUBMITION OF THE LEAVE 

OF ABSENCE REQUEST                continue …………



ACADEMIC STAFF – SUBMITION OF THE LEAVE OF 

ABSENCE REQUEST  TO THE STAFF HANDLING YOUR 

DUTIES UNDER ABSENCE



Accepting the Document by

staff handling duties and

Submitting the document to

the HoD.



The staff chosen to handle duties have to

accept the document and then submit it to

the HoD.

Login to the EDMS, you will see the name

of the document sent to you. Double click

to open it. Then click OK to accept it.

Then read and submit it to the HoD by

pressing submit button Confirm the

name of the Department & click submit.

ACADEMIC STAFF – HOW TO ACCEPT & 

SUBMIT THE DOCUMENT TO THE HoD





You need to confirm if you successfully

submitted your document and it is at the

level of HoD. Look at the Document

status to see the office name and the name

of HoD as shown below. If it has not

affected try to click refresh button

Confirm if the document has reached the HoD



APPROVAL OF LEAVE OF

ABSENCE REQUEST – BY

HEAD OF DEPARTMENT



When the HoD logs in to the system

S/he will see the document sent to

him/her.

 Double click to accept and open the

document. Then click approval button

 Fill the approval comment and

click Approve.

 Then Click to complete the process.

HoD – DOCUMENT APPROVAL



When the document is Successfully

approved or denied the status will

change to Completed and display 100%.

 Your response will be sent through your

email as well as be displayed at the

status bar of your document

APPROVAL RESPONSE FROM HoD



CONTACTS FOR QUERIES & ASSISTANCE

If you have any query or you need any

support please send your request through

EDMS Programmers: edms@sua.ac.tz

OR

CALL

0764 270810 ; 0713 327271 ; 0655 194351

0653 300682 ; 0655 999512 ; 0675 422366

Centre for ICT


