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1. Introduction: 

1.1. Purpose: 
 
 

 
1.2. Scope: 

This is a reference document for the admin of 

http://mretailstore.com/kamarhati   site. This document will guide the user 

to understand the render in the website and understand the user level 

functionalities. 

 
 

This is purely for the admin and other users of the website. This document 

contains the steps of how to render in the website but contain the guide to 

modify the website contents. 
 

2. Logging into the Site: 

2.1. First Time Users: 
i. Open the link http://mretailstore.com/kamarhati/admin 

ii. Give the username and password 

iii. Click on Log In 

iv. Here is our login screen 

 
 

2.2. Access Control: 
i. Steps to add a new User (Only for Admin): 

a. Once you login as Admin you can create any no. of users of different roles 

b. Here are the steps given pictorially: 

i. once you login you will redirected to dashboard page:



 

 

ii. Then click on People and then Add user menu: 

 

 

 

 
 
 

 

iii. Fill the user details: 
 



 

 
 

 
 

iv. Once you add the user you will be redirected to list user page 

automatically & you can edit user : 

 
 

Click Here 



 

 
 

 
 

 

ii. Steps to edit the new information of existing user (Only for Admin): 

 

Steps to delete a user: 

There is no way to delete any user. Only the status of the user can be deactivated by 

following the below steps: 

a. Go to List Users 

 
 

Steps to User Permission: 
a. Change the group 
b. Click on Action Button 

 
 



 

 
c. Click on the User Permission 

 

 
 

d. Select Active and Deactivate option section wise 

 
 
 
 
 
 
 
 



 

 
 
 
 
 

e. Select Active and Deactivate option select every row in the section 

 
 

f. After select as per you requirement then Click on the Submit button to save the permission 

 
 
 
 
  

 
     

 

 

 



 

3. Step By Step Instructions on SLIDER: 

3.1. Update Slider: 
1. Change The Slider 

 
 

2. Go to Slider Menu 

 
 

3. Click on Slider List Image 

 



 

 

4. Click on Update Button 

 
 

5. Click on Submit 

 
6. Change status to active and Deactivate 

 



 

7. Change status to active and Deactivate 

 
 

3.2. Add Breadcrumb image: 
8. Go to Slider Menu 

 
 

9. Click on breadcrumb Image 

 



 

10. Give details 

 
 

11. Click on Submit 

 
 

3.3. Edit & Delete Breadcrumb image: 
12. Go to Slider Menu 

 



 

 

13. Click on Action Dropdown Button 

 
 

14. Click on Edit Option 

 
 

15. Give details 

16. Click on update 

 
 
 



 

 

3.4. Add Slider bar: 
17. Change the slider bar 

 
 

18. Go to Slider Menu 

 
 

19. Click on Slider bar 



 

 
 

20. Give details 

 
 

21. Click on update 



 

 
 

3.5. Slider Time Control: 
22. Go to Slider Menu 

 
 

23. Click on Slider time control  



 

 
 
 
 
 
 
 
 
 
 

24. Select  time 

 
 

25. Click on submit 



 

 
 
 

4. Step By Step Instructions on About Us: 

4.1. Add About Us Content: 
26. Add About Us  

 
 

 

 

 

 



 

27. Go to About Menu 

 
 

28. Click on About Us Content 

 
 
 
 
 
 
 
 
 



 

 

29. Give details on input filed 

 
 

30. Click on update 

 
 
 

4.2. Add about us chairman: 
31. Go to About us Menu 



 

 
 

32. Go to About us Menu 

 
 

33. Go to About Us menu 



 

 
 
 
 
 
 
 
 
 
 
 

34. Give details 

 
 

35. Click on Update Button 



 

 
 
 
 
 
 
 
 

5. Step By Step Instructions on Gallery: 

5.1. Add category list: 
36. Add Gallery category 

 
 



 

37. Go to gallery Menu 

 
 

38. Click on add category  

 
 

39. Give details 

 
 



 

40. Click on submit  button 

 
 
 
 
 

5.2. Edit category list: 
41. Go to gallery Menu 

 
 

42. Click on category list 

 



 

43. Click on action button 

 
 

44. Click on Edit option 

 
 

45. Give details 

 
 
 
 



 

46. Click on update button 

 
 
 

5.3. Add Image: 
47. Add gallery image 

 
 

48. Go to gallery Menu 

 
 



 

49. Click on add image 

 
 
 

50. Select image and category and alt text  

 
 

51. Give details 

 
 

52. Show in Home page 



 

 
 

53. Click on submit  button 

 
 

5.4. Edit Image: 
54. Go to gallery Menu 

 
 

55. Click on image list 



 

 
 

56. Click action button 

 
 
 
 

57. Click edit  

 
 

58. Give details 



 

 
 

59. Click on Checked for  Show in Home page 

 
 

60. Click on update  button 

 
 

6. Step By Step Instructions on Services: 

6.1. Update list services: 
61. Go to  services Menu 



 

 
 

62. Go to  services Menu 

 
 

63. Click on list services menu  

 
 

64. Click on update services 



 

 
65. Change the  details 

 
 

66. Click on update  Button 

 
 
 



 

7. Step By Step Instructions on Tender: 

7.1. Add tender: 
67. Go to tender  Menu 

 
 

68. Go to tender  Menu 

 
 

69. Click on add tender menu 



 

 
 

70. Give details 

 
 

71. Click on Show in notification panel  

 
 

72. Click on Submit Button 



 

 
 
 
 

7.2. Edit Tender: 
73. Go to tender  Menu 

 
 

74. Click on list tender menu 



 

 
 

75. Click on action button  

 
 

76. Click on edit  

 
 

77. Give details 



 

 
 

78. Click on Checkbox 

 
 
 
 
 

79. Show the notification panel in the home page 



 

 
 

80. Click on Submit Button 

 
 
 

7.3. Delete Tender: 
81. Go to tender  Menu 



 

 
 

82. Click on list tender menu 

 
 

83. Click on action button  

 
 

84. Click on Delete option  



 

 
 

85. Page refresh and show the delete massage. 
 

8. Step By Step Instructions on Councilors: 

8.1. Add Councilors: 
86. Add the Councilors 

 
 

87. Go to Councilors Menu 

 
 



 

88. Click on add councilors 

 
 

89. Give details 

 
 

90. Click on Submit Button 

 
 



 

8.2. Edit Councilors: 
91. Go to Menu 

 
 

92. Click on list  councilors 

 
 

93. Click on action button 

 
 
 



 

94. Click on edit 

 
 

95. Give details 

 
 

96. Click on Submit Button 

 
 
 



 

8.3. Delete Councilors: 
97. Go to Menu 

 
 

98. Click on list  councilors 

 
 

99. Click on action button 

 
 



 

100. Click on Delete option 

 
 

101. Successfully Deleted 
 

9. Step By Step Instructions on Notification: 

9.1. Add notification: 
102. Add Notification 

 
 

103. Go to Notification Menu 

 
 



 

104. Click on add notification content menu  

 
 

105. Give details 

 
 

106. Click on show notification checkbox for show in home page notification 

 
 

107. Give details 



 

 
 

108. Click on Submit Button 

 
 

9.2. Edit notification: 
109. Go to Menu 

 
 

 

 

 



 

110. Click on list  notification menu 

 
 

111. Click on action button  

 
 

112. click on edit 

 
 

113. Give details 



 

 
 

114. Click on show notification check box 

 
 

115. Click on update Button 

 
 
 



 

9.3. Add Dynamic Announcement: 
116. Add Announcement 

 
 

117. Go to Notification Menu 

 
 

118. Click on announcement 

 
 



 

119. Give details 

 
 

120. Click on Submit Button 

 
 
 
 

9.4. Edit Announcement: 
121. Go to Notification Menu 

 
 



 

122. Click on list announcement 

 
 

123. Click action  button 

 
 
 

124. Click on edit 

 
 

125. Give details to change as per your requirement 



 

 
 

126. Click on update  Button 

 

9.5. Delete Announcement: 
127. Go to Notification Menu 

 
 



 

128. Click on list announcement 

 
 

129. Click action  button 

 
 
 

130. Click on Delete 

 
 

131. Deleted successfully after click the delete option 
 



 

10. Step By Step Instructions on counter: 

10.1. Update list counter: 
132. Change Counter 

 
 

133. Go to Menu 

 
 

134. Click on list counter menu  

 
 

135. Click on update button 



 

 
 

136. Give details 

 
 

137. Click on Submit Button 

 
 
 



 

11. Step By Step Instructions on contact us: 

11.1. Update list Contact: 
138. Update Contact 

 
 

139.             Go to Contact Menu 

 
 

140.             Click on update content  menu  



 

 
 

141.             Give details 

 
 

142. Click on Submit Button 

 
 

12. Step By Step Instructions on Logo slider: 

12.1. Add logo slider image: 
143. Add Logo slider 



 

 
 

144. Go to Menu 

 
 

145. Click on add logo slider image 

 
 

146. Give details 



 

 
 

100.  Click on Submit Button 

 

12.2. Edit logo slider image: 
147. Go to Menu 

 
 

 



 

148. Click on add logo slider image 

 
 

149. Click on Action button 

 
 

150. Click on Edit option 

 
 
 



 

151. Give Details 

 
 

152. Click on Submit button 

 

12.3. Delete logo slider image: 
153. Go to Menu 

 



 

 

 

154. Click on add logo slider image 

 
 

155. Click on Action button 

 
 

156. Click on Edit option 

 
 



 

 

157. Give Details 

 
 

158. Deleted Successfully massage show after deleted logo 
 

13. Step By Step Grievance: 

13.1. List Grievance (View Details): 
159. Show the grievance form 

 
 

160. Fill the Grievance form and Submit 

 
 



 

161. Go to Grievance Menu 

 
 

162. Click on list Grievance option 

 
 

163. Click on Actions Dropdown 

 
 

164. Click on view details 



 

 
 

165. View the status 

 
 

166. Click to Download 

 

13.2. List Grievance (Forward): 



 

167. Go to Grievance Menu 

 
 

168. Click on list Grievance option 

 
 

169. Click on Actions Dropdown 

 
 

170. Click on Forward 



 

 
 

171. Give Details 

 
 

172. Click on Submit 

 
 

13.3. Completed Grievance: 



 

173. Go to Grievance Menu 

 
 

174. Click on Completed Grievance menu 

 
 

175. Click on Action menu 

 
 

176. Click on View Details 



 

 
 

177. View the Status and Click on the PDF file and download the file 

 

13.4. Completed Grievance: 
178. Go to Grievance Menu 

 
 

179. Click on Completed Grievance menu 



 

 
 

180. Click on Action menu 

 
 
 

181. Click on View Details 

 
 

182. View the Status and Click on the PDF file and download the file 



 

 
 

14. Step By Step Instructions on Page: 

14.1. Create page: 
183. Go to Menu 

 
184. Click on create page menu 

 



 

 

185. Input page name 

 
 

186. Give de tails 

 
 
 

187. Click on Submit Button 

 



 

 
 

14.2. Update page: 
188. Go to Menu 

 
 

189. Click on list page menu 

 
190. Click on action button 

 
 

191. Click on update content 



 

 
 

192. Change menu name and page and give details 

 
 
 
 

193. Click on update Button 

 
 

14.3. Delete page: 



 

194. Go to Menu 

 
 

195. Click on list page menu 

 
 
 

196. Click on action button 

 
 

197. Click on Delete 



 

 
 

198. Deleted Successfully 
 
 
 
 
 
 
 
 
 
 
 
 

15. Step By Step Instructions on Projects: 

15.1. Create Projects: 
199. Create project 

 
 



 

200. Go to Menu 

 
 

201. Click on create projects menu  
 

 
 

202. Click on Submit Button 

 
 
 

15.2. Edit Projects: 



 

203. Go to Menu 

 
 

204. Click on list  projects menu  

 
 

205. Click on action button  

 
 
 

206. Click on edit 



 

 
 

207. Give details and Click on Submit button 

 
 
 

15.3. Delete Projects: 
208. Go to Menu 

 
 



 

209. Click on list  projects menu  

 
 

210. Click on action button  

 
 

211. Click on Delete 

 
212. Deleted Successfully 

 

16. Step By Step Instructions on Web Color: 



 

16.1. Change color: 
213. Go to Menu 

 
 

214. Click on color change menu  

 
 

215. Change the section color and click on button to Submit 

 
 
 



 

17. Step By Step Instructions on Back Up: 

17.1. Database Backup & Restore:  
216. Click on Back up 

 
 

217. Click on Database Backup and Restore 

 
 

218. Backup file 

a) Click on Download button to download the database file 



 

 
219. Restore File 

a) Browse/Choose the  “*.csv” file 

b) Click on Restore button to restore the file into database 

 
 

17.2. File Backup & Restore: 
220. Click on Back Up 

 
 
 
 
 
 
 



 

221. Click on File backup & restore 

 
222. Back Up 

a) Click on Backup button to download the database file in zip format 

 
 

223. Restore File 

a) Click on Browse button to Choose the  “my_backup.zip”  file 

b) Click on Restore button to restore the file. 

 
 
 

 



 

User Guide IN CK Editor 
 

 Save icon 

 When you click save icon then all page data will be saved 

 New Page 

 Create New Page  

 Preview 

o View page 

 Print 

o Page data in print mode 

 Templates 

o Templates  is basic layout in page Builder…You can selects Default Templates 

 Cut 

o Cut data 

 Copy 

o Copy data 

 Past 

o Paste data 

 Past as plain text 

o Past plain text  

 Past form word 

o Past word text 

 Undo 

o Undo text 

 Redo 

o Redo text 

 Find & Replace 

o Find text or replace text 

  Replace 

o Find text and replace it 

 Select all  

o Select all 

 Form 

o Create a new form for data posting 

 Checkbox  

o Create new checkbox 

 Radio button 

o Use for create a new radio button 

 Text Field 

o Create new a text Field 

 Text area 

o Create a  new text area 



 

 

 Select Box   

o Create a new select box elements 

 Image Button 

o Create new button…Click on image button -> Choose image for button->click ok 

  
 Hidden Input Field 

o Create new input Field  for hidden elements 

 Bold 

o Make a Text in bold style 

 Italic  

o To make a text in italic style  

 Underline  

o Use for text underline 

 Subscript  

o User for text subscript 

 Super script 

o Use for superscript text  

 Copy formatting  

o Use for copy formatting 

 Remove formatting 

o Use for remove copy formatting text 

 Insert number list  

o Create order number  listing 

  Insert bulleted list  

o Use for make a text bulleting 

 Decrease indent 

o Use for make text decrease indent  

 Increase indent 

o Use for make text Increase indent 

 Block Quote  

o To make a text block quote 

 DIV 

o Crete a new div container…use for make column structure 

 Align left  

o Use to make a text alignment left side  

 Align center  

o Use to make a text alignment center side 

 Align right  

o Use to make a text alignment right side 

 Align justify  

o Use to make a text alignment justify  

 Text Direction left  

o Use text alignment left to right  

  Text Direction right  



 

o Use text alignment right to left 

 Link 

o Create a new link…  First select text then click link icon then put URL then ok… 

 Remove Link 

o Remove selected link text 

 Anchor flag 

o To make a new  anchor flag 

 Image Upload 

o Use for new image upload …Click image icon->then browse server uploaded image ->then put alt text->input 

height ,width->then click ok button 

 Insert  Video  

o Insert for new video insert…Click video icon-> then browse uploaded server->click responsive width checkbox->  

then input height and width ->then select align center->then click ok 

 Audio Upload  

o Use for music file…Click audio icon-> then browse uploaded image->then select file-> then browse uploaded image 

 Create Table  

o Click table icon->then selected row and Colum->select table then right click in mouse ->then click table properties-

>then input height ,width->then selected header fild->then click ok button 

  horizontal line 

o To make a new horizontal line 

 Smiley 

o Use for new make smile icon 

 Insert special character 

o Use for create new special character 

 Insert page brake 

o Use for new line brake  

 I frame 

o  The” I frame” tag defines a rectangular region within the document in which the browser can display a 

separate document, including scrollbars and borders. An inline frame is used to embed another document 

within the current HTML document. 

 embedded YouTube video 

o click on YouTube icon->paste embedded YouTube code  or paste YouTube url ->then input height and width->then 

click on ok button 

 insert timestamp 

o click on insert timestamp icon ->and show current date and time 

 css animation  

o use for make a new animation like hover or onclick or onload 

 styles 

o use to  make a new style in text 

 Format 

o Use for heading text  

 Font 

o To want to change your font style  

 Size  

o Use for font size 



 

 Text color 

o Make a new color In text  

 Background color 

o Make a new  background color  

 Minimize and maximize 

o Use for Minimize and maximize tab  

 Show blocks  

o Use for blocks quote…1st select a text ->click on icon  

 Button Link 

o Use for make a new button ….click o button icon ->then select style ->the fill up button text->then select style-

>then click ok 

 Create bootstrap guid  

o Use for design guid structure  
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