Procedure To Upload on the Enrich Portal

This is the CIC Site Manager View. It appears when you go to http://enrichcic.nic.in 
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In the drop-down that is visible, select CIC Site Manager as your role.

The moment you make your selection, the screen changes, and more fields appear where you need to make selections from the drop-down lists.

Key-in your Password, tab to the State, District and CIC Name fields. 

Pages 2, 3 and 4 depict these steps.
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Key-in your Password, tab to the State, District and CIC Name fields.

Pages 2, 3 and 4 depict these steps.
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Key-in your Password, tab to the State, District and CIC Name fields.

Pages 2, 3 and 4 have depicted these steps.
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Options appear in the left panel which allow you to make changes to this eNRICH portal.

This is the ‘Information Resource’ view.
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Click on the ‘+’ sign, it is a bullet, to expand the tree further.

This is the ‘Services’ view.
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Click on the ‘+’ sign, it is a bullet, to expand the tree further.

Highlight the destination in the tree where you want to Upload pages. 
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Button 1

Click on the ‘+’ button to Add, numbered here as Button 1.

A pop-up window appears, asking whether you wish to cerate a sub-category or a link. A sub-category will create another bulleted-item in the tree. Use it if the information you want to upload does not fit into any system defined sub-category. 

Else, choose the “New Link” option.
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If you wish to create a “Sub- Category”, the following window will appear.

In the “Label” Field, enter an apt name as it will appear on the web-site.

Also, try to give some keywords, that will get picked up by search engines.
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Right now, the “Save” button is disabled. But when you make any changes, it will get enabled. Be sure to save all changes you make.

Note: DONOT uncheck the ‘Display on site’ option.

If u wish to create a “New Link”, the following page will appear.

In the “Label” Field, enter an apt name as it will appear on the web-site.

Also, try to give some keywords, that will get picked up by search engines.
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Note: DONOT uncheck the ‘Display on site’ option.

There are two options present to link, termed as “Link To”. 

Select the “Local File” option if you wish to upload a file from your system.  Click on the Browse button to select the relevant file. Click on the ‘Okay’ button, as a check the file you wish should appear in the “Upload New File” field. Click on the “Save” button.

Right now, the “Save” button is disabled. But when you make any changes, it will get enabled. Be sure to save all changes you make.
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Note: If at a later date, the information on your system file has changed. All you have to do is, change the name of the file, maybe term it as <Filename_version2> and upload it.

You don’t necessarily have to delete the link, all you have to do is change the file.

A message-box appears with the information that the file is being uploaded. Later, once the uploading is complete, it informs you about that as well.

Once the file has been uploaded, the name appears in the “Uploaded File Name” field.

[image: image13.png]2 Site Manager - Microsoft Internet Explorer

BARHAMPUR

B site Profile
& Domain Manager
© Ragistared Users
& Information Resource
@ Basic Needs
& Government Information
 Government Schemes
8 Progress Report of Di
 Role of Panchayat Ra
& Community and Rural
@ Department-wise Gitizer
@ BPL Family List
@ Voters List
@ Employment Opportunit
 Licanzes and Permits
@ Self Employment
8 Access to Justice
& Environmental Awareness
& Area Profile
& Neighboring States
@ Neighboring Districts
@ Neighboring Blocks, Comm:
5 CIC Profile
@ Services
 Local Tosues B

[

Label

Welcome CIC Site Manager | BARHAMPUR.

[Community and Rural Davelopmen

€ Copy this Link in all the Websites of this State

€ Copy this Link in all the Websites of this District

Longasity of the Link

Key Words

Link To

Uploaded File

Upload New File

AT
Feharmes
rural develapmant

rarl sehamaz

Enter Text]

& Local Fila © web Pags URL

4 NagaonGoutschame. html Open Uplosded File

gstart] | 2 @ & 5 || &)5ite Manager.| INCHils HTML|[Z]Site Mana... E]Document2

| sorem




Note: Sometimes, this message box takes a minute to appear. Please don’t click on the “Save” button continuously, else it will add the link a few more times!!

Click on the “Open Uploaded File” link to see how the file will look on the web.
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Note: Please maximize the window, otherwise the output will seem to be unformatted, maybe even disjointed.

Once you have uploaded all the files, you can see how the web-site will look by clicking on the Button numbered as 1. 

While uploading, if the left panel does not reflect the changes you make, click on the Button numbered as 2.

Remember to Log-Out of the Site Manager, using Button numbered as 3,  and not by simply closing the window. If the server does not log you out, it will not terminate your session, this will create problems later when you may wish to make changes to the site.
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