
DGComm Admin User Manual 

Module 1: Registration 

User: System Administrator 

1. System Administrator needs to login to access and manage the users. 

2. System Administrator can add a new user and assign the role to the user using the 

following form. Click on ‘Username’ displayed on right corner and select ‘Users’ 

menu.  

 

 

3. The Users page will display the list of existing users. And the System Admin can edit 

or delete the details and roles of the existing details. 

4. To add new user, System Admin has to click on the ‘New User’ button. 

 

 

 

 

 

 

Edit or Delete User details 

 

 

 



5. The new user has to enter username, email, and answer 3 simple questions for the 

security purpose. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Module 2: Login  

User: DGComm Administrator 

1. Enter username and password to login. 

 

 

2. The user will be redirected to the ‘Dashboard’ page where you will find the list of 

casualties with the latest one on top. The user can export the list in excel format or 

search a particular casualty.  

Excel    Search Bar 

 



 

Module 2: Forgot Password 

1. Click on ‘Forgot Your Password’ if you don’t remember it. 

 

 

2. Enter Username and click on ‘Reset Password’ button. 

 

 

 

 

 



3. Select one Security Question out of three and answer the question in the following 

textbox. 

 

4. Enter username, new password and confirm password. Click ‘Change Password’ 

button once the form is filled.  

5. If the answer of your selected question is right, the user will receive the message as 

follows.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Module 3: New Incident 

This module contains 3 sub modules. 

3.1 Activity (SOF) Module 

3.2 First Report Module 

3.3 Gallery Module 

 

1. Click on the ‘New Incident’ button.  

 

 

 

 

 

 

 

 

 

 

 

2. Fill the form to report a casualty/ incident. The user can also attach multiple 

images and videos with the form. 

 

 

 

 

 

 

 

 

 

 



3. The casualty will appear on the dashboard page at the top. The user can click on the 

casualty row to know more details about it. 

 

 

 

4. On clicking, the user will be redirected to the casualty details page where the 

user can edit, delete or export casualty details in word, excel, PDF format. 

 

 

 

Export Excel, Word, PDF 

 

 

 

 

 

 

Edit & Delete Icon 

More details    

about the casualty 

 

 



5. Click on the Edit icon, the user will get a form to edit the details. The user can 

also edit the status of casualty (Case pending/ closed). Edit the details and click 

on the Submit button below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click on the delete icon to delete the casualty. 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Each and every casualty/ incident will have its own SOF, First Report and Gallery 

details on the right side. Click on the menu to view, add or edit the details. 

 

 

 

 



 

Module 3.1: Activity (SOF) Module 

1. In Activity Log (SOF) page, the user can add/ edit or delete the SOF. The user 

can also search old SOFs.  The user can export SOF details in word, excel and 

PDF format 

 

Add new Activity (SOF) 

 

Search Activity    Export SOF Data 

 

Edit or Delete SOF 

 

 

 

2. On clicking ‘Add Activity’ button, the user will get the following form to fill 

the details. Fill the details and click Submit. 

 

 



3. On clicking Edit icon, the user will get a pre-filled form where the user can 

edit the data. 

 

 

 

4. On clicking the delete icon, the user can delete the particular SOF. 

 



Module 3.2: First Report Module 

1. Click on the ‘First Report’ menu on the right sidebar. If the user is reporting the First 

Report of Marine Incident for the first time, the user will get a blank form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

       Expand this section to add Seafarer data 

 

 

 

 

 

 

Add more seafarers using this button 



2. If the First Report of Marine Incident is already recorded, user will get a view where 

he/she can edit details or add more seafarers/ passengers or can edit/delete the 

details of seafarers/ passengers.  

 

 

 

 

 

 

 

 

Edit Ship/   

Owner/ Crew 

Data 

 

 

 

 

 

 

 

 

 

 

 

Edit Shipping 

Casualty Data 

 

 

 

 

 

Edit or Delete 

Seafarer Data 

 

 

Click on number to see details of other seafarers                         Add more number of seafarer 



Module 3.3: Gallery Module 

 

1. Click on ‘Gallery’ menu on right sidebar to view the following page. The gallery 

will have media (images and videos) uploaded when ‘New Casualty/ Incident’ 

form was filled. If no media was uploaded, then this page will remain blank. 

 

 
 

2. The user can add more media using ‘Add Media’ button. The user can also sort 

images and videos using the buttons available. 

 

 

 

 

Add more images 

or videos 

       Sort images and videos  

 

 

 

 

 

 



3. Add media using the following form. The user can attach more than one image/ 

video at the time of upload. 

 

 

 

 

Choose multiple files 

 

 

 

 

  

4. Click on the image/ video to view it. The user can delete the image/ video using 

the cross icon. The user can browse the next image/ video using the arrow at the 

bottom. 

 

 Delete image/ video 

 

 

 

 

 

 

Browse next image/ video 

 

 

 



Module 4: Reports 

1. The user can browse reports and historical data by clicking ‘Reports’ on the left 

sidebar. 

 

2. On clicking ‘Reports’ menu, the user will be redirected to the ‘Reports’ page where 

he/she can find all the casualties/ incidents recorded. The user can generate and 

print the list by filtering report based on various parameters available in the header 

of the Filter Reports table. 

 

 

Search Filter 

Export PDF/ Excel 

 

Number of entries to be listed 

 

 

Number of entries based on filtered data  Previous & Next List        View Casualty 

 



3. Type a string in the search filter. You can search data based on the parameters 

available on the headers of table. 

Example: Searching ship name INS Shivalik. Only one record is available. The user can 

export the filtered list too.  

Click on the ‘View’ button and get the casualty details, SOF, First Report and Gallery 

of that particular casualty. 

 

 

 

 

 

 

 

 

 

 


