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HOW TO LOGIN 

 

 

 Type in the Uniform Resource Locator /URL or IP address that is provided to you by the 

client in the search bar of your web browser and click enter 

 Enter your email and password 

 Click login  

 

 
 

 After logging in, the screen you see will be based on your user access rights. 

 To see all the modules/ application of the system, click the grid button at the top right 

hand corner of the screen. 
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You will see all the modules of the system and you can click on which one you want to work with. 

We will now take an in-depth look for each of the modules. 

2.0 DISCUSS MODULES 

  The discuss module is a messaging app in the Tourism system that allows users to create 

channels and groups and also direct chats with fellow employees. The following is involving in 

using the discuss module: 

 Click on ‘Discuss’ module. 

 After clicking the discuss module, a dashboard page will appear as shown below.  
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 Click the plus button adjacent to channels to create a channel (a channel can be created for 

departments or for the entire organization). 

 

 

 
 Type in the name of the channel you want to create (You are at liberty to name the channel 

as per department or you can give it any name that suits you).  

 Click create for the channel to be created or saved. 
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2.1 Inviting or Adding Employees/ Users to channel 

 

 Click open the channel you have created from the channel list. 

 Click the add users button at the top right corner of the screen to add members. 
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 Click the check box to add memebrs to the channel (You can check more than one user 

in the invite box). 

 Next click ‘INVITE TO CHANNEL’ which will add the members/employees to the 

channel. 

 

 You can also send Invitation link to memebers/employees to the channel 
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 After clicking ‘INVITE TO CHANNEL’ you will get a notification that you have added 

employees/ users to the conservation (channel). 

 The member will also receive a notification that he/she has been added to a channel which 

the admin has added him/ her. 

2.1 Inviting or Adding Members/Employees to Meeting 
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 Click ‘START A MEETING’ at the top left corner of the screen to add memers  

 

 Click the check box to add members to the meeting. 
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 Next click ‘INVITE TO GROUP CHAT’ which will add the members/employees to the 

meeting. 

 After clicking ‘INVITE TO GROUP CHAT’ you will get a notification that you have added 

employees/ users to the meeting. 

 The member will also receive a notification that he/she has been added to the meeting to 

which the admin has added him/ her. 

 

2.2 How to Send Messages in a Channel 

 Open the channel in which you want to send a message. 

 

 Type in your message in the space provided at the bottom of the screen. 

 To upload an attachment click the attachment icon at the bottom right of the screen after 

clicking the attachment icon you will be taken to your file manager and you have to select 

the path where the file you want to attached is located. 

 Once locate the file, double click the file to load in the attachment section. 

 Click ‘Send’ . 

 Every member/employee in the channel will receive the message. 

 

NOTE: You can also send messages following the same steps. 
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3.0 DOCUMENT MODULE 
    The document module is the module that handle documents and files electronically.It  allows 

employees or users to manage all files related.  To use the document module it first need to be 

configured. 

3.1 Configuring the Document Module 

 

 Click on the ‘Configuration’ menu at the top left of the screen. 

3.1.1 Configuring Document Categories  

 From the configuration menu, click ‘Categories’ 
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 Click the ‘New’ button to add file category.  

 
 Type in Category name  

 Click save 

 

 From the categories list below you will see that category has been added. 

 

3.1.2 HOW TO CREATE DIRECTORIES 

 Click on  Directories sub menu at the top left corner of the screen.
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 Click the ‘New’ button to add a directory. 

 

 Type in the Directories name. 

 Then click the check box under ‘is Root Directory’  to locate the  root directory. 
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3.2.0 HOW TO CREATE FILE 

 Click on ‘Files’ sub menu at the top left corner of the screen. 

 

 Click the ‘New’ button to add file. 
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 Type in the name of the file e.g  E-TOURISM. 

 To upload an attachment click the ‘UPLOAD YOUR FILE’ button at the top left corner of 

the screen after clicking the attachment button you will be taken  to your file manager and 

you will have to select the path where the file you want to attached is located. 

 Once you locate the file, double click the file to load the attachment section. 

 

 

  Select the directory where you want the file to be located since you have configured that 

direcotry. 

 Also select the category of the file from the drop down under category. 

 Click save. 

 Then click ‘Publish’ so that members/viewers can see the file in the viewers screen. 

 

3.2.4 HOW VIEWERS /ORDINARY USERS SEE DOCUMENT/ FILE. 

 After typing the Uniform Resource Locator/URL or IP address this is provided to you by 

the client in the search bar of your web browser and click enter. 

 

 Click the ‘Documents’ section at the top of the screen so that viewers can see the files 

published. 
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 After clicking the ‘Documents’ at the top of the screen then you will see all the files published from the 

users. 

 Then you can download the file you want. 
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4.0 THE CUSTOMER RELATIONSHIP MANAGEMENT(CRM) 

   The CRM module encompasses a wide range of offerings provided to travellers to enhance their 

travel experience and meet their various needs. It let you track all services and sales that are 

created by users. Like all other modules, the CRM module also has to be configured before you 

can using it. 

 

4.0.1 Configuring Tourism Category 

 

 Click ‘CRM’ on the home screen 
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 From the configuration menu select ‘Tourism Category’. 

 Click the ‘New’ button to add a Tourism Category. 

 

 

 

 Type in name of Tourism Category. 

 Give descripton of the Category name you have created. 

 Also you can also add image to the Tourism service you have created at the top right corner. 

 Click ‘Save’ for the Tourism Category name to be added. 
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4.0 6.  HOW TO CREATE TOURISM SERVICE 

 Click the ‘Tourism Service’ sub menu at the top left corner of the screen. 

 

 Then you will see list of all ‘Tourism Services’ they have created. 

4.0.7 Adding Tourism Service 

 Click the ‘New’ button to add Tourism service among the list of services created by 

employees or users. 

'

 

 Under ‘Reference ID’ field type the service place to visit e.g ‘Visit Banana Island’. 

 Type the admin name or the one in charge of the service to visit. 

 In the field ‘Description’ write down description of the service to visit. 

 Website of the tourist service that you are creating if there is any. 

 Click the field under ‘Category’ to select the category that have created under tourism 

category.  
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 Mobile contact of the serivce. 

 Work emaill address of the tourist service to be contacted. 

 Type in the name of the street address of tourist service that you are creating.  

 In  the address type the city of the tourist service. 

 Select the state of the service with the field drop down. 

 Select the country where the service is located. 

 Under attachment click the ‘ADD’ button to add file image and name of the file. 

 Next click save button. 

 

4.0.8  HOW TO REGISTER SERVICES  

 

 Click the ‘Website’ module from the list in the Tourism portal. 

 After that click the ‘Services’ submenu at the top of the screen. 

 Then you see the various list of services register. 
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4.0.9  Adding Register Service 

 Click the ‘Register’ button at the top right corner or buttom of the page. 

  

 Select the Service Category from the list of categories created. 

 Type the Person name or admin that is registering the service. 

 The phone number of the admin  

 The email of the service or admin of the service. 

 The website of the service that is being crated. 

 Type the address of the service 

 The entity name that is creating the Service. 

 Type a subject for the service that is being created. 

 Give description of the service that is created. 

 Next click the Subject button at the buttom. 
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5.0.0  HOW TO CREATE EVENT  

The event module allows you to manage all events that attract visitors , create memorables 

experiences thad are created by employyes or users. 

5.01 How to configure event 

 

 From the configuring menu select the ‘Event Stages’. 

 Type the name of event stage to be created. 

 Next click save. 

5.0.2  Adding Tourism Event 

 

 Click the ‘Event’ submenu at the top left corner of the page. 

 Click the list view at the top right corner to see the lists of events 

 Click the ‘New’ button to add an events to the list of events. 
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 After that type the name of the event e.g carnival. 

 Enter the start and end date of the event. 

 Select the timezone of the event like Africa/Freetown but the system have pre-configured 

timezone. 

 Click the dropdown to select the organizer of that particular event e.g National Tourist 

Board or create new organizer. 

  Click the dropdown to select the one responsible for the event. 

 Click the drowdown to select the  venue of the event or create new event venue. 

 Click the checkbox to assign the number of limited registration to take for the event. 

 At the buttom click on ticket to add price for the event. 

 Then click the save button. 
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5.0.6  HOW TO VIEW EVENT CREATED 

 

 Click the ‘Website’ module from the list in the Tourism portal. 

 After that click the ‘Events’ submenu at the top of the screen. 

 Then you see the various list of events created. 

 

6.0.0  HOW TO CREATE USERS ACCESS  

For employees to have access to the system they must be provided with user access rights.  

Below is how you can give an employee access to the system. 

 

 Click the setting module on the home screen. 
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 Click ‘Users & Companies’  at the top left to see the list of users. 

 Click the ‘New’ button to create users or employees into the system. 

 

 

 Type the name of the employee you want to give access. 

 The email of the employee either administrative or personal email. 
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 Other fields are based on user access right into the system. 

 Then click save to assign user or employee into the system. 

 

 Click  the ‘SEND AN INVITATION EMAIL’ to invite the user into the system. 

 

 

6.0.1  How to Assign User Password 

 
 After assigning access right click the ‘Action’ button 
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 Enter any password you want to assign to the user in the ‘New Password’  field. 

 Click ‘CHANGE PASSWORD’ button. 

 

6.0.3 How to Reset Password 

 
 Click on the top right hand corner of the screen where the ‘Action’ button is shown and 

select ‘Send Password Reset Instructions’. 
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 An email will be sent to the user or employee.  

 Enter the new password you want to use. 

 Confirm the new password 

 Click ‘Change Password’. 

 You will be logged out of the system and would have to sign in with new 

password. 
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