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In this Training Manual you will be shown how to save information in the E-filling system. 

Step 1:  

“Double left click” on the KZNCN Campus Management System Icon on the Desktop (Indicated in Figure 1) 

 

Figure 1 notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Step 2:  

Navigate to the required form & / Checklist and open the document from the Forms & Checklist Index. (Indicated 
in Figure 2) In the example below we used the Governing Bodies sections Forms and Checklists as an example. 

 

 

Figure 2 notes: 
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Step 3:  

You can now complete the form using Microsoft or print the form and complete by hand. Note if you complete 
the form by hand it must be scanned back into the E-filling system.  

(Indicated in Figure 3) 

 

Figure 3 notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Step 4:  

Select the “file save as” button to save the completed form. 

(Indicated in Figure 4) 

 

 

Figure 4 notes: 
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Step 5:  

Navigate to the location where you have installed the KZNCN Campus QMS and “click” on the plus sign to drop 
down the “Tree View” (Indicated in Figure 5)  

 

Figure 5 notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Step 6:  

Select the 13. E – Filling system folder and “click” on the plus sign to drop down the “Tree View”. 

(Indicated in Figure 6)  

 

Figure 6 notes: 
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Step 7:  

Select the required folder and select save. In the example below we used the Governing Bodies sections folder as 
an example. 

(Indicated in Figure 7)  

 

Figure 7 notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Step 8:  

You may now view the record that you have saved through the E-Filling system button in the QMS Portal. 

(Indicated in Figure 8)  

 

 

   


