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1. Open ODC URL

1. Open the Internet Browser

2. Write ODC URL address

® http://192.168.11.159/0dc

3. Press Enter

Now you are entering Online Document Center Website.

£ Mozilla Firefox
fle Edt WView Hgtory Bookmarks Tools  Help

/
- C X & w‘EI iltp:/1192.168 11.153/0DC/

77 | | @ sweelh seach

| [E] http:£/192.168.11.159/0DC/ 8

- Administration

@

2] Most Visited P Getting Started = | Latest Headlines | | Customize Links | ] Free Hotmail | | Windows Marketplace | | Windows Media | | Windows

¥ Home

» Upload f download

Username

Pagssword

Remember e [
Login

Forgotyaur password?
Forgotyour usermame?
Create an account

DR

Online Docyment Center

iritten by Administrator
Honday, 28 September 2008 1015

The Online Document Centre can simplifyyour administrative life. Administration manuals, contracts, cerificates, and enrolment kits
are availahle online—and you control which administrative employees have access

m Access- Getdirect, 24i7 access to online documents. Clearly labelled Contract, Cerlificate, and Administrative Manual folders help
¥ou guickly locate what you need.

n Easy version control - You can always secure the most up-to-date plan materials

u Security - Restrict document access to anyone you choose. POFs of your contracts and cerdificates are protected (User ID and
pas=sword required) to make distribution secure

n Flexibility - All POF docurments can be easily printed, downloaded, e-mailed, and posted on vour intranet site.

The Online Document Centre User's guide.

Last Updated on Thursday, 15 October 2009 17:40
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2. User Registration

1. Click on Create an account.

Usermame

Password

Remember Me [
Login
Forgot your password?

Forgot your username?
|Create an account | )

2. Fills all required fields.

3. Click Register.

Registration

MName:

Username:

E-mail:

Password:

Werify Password:

Fields marked with =~ asterisk (*) are required.

| Register ]‘
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3. Login

1. Onthe login menu, enter username and password.

Example: Username: admin

Password: eeeeee

2. Press Login.

Lsermarne

Pasgsword

Remember b=
—

Login |Q

Fargat your passward?
Forgot your username?
Create an account

3. User will see their username on Login menu when login succeed.

Hi admin, ‘Q

Log out
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4. Upload / Download Menu

1. Under Main Menu, user can see Upload/Download Menu.

i — : Adrinitiator
i 1 Septamber 2009 10:15
Upload / Download \\Me Document Centre can simplify your administrative life. Administration manuals, contracts, certificates, and enrolment kits are
avallable online—and you contral which administrative employees have access:

w Access- Get direct, 24/7 access to online documents. Clearly labelled Contract, Certificate, and Administrative Manual folders help you
quickly locate what you need
Hihujzah,

Log out u Easy version control - You can always secure the most up-to-date plan materials

w Security - Restrict document access to anyone you choose. PDFs of your contracts and certificates are protected (User D and
password required) to make distribution secure

u Flexibility - All PDF documents can he easily printed, downloaded, e-mailed, and posted on your intranet site.

The Cnline Docurment Centre User's guide

Last Updated on Menday, 19 October 2009 15.06

2. Click on Upload/Download Menu to enter the Download Home.
3. Click on the department category.
a. All document that user can download will appear in user container.
b. Each of the users has the permission to view, download, upload, edit and delete file
from their department.

ain Menu 2
| ain ent e Bapitar

Hooe

I ¥ Upload / Download ‘r \:’g’j 3
Containers Folders Files
Mogni 'ﬂ‘f--‘ DOCUMENT CONFIDENTIAL {150y
Log out
:‘"‘ MSCSB (i)
'?J sDD iy

A g
6 Search Repository Submit File

Rerository 3.52.8 is technology by Guru PHP
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5. Download file.

Follow the step 4 and user can see list of container in their account.
2. Select container that have file to download.

» Home

:: File Repository

-

% Upload / Download e ="

Containers

FoldersFiles

Hi hujzah,
Log out

(15000

=)
“~ DOCUMENT COMFIDENTIAL

(210

% =)
} “ MSCSB

= \
= 5DD

112

d Search Repository

Rerository 3.52.8 is technology by Guru PHP

ﬁ Submit File

3. Click file.

- Main Repository Page » SDD

‘@ :: File Repository

=2
MO

Files
Order By - D | File Title | Downloads | Submit Nata | Submitter | Author | Rating

@' mom okt 5 2009 ,pdf I

Submitted By: hujzah

Submitted On: 11 Moy 2009

File Size: 31.73 Kb

Downloads: 0
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4. Click on download button.

- hWlain Repository Page * 50D * MO

A

mom okt 52009 pdf] = Download

4

?

L 4

Update thurnbnails

4

v

Update Submission

?

b
L

Delete Submission

Submitted By: hujzah (hujzah)
Submitted On: 11 MNov 2009
File Size: 31.73 kh
Downloads: 0
File Author: hujzah
File Date: 11 Moy 2009

5. Then the Popup Message for File Download will appear.
6. Click on OK button to save the file.

g

mom okt 52009 pdf * Download
Thank you for downloading mom okt 5 2009 .pdf
If your download does not start automatically after a few seconds, please click on the Download link above

Opening mom-+okt+3-+2003+.pdf x

“fou have chogen to open

-El mom+okt+5+2009+_pdf
which is & Adobe Acrobat Dacument

from: http:/#192.168.11.159
‘what should Firefox do with this file?

) Openwith | Adobe Reader 3.1 [defaul) [+]
(#) SaveFile
[] Da this automatically for -~ Sg thiz from now on.

6
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7. Update thumbnails to add thumbnails or image for that file.
8. Update Submission to update file already exist.
9. Delete submission to delete file.

& Main Repository Page * SDD » MOM

LA

e

S
mom okt 5 2009 .pdf Download

f?

W

Update thumbnails

."?

4

Update Submission

W

e0e

Delete Submission

Submitted By: hujzah (hujzah)
Submitted On: 11 Nov 2009
File Size: 31.73 Kb
Downloads: 0
File Author: hujzah
File Date: 11 MNov 2005
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6. Upload File

1. Follow the step 4 and user can see Submit File button.
2. Click on Submit File button to upload file.

e Rt

= Home

B

¥ Upload f Download i =1

Containers FoldersFiles

Hi hujzah,
Log out

2 __ {50
" DOCUMENT CONFIDENTIAL

= (2i0)
v MsCSB

=] \
» b

‘.
& "
Search Repository SubmifFile

Rerository 3.52.8 is technology by Guru PHP

Page 10 of 14



Online Document Center

User Manual 1.1

3. Click on Browse to select the file.
4. Select Suggestion location to allocate the file.

*  The location which contain in user account only.
5. For multiple upload, click on Add a number of files.

» tain Repository Page

Upload File for Repositary

5
Add & number of files \_)

FPlease choose the file to be sylumited and complete the releyvant detail

New File | Browse. |
Thumbnail 1 (optional}:l Browse.. J
Suggest Location:| MSCSE [VI \f_)
File Title:

Description: Max: 300 Chars

Page 11 of 14



6. 30 batches of upload files will appear.
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7. Click on Submit File button.

E=, Filel Browse.. |File Title:
] ey Filel Browse.. |File Title:
ey Filel Browse.. |File Title:
I+ ey Filel Browse.. |File Title:
I+ ey Filel Browse.. |File Title:
ey Filel Browse... |File Title:
= Filel Browse.. |File Title:
M) ey Filel Browse.. |File Title:
] ey Filel Browse.. |File Title:

Submit File 7

—

8. Upload file succeed.

- Main Hepository Fage * 50D F KO

All Done!

Your file was autamatically approved and published.

a Subrnit another file now?

F,—
o iew the file just submitted?

Page 12 of 14




Online Document Center

User Manual 1.1

7. Search File

1. Click on Search Repository button to search file.

e

= Home

:: File Repository

¥ Upload [ Download

Containers FoldersFiles

Hi hujzah, {15003

2 __
T " DOCUMENT CONFIDENTIAL

= (2i0)
v MsCSB

=) 157
— spD e

& Search Repository |\J E Submit File

Rerository 3.52.8 is technology by Guru PHP

2. Type filename or date to search file.
3. The Search result will appear.

A

o Main Repository Fage

Search Repository Q

Search For; Go

Search File Titles:

Search File Descriptions:

Choose which categories to include
DOCUMENT COMFIDENTIAL

MSCEE

50D
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8. Logout

1. Click on the Logout Button on the left side.

Hi hujzah,

Log out

@
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