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1. Open ODC URL 

 

1. Open the Internet Browser  

2. Write ODC URL address  

• http://192.168.11.159/odc  

3. Press Enter 

Now you are entering Online Document Center Website. 
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2. User Registration  

 

1. Click on Create an account. 

 

 

2. Fills all required fields. 

3. Click Register. 
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3. Login 

 

1. On the login menu, enter username and password. 

Example:  Username: admin 

Password: •••••• 

2. Press Login. 

 

 

 

3. User will see their username on Login menu when login succeed.  
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4. Upload / Download Menu 

 

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

 

 

 

 

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.   
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5. Download file. 

 

1. Follow the step 4 and user can see list of container in their account. 

2. Select container that have file to download. 

 

 

 

3. Click file. 
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4. Click on download button. 

 

  

 

 

5. Then the Popup Message for File Download will appear.  

6. Click on OK button to save the file. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7 

8 

9 



Online Document Center 

User Manual 1.1 

 

 

Page 10 of 14 

 

6. Upload File 

 

1. Follow the step 4 and user can see Submit File button. 

2. Click on Submit File button to upload file. 
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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.  
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6. 30 batches of upload files will appear. 

7. Click on Submit File button. 

 

 

8. Upload file succeed.  
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7. Search File 

 

1. Click on Search Repository button to search file. 

 

 

 

2. Type filename or date to search file. 

3. The Search result will appear. 
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8. Logout 

 

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