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1 INTRODUCTION
This document has been developed by Supreme Computing Services in order to provide
information about the Document Storage Portal (DSP), a cloud computing initiative, web-
based electronic document storage system.
1.1  System Requirements
Personal computer, Pentium 4 or better, with at least 1GB system memory
Video card and display monitor supporting a resolution of at least 1024x768
A web browser (e.g. Internet Explorer 7 or above, Firefox, etc)
Internet connectivity
1.2  Localization
Starting from version 1.01, DSP supports the display of US-EN (English), ZH-HK, and
ZH-TW (Traditional Chinese) codepages. Depending on the user’'s internet language
settings, DSP will display the respective language of preference at startup. If the user’s
language settings are of other locales, the US-EN (English) codepage will be used as a
default.
1.3 Changes
This manual supersedes all previous versions of the DPS manual.
While every effort is made to keep the contents of this document current, Supreme
Computing Services reserves the right to add, modify, or delete any of the contents in the
manual with or without prior notice.
Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 4
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2 STARTING THE DOCUMENT STORAGE PORTAL (DSP)

Open an instance of the internet browser, and type in the web address to the Document
Storage Portal (e.g. http://apps.supremecomputing.net:8089). The portal’'s home page
displays as follows.

S Favorites | 5 @ Suggested Sites 2| Get More Add-ons ~

| @ Document Storage Portal - Home ' %~ B - ) d® v Page~ Safetyv Tooks~ @~

SUPREME COMPUTING SERVICES CO
DOCUMENT STORAGE PORTAL

VER:1.06.1

Home

Welcome to the Document Storage Portal - Ver 106.1, More functions are available after logging in. Please click the "Login” link on the upper right to proceed. ‘c
BASIC FEATURE HIGHLIGHTS Supreme Computing

Sarvices Company
- Basic user access security
+ User Group Management
« simple document access rights management
« Document categories with one sub-category level
+ Document Search
- Support Document Versioning
+ Build on .NET Framework 4.0

I

INoOTES (UPDATED DECEMBER 17, 2010)

+ Only "Admin" user role can perform user/group maintenance and update company settings tasks
« All authenicated "Users”, and "Admins" can upload/searchyedit/delete documents, and perform category/sub-category maintenance tasks
- All authenicated "Members" can only search for documents

+ Upload document size is limited to 50MBs maximum per file (as defined in Company Settings)

+ sorting (by Document Name, Upload Date) is available to Search resuits

« Portal Statistics Usage assigned to "Admin’ user role

« Built-in Email capability with selected document as attachment

+ User session wil expire automatically upon 10 minutes inactivity

« portal is best viewed with Internet Explorer 8

Change Log

Copyriaht © 1995-2011, All rights reserved. Supreme C i fices Co. =
€ Internet | Protected Mode: On 4~ R10% -

2.1  Accessing Document Storage Portal (DSP)

The navigation bar will only show the home page link until a user logs in successfully into
the portal. To proceed with login, click the “Login” link located at the upper right hand
corner. (See red circle)

Supply the username and password to the portal and click “Login”. (See green circle)

& | hitp://apps.supremecomputing.net:8089/ Login.aspx v‘ B ‘ ‘9| X IE,' Live Search P v|

File Edit View Favorites Tools Help

< Favorites | o5 @ Suggested Sites ¥ 2| Get More Add-ons ~

| & Document Storage Portal - Login [ o ~ 01 @ v Pagew Safety~ Toolsv @~

SUPREME COMPUTING SERVICES CO 1

DOCUMENT STORAGE PORTAL B

VER .1

Loem

Please enter your usarmname and password,

userm: ||

Password |

()
Copyright © 19952011, All rights reserved, Supreme ing Services Co. -
Done _ @ Internet | Protected Mode: On ¥ar R100% -
Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 5
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2.2

After a successful login

After logging in, a welcome prompt will be presented on the upper right hand corner, with
“Change Password”, and “Logout” links replacing the former “Login” link.

M httg://apps supremecomputing.net 3029, Default.aspx | Ei] 49 | x 7 Live search £ -

File Edit View Favorites Tools Help

s Favorites | 5 @ Suggested Sites ~ | Get More Add-ons v

| @ Document Storsge Portal - Home i | - = - Page~ Safety~ Toolsv @+

SUPREME COMPUTING SERVICES CO shanige Password | Logour, )
Welcome, Administrator

DOCUMENT STORAGE PORTAL T

VER:1.07.0

4 Home Search Upload Category We istration

Add Content # Default Home Add Content
BASIC FEATURE HIGHLIGHTS qc
+ Basic user access security ey,
+ User Group Management Sonicos Company

+ Simple document access rights management

+ Document categories with one sub-category level

- Document Search

+ Built-in Email capability with selected document as attachment
= Support Document Versioning

+ Support dynamic web page and content creation/modification
+ Build on .NET Framework 4.0

n

NoTES (UPDATED FEBRUARY 15, 2011)

- Only "Admin” user role can perform user/group maintenance and update company settings tasks

« All authenticated "Users”, and "Admins" can upload/search/edit/delete documents, and perform
category/sub-category maintenance tasks

- All authenticated "Members' can only search for documents

+ Upload document size is limited to SOMBs maximum per file (as defined in Company Settings) 4

« Sorting (by Decument Name, Upload Date) is available to Search results

« Only "Admin” user role can add/modify web pages and contents

- Portal Statistics Usage assigned to "Adrmin’ user role

+ User session will expire automatically upon 10 minutes inactivity

« Portal is best viewed with Internet Explorer 8

Done € Internet | Protected Mode: On A v B100% v

The navigation bar will present with the available links according to the user role.
Admin - Search, Upload, Category, Web Administration (shown above)
User - Search, Upload, Category
Member - Search

Note:

For security purpose, the user session will expire within 10 minutes of inactivity. User will
need to login again to gain access to the portal.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 6
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3.1

3.1.1

USERS AND USER GROUPS

In order to perform the functions in this section, one must login as the “Administrator” to
proceed.

Changing the Administrator password

The Administrator password should be changed regularly to avoid security breaches. To
change the Administrator password, click the “Change Password” link on the upper right
hand corner, or click “User” from the navigation bar, and the “Edit” button associated with
the “admin” User ID.

Method 1 — Change Password Link

A pop-up window appears. Provide the existing password, the new password, on the first
and second boxes, and retype the new password to confirm on the third box. Click
“Update Password” to complete the process.

A message prompt will confirm whether the update is successful. To close the Change
Password screen and return to the main portal, click the “Close Window” link.

CHANGE PASSWORD - ADMINISTRATOR

Existing Password:
MNew Password:
Retype Password:

| Update Password |

Copyright © 1995-2011, All rights reserved, Supreme Computing Services Co.

3.1.2 Method 2 — User link from navigation bar

The Administrator password can also be changed by clicking the “User” link in the
navigation bar. Select the “Edit” button besides the “admin” User ID column. Tab to the
password column and provide the new password in the box. Click the “Update” button on
the left to complete the process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 7
Version 1.07 its entirety, at any time without prior notice.
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3.2

/2 Document Storage Portal - User Maintenar indows Internet Explorer

8] http://: ) v | & |49 | X [ €7 Live Search P~

File FEdit View Favorites Tools Help

s Fovorites | 5 (@ Suggested Sites = (2| Get More Add-ons

| & Document Storage Ports! - User Maintenance v [ @= v Pagev Safety~v Tools~v @~

Change Password | Logout
SUPREME COMPUTING SERVICES CO Wil A s L
DOCUMENT STORAGE PORTAL

Ver:1.06.1

Home Upload Searc ser Gro Category y < Statistics
USER LIST - 23 USERS TN TOTAL.

User ID *1=~-Status User Role

o ® Adm
admin Agministrator A ) gy
Olnactive

m

SVENUE Kot Shown Active  Member

banyan  Banyan Financial Group Inc Not Shown Active  Member
dke DKC Group Not Shown Active  Member
heatine Heat Inc Not Shown Active  Member
hicakville Holiday Inn - Ockville Not Shown Active  Member
imageworks Image Works Media Not Shown Active  Member
keeplus Kee Plus Realty Not Shown Active  Member
cakinn OakInn Not Shown Active  Member
qualityburlington Quality Hotel - Burlington Not Shown Active  Member

123

o et A ST RISt oo o e P e e s

@ Intemnet | Protected Mode: On v 9% -

Note:

The “Administrator” account will only accept a password change in this mode.
Modifications to the username, user status, or the user role are ignored.

Creating other user accounts

Create additional accounts for users to gain access to the portal. There are two (2) types
of user accounts to choose from (e.g. User and Member).

/2 Document Storage Portal - User Maintenar indows Internet Explorer

] http://: ) v | & |49 | X €7 Live Search P~

File FEdit View Favorites Tools Help

s Fovorites | s @ Suggested Sites = 2| Get More Add-ons

Tools + @~

Change Password | Logout -
Welcome, Administrator

| & Document Storage Ports! - User Maintenance | & v [ @=m v Pagev Safety~

SUPREME COMPUTING SERVICES CO
DOCUMENT STORAGE PORTAL

Search User Group Category

USER LIST - 23 USERS TN TOTAL.
Funy User ID [ Password User Status User Role
admin Administratar Nt Shown Active  Admin
avenue Avenue Realty Inc Nt Shown Active  Member
banyan Banyan Financial Group Inc Not Shown Active  Member
dke DKC Group Nt Shown Active  Member
heatine HeatInc Not Shown Active  Member 3
hioakville Holiday Inn - Oakville Not Shown Active  Member
imageworks Image Works Media Not Shown Active  Member
keeplus Kee Plus Realty Nt Shown Active  Member
oakinn OakInn Not Shown Active  Member
qualityburlington Quality Hotel - Burlington Not Shown Active  Member

Copyright € 1995-2011. All rights reserved. Supreme Computing Services Co. 2
Done @ Internet | Protected Mode: On B Bes% -

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 8
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Click the “User” link from the navigation bar. Click the “Add User” button to create a new
user.

Provide information to the user ID, username, password, user status, and the user role
Click the “Add” button to complete the process. A message prompt confirms the status of
creating the new account.

Note:

A red message prompt denotes a failed process, whereas a green message prompt

denotes a successful process. For security purpose, it is not recommended to create
more than one (1) admin role account.

3.3 Changing user account settings

To change a user’s profile setting (e.g. username, password, user status, or user role),
click the “User” link from the navigation bar.

Note:

The user ID cannot be changed. To use a different user ID, one must delete the existing
user ID and create a new one.

Setting the user status to “Inactive” will disable the access for the user to the portal.

3.3.1 Change user settings

Click the “Edit” button associated with the appropriate user ID.

Provide necessary information (e.g. username, user status, user role, etc). Refer to
graphic in section 3.1.2.

Click the “Update” button to complete process. A message prompt confirms the status of
the update process.

3.3.2 Delete a user account

Click the “Delete” button associated with the appropriate user ID.

A warning dialog box appears giving a final confirmation to delete the user account.
Choose “OK” to delete the user account. A message prompt confirms the status of the
delete process.

Note:

The Administrator account cannot be deleted.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 9
Version 1.07 its entirety, at any time without prior notice.
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3.4

3.5

Creating user groups

A user group defines the access parameters for a user. The “Administrator” can assign a
user to multiple user groups or a user group with multiple users.

Click the “User Group” link from the navigation bar. Click the “Add Group” button, provide
the user group ID and the user group name. Click the “Add” button to complete the
process. A message prompt confirms the status of creating the new user group.

/2 Document Storage Portal - Group Maintenance - Windows Intemet Explorer

?Q

€] http: i 5 v | i | 45| x [ &7 Live Search L

File FEdit View Favorites Tools Help

i Faverites | s @ Suggested Sites ~ 2| Get More Add-ons v

| @ Document Storage Portal - Group Maintenance | B~ ~ [ dm v Pagew Safety= Tools~ @~

Change Password | Logout
SUPREME COMPUTING SERVICES CO Welcome, Administrator
DOCUMENT STORAGE PORTAL

Ver1.06.1
Home Upload Search sel User Group Category Company Settings Statistics
GROUP LIST - 22 GROUPS TN TOTAL.
Function Group ID Group Name
avenuereslty Avenue Realty
banyan Banyan Financial
burlington2020 Burlington 2020
Edt dke DKC Group
dadmin Document Admin (ZHHEIEE)
Edit heatinc Heatlnc
hicakville Holiday Inn - Oakville
imageworks Image Works
keeplus Kee Plus Realty
[Edi] : Qgk Inn
—
123

Copyright ©1995-2011, All ights reserved, Supreme Computing Services Co,

Done_ € Intemet | Protected Mode: On A Bosn -

Changing user group settings

/2 Document Storage Portal - Group Maintenance - Windows Intemet Explorer

i &7 Live Search

File FEdit View Favorites Tools Help

s Favorites | 1 (@ Suggested Sites > 2| Get More Add-ons v

| € Document Storage Portal - Group Maintenance | o v [ d® v Pagew Safety~ Tools~ @+

i
SUPREME COMPUTING SERVICES CO St s
DOCUMENT STORAGE PORTAL

Welcome, Administrator

Veri1.06.1
User Group Category Company Settings Statistics
GROUP LIST - 22 GROUPS TN TOTAL.
User Group
Group ID Group Name
< venuereatty  Pwenue Really
e
burlington2020 Burlington 2020
dke DKC Group
dadmin  Document Admin (Z#H2IEE)
heatine HeatInc
hicakville Holiday Inn - Oakville
imageworks Image Works
keeplus Kee Plus Realty
oskinn sk inn
123
Copyright © 1995-2011. All ights reserved. Supreme Computing Services Co.
EditGroup.aspx @ Intemet | Protected Mode: On A~ ®mosw -
Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 10
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3.5.1 Change user group name

Click the “Edit” button associated with the appropriate user group ID.

Provide necessary information (e.g. user group name).

Click the “Update” button to complete process. A message prompt confirms the status of
the update process. Refer to graphic in section 3.5.

Note:

The user group ID cannot be changed. To use a different user group ID, one must delete
the existing user group ID and create a new one.

3.5.2 Delete a user group

3.6

Click the “Delete” button associated with the appropriate user group ID.

A warning dialog box appears giving a final confirmation to delete the user group. Choose

“OK” to delete the user group. A message prompt confirms the status of the delete
process.

Note:

If there are documents already associated to the existing user group, the user group
cannot be deleted unless all documents are purged.

Assigning users to user groups

A user has to be assigned to a user group in order to gain access to certain types of
documents. The “Administrator” controls this access by assigning users to appropriate

/2 Document Storage Portal - Group Maintenance - Windows Intemnet Explorer

% BmE

v | B | 42| x W7 Live Search P~

File FEdit View Favorites Tools Help

s Fovorites | s @ Suggested Sites = 2| Get More Add-ons

S
(& Document Storage Portal - Group Maintenance [ v [ @= v Pagev Safety~v Tools~v @~

Change Password | Logout
SUPREME COMPUTING SERVICES CO Widlcome Rtmaneiriie
DOCUMENT STORAGE PORTAL

Veri1.06.1

Home Upload Search User

Statistics

USER GROUP > AVENUE REALTY

Group List
Group Name: User Name:
Avenue Realty [+] Cselect Administrator [=] [(setect
Available Users: Existing Users in Group: Available Groups: Existing Groups with User
Banyan Financial Group In¢ ~ Administrator DKC Group Avenue Realty
DKC Group F Avenue Realty Inc Banyan Financial
Heat Inc ‘

| Holiday Inn - Oakuille Burlington 2020
Image Works Media I3

[t »

Sales Team - SCSC Document Admin (Z#FEIES)
Kee Plus Realty

) Heat Inc
0Oak Inn | &= [[<] [HolidayInn- Oakille
Quality Hotel - Burlington = = Image Works

Royal Canadian Yacht Club Kee Plus Realty
Starlight Drapery

Stay Inn Hos pitality B

0Oak Inn
Quality Hote! - Burlington i

Copyright ©1995-2011. All ighs reserved. Supreme Computing Services Co.

@ Internet | Protected Mode: On v Ho5H -
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user group(s). Click the “User Group” link from the navigation bar. Click the “User Group”
button to display the group selection list. The left pane is grouped by group names, and
the right pane is grouped by user names.

One can use either side to populate a user with appropriate user group settings. To
return to the User Group main list, click the “Group List” button.

3.6.1 Populate a user group with users
From the left pane, select the appropriate user group from the drop down box to work on.
The list box named “Available Users” shows users that are not assigned to this group.
The list box named “Existing Users in Group” shows users that are currently assigned to
this group.
Using the “>", and the “<” buttons, one can move between the two (2) list boxes to add or
remove users assigned to the group. Click the “Save” button to store the settings.

3.6.2 Populate a user with user groups
From the right pane, select the appropriate user from the drop down box to work on. The
list box named “Available Groups” shows group names that are not assigned to this user.
The list box named “Existing Groups with User” shows group names that are currently
assigned to this user.
Using the “>", and the “<” buttons, one can move between the two (2) list boxes to add or
remove groups assigned to the user. Click the “Save” button to store the settings.
Note:
Multiple selections from the list boxes are possible by holding either the “CTRL” key, or
the “SHIFT” key.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 12
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4 CATEGORY AND SUBCATEGORIES

In order to perform the functions in this section, one must have an “Admin” or a “User”
role to proceed.

All uploaded documents to the Document Storage Portal (DSP) must be assigned to a
Category and a Sub-Category. These parameters are necessary for locating document(s)
during a category/sub-category search.

4.1 Creating a new category

To create a category, click the “Category” link from the navigation bar. Click the “Add
Category” button.

Provide the category name, click “Add” to complete process. A message prompt confirms
the status of creating the new category.

/2 Document Storage Portal - Category Maintenance - Windows Intemet Explorer

"(.:\ (Bl = o/ /3ppe supremecomputing.net 5050 Cateqoryasp v | B | 4| x | &7 Live Searcn L~
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4.2  Changing category settings

4.2.1 Change category hame

Click the “Edit” button associated with the appropriate category name.
Provide necessary information (e.g. category name).

Click the “Update” button to complete process. A message prompt confirms the status of
the update process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 13
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4.2.2 Delete a category

Click the “Delete” button associated with the appropriate category name.

A warning dialog box appears giving a final confirmation to delete the category. Choose
“OK” to delete the category. A message prompt confirms the status of the delete process.

Note:

If there are sub-categories with the category, or documents already associated to the
existing category, the category cannot be deleted unless all documents are purged.

4.3  Creating a sub-category

To create a sub-category, click the “Category” link from the navigation bar. Click the
“Sub-Category” button to populate the category list.

From the category list, select the appropriate category. The sub-category list associated
with the selected category is shown accordingly. Click the “Add Sub-Category” button to
proceed.

Provide the sub-category name, click “Add” to complete process. A message prompt
confirms the status of creating the new sub-category.

Note:

To return to the Category section, click the “Category List” button.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 14
Version 1.07 its entirety, at any time without prior notice.
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4.4  Changing sub-categories settings

4.4.1 Change sub-category name

Click the “Edit” button associated with the appropriate sub-category name.

Provide necessary information (e.g. sub-category name).

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 15
Version 1.07 its entirety, at any time without prior notice.
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Click the “Update” button to complete process. A message prompt confirms the status of
the update process.

4.4.2 Delete a sub-category

Click the “Delete” button associated with the appropriate sub-category name.

A warning dialog box appears giving a final confirmation to delete the sub-category.
Choose “OK” to delete the sub-category. A message prompt confirms the status of the
delete process.

Note:

If there are documents already associated to the existing sub-category, the sub-category
cannot be deleted unless all documents are purged.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 16
Version 1.07 its entirety, at any time without prior notice.
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5 UPLOADING DOCUMENTS
In order to perform the functions in this section, one must have an “Admin” or a “User”
role to proceed.
All uploaded documents to the Document Storage Portal (DSP) must be assigned with a
category with a sub-category, and at least one (1) user group. These parameters are
necessary for locating document(s) during document search.
Note:
It is recommended that all uploaded documents are to be of appropriate size(s). Large
documents may take significant time to get uploaded and are more likely to have
transmission errors (e.g. time-outs) arise from the internet connection.

5.1 Upload a document
To upload a document, click the “Upload” link from the navigation bar. Fill in the
document name and a detailed description of the document (e.g. search words, or
phrases). Select the appropriate category and sub-category for the document.
Click the “Browse” button to open a file selection window for the user to locate and
choose the desired document to be uploaded.
Choose at least one (1) user group that has access to the upload document.
Click the “Upload” button to start the document upload. A message prompt confirms the
status of the upload process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 17
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Note:

There is a user-defined option on maximum file size that the portal will accept (in
Company Settings). That maximum limit is provided beside the “Browse” button as a
reminder.

5.2  Document Versioning

The Document Storage Portal (DSP) supports a feature refers to as “Automatic
Document Versioning”, in which when a user tries to upload a document with the same
file name (e.g. Sample.doc), DSP detects that the same document file name already
exists in the portal, will automatically add a “version” to the same file name (e.g.
2Sample.doc).

In this case, the original document file will not get replaced by mistake, and the user has
the option whether to keep several versions of the same document.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 18
Version 1.07 its entirety, at any time without prior notice.
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6 DOCUMENT SEARCH

There are two (2) types of search available to locate a document set.

Search by words or phrases

Search by Category and/or Sub-Category

6.1  Search by words or phrases

Using the search textbox on the left side, a user can type in the search word(s) or
phrase(s) to start locating a document set.

6.2  Search by category and/or sub-category

Using the drop down boxes on the right, user can choose a specific category and/or sub-
category to locate a document set.

Note:

The document set supports sorting. User can choose the underlined column headings to
toggle ascending or descending sorting to the document entries.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 19
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6.3  Viewing/Downloading a document

To view or download a document, click the “View” link located on the left beside the
document name column. Depending on the type (format) of the selected document, the
user may choose to open, or save the document.

6.4  Sending the document to a third party

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 20
Version 1.07 its entirety, at any time without prior notice.
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The Document Storage Portal (DSP) features a built-in email function which can send a
selected document as an attachment to a third party user. To send the selected
document to a third party via email, click the “Email” link.

A pop-up window appears. Fill in the Sender and Recipient email addresses; optionally
add a CC, or BCC, a subject header, and a brief message. Click the “Send” button to
proceed. A message prompt confirms the status of the send email process.

Note:

Starting version 1.07, the message text box features a rich-text editor interface to allow a
more professional look to the email sent to the third party.

6.5 Editing document settings

In order to perform the functions in this section, one must have an “Admin” or a “User”
role to proceed. To edit the document settings for an uploaded document, click the “Edit”
link.

Information on the document name, detailed description of the document, category and
sub-category, and access rights to user groups for the document can all be edited.

Click the “Update” button to accept the changes. A message prompt confirms the status
of the update process.

The user can delete the selected document by clicking the “Delete” button. A warning
dialog box appears giving a final confirmation to delete the document. Choose “OK” to
delete the document. A message prompt confirms the status of the delete process

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 21
Version 1.07 its entirety, at any time without prior notice.
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7 COMPANY SETTINGS

7.1  Updating company settings

The “Administrator” is able to modify some company-specific settings to the portal.

Company name

Maximum Upload Size (10MB / 20MB / 50MB / 100MB)

Outgoing Email Server Name

Email User Name and Password
Click the “Company Settings” link from the navigation bar to proceed. Fill in the updated
settings for the company, and re-enter the email password. (The system will not verify the

correctness of the email password). Click the “Update” button to accept changes. A
message prompt confirms the status of the update process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 22
Version 1.07 its entirety, at any time without prior notice.
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8 PORTAL STATISTICS

8.1 Statistics

The Document Storage Portal (DSP) keeps track of all user activities for audit purposes.
Click the “Statistics” link from the navigation bar to display the portal statistics.

The “Administrator” can choose to view the first 100 entries, or the full log entries. A
purge function is available for the “Administrator” to clear all entries. To purge portal
statistics, click the “Purge Statistics” button. A warning dialog box appears giving a final
confirmation to purge all portal statistics. Choose “OK” to purge. A message prompt
confirms the status of the purge process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 23
Version 1.07 its entirety, at any time without prior notice.
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9 PAGE LINKS MANAGEMENT

9.1 Page Links and Sub-page Links
The Document Storage Portal (DSP) is capable of allowing dynamic content creation and
content editing giving the portal a full website capability. A user with “Admin” user role is
able to create new pages, modify page contents.
Since the portal supports Traditional Chinese and English, all pages links and contents
provide an alternative choice of language settings. It is recommended that both
languages are supplied (link labels and contents) although not necessary. By default, if
there is no alternative language content, the English label(s) and content(s) will be
displayed.
Note:
The DSP supports Traditional Chinese (zh-HK, zH-TW) and English (en-US) code page
settings which can be found under “Internet Options” > “Languages”.

9.2 Creating a new Page Link
To add a new page link, go under “Web Administration”, and choose “Page Link”. Click
on the “Add Page Link” button to proceed.
Provide the English page link heading, alternatively with the corresponding Chinese
version to the page link heading, and the page status. Click “Add” to complete process. A
message prompt confirms the status of creating the new page link.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 24
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Note:

An active page is a page that will be viewable to all users, whereas an inactive page will only be
available to the “Admin” user role users for editing purpose only.

9.3

9.3.1

9.3.2

Changing a Page Link

Change page link
Click the “Edit” button associated with the appropriate page name.

Provide necessary information (e.g. Page Name, Page Status).

Click the “Update” button to complete process. A message prompt confirms the status of
the update process.

Delete page link

Click the “Delete” button associated with the appropriate page name.

A warning dialog box appears giving a final confirmation to delete the page. Choose “OK”
to delete the page. A message prompt confirms the status of the delete process.

Note:
If there are sub pages associated to the existing page, the page link cannot be deleted

unless all sub-pages are deleted. Changing the page status will also update the status of
all associated sub-pages.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 25
Version 1.07 its entirety, at any time without prior notice.
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9.4 Creating a new Sub Page Link

To add a new sub page link, click on the “Sub Page Link” button, choose the parent page
name from the list, and click the “Add Sub Page Link” button.

Provide the English page link heading, alternatively with the corresponding Chinese

version to the page link heading, and the page status. Click “Add” to complete process. A
message prompt confirms the status of creating the new sub page link.

9.5 Changing a Sub Page Link

9.5.1 Change sub page link

Click the “Edit” button associated with the appropriate sub page name.
Provide necessary information (e.g. Sub Page Name, Page Status).

Click the “Update” button to complete process. A message prompt confirms the status of
the update process.

9.5.2 Delete sub page link

Click the “Delete” button associated with the appropriate sub page name.

A warning dialog box appears giving a final confirmation to delete the page. Choose “OK”
to delete the page. A message prompt confirms the status of the delete process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 26
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9.6 Managing page contents

The web portal is divided into three (3) sections (Left, Center, and Right). When a user
with “Admin” user role logs in successfully, all page contents have a pencil icon (&)
besides the content header. There is also an “Add Content” link on each of the three (3)
sections to allow users to add new contents to the current viewing page.

9.6.1 Creating new page content

Click the “Add Content” button associated with the appropriate section to add new
content to the current viewing page. Provide a heading, details of the content, viewing
pane (Left, Center, or Right), additional URLSs for further reading, and content status.

Click the “Add” button to complete process. A message prompt confirms the status of the
add process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 27
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9.6.2 Changing/Deleting page content

Click the pencil icon (&) besides the content header.

Provide updated contents to the appropriate sections. Click the “Update” or “Delete”
button to proceed.

When deleting contents, a warning dialog box appears giving a final confirmation to
delete contents Choose “OK” to delete content. A message prompt confirms the status of
the delete process.

Effective Jan 03, 2011 Supreme Computing Services may change or delete the contents in Page 28
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10 APPENDICES
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11 ERRATA
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