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1. Infroduction to WebCube System

Welcome to WebCube System , one of the most scalable, reliable, robust, cost-effective
and easy to manage communications, messaging, collaboration, information
management, web-site development and document management tools. It enables
users from various geographical locations and atf different time of the day to
communicate, collaborate and exchange information and documents over the Internet
in their own private and secure environment.

WebCube System allows you fo create an unlimited number of users with no user
licensing fees atftach to it. You can use it to create, store, copy, browse and share
information with other users in the organization with speed and intelligence.

Overview of WebCube System

Once you logged-in to the system you will find the desktop page of the entire
application. The top menu bar is basically divided info five main menus namely
Personal, Community, e-Learning, InfoCenter and Manage. Most of the modules in the
system are grouped under Personal or Community menu.

A. Under Personal menu you will find the following modules:

Webmail System

Contact Management System
Mailing List Management System
Personal Calendar

To Do List Management System
File Management System
Web-page Management System
Personal Journal System

Personal Weblog (Blog) System

VRN AN~

B. Under Community menu you will find the following modules:

Shoutbox

Forum

Community Center

News Management System
Organization Calendar System

orOND

C. Under e-Learning menu you will find the following modules:

Desktop
Resources
Admin
Courses

rond =

(Manual on how to use the e-Learning system is provided elsewhere(

D. Info Center is a module by itself
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E. Under Admin menu you may find these following facilities:

User and Group manager
Mail Manager

Miscellaneous

Content Management System

Ao =

Only the System Administrator or user with some administrator’s capabilities will be able
to see this menu.

Another extira module which is shown as “Setting” is also incorporated in the system to
help you to update your personal profile and settings.

On the left of this page you will find the summary of your mail, To Dos, new events and
information on your hard disk space. On the right of this page you will find the main body
of the desktop. Organization's spotlight news, announcements and list of owned and
subscribed courses are displayed here.

What You Need To Know

This User Manual assumes that you know your basic computer. It also assumes that you
know how to point, click and drag with a mouse and use keyboard. This documentation
also assumes that you are using Firefox 1.0 or Internet Explorer 5.5 and above.

Documentation Conventions

It is important that you understand the following documentation conventions for you to
have an accurate and effective use of this documentation.

The following conventions are related to using the mouse:

When you see this..... Do this.....

Click Press the primary mouse button (usually the
left mouse button)

Double-click Quickly press the primary mouse button
twice
Right-click Press the secondary button (usually the

right mouse button)

Enable the [Y] check box (Highlighting the | Click the [Y] check box to place a check
button/box) mark or an 'X' inside the box

Disable the [Y] check box (Do not highlight | Click the [Y] check box to remove check
the button/box) mark or an 'X' inside the box

Select text Click and drag to highlight text
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When you see this.....

Do this.....

Right-click, and click Paste (Copy and
Paste)

Click the right mouse button,and click the
Paste command in the sub menu that
appears

The following conventions are related to keyboard actions:

When you see this.....

Press ENTER

Press the Enter key on your keyboard

CTRL+SHIFT Press the Conftrol key and the Shift key at
the same time

Copy Select the text and press CTRL+C to copy

Paste CTRL+V to paste

Cut CTRL+X to cut

Undo CTRL+Z to undo

Web editor facility

WebCube System enables you to edit your documents in 'What You See is What You Get'
(WYSIWYG) format. This facility is available in the following modules:

Q.

. Personal Journal

Personal Web-page Management System

&. Organization MainPage Management System

&,
&,
&,
&,
&,

News Management System
Shoutbox

Weblog

Forum

Info Center

The conventions used for this facility are as follows:

& V: # Bl FiB 7 U s % X
el I E=E =S IR0 =5
_L Forrnat * | Font | Arial * | Size | Ty~ Jg-
|
. & This facility enables you to cut the chosen text. The cut text can be reused by

using ‘Paste’ facility.
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B2 Copy. Copies the selection to the Clipboard.

@ Paste (Edit menu). Inserts the contents of the Clipboard at the insertion point,
and replace any selection. This command is available only if you have cut or
copied an object, text, or contents of a cell.

[ Paste as plain text

] Paste any text from Microsoft Office applications. This will enable you to
maintain the available text format from the original products.

= This facility will enable you to print the contents.
v This facility will enable you to check the English spelling of your contents.

*? Undo (Edit menu). Reverses the last command or deletes the last entry you
typed. To reverse more than one action at a time, click the arrow next to,
and then click the actions you want to undo. The command name changes
to 'Can't Undo’ if you cannot reverse the last action.

o This is a ‘Redo’ facility. It will cancel the ‘undo’ effect.

# This is a ‘Find’ facility

ki . de . .
=¥t This facility is o enable you to find and replace the available text of your
contents.

This facility is to enable you to select all items in this document.

& This facility will enable you to remove all text formatting facilities.
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This facility enables you to Bold the chosen text.

This facility enables you to make the chosen text Ifalics.

This facility enables you to Underline the chosen text.

Align Left (Formatting toolbar). Aligns the selected text, numbers, or inline
objects to the left with a ragged right edge.

Centre (Formaftting toolbar). Centres the selected text, numbers, or inline
objects.

Align Right (Formatting toolbar). Aligns the selected text, numbers, or inline
objects to the right with a ragged left edge.

Numbering. Adds numbers to or removes numbers from selected
paragraphs.

Bullets. Adds bullets to or removes bullets from selected paragraphs.

Decrease Indent. Indents the selected paragraph to the previous tab stop or
indents contents of selected items to the left by one character width of the
standard font.

Increase Indent. Indents the selected paragraph to the next tab stop or
indents contents of selected items to the right by one character width of the
standard font.

Hyperlink. Inserts a new hyperlink or edits the selected hyperlink.
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Inser‘r Image. Links to images can be inserted here. The default is your personal
Web Page Management System folder.

Verd -
| Verdana [ Font. Changes the font of the selected text and numbers. In

the Font box, select a font name.

I 10 vl

. Font Size. Changes the size of the selected text and numbers. In the
Font Size box, enter a size. The sizes in the Font Size box depend on the
selected font and active printer.

Ta This facility enables you to change the colour of the chosen ftext.

. % This facility enables you to change the colour of the background of the
chosen text.

2. Starting WebCube System

To start using WebCube System, you need to log in at the Mainpage of your
organization. You will have to enter your username and password given to you by your
organization at the specified box. Upon logging in you will see the desktop page of the
WebCube System. See below

Qe - ) - |8 B ) Psod e @) S-S H LY EH S
cvess | ] bt i e ol
DA, .4 Sastings quuln (5] Logout
SCUbC .

Deskbop | Personsl  Comemndy  L-Cube lg | Info Center m"dl'l"

I pesktop

O bl Ml ""
SO s el [ Spotlight News Briews
Participating in GITEX 2005 1. Eshil
Sunday 02 October 2005 02:32:41 PM merting
0 Wews Shout @ whadnes
Miteh2alt Tacknalogy Sdn. Bhd. had particaatad in 2. Mitec
the GITEX 2005 Exhibibon at the World Trade Cenbar | Sabardan
[ Herwa Fresting E Ciubai from 25th to 29th September 2005, The 3, News
company displaved Miechsoft WwebZube System and EVET]
Mitechsoft LaarnmgCube System in this exhibmion, Tuesday
Besides that Mitechsolt Tednology also managed to

Yoo Sun 3 launch its naw portal www. losong.com in this avant ?‘;é:‘;;
1 Prapaing tip 1o Yanen * Portfolio Owned IFu!‘Iﬂ
1. MD245 1. MD24
Dz L0-I4-2006 (%] Basic of management Basic

2 Hanusl WshCube B Sratus :: Enabla By ::
LeamingZubs Unmadarated Subscriber ;11 Statu:
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There are various levels of users available in this system. The levels are:

a) System Administrator
b) Module Administrator
c) Forum Host

d) Ordinary User

The appearance of the interface after logging-in will depend on your level of security
given.

System Administrator is responsible fo manage the entire WebCube System. He has the
authority to create, update and delete groups, users and mailing lists. He has the ability
to filter email at the system level. He also has full capability fo manage forum, determine
the Webmaster of the organization and assign administrator for each module.

Module Administrator has full capability to manage the respective module.

Forum Host has the capability to lock or delete any posting of the forum that he/she
managing.

Explanation given here is mainly for ordinary users. However certain features which are
meant for other levels of user access will be explained separately.

Once you are ready, we can now move on to step-by-step method of how to use the
WebCube successfully. Have fun!
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3. Personal Modules

Personal modules consist of:

3.1 E-mail (Webmail) System
3.2 Contact

3.3 Mailing List

3.4 Personal Calendar

3.5 To Do

3.6 File Manager

3.7 Personal Homepage

3.8 Personal Journal

3.9 Personal Weblog

3.1 Webmail System

In this chapter you will learn how to compose, forward and set various options on your
email. You may also keep your received email in default folders or personal folders that
you have created.

Address book menu allows you to keep your entire personal contact list. You may create
new contact as well as search for the available contact list in your personal address
book or in the entire network. You may create your contacts directly from here or from
Contact Module (Item 3.2).

Option menu allows you to set preferences on your email system. You may edit your
personal information, apply filters for your incoming mail, delete and move messages,
customize how to send email and where to keep the copy of the mails that you have
sent.

How to use Webmail System

Under the 'Personal' menu on the main menu bar, click on 'email’ icon. A default page,
which consists of the email Inbox interface, will be shown to you. On the left of this Inbox
interface is the navigation menu bar. There are three components under this navigation
menu bar. These components are:

1. Jump To Folder
2. Mail Menu
3. Mail Management

How to read your emails

After you click on 'email' icon, you will find a list of emails in the Inbox screen. Emails are
listed according to 'date’, 'from', and 'subject'. The size of the email is also shown. If the
email has an attachment you will see this sign Wbefore the 'subject’

To read, simply click on the email one at a time. A respective mail will be displayed
according fo the date and time of the mail. You will also see From, To, Cc, Subjects and
contents of the mail.
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Managing your emails

To manage your email more effectively, simply click on various links that are available on
the top of each email you read. These links are Move, Copy, Delete, Reply, Reply to All,
Forward, Redirect, Blacklist, Message Source, Resume, Save As and Print.

1.

Move or Copy

You must choose your infended folder before moving or copying your email. When
you move your email fo another folder, that email is deleted from the present folder.

Delete
Your deleted email will be kept in the Trash folder. If the system unable to delete your
email it shows that your hard disk space is full. Make sure you always empty your Trash
folder.

Reply or Reply to All

Reply will only send your email to the sender whereas Reply to All will send your email
to the sender as well as to those who receive the email from the sender.

Forward and Redirect
Forwarding email will usually alter the contents of the email with the message that the
email is forwarded by you. Redirecting email does not alter anything from the
contents of the email.

Blacklist

This facility will enable message to be sent o the System Administrator to inform that
this e-mail is considered as a spam mail.

Resume

You may use this facility to re-send email that you have saved in the 'Draft’ folder. You
normally save all of your sent email in the 'Draft' folder.

Save As

You may save your email in the hard disk of your computer. Simply click on 'Save As'
and then press the 'OK' button.

Print

You may print your email directly from this page. Click on 'print'. Another page will
open with your email on it. Click 'ok' to print.
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How to compose your emails

1. Click on 'compose' link on the left hand menu bar under Mail Menu. A message
composition page will appear on the left hand screen of your computer.

2. Fillin the compose boxes provided on that page:
'From' — By default, your email address is written here.
'To' — Email address of the person you are sending the email fo.

'Cc — Other email addresses that you wish to send the email. The main person you are
sending the email will be able to see other persons you are sending the emaiil.

'‘Bcc - Similar fo Cc except that the main person you are sending the email will not be
able to see other persons you are sending the email.

‘Subject' — The ftitle of your email.

3. You may write the content of your email in the main compose box provided. Once
you have finished writing your email, click on the 'send message' to send your email or
click on 'save draft' to save your email in the Draft folder.

4. To send an afttachment with your email, click on 'attfachments'. A box will appear at
the bottom of your compose page. Click on 'browse' button. You may select your file
you want to attach from the hard disk. Click on 'attach' button to aftach your
selected file. Once the name of the aftached file has been displayed, you can click
the ‘send message’ button in order to send the e-mail.

Reminder: Since the WebCube System is utilizing session time, the system will record the
duration of time each user remains idle. For security reason, the system will automatically
log-out after certain duration of idle time. Writing an email is detected as the system is
being idle. If you are writing long email, we advise to select the text you have written
and copy it fo the clipboard (Cirl + C) before you send your email. If the system log-out,
you can still recompose another email, and copy the text from the clipboard (Ctrl + V) to
the newly composed email. Another way of writing long email is to write it on any word
processor application and copy it fo the email compose page.

However in this new version (Version 2.0), the email system will nofify the users if the
session time is about to expire while composing email. You may renew the session by
responding to the question asked.

Managing address book

1. Click on 'address book' link under Mail Management on the left hand menu bar.
Address list page will appear on the right side of this link. If you don't have any
contact address in the list it will be displayed 'no record found'.

2. To create new contact list, click on 'Create New' link. Fill in the required fields
(marked with *) provided on this page. Click on the save button. Your new contact is
now in your address book.
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To search for the contact addresses simply click on 'Search' link. To search randomly
click on random search' link or otherwise click on 'begin with' link for specific search.
Select whether to search in your personal address book or entire network.

To update the contact addresses, click on the email address of the person you want
fo edit. Make the changes and click the save button [X]. You can remove the email
address by clicking on remove bufton [X].

Managing folders

1.

Click on 'folders' link under Mail Management menu on the left hand menu bar. A
folder management page will appear on the right hand of this link. By default, all
users will have Inbox folder followed by draft and frash folders.

To create new folder simply clicks on 'choose action' box. Go to 'create folder' link.
Small window will pop-up asking you fo enter folder name. After naming your folder
click 'ok'. A new folder is now created.

To manage your folders, highlight on the folder you want to manage. Click on
'‘choose action' box and select the action you want to do. You can rename, delete,
empty, and download your folders. You can also check or not check new mail in your
folders.

. To expand folders simply click on the '+' sign on the left of the Inbox folder. Similarly to

collapse these folders click on the - sign.

Managing options

1.

Click on 'options' link under Mail Management menu on the left hand menu bar. A
page on your information, mail management and other options will appear on the
right hand of this link.

To change your personal information:

a) Simply click on the 'personal information' link. Each user has his/her default
identity in the system. To change identfity, click on 'edit your identifies'. You will obtain
a form to fillin.

b) If you want a new identity, fill in the form provided and click on 'create button'.
You may delete identity you have created, reset information on your identity and
cancel it all fogether.

c) To set footer on your email; fill in 'your signature' box. To precede your signature
with dashes '---' and insert this footer in both composed and forwarded mail, simply
highlight the respective boxes.

d) Click on 'save options' to save all the changes you has made.

. To filter your emaiil:

a) Click on ffilters' link. You will be shown a filter management page. You may
highlight the respective boxes to set-up when to apply filter.
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b) To edit your filter rules, click on 'edit your filter rules'. You will obtain a form to fill in
the rules you want to set-up.

c) To further define filtering process, insert certain words, a string of words, the name
of the sender in the 'text' box provided.

d) You may delete or move the mail to the folder you want, by selecting 'delete
message' or 'move message to' option.

4. To sort out your email:
a) Click on 'display options' link. Display optfion management page will appear. You
are required to fill in the 5 fields provided on this page. The functions of the 5 fields

are:

i) First field — to sort out your email based on 'Arrival Time’, 'Message Date’, 'From
Address’, 'Subject Field' or 'Message Size'.

i) Second field - to sort your email in ascending or descending order.

li) Third field — to determine how many messages you want to be displayed in one
page of your mail system.

iv) Fourth field — to decide on how many spelling errors you allow to display per
screen when spell checking is used.

v) Fifth field — option if you wish to expand the entire folder tree by default in the
folders view.

b) Click on 'save options' button after you configure all of the above features.
5. To customize your message composition:

a) Click on 'message composition' link. You will find 3 fields to fill in on this page. You
may decide on the number of character text for your email.

b) You may highlight on respective boxes if you decide to include original message
in your reply and compose messages in a separate window.

c) Click on 'save options' button after you fill all the fields.

6. To check on your new mail, whether or not to noftify you, click on 'new mail' link. On
the refresh folder view field, you have many options of how frequent you want your
email fo be checked and nofified. You may also enable a 'display pop-up
notification of new mail if you want to.

How to forward your email

1. Click on 'Forward' link under Mail Management Menu on the left hand menu bar. A
forward incoming mail page will appear on the right hand of this link.
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2. Fill in the fields provided. Click on 'Add fo List' button. A list of email address with its
nickname will be written in the Forward List box. You may add multiple addresses in
this facility.

3. To delete addresses from your list, highlight on the address you want to delete and
click on 'delete from list' button.

4. To keep a copy of those emails in your mailbox, select 'Save Copy in my Inbox'.
How to set vacation/auto reply message

Click on 'Vacation' link under Mail Management Menu on the left hand menu bar. A
message vacation page will appear on the right hand of this link. Fill in the text box
provided. To enable it, click on 'On Vacation' button. To disable it, click on 'End
Vacation'.

How to search your email

Simply click on 'search' link under utilities menu on the left hand menu bar. Fill in the fields
provided that deemed necessary to conduct your search. You may search in one
selected or all folders by clicking on 'select all'. Finally click on 'search’ button.

Jump to Folder

This facility allows you to choose folder you want to see. By default, the contents of Inbox
folder are displayed here. There are three folders available under this menu, which are
Inbox, Draft and Trash. You can add as many folders as you like by clicking on 'folder' link
discussed previously.
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3.2 Contact Management System (Address Book)

In this chapter you will learn how to create new contacts and keep them in your
personal contact list. You may view your contact list anytime you like. You may also
conduct search for the contact list by filing in the appropriate field.

How to use contact management system

Under 'Personal' menu, click on the "Contact” icon. You will find the left hand navigation
menu bar and the right hand contact list page. At this stage there will be nothing on
your contact list page.

To create new contact simply click on “create new contact” link on the left hand menu
bar. A form will be given to you. Follow stepl to step 6. The required field (mark with *) is
compulsory. The rest of the information is optional. Once you completed the form, press
save bufton. Click on close button to exit. You will be able to see the new contact
address on the contact list page.

To search for the addresses simply click on the “search” link. A mailing list search page
will open for you. Type in the search string or character in the box given. You may search
the contact addresses either in your personal contact list, network or other trusted
network. A result of your search will be shown at the bottom of step 2.
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3.3 Mailing List

In this chapter you will learn how to create mailing list and view the available list
whenever required. Mailing List is a smart way of sending similar mails to many recipients.

How to use Mailing List

Under Personal menu, click on the "Mailing List" icon. You will find the left hand
navigation menu bar and the right hand Mailing list page. At this stage there will be
nothing on your Mailing list page.

To create Mailing List simply clicks on “create mailing list” link on the left hand navigation
menu bar. A create new mailing list page will appear on the right hand side. Type in the
mailing list name in step 1 followed by step 2. Another page will appear with your mailing
list address like below:

eq: if your mailing list name is family, and your email address is yourname@abc.com,
your mailing list address will be yourname-family@abc.com.

To add the email addresses under this mailing list address simply insert email address
directly in the box given in step 2. You may use Search User facility fo find email
addresses in your entire network or trusted network. You may also insert email addresses
from your personal contact list by clicking on the infended email address. The inserted
email addresses will be listed in step 3. You can remove the addresses from the mailing
list by selecting the intfended addresses and press the remove button.

Once you completed step 1 to step 3, press the save button. Click on the close button to
exit. You will find the Mailing List Page with the mailing list addresses on it.

To search the mailing list address, click on the “search” link on the left hand navigation
menu bar. A mailing list search page will open for you. Simply follow step 1 and step 2.
The search fields can either be in your personal contact list, network or other frusted
network. A result of your search will be displayed at the bottom of step 2.
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3.4 Personal Calendar

In this chapter you will learn how to manage your personal calendar such as creating
events, updating events and sharing events with other users.

How to use Personal calendar

1. Under 'Personal' menu bar, click on the 'calendar' icon. You will find the left hand
navigation menu bar and the right hand monthly view page.

On the left hand menu bar of the page you will see the Personal Calendar Menu,
Sharing Management menu and the "Jump To' field. On the right hand of the page you
will see the monthly view page. The designated month and the day are highlighted.

2. To create new activity or event simply clicks on the 'New Event' link under Personal
Calendar menu on the left hand of the page. A Create New Event page will be shown
to you.

Step 1: Fill in all the required fields mark with *. You may write brief description of your
activity in order to help you to remember the event.

The event can be “Untime” or "Time". Untime events are events that are not related with
any fime of the day. If you choose “Time” event, you have to mention the “Start at”
tfime and the “Duration” of the event.

You will need to choose the types of events from the available lists.

You may choose the priority of the events as follows: Urgent, Important, Normal or Low
You may choose to show events in your WebCube desktop or not.

Step 2: You may set your sharing option here.

Share event to allowed list

If you want to share the respective events to the allowed user list, choose this option.
Users from the allowed list will be able to access to this event. If you wish to hide the
details of the events please choose the “*Hide Details” option.

If you don’t want to share with others, choose the “Don’t Share this event” option

Step 3: Event Ocurrance. You may choose whether the events will recur or not. If the
events will take for few days, you need to choose the “Daily” occurance until the date
of its last day. Having done all that press the save button.

4, To view your daily activity you may click on the 'daily' link under calendar menu on
the left hand of page. To view the events of a particular day simply fill in the selected
date in the “Jump To" field on the left hand of the page.

5. To view detail of the event, click on the title of the event in the box of a
selected date on your monthly view page. You will be shown an event detail page. If
you want to edit the event simply click on edit event icon on that page. Don't forget to
press save button after editing your event.
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Sharing Management
Allowed List

This facility will enable us to allow certain users to access to our calendar. By clicking on
this link, you will be shown the list of users based on the access rights. The access rights
can be: View Only, Manage Own Item or Full Access.

To add new user to the list, click Add New on the right side of the top part of the page.
You will be shown the form to be filled. You will need to fill in the ID of the respective user
and decide on the access rights for this user.

View Other Calendar

By clicking on this link, you will be shown the list of all personal calendars of other users
that are shared with you.
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3.5 To-Do List Management System

In this chapter you will learn how to schedule your pending tasks. You can arrange your
tasks in order of priority. You may view the list of all your activities and know the status
which activity has and has not been completed.

How to use To-Do List Management System

1.

Under 'Personal' menu, click on 'To-Do' icon. Under this menu bar, you will find the left
hand navigation menu bar and the right hand To-Do Description page.

The left hand navigation menu bar consists of the summary of your To-Do activities
and the right hand To-Do Description page consists of the list and status of your
activities.

To check on your activity list, simply click on 'To-Do List' link on the left hand menu bar.
You will see your list of activities with its status on the right hand of this link.

. To manage your activities, click on the activity that you want to manage. Detail

information on your activity will appear on this page. You can modify or delete your
activity. Don't forget to click save button [X] after you modify your activity.

To create new activities simply click on 'Create To-Do' link on the left hand navigation
menu bar. A new activity page will appear on the right hand of this link.

Fill in all the fields provided. You may set your activities according to its priority. Select
either urgent, important, normal or low. Once you finished, click on the save button.

To check whether the activities have been completed or not, go to 'Completed List'
link and 'Incomplete List' link respectively on the left hand menu bar.

Mitechsoft WebCube System (version 2.0) User Manual

Page 20 of 35



3.6 File Management System

In this chapter you will learn how to manage your files and documents in the Internet
from anywhere in the world. You may create various folders in order to keep your files
and if you wish, you can share these folders with other members of your organization.

You will also learn how to upload, download, copy, move and remove your files as easy
as you like. The facility will also allow you to access other user's folder in the organization
with his/her permission.

How to use File Management System

1.

Under 'Personal' menu click on the 'File Manager' icon. Under this menu bar, you will
find the left hand navigation menu bar and the right hand File Manager page.

The left hand navigation menu bar consists of File Manager summary, Navigator, Tools
and ‘Jump To' menu. The right hand File Manager page consists of all the list of
folders that have been created and files that have been uploaded. The upload date
and fime is also shown on these folders.

To manage these folders, various facilities are made available on the top of File
Manager page. These facilities are uploading, copy, move, remove, share and
create folder.

By default, when your account is created, two folders are already created for you.
These are "My Personal” and “My Share"” folder. “My Personal” folder is not shared,
whereas “My Share” is shared to the Public (To all users using WebCube in your
network or other frusted networks). All shared folders will have different types of icons
(with the hands underneath the image) compared to the personal folders.

You may create you own folder within the available folders or outside of these folders,
as you like.

Managing Folder

1.

At the place where you want to create the folder, click on the “New Folder” icon

as follows - _You need to enter the folder name and description in the
form given.

To move up from each folder, click the arrow as follows :ih

To change the name and description of the folder, while inside the folder, click the
“Edit Folder” icon and enter the new information, as you like.

To change the sharing properties, while inside the folder, click the "“Sharing
Properties™ icon.

Step 1: You may choose which sharing levels you want have for this folder. There
are 4 levels of sharing properties:
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(i) Personal (Not Shared)
(i) Public (Trusted Network)

By choosing this option, the files inside this folder can be viewed and
downloaded by users from all other frusted networks.

(iii) Private
By choosing this opfion, the files inside this folder can be viewed and
downloaded by all users from your network.

(iv) Selected List

By clicking here, you will be given the form to fill in the users that you wish to
share the folder with. You may enter the email address of these users or you
may enter their group. If the group is “management” and their domain name
is abc.com, then you will need to enter management@abc.com here. You
may also enter the ID of users or group from other trusted network.

Step 2: You may manage level of sharing at this step. There are three levels
of sharing available. You may choose whichever you want.

O
C
C

Download (download only)
Upload (download and upload only)

Full (download, upload, create folder, remove)

Managing File

1.

To upload the files to your folder, while in the selected folder, click the “Upload”
icon on fop of the page. You will be given the facility to upload up to 20 files at
one fime. In order to overwrite the already available files, you need to highlight on

the "Overwrite” checkbox. To upload the chosen files, click on the :ih button at
the right side of the page.

While uploading the files, the system will pop up the message to inform you about
the ongoing process. Once it is completed, the system will inform you the name of
the files completely uploaded.

To manage the available files in the folder, highlight the checkbox on the left of
the selected file/s. You may then manage the files by clicking on “Copy”, “Move”
or "Remove” icon at the top of the page.

Navigating the Network

1.

At the "Navigator” menu on the left hand side of the page, there are 3 options
available.
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(i) My Folder.
By clicking here, the system will display your main File Management folder.
(ii) The domain name of you organization

By clicking here, you will be shown the available groups within your
network. You may click the group that you want. The system will then
show you the list of users within the selected group. You will be able to see
the folder and files owned by the selected users if he/ she has shared
those folders for you to access to. Otherwise you will only see the “My
Share” folder. Once you have seen those files, you may either download it
tfo your computer or you may copy it to your personal folder in the File
Manager System.

(iii) Entire Network

By clicking here, you will be shown the available trusted network. By
clicking the selected network, you will be shown the available groups
within that network. You may click the group that you want. The system
will then show you the list of users within the selected group. You will be
able to see the folder and files owned by the selected users if he/ she has
shared those folders for you to access to. Otherwise you will only see the
“My Share” folder. Once you have seen those files, you may either
download it fo your computer or you may copy it to your personal folder
in the File Manager System.

Quick Download
This facility is fo enable you to download the file from your folder easily. By clicking
this link, you will be shown the list of folders available in your File Management
System. By clicking the selected file, you may download it easily to your computer.
Jump To
This facility will enable you to go directly to the user’s folder. This user may be from

your network or from other trusted networks. You just need to enter his e-mail
address and click the link "go” in order to proceed further.
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3.7 Personal Web Page

In this chapter you will learn how to manage your personal homepage in the Internet
from anywhere in the world. You may create your homepage from the templates given,
from your own files or from your own Blog.

How to use Personal Web Page System

1. Under 'Personal’ menu, click on the 'Homepage' icon. Under this menu bar, you will
find the left hand Personal Home Page menu bar and the right hand Content
Management page.

2. The left hand Personal Homepage menu bar consists of System Content, System
Information and Personal Web Folder.

How to create and manage
1. Creating homepage by using the templates.

(i)  Thisis the default of the system. Once you click on the "Homepage” icon, you will
be given the “Content Management” page of the available templates.

About My Self
My Familiy
My Friends
My Hobbies
My Activities
Biodata

My Links

prerprre

You may edit the topic for these contents and you may enter all of the required
information in the field provided. Images that you want to insert into the web page
contents will be obtained from your personal web folder or from community web folder
provided by the System Administrator.

(i)  Choosing the Themes

Click on the "Themes Manager” link on the left hand navigation menu bar. You will see
various themes available in the system. You may choose either to use system theme or
user theme. You may also choose whether to have single or multiple page layouts for
your homepage.

(i)  Preview Homepage

You may preview the appearance of the homepage by clicking on 'Preview
Homepage' button on the left of this menu bar.

2. Creating homepage by using the personal files

You may create your homepage by using the HTML editor and upload these files to the
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folder in this system. Besides that, you may also create or edit the files directly in this
system.

(i)  Click "Manage Web Folder”.
You will see there are six folders already available in the system. These are:

@personal_theme
@system_theme
File

Image

Media

Www

Brrprpre

Any file with the name of index.html or index.php in the main folder will be the main
page of your homepage.

You may keep all other files in these folders accordingly.
To create new file, you need to click on the “Create New" icon af the top of the page.

To edit the already available file, click the selected file > Advanced Editor or Expert
Editor

In Advanced Editor, you will be able to edit the page by using the What Yous See is
What You Get (WYSIWYG) format, whereas in expert editor, you will have to edit by using
the HTML editor.

3. Creating Homepage using Personal Weblog (Blog)

(i) Under System Information on the left hand menu bar, click the 'change' button.
You will find three options available:

&, System Content
&, Personal Web Folder
&, Personal Weblog

By default the first option is chosen. If you wish to use your Personal Weblog as your
default personal homepage, then you need to choose the third optfion and save the
setting.
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3.8 Personal Journal

Personal Journal is almost similar to your personal diary. You will be able to record all of
your daily activities inside this journal. You will be able to view this journal or edit it in the
future as you wish.

You have an option to share your journal with someone else. The sharing option are;

- Personal (Notf Shared)

- Public (Trusted Network)
- Private

- Selected List

Comparing the Journal with weblog, everybody can view your blog if they know the URL
of your blog. However your personal journal can only be viewed by other users whom
you give the authority to acces to your journal.

How can | use the Personal Journal module?

1. Under 'Personal' menu, click on the 'Journal' icon. Under this menu bar, you will find
the left hand Personal Journal menu bar and the right hand Journal List page.

2. By default, there is nothing available on the right hand side of the page. You need
to create your journal by clicking on the “ Create Journal” menu on the left hand side of
the page.

Step 1

Enter the journal Name and Description
Press Next Step button

Step 2

Select your sharing Option.
Press the 'Finish' button.

You will find your journal name and its accessibility on the Journal List page.

You may create as many journals as you like and with different sharing properties for
each journal.

3. To update or delete the journal, simply click on the infended journal on the  journal
list page.
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3.9 Weblog

In this chapter you will learn how to manage your personal weblog in the Internet from
anywhere in the world. You may create and manage your personal weblog from the
templates given.

How to use Personal Weblog System

1. Click on the 'Weblog' icon. Under this menu bar, you will find the left hand Personal
Weblog menu bar and the right hand Blog List and Summary.

2. By default, there is nothing available on the right hand side of the page. You need
to create your weblog profile by clicking on the * Weblog Profile” menu on the left
hand side of the page.

Step 1

Enter the Weblog Title
Set the Weblog description

Step 2

To enable or disable the Weblog. Only enable Weblog will be seen.
Step 3

Choose the Weblog themes.

Step 4

Verify data and save the setting.

3. Once you have created the Weblog profile, there are four new menus can be
seen on the left hand side of the page. They are:

. Post List
This will list down all the available weblog posting together with its activities.
¥ New Post
This facility will enable you to post new weblog posting
&, Weblog Profile
This will enable you to determine the profile of your weblog.
&, Preview My Weblog

This facility will enable you to view your weblog.
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Creating new weblog posting

Step 1

Enter the title and contents of your posting
Step 2

Comments: The default is “disable”. If you want to allow others to give comment to
your weblog, choose the “enable” option.

Status : The default is “Set posting as draft”. Your new posting will not be seen until
you choose “Publish posting”.

Managing weblog profile

Step 1

You can edit the title and contents of your weblog.
Step 2

You may enable or disable your weblog

Step 3

You may choose the themes for your weblog.
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40 Community Modules

Under Community menu you will find the following modules:

Shoutbox

Forum

Community Center

News Management System
Organization Calendar System

oML~

4.1 Shoutbox

In this chapter you will learn how to manage your community-based Shoutbox in the
Internet from anywhere in the world. You may create and manage your announcement
and advertisement smoothly within your organization.

This facility enables the organization to manage announcement and advertisement
within its community. Information posted here will be displayed to all users within the
system. It can either be in the form of text orimages.

How to use Shoutbox System
Under the 'Community' menu, click on the 'Shoutbox' icon. Under this menu bar, you will
find on the left hand the Shoutbox menu bar and on the right hand the list of latest

posting.

(i) To create your posting, click on the “Scream Now" link.
(ii) To view all of the posting list, click on the “Screamed list” link.
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4.2 Forum

In this chapter you will learn how to use your community-based Forum in the Internet
from anywhere in the world. You may create and manage your forum activities smoothly
within your organization.

This module allows you to share your opinions with other members in your community.
You will be able to discuss various issues within your community in this facility. All of the
members in the community will be able to participate in the Public Forum and only
certain related users will be able to utilize the Private Forums. Private forums can be
managed on a WebCube group-based (Public Group) or based on members in a newly
created group (Private Group).

How to use Forum System

In order to ufilize the system, you need to click at the 'Forum' icon under the 'Community’
menu. You will then be displayed with the Forum main page. The appearance of the
page will depend on whether you are an ordinary user, the main System Administrator or
Forum Host.

a) System Administrator or Forum Administrator
System Administrator will be able to do these following tasks:
(i) Manage Forum Categories (i.e. Health, Education, Technology etc).

He can list down all categories available and he will also be able to create new
categories or delete the present categories. He may also rename these categories as
needed.

(i) Manage Forum. He will be able to list down all available forums, add new forums or
delete selected forums.

(i) Managing Forum Group (Private Group). These can either be creating new groups,
deleting available groups or adding and deleting members in the group.

(iv) Using all available forums
b) Forum Host

(i) He has the ability to Edit or Delete the posting available in the forum that he has
access fo.

(i) Using Forums that are available for him. It involved Public Forum and Private Forum
that he has the ability to access to.

d) Ordinary Users

(i) Using Forums that are available for him. It involved Public Forum and Private Forum
that he has the ability to access to.
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Accessing Forum

5.

Once logged in, you will be able to see two available columns on the main
page. Column on the left will be used for the management purpose. What you
will see here will depend on whether you are a Moderator, Forum Host or
Ordinary User. Besides that you will also be able to see the list of forums that you
are allowed to participate in.

The main column on the right will show the contents of the available forums.
These forums are divided according fo their categories. In each category, the
forums are listed according to their forum name. The descriptions on these forums
are available on the right side of each of the forum name. The information
consists of

Forum name

Topic — the number of available topics within this forum is displayed here.
Posts — the number of forum posting inside this forum is displayed here
Last Post — the date of the last posting is displayed here

Host — the user ID of the forum host is shown here.

To obtain further information, you need to click at forum selected. The list of
Forum topics are shown here. On its right side you will be able to see:

e The ID of the creator of the topic

e Number of replies

e Number of users who has viewed the posting
e Information about the last posting

Ordinary user
As ordinary user, you can only

View the permitted postings

Reply to available posting

Create new posting in the available topics
Create new topics.

Creating topic

Click on the ‘Create Topic’ link.

Fill in the name of the topic and the description of that topic.

You may also choose the ‘emoticons’ provided.

You may customize further the fonts, characters of the text or you may also add in
images in the description field.
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6. Creating new message
Choose the emoticon

If you do not want your e-mail address be displayed, you may also choose to be
anonymous by clicking on ‘Check to post anonymously’ button. It is good to inform
that even though the users of the system will not know who the person is, the
System Administrator will still be able to trace it from the system.

In order to view the available postings, you need to click on the respective topic.
Once chosen, you will be shown all the postings available in the topic chosen. If you
have new message regarding the same topic, you need to click on the ‘New
Message’ icon on the upper right-hand side of the page. If you wish to response
(reply) to the present posting, you need to click on the [reply] icon on the right-
hand side.

If you are logged in as a Forum Host, you will be able ‘lock’ or ‘delete’ the topic
within your authority and edit or delete related forum postings.
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4.3 Community Center

This facility will enable users to view the information about other users. Users from the
system may be able to see the available groups, the name of users in each group, user
ID, telephone numbers, personal homepage, personal Weblog etc. This module can also
be displayed at the main homepage of the company by using the available Plug-in in
the CMS module.

4.4 News

News posting is only done by the System Administrator or the News Administrator.
Ordinary user may only view the available posting.

4.5 Calendar

Events of the organization’s calendar is managed by the System Administrator or the
Calendar Administrator. This Calendar may also be displayed at the main homepage
by using the available Plug-in module.
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5.0 Setting

In this section you will learn how to view and manage your personal system sefting.
How to use Personal Setting System

To access to this facility, you need to click on the ‘Setting’ icon on the Navigation
Bar.

On this page, you will be able to review the status of your account and to make
changes your password and your profile.
1. Click on the 'Sefting' icon. Under this menu bar, you will find the left hand Setting

menu bar and the right hand User Setting and Information.

2. The left hand Setting menu bar consists of Personal Information, Update Profile,
Change Password and Editing Mode.

e System Information

This information comes from the system. It consists of:
Full Name

Login ID

Prime Mail ID

If you have any problem with the information here, you need to contact the System
Administrator.

e System Status

User Status
Incoming Mail
Read Mail

These three facilities are controlled by the System Administrator. If you have any
problem in using this system or you find any of these facilities are enabled, you need
to contact the System Administrator.

Forward Mode
Vacation Mode

These two facilities are managed by you fully in the e-mail system. You can enable or
disable it anytime you wish.
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e Quota and Disk Usage Status

If it is not enforced, it means that there is no quota restriction on the use of hard disk
space.

e My Profile

You may edit this profile yourself.

6.0 Info Center

You will be able to view some selected information here. System Administrator or Info
Administrator will be able to allocate certain information for certain group of users.
Information may be in the form of corporate policies, procedures, manuals efc.
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