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Introduction

BERNAMA Portal Content Management System (PCMS) is an open source content
management system (CMS) that is used to manage BERNAMA portal contents.

General

How to Activate Account

Once Admin create user’s account, user shall receive email notification from PCMS
BERNAMA and need to activate the account before proceed with Sign in.

Step 1
Step 2

Step 3

Step 4

Step 5

B3 pcmsadmin

Click “Activate Account”

Enter email address

Enter new created password

Note: Password must contain at least eight characters, including uppercase,
lowercase letters, symbols (except for * “and *-‘) and numbers.

Enter new password again

Note: Same as the above

Press Enter or click Activate Account

PCMSAdmin - Activate Account
It's Okay to be Smart. Experience the

simplicity of PCMSAdmin, everywhere

you go!

About PCMSAdmin Activate Account

BERNAMA Portal Content Management Sy
open source content managemel m [CMS) that is
used tam A portal contents by cataloging

and indexi

em [PCMS) is an

Portal Content Management System

The new PCMS Is developed to fulfil the requirement of
Pertubuhan B
agency pr

Nasional Mala
atest and tir y &

agencies, broadcasting channels,
wirec ces and the Internet

Figure 1: Activate Account

Account Activation
Enter your email address
Enter your new password

Re-Enter your new password

¥ Activate Account
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How to Sign in

To sign in to PCMS, user required to have a Username and Password. Each user need to
activate the account first before login for the first time.

Step 1 Enter username. Eg: usernamel23
Step 2 Enter password.

Step 3 Tick checkbox “Stay signed in” (optional) to save the username and password to
web browser

Step 4 Press Enter or click “Sign in” button

@ PCMSAdmin
Login form
Portal Content Management System Administration Sign In
t's Okay to be Smart. Experience the
simplicity of PCMSAdmin, everywhere Username

you go!

Stay signed in

About PCMSAdmin

BERNAMA Portal Content Managem
open source content managemen syste
used to manage BERNAMA portal contents by c
and indexing portal content select or assemble contentat  for newspaper agencies, broadcasting channels, global
real-time, and deliver those contents to BERNAMA's client.  wired services and the Internet.

Figure 2: Signin

How to Sign out

For security reason, user are advice to sign out the system before closing the web browser.
Step 1 Click B to sign out from PCMS

Step 2  Click “Yes”

©BERNAMA PCMS Page 5 of 40
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How to Lock and Unlock PCMS

By default, if the PCMS page is idle for 30 minutes, the system will automatically locked.
However user shall also lock the system manually.

To lock:

Step 1 Press Ctrl + L
To unlock:

Step 1 Enter password

Step 2 Press Enter or click button

PCMSAdmin

Administrator Pcms

admin@pcms.com

BERNAMA | Passwe

Logged as someone else? Click here

Copyright BERNAMA-Portal Content Management System Administration 2017.

Figure 3: Locked screen
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How to reset password

User shall receive email notification from PCMS BERNAMA and need to reset the password
before proceed with Sign in.

Step 1  Click “ Forgot Password”

Step 2 Enter registered email address

Step 3 Open the email and click “Reset Password”
Step 4 Enter registered email address

Step 5 Enter new created password

Note: Password must contain at least eight characters, including uppercase,
lowercase letters, symbols (except for * ’and “-‘) and numbers.

Step 6 Enter new password again

Note: Same as the above
Step 7 Press Enter or click Reset Password

[ pcmsad

PCMSAdmin - FORGOT PASSWORD

E

About PCMSAdmin Forgot Password Portal Content Management System

Figure 4: Forgot password

[ pemsadmis
PCMSAdmin - RESET PASSWORD
RESET
PASSWORD

About PCMSAdmin Reset Password Portal Content Management System

Figure 5: Reset Password
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Dashboard

Dashboard is the main page for PCMS. User shall see several items in their dashboard
according to their privileges.

# Dashboard >Mypashboard 7171 il 1567 et 27% Lt

ot Site Usage

£ My Events

Figure 6: Dashboard

My Dashboard
What is My Events

My Events display list of events that has been assigned to user in calendar format.

What is My Tasks

My Tasks display list of assignments and events that has been assigned to user. User shall
click “More details” to view the task.

How to make the page full screen

PCMS provides the full screen feature to see more of the actual page and to hide all the
other elements, including the bookmarks bar, menu buttons, any other open tabs and the
operating system's clock, taskbar and other items.

Step 1  Press E button

How to change PCMS theme/skin

PCMS provides 7 themes to be choose from.
Step1 Press &£ Dbutton

Step 2 @ Select theme
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Search

PCMS provides global search and advanced search as searching tools.

How to use Global Search

Step 1 Insert query in search box provided  Giobal Search Q

Step 2 Press Enter

How to user Advanced Search

Step 1 Insert query in search box provided
Step 2 Select module

Step 3  Press Enter
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My Profile

Display user’s information. User shall manage their profile here.

& Edit Profile

User Information

FrstName:d | ad
Emall: &4 | admin

Bithdate: ¥ 3012/1991

Address ny Address
Country: M Malaysia

System Information
Username: & | admin

Staws: B Actve

Figure 7: My profile

Chooss File | No file chosen

Lastrame: & | pems

Prone: 0 | 7685876

Gender: G | Male

WP Kuala Lumpur City: @ Wangsa Maju Postal Code: 8 857928

Password : 8 Confirm Password : & | Re-type Passw

UserType: & Administrator

Company: B BERNAMA

How to view my privileges

Designation: % | Developer

Figure 8: Update profile

Step 1 Click “My Privileges” button

How to update my profile picture

Step 1 Click “Update profile” button

Step 2 Click “choose file” button

Step 3 Select photo and click “open”
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How to update my information

Step 1 Click “Update profile” button

Step 2 Update information

i First name
ii. Last name
ili. Email
iv. Phone
V. Birthdate
vi. Gender
vii.  Address
viii.  Country
iX. State
x.  City
Xi. Postal code
Xii. Password
xiii.  Designation

Step 3 Click “update” button
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Retrieve news (BESTv2)

Retrieve News (BESTvZ2)

B8 Retieve News From BESTv2 n 7

Search ‘EHE‘ Show| 10 v entries
1D 7 Headline Language News Category Assignment 1D Date status RTv[ervi:‘s’e
752 GOALBALL - MISI HAPUSKAN BADI 12 TAHUN Malay SUKAN BN201709115287 1210972017 m &
751 SIARAN RENCANA/FOKUS/LAPORAN KHAS/RUANGAN BERNAMA PADA 12 SEPT; 2017 Malay RENCANA NULL 12/09/2017 m @&
750 BERTEM AN LARI BILA INDIVIDU MENGAMUK DI RESTORAN Malay JENAYAH NULL 12/09/2017 m (ﬁ
749 STRONG FISCAL POSITION STRENGTHENS NATION'S ECONOMIC RESILIENCE English ECONOMIC NEWS BN201709085017 12/09/2017 m &«
748 MALAYSIA TIDAK "DIJAJAH" OLEH CHINA - LIOW Malay BERITA AM NULL 12/09/2017 m (ﬁ
747 LATE KEDAH SULTAN TOLD ME TO HELP PM LOOK AFTER NATION - ZAHID English GENERAL NEWS NULL 12/09/2017 m &
745 PERU ISYTIHAR DUTA BESAR KOREA UTARA SEBAGAI PERSONA NON-GRATA Malay BERITA LUAR NULL 1210972017 m <‘ﬂ
NEGARA
Figure 9: List of news from BESTv2
How to search news
Step 1 Enter query in search box. Example: Headline title 1
Step 2  Press enter
How to copy list of news from BESTv2
Step 1 Click “Copy” button
Step 2 Paste (ctrl + v) preferred place.
How to download list of news from BESTv2
Step 1 Click “Excel” button
Step 2 Open downloaded .excel file.
How to control showing entries
Step 1 Select number of entries provided
Show 10 v entries
How to view news content
Step 1 Click News Headline
©BERNAMA PCMS Page 12 of 40
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How to retrieve news

Step 1 Select news with status = “New”

Step 2 Click %y button

Step 3 Click “Retrieve” button

Retrieve News

Retrieve - Move to Manage News.
Retreive & Edit - Move to Manage News and Edit the news.

W Retrieve w Retrieve & Edit

Figure 10: Retrieve news

Why some news cannot be retrieved

News with status = “Done” cannot be retrieve. News can only be retrieved once.

How to retrieve and edit news

Step 1 Select news with status = “New”

Step 2 Click 4y button

Step 3 Click “Retrieve & Edit” button

Step 4 Edit news information

i.

ii.
iii.
iv.
V.
Vi.
Vii.
viii.

Select assignment (optional)
Select status

Select display

Edit headline (optional)

Insert keyword (optional)

Tick Exclusive (byline)

Insert notes (optional)
Embargo for transmit (optional)

Step 5 Edit news classification

i.
ii.
iii.
iv.

Select language

Select news category

Select state news (optional)

Tick Topstory, Highlight (optional)

Step 6 Insert news summary (optional)

Step 7 Edit news content

Step 8 Insert photo (optional)

©BERNAMA PCMS
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Step 9 Insert video (optional)

Step 10 | Click “Done” button
Note: Once click “Done”, news will be saved as per status selected.

[E3 Retrieve an

d Edit

B8 News Information S

ment: @

News Classification

gei @ Please Choos v News Categor

*Top Story Highlight * ©None State News : &

#+ B I U & opnsse Ar = = =+ Tiv (B (W W e -|X o ?

# News Content

SULTAN-CONDOLENCES

“May the Almighty bles

Figure 11: Retrieve & Edit news

©BERNAMA PCMS
V1.1. PCMS_USERMANUAL

Page 14 of 40



Q

NOVAMI HOLDINGS SDN BHD
BERNAMA i)

PCMS- User Manual

Retrieve news (Reuters)

Retrieve News (Reuters)

BB Retieve News From Reuters |:| P

Search: Show| 10 v entries
2013-06-07T1512152Z_54940_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m Q@
2013-06-16T144251Z_55855_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m Q@
2013-06-16T1507382Z_55856_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m @
2013-06-16T151045Z_55857_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m @
2013-06-16T151710Z_55858_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m “
2013-06-16T15222327_55859_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m “
2013-06-16T1524562Z_55860_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m K.Y
2013-06-16T154025Z_55861_TRE7AA35D_RTROPTT-LNK_0_OUKWD-LINK.XML m Q@
Figure 12: Retrieve news (Reuters)
How to search .xml files
Step 1 Enter query in search box. Example: xmlfilel
Step 2  Press enter
How to copy list of .xml file from Reuters
Step 1 Click “Copy” button
Step 2 Paste (ctrl + v) preferred place.
How to download list of .xml file from Reuters
Step 1 Click “Excel” button
Step 2 Open downloaded .excel file.
How to control showing entries
Step 1 Select number of entries provided
Show| 10 v entries
©BERNAMA PCMS Page 15 of 40
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How to retrieve .xml file

Step 1 Select news with status = “New”
Step 2 Click s button

Step 3 Click “Yes” when confirmation message pop-up

Note: Retrieved file will move to manage news. If file contains images, the
images will be stored in Photo Gallery

Why some file cannot be retrieved

xml file with status = “Done” cannot be retrieve. XML file can only be retrieved once.

Where to view retrieved .xml file

User can view news in Manage News

©BERNAMA PCMS Page 16 of 40
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Create News

News Information

Assignment: @ | Please Chos

Status:&  Please Choose v Display:d  Please Choose i

News Headline : &

Keyword : @ Author: & | Please Choose v
Exclusive
Note : &
Embargo for transmit on: 8
News Classification
Language: ™ | please Choose v News Category: & | Ple ¥

# Top Story Highlight © © None State News:& | Please Choose M

# News Summary m 2

e B I U & Opensans~ aAlr|=|e=

v T || B | e - x| 2

# News Content |

P B I U A Opensans~ Alv|=|=|= ||TI [=:08 M - X < 2

& Photo [# | 4

v

Choose Photo Album .

E4 video [# m

Choose Video Album v

Figure 13: Create News
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How to create news

Step 1 Insert news information

i

il
iii.
iv.
V.
vi.
Vii.
viii.

Select assignment (optional)
Select status

Select display

Enter news headline (optional)
Enter keyword (optional)

Tick Exclusive (byline)

Insert notes (optional)
Embargo for transmit (optional)

Step 2 Insert news classification

i.
ii.
iii.
iv.

Select language

Select news category

Select state news (optional)

Tick Topstory, Highlight (optional)

Step 3 Insert news summary (optional)

Step 4 | Insert news content

Step 5 Insert photo (optional)

Step 6 Insert video (optional)

Step 7 Click “Done” button

Note: Once click “Done”, news will be saved as per status selected.

©BERNAMA PCMS
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Manage News

B List Of News

4  senttoClient

Search: Copy || Excel
News Assignment Last Updated

D Author Headline Language ~ Category  ID updated T by Status

83 - @Riot police quell protests ahead of Erdogan rally - - - 2017/09/12 | ShazminZ Draft
16:09

84 - (&Putin arrives late for Syria talks with Cameron ahead of G8 - - - 2017/09/12 | Shazmin Z Draft
16:09

85 - @ Gunmen kill four Shi'ite Lebanese in Bekaa Valley = - - 2017/09/12 | Shazmin Z Draft
16:09

79 - (ZKPKT BAKAL LAWAT TAPAK CADANGAN PROJEK PPR Malay Am - 2017/09/12  Mardiana on

P.PINANG 13:50 Ahmad

82 ° (#BOMBA BANTU MURID TERPERANGKAP DALAM KEBUN Malay Am = 2017/09/11  Shazmin Z On

22:10

Figure 14: Manage news

How to search news

Newsbrief@7

No

No

No

No

Yes

Show| 10 v entries

News
Classification Action
site Category

Microsite
List of Site
Category
Banking &
Finance
News-sub
category
Focus

Step 1 Enter query in search box. Example: newsheadlinel

Step 2 | Press enter

How to copy list of news

Step 1  Click “Copy” button

Step 2 Paste (ctrl + v) preferred place.

How to download list of news

Step 1  Click “Excel” button

Step 2 Open downloaded .excel file.

How to control showing entries

Step 1 Select number of entries provided

Show 10 v entries

How to edit news

Step 1  Click headline title

Step 2  Edit news information

©BERNAMA PCMS
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ix.  Select assignment (optional)
X.  Select status
xi.  Select display
xii.  Edit headline (optional)
xiii.  Insert keyword (optional)
xiv.  Tick Exclusive (byline)
xv. Insert notes (optional)
xvi.  Embargo for transmit (optional)

Step 3 Edit news classification
v.  Select language

vi.  Select news category
vii.  Select state news (optional)
viii.  Tick Topstory, Highlight (optional)
Step 4 Insert news summary (optional)
Step 5 Edit news content
Step 6 Insert photo (optional)

Step 7 Insert video (optional)

Step 8 Click “Done” button
Note: Once click “Done”, news will be saved as per status selected.

How to preview edited news

Step 1 Select “Preview” button

How to distribute news

Step 1 Click headline title
Step 2  Click “Distribute” button

Step 3 Make a selection where to distribute the news

i. Select Site Category

ii. Select List of Site Category
iii. Select News category
iv.  Select News-sub category

Step 4 Preview selection

Step 5 Click “Distribute” button

©BERNAMA PCMS
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Distribute News

+ Distribute News e

Site Category

Step 1 - Site Category

BB Site Category a S
site Category Tick
Microsite

Mainsite

Promo Page

Digital Display

Next

Figure 15: Distribute news

How to send news to client

Step 1 Tick checkbox beside news headline
Step 2  Click “Send to client” button
Step 3 Select Company
Step 4 Tick the option (optional)
Step 5 Click “Send” button
Send News to Client

Company :
Option

RSS XML Email

(ar‘(e‘ m

Figure 16: Send news to client
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How to create News Brief@7

Step 1 Click E button (under column Action)

Step 2  Insert news information
i.  Status
ii. News Headline
Step 3 Insert news classification
i. Selectlanguage
ii. News category
Step 4 Edit news content
Step 5 Add photo & add video (optional)

Step 6 Click “Preview” button to preview news content

Step 7  Click “Done” button
Note: Once click “Done”, news will be saved as per status selected.

Newsbriefs@7

[ o [ = S

B News Information =
Status:& | On -

News Headline-@ | Riot police quell protests ahead of Erdogan rally

News Classification

Language : @ Malay v News Category : d Am v
# News Content m 2
P B I U »= Open sans * A~ E = =- Ti* B~ W T e — X o4 7

By Daren Butler and Seda Sezer
ISTANBUL (Reuters) - Riot police used teargas in Istanbul and Ankara on Sunday to try to prevent anti-government demonstrators from regrouping ahead of a rally by Prime Minister Tayyip Erdogan's ruling party.

Bulldozers removed barricades and municipal workers swept the streets around Istanbul's Taksim Square, sealed off by police after thousands took to the streets overnight following a raid by riot police firing teargas and water
cannon to evict demonstrators from the adjoining Gezi Park.

The umbrella protest group behind the Gezi Park campaign, Taksim Solidarity, called for demonstrators to gather peacefully again in the square but Istanbul Governor Huseyin Avni Mutlu made clear they would not be allowed to do
so.

"Any call for (people to gather in) Taksim will not contribute to peace and security," he told reporters, as riot police fired teargas in several locations to disperse groups of demonstrators.

"After the current environment becomes stable, they can continue exercising their democratic rights. Under current circumstances we will not allow any gathering.” -
(& photo [# m 2
Selected Photos v

Choose Photo Album v
) video [4 [
v

Choose Video Album

Figure 17: News Brief@7

©BERNAMA PCMS Page 22 of 40
V1.1. PCMS_USERMANUAL



NOVAMI HOLDINGS SDN BHD
i)

eeeeeee

PCMS- User Manual

Why some news have © symbol under column Action

News with @ symbol represent news that already edited as News Brief@7

How to change News Brief@7 status

Step 1 Click news headline
Step 2 Update status

Step 3 Click “Done” button

Note: Once click “Done”, news will be saved as per status selected.
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Photo Gallery
Create Photo Album

3 Create Photo Album

Album Title : @
Description : &

Location : @

[ e |
Figure 18: Create photo album
How to create photo album
Step 1 Insert Photo Album information
i.  Album title
ii.  Album Description
ii.  Location
Step 2 Click “Save” button
Step 3 Click “Save Album” button
How to create photo album & add photo
Step 1 Insert Photo Album information
i.  Album title
ii.  Album Description
iii.  Location
Step 2 Click “Save” button
Step 3 Click “Save & Add photo”
Step 4 Click  Upload Photo : &
Step 5 Choose photo and click “open”
Step 6 Edit image
i. Rotate image
ii.  Mirror image
iii.  Cropimage
Step 7 Click “Watermark” to view images with watermark
Step 8 Insert photo information (optional)
i.  Caption (Malay)
ii.  Caption (Secondary)
iii.  Photographer
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iv.  Photo category
v.  Object name

vi.  Credit

vii.  Headline (Malay)

viii.  Headline (Secondary)
iXx.  Byline

X.  Byline title

xi.  Caption writer

xii. ~ Caption string
xiii.  Photo supplemental category
xiv.  Photo category

Step 9 Insert location (optional)

i.  Country

i. Country code
iii. Province state
iv.  City

Step 10 | Insert Date & Time (optional)
i. Created datetime
il Release datetime

Step 11 | Insert Site category (optional)

i.  Site category

ii. List of site category
iii. Language
iv.  Status

Step 12 | Click “Save” button
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9 Add Photo » UPSR 2017

bum Tie:Q | UPSR 2017

umDescriotion @ |

Locarion: ¢

i Rotate & Crop .
jploat Phoo : &

Choose File | FWE16131_SEA1Z0_210817_KARATEScrJog

+ #dd Phato Metadata r

Photo Details

—
Photographer : & vi9
ject Narme: © i@ for 1
Headine (Malagr@ | s JES 201
ne fsecondary): @
c @ MOHDHLMZUDI byline Title: @ | KARAT
& 8 MARNERMON - =8
e lease v hot @ Pleas v
Location
untry: @ P Code @
i e O [ }
Date & Time
Creared Datetime ] Release Daterime =

Site Category

Figure 19: Add photo
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Manage Photo Album

B Manage Album

8 List of Photo Album

Search Copy || Excel

1) - Album Title
85 @ 2013-06-16T151037Z_1_CBRE9I5F165500_RTROPTP_0_OUKWD-UK-TURKEY-PROTESTS.XML
84 @ New

efs@7

83 @ 201 20Z_1_CBRE95F16P900_RTROPTP_0_OUKWD-UK-SYRIA-CRISIS-PUTIN.XML
82 @ 2013-06-16T153946Z_1_CBRE9ISF17IT00_RTROPTP_0_OUKWD-UK-SYRIA-CRISIS-ALEPPO.XML
81 <@ 2013-06-16T151037Z_1_CBRE9I5F165500_RTROPTP_0_OUKWD-UK-TURKEY-PROTESTS.XML
80 @ UPSR 2017

79 @ Merdeka

76 @ UPSR @44 EE 4k A& A ES T

T @ KPDNKK &

73 @ uat2

Figure 20: Manage Photo Album

How to search photo album

Date

12/09/2017 16:09

11/09/2017 12:26

11/09/2017 11:14

11/09/2017 11:14

11/09/2017 11:14

11/09/2017 11:05

08/09/2017 16:49

08/09/2017 11:29

08/09/2017 11:23

08/09/2017 11:23

x
s

Show 10 v entries

& Action
@
@
@
@
@
@
@
=@
@

Zim

Step 1 Enter query in search box. Example: photoalbuml1

Step 2  Press enter

How to copy list of photo album

Step 1 Click “Copy” button

Step 2 Paste (ctrl + v) preferred place.

How to download list of photo album

Step 1 Click “Excel” button

Step 2 Open downloaded .excel file.

How to control showing entries

Step 1 Select number of entries provided

Show 10 v  entries
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How to edit photo album

Step1 Click (£ button

Step 2 Edit Photo Album information

i.  Album title
ii.  Album Description
iii. Location

Step 3 Click “Update” button

Step 4 Click “Update Album” button

How to delete photo album

Step 1 Click @ button

Step 2 Click “yes” when confirmation message pop-up

Why some photo album cannot be deleted

Once photo album contains photo(s), it cannot be deleted. User must delete all photo inside
photo album before proceed with delete photo album

How to view photo in photo album

Step 1 Click @ button or album title

Step 2 Click on selected photo

B View Alburm » UPSR 2017

J GEORGE TOWN, 11 Sept — Gelagat seorang
calon sebelum menjawab kertas Bahasa
Melayu Ujian Pencapaian Sekolah Rendah
(UPSR) 2017 di Sekolah Jenis Kebangsaan
Cina (SJKC) Kwang Hwa di Sungai Nibong
hari ini. -fotoBERNAMA (2017) HAK CIPTA
TERPELIHARA

Figure 21: View photo in photo album
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How to add photo in photo album

Step 1 Click @ button or album title
Step 2 Click “Add Photo” button

Step 3 Click  Upload Photo : &

Step 4 Choose photo and click “open”

Step 5 Edit image

i. Rotate image
ii.  Mirror image
iii. Cropimage

Step 6 Click “Watermark” to view images with watermark

Step 7 Insert photo information (optional)

i. Caption (Malay)
ii. Caption (Secondary)
iii.  Photographer
iv.  Photo category
v.  Object name

vi.  Credit

vii.  Headline (Malay)

viii.  Headline (Secondary)
iX.  Byline

X.  Byline title

xi.  Caption writer

xii.  Caption string
xiii.  Photo supplemental category
xiv.  Photo category

Step 8 Insert location (optional)

i. Country

ii. Country code
iii. Province state
iv.  City

Step 9 Insert Date & Time (optional)
i. Created datetime
il Release datetime
Step 10 | Insert Site category (optional)

i.  Site category

ii.  List of site category
iii. Language
iv.  Status

Step 11  Click “Save” button
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How to edit photo in photo album

Step 1 Click @ button or album title
Step 2 Click “Edit Photo” button

Step 3 Click  Upload Photo : &

Step 4 Choose photo and click “open”

Step 5 Edit image

i. Rotate image
ii.  Mirror image
iii. Cropimage

Step 6 Click “Watermark” to view images with watermark

Step 7 Edit photo information (optional)

i. Caption (Malay)
ii. Caption (Secondary)
iii.  Photographer
iv.  Photo category
v.  Object name

vi.  Credit

vii.  Headline (Malay)

viii.  Headline (Secondary)
iX.  Byline

X.  Byline title

xi.  Caption writer

xii.  Caption string
xiii.  Photo supplemental category
xiv.  Photo category

Step 8 Edit location (optional)

i. Country

ii. Country code
iii. Province state
iv.  City

Step 9 Edit Date & Time (optional)
i. Created datetime
il Release datetime
Step 10 Edit Site category (optional)

i.  Site category

ii.  List of site category
iii. Language
iv.  Status

Step 11  Click “Save” button
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How to delete photo

Step 1 Click <@ button or album title
Step 2 Click on selected photo

Step 3 Click “Delete” button
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Video and WebTV
Create Video Album

@ Create Video Album
Location: 9
5o
Figure 22: Create video album
How to create video album
Step 1 Insert Video Album information
i.  Album title
ii.  Album Description
iii. Location
Step 2 | Click “Save” button
Step 3 Click “Save Album” button
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How to create video album & add video

Step 1 Insert Video Album information

i.  Album title
ii.  Album Description
iii. Location

Step 2 Click “Save” button
Step 3 Click “Save & Add video”

Step 4 Insert video information (Youtube)

i. Title
ii.  Description
iii. Tags
iv.  Choose file to upload
v.  Videographer
vi.  Company

Step 5 Insert video metadata

i. Video category

ii. Channel
iii. Video category (youtube)
iv.  Status view

Step 6 Insert location (optional)

i. Country
ii. Country code
iii.  Province state

Step 7 Insert Site category (optional)

i.  Site category

ii. List of site category
iii. Language
iv.  Status

Step 8 Click “Upload video” button
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@ Add Video

« Album Detalls .

Album Title -2 video LNY

v Add Video o

Video Information (YOUTUBE)

e @
Sescription : @
Tags @ |Typea

Choose File | No file chasen

Company: @ Please Choose

Video Metadata

Location
Country:@ | Please Choese v Country Code: @
ince State: @ City: @
Site Category
[}
Status:  Please Choose "
Upload Video

Figure 23: Add video
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Manage Video Album

B Manage Video Album

B List of Video Album e

78 @ video LNY 08/09/2017 16:41 @@
77 08/09/2017 16:41 @@
75 08/09/2017 11:27 @ |
70 07/09/2017 12:37 @@
69 07/09/2017 12:34 4 m
68 07/09/2017 12:34 @ m
67 07/09/2017 12:33 | o
66 07/09/2017 12:33 @@
60 28/08/2017 20:15 @@
59 24/08/2017 23:33 @@
- 2
Figure 24: Manage Video Album

How to search video album
Step 1 Enter query in search box. Example: videoalbum1
Step 2 | Press enter

How to copy list of video album
Step 1 Click “Copy” button
Step 2 Paste (ctrl + v) preferred place.

How to download list of video album
Step 1  Click “Excel” button
Step 2 Open downloaded .excel file.

How to control showing entries
Step 1 Select number of entries provided

Show 10 v entries
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How to edit video album

Step1 Click (£ button

Step 2 Edit Video Album information

i.  Album title
ii.  Album Description
iii. Location

Step 3 Click “Update” button

Step 4 Click “Update Album” button

How to delete video album

Step 1 Click @ button

Step 2 Click “yes” when confirmation message pop-up

Why some video album cannot be deleted

Once video album contains video(s), it cannot be deleted. User must delete all video inside
video album before proceed with delete video album. Note that deleted video in PCMS will

not affected video in Youtube. User must manually delete video in Youtube.

How to view video in video album

Step 1 Click @ button or album title

Step 2  Click on video thumbnail

& List of Video

——

ideo Thumbnail = Video Name Date & Time

Figure 25: View video in video album
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How to upload video in video album

Step 1 Click @ button or album title
Step 2 Click “Upload Video” button

Step 3 Insert video information (Youtube)

i. Title
ii.  Description
iii. Tags
iv.  Choose file to upload
v.  Videographer
vi.  Company

Step 4 Insert video metadata

i.  Video category

ii. Channel
iii. Video category (youtube)
iv.  Status view

Step 5 Insert location (optional)

i. Country
ii. Country code
iii.  Province state

Step 6 Insert Site category (optional)

i.  Site category

ii. List of site category
iii. Language
iv.  Status

Step 7 Click “Upload video” button

How to edit video in video album

Step 1 Click <@ button or album title
Step 2 Click “Video Title”

Step 3 Edit video information (Youtube)

i. Title
ii.  Description
iii. Tags
iv.  Choose file to upload
v.  Videographer
vi.  Company

Step 4 Edit video metadata

i.  Video category
ii.  Channel
iii.  Video category (youtube)
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iv. Status view

Step 5 Edit location (optional)

i.  Country
i. Country code
iii. Province state

Step 6 Edit Site category (optional)

i.  Site category

ii. List of site category
iii. Language
iv.  Status

Step 7 Click “Save” button

How to delete video

Step 1 Click <@ button or album title
Step 2 Tick on selected video
Step 3 Click “Delete” button

Step 4 Click “Yes” when confirmation message pop-up
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Manage Forex

® Manage Forex

Search: Copy || Excel Show| 10 v entries
D v Forex Market & Action
= Opening @ o

Currency

How to add forex

Value

2.22/3.654

2.22/3.654

2.22/3.654

2.22/3.654

3.125

Figure 26: Manage forex

® Add Forex
+ Add Forex "

Currency Value
£
usD
EURO
SGD
Yen
Market Please Choose

Step 1  Click “Add Forex” button

Figure 27: Add Forex

Step 2 Insert value for each currency

Step 3 Select market

Step 4 Click “Save” button

How to edit forex

Step 1 Click £ button

Step 2 Edit value for each currency

Step 3 Select market

Step 4 Click “Save” button
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How to delete forex

Step1 Click @ button

Step 2 Click yes when confirmation pop-up displayed

Audit Tralil
View Activity
What is Audit trail

Audit trail is a record of the changes that have been made to a PCMS database.

How to view audit trail

Step 1 Click one of sub module

Step 2 View activity log
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