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Introduction

Microtek MiDMS (Data Management System) is a file scan and
management system, which is specifically designed and provides the best
solutions for small and medium-sized corporations. Through an easy-to-
use interface, users can scan, digitize and upload files to the web server
in few steps. Later, everyone can overview, search or download these
digitized files directly through the access and connection with the web
server.

This manual is created for the people who are classified as an
administrator, controlling and distributing the authority levels of the users
toward using the MiDMS application. The contents here only focus on
the managements of users, web-access authority levels and directories in
the server. If your concern is about how to use the MiDMS application,
refer to “MiDMS User’s Manual” for the details.
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System Requirements

For a Server (Supporting a Maximum of 30 Users On-line)
* Windows XP 32-bit
e Core 2 2 GHz CPU
e 2 GB RAM required

e Free hard disk space as required (at least 500 GB) or by the size of
your scanned images and for additional working files

e (CD-ROM drive (internal or external)

For a Client
e Web browser: Internet Explorer 7 or Internet Explorer 8

e Free hard disk space as required by the size of your scanned images
and for additional working files

e An internet connection to hook up with the server

Entering the MiDMIS Website

Double-click your web browser icon (i.e. Internet Explorer) on the
Windows desktop or toolbar to extend your web browser. Enter the
assigned server address in the website address box and then press the
Enter button to enter the MiDMS.

Exiting the MiDMS Website

Click the Exit button “X” located at the top right corner of your web
browser to close the web browser. You will be directly exit the MiDMS
website once your web browser is closed. Or, you can click the Log Out
button at the top right corner of the webpage to log out from MiDMS.

Click to exit
MiDMS and close
web browser

/e x| 27

[Credi + [FPosttoBlog
Fi - B [ o= - Pager Safety - Toos< @v

Version 1.1 Beta3 T TGE
Toglout Click to logout from
nt System Bccoues MiDMS

e

ify an User's Authority

Modify Authority| | Copy Authortty |
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The Entrance Page of the MiDMIS Webiste

English

Use the drop-down menu

to select the language you
prefer to use. The supported
languages are English and
Simplified Chinese.

/MICROTEK Docvment Menegemam Systam

Copyright © microtek.com.cn 2011

After entering the correct Administrator’s
User ID, Password and Verifying Code,
please click the Log In button to enter the
administrator page of MiDMS.
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The Administrator Page of the MiDMS Webiste

Click to logout the
Administrator page
from MiDMS

C Version 1.1 Beta3 %
MH @M Document Management System [ g

Administrator/Modify an User's Authority

Manage an User D) Select an User ID | | Modify Authorlty | | Copy Autherity

The list below is the authority assigned to the selected User ID:

I-Creile_a New User ID
l Mmﬂif‘;an User ID 2 Authority
Maodify the Autharity |

Manage Files
Manage
Departments

Copyright(c)Microtek International,inc All Rights Reserved.

After logging into the administrator page of MiDMS, you can see three
main functions listed at the left side of the web page. These functions
are Manage an User ID, Manage Files, and Manage Departments.

To log out from the administrator page, click the Log Out button at the
top right corner of the administrator page.
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Managing Users

Manage an User ID function allows an administrator to add a new user
to a wanted department, remove an existing user from his/her assigned
department or to modify an user’s authority on going over files and
folders in departments.

To add a New User

When an administrator wants to add a new user into a department,
administrator can use an affiliation function named "Create a New User
ID" under the Manage an User ID function.

To add a new user account:

1. Ensure that the Manage an User ID function page has been activated,
and then click the Create a New User ID to extend its function page.

2. Take turns to key in information for an user in the boxes of User ID,
Password, User Name, Department, domain restriction and assigment
of adminisrator.

3. When done, click the Submit button, and the user will be added into
the department assigned.

c Version 1.1 Beta3  [ENHELCANS
MH Document Management System [ e

Administrator/Create a New User ID

Manage an User ID F*iiiiiiiiw

“74(—emauew User ID UsEriD: [Swan ]
Modify an UserID_| ‘ password: [eses | ‘

Modify the Authority J ‘ User Name: |Swan ‘ e

L

Department: |B&{TEA5HT v

Manage Files ‘
Assigned as a restricted domain?| Yes §|

Manage ‘
Departments

Set the user as an admmistratnrﬁi'Nn ;i

Copyright(c)Microtek International,inc All Rights Reserved.
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To Change an Existing User Account

When an administrator wants to update information about an existing
user account, such as user's ID, password or domain restriction,
administrator can use the subsidiary function"Modify an User ID" in the
Manage an User ID page.

To change an existing user account:

1. Ensure that the Manage an User ID function page has been activated,
and then click the Modify an User ID to extend its function page.

2. Use the drop-down menu to select the user you want to change in the
Select an User ID box.

3. When the ID has been picked up, the related information will be
displayed on the screen. You can start to change the information as
you like.

Note:

e The User ID is unique and cannot be changed once it has been
created.

e The length of the Password should fall between 5 to 15 characters.
When done, click the Submit button to execute the changes.

4. If you want to remove the selected user from the list of users, click
the Delete an User ID button next to the Select an User ID box.

You will be prompted a reminding window to ask for the final
confirmation about deleting.

10
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C Version 1.1 Beta3
MH Document Management System [T e [Losou

Administrator/Modify an User ID

Manage an User ID

Select an User ID. Delete anserto 0
User ID: Swan
— LEC A gl The User
s ~ R D cannot
slswan ]
Y ‘ User Name: | Swan ‘ be cha.ng_;ed
Departments | #7850 v when it is
Manage .
‘ Assigned as a restricted dnmalm ‘ built up

Set the user as an administrator?

[ Submit _|

Modify the boxes of information for
the selected User ID if needed.

13
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To Modify an User's Authory

The last affliated function button in the Manage an User ID page is
"Modify the Authority". When this button is click, an administrator

can assign different authority levels to users for looking up, changing,
dowloading or deleting files in a department. Also, an administrator can
also use this button to copy one user authority into another user account.

A. To Modify an User's Authority

1. Ensure that the Manage an User ID function page has been activated,
and then click the Modify the Authority to extend its function page.

2. Use the drop-down menu to select the user you want to modify in the
Select an User ID box.

3. When the ID has been picked up, click the Modify Authority button.

3

Version 1.1 Beta3  MNLELLAN
Mu @MLS Document Management System [ Goew

Administrator/Modify an User's Authority
Manage an User ID Select an User ID | Swan & ‘.\Uﬂd\fi-umnmv’. Copy A e
The list below is t EEWEE" “Ligred to the'selected User ID:
‘Create a New User iD] Long
[ Modify an user 1| -y Luft i At
= " - Moo 5
“ [ Modify the Authority Mok
! Nicholas
e Nick
‘ Manage Files ‘ Randy
e Rex
‘Tm‘ Pk
| Departments Roni

A window appears on the screen immediately.

Manage an Usd /= Administrator/Set up the Authori ndows Internet Explorer
ICreata aNew
—————1| UserID: Swan
I Modify an U current Directory: Sub-directory
IMUd"Y T Name Current Autharity Showim PuttaUse
—— | il Hone no Change
‘ Manage File z) Nane Mo Change
I — ERAEE None No Change
Manage
Department) ZIPDC Nang Mo Change
Z)Test Nong No Change |
AT Hone o Clas 0
- L
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4. In the window, click the Change button in the Put to Use column of
the selected folder.

You are prompted a table of authorities to choose. Make your
selection and click the Confirm button to put it into action.

[YEUPEERVNIEE / AdministratoriSet up the Authority - Windows Internet Explorer

Create a New - " 5
Rttt d INRNSRNRIN 23 Authority -- Webpage Dialog
Modify an U current Direct
Fully Open (0]
Modify the Auf
oy fhe #uf - Upload o)
Manage File: Uz Download @
p— T Read-only (€]
Manage o
Department! z)-PDC 2
L Z) Test Shown ¥

A RATiEY

il

You will see the selected user with a table that shows the modified
authority level for the selected folder on the screen.

M

Version 1.1 Beta3 LR
@M@ Document Management System e )

Administrator/Modify an User's Authority

Mmoo Select an User ID | Swan ] (Wodity Autorty | | Copy Auhorty |

The list below is the authority assigned to the selected User ID:

[ mm [o)

Create a New User ID
ety v
Modify the Authority | FITRE (REE Al

Manage Files
Manage
Departments

Shows the assigned
authority level for the
selected folder
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B. To Copy Authority from an User

1. Ensure that the Manage an User ID function page has been activated,
and then click the Modify the Authority to extend its function page.

2. Use the drop-down menu to select the user you want to modify in the
Select an User ID box.

3. When the ID has been picked up, click the Copy Authority button.

C Version 1.1 Beta3 T TED
Mu @Ms Document Management System g oues

R

Administrator/Modify an User's Authority

Manage an User ID|  Select an User 1D [Swan | (] (Modfy oy {Copy Aty ¢ e
The list below is t EEWEE" “Signed to the selésted Usef ID:
[ Create aNew user D | Long
[ Modityanuserin || [ L At
e e Moo .
“ [ Madify the Authority Nek
L Micholas
o Hick
‘ Manage Files Randy
g Rex

A window appears on the screen immediately.

4. In the Source Account box, select the another user whose authority
you want to copy.

When done, click the Copy Authority button. The authority of the
selected user will be copied and pasted to the user you specified in
step 2 .

When finished, click "X" button to go back to the previous window.

Manage an Useté}

ICreala aNew

Select the user whose |
authority you want to
copy

[ Modify the Au

Manage File:

‘ Manage
Department]

2 Department Current Authority Shown
GeorgeSun

Kathleen
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Managing Files

Manage Files function allows an administrator to manipulate files in
departments as administrator wants.

To use this function:

When logging into MiDMS as an administrator on web, click the Manage
Files button to extend its function page.

Key in the name for the new folder

c Versjion 1.1 Beta3 T TEED
Mu E’)M‘S Document Management System B oojoues

=

A ator/Manag t of Server Files Click to
Current Directory:  / b -
p—— N uild u
. ‘Manage an User ID| Create anew folder: | | [ confirm P
Click to extend e ; 1 a new
a table of —| age Files . Rename | Delete | Department | Password folder on
folders on the ———— . iy ser Authority the web
Manage
web server _eparments | o 48R0 fepre) | Do) | Deparvment | (asswo) server
.Usar Authority
Rename | Delete Department | Password
ZIPDC F&-PDC C
User Authority
Rename | Delete Department | Password
5 g
£HTest R User Authority D
: 5 Rename | Delete | Department | [Password
e = |2
AR i User Authority E
o R Dele 4
e TRmage e | e pacn pass F
User Authority

Copyright(c)Microtek International,Inc All Rights Reserved.

There are six ways you can deal with files on the server. They are
Create, Rename, Delete, Department, Password, and User Authority.

A. Create

Use this function to create a new folder on the web server.

To do so, when the Manage Files function page is activated, key in the
name you want to use for the new folder in the Create a new folder box.

When done, click the Confirm button next to the box, and you will
see that the newly named folder appear in the table of folders below
immediately.
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Click the Plus (+)

B. User Authority

Use this button to assign users different authority levels on manipulating
the selected folder.

To assign users authority on a selected folder, when the Manage Files
function page is activated, click the User Authority button in the Put to
Use column of the selected folder.

A setup window containing all departments pops up on the screen
immediately. To check users classified into each department, click the
Plus (+) sign next to each department. A lists of users will be displayed
on the screen. Then,take turns to assign different authority levels to each
user on using the selected folder.

When done, click the Complete button to execute the action.

2 The setup of the authority to manipulate folders for an User ID -- Webpage Dialog [X]
Attention: The setup of the authority will affect the selected folder, its | Click to exit
sub-folders and files insi and return to
the Manage

The selected folder:MIT

Manage an User IDi]

sign to extend the
list of users for each
department

Em} Files function
. page

® o| o o |o ot

Departments. ot
MoMo o ® | o o |o

Nek o ® | o o |o &

Niek o e | o o |o =

Roger o e | o o |o ;

Tim o e | o o |o &

http:/j172.1 ontrolset. &3 Local intranet
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C. Rename

Use this function to give a new name to a selected folder.

To give a new name to a selected folder, when the Manage Files function
page is activated, click the Rename button in the Put to Use column of
the selected folder.

A window pops up on the screen. Key in the new name for the selected
folder in the box below, and then click the Confirm button to execute the
action.

Administrator/Management of Server Files
Current Directary:  /

Manage an User ID Createanewraiders | || Confim

Manage Files . Rename | Delete | Department | Password
L Wil e

/3 Re-name - Webpage Dialog,
Manage T
Depar[mgenls Department Password
= @ Enter the new name

Department | Password

Z1Poe [
Confirm Cancel Department | Password
ZaTest s '
Department Password
WHASE )

http:{{172.16.6.199mid) % Local intranet.
TN EEATTERET ]

Department | Password

User Authority

D. Delete

Use this button to remove a selected folder from the web server.

To delete a selected folder, when the Manage Files function page
is activated, click the Delete button in the Put to Use column of the
selected folder.

A confirmation window appears on the screen immediately. Click the OK
button to execute the deleting action; click the Cancel button to return to
the previous page without taking any action.

Administrator/Management of Server Files
Current Directarys ¢

|Manage an User ID Create a new folder: I:l Confirm

Manage Files - — Rename | | Delete | | Department | |Password

User Authority

DEM:rr{angEnts = Re-name Delete Department  Password
— D—J 2 H&-RD e |2See ) | Depariment ) (e

Message from webpage
— Password

\'.t/ Are you sure ko delete the selected directory, its sub-directories and fles under?

Password

¥ . Tename | Deh Department | Password
nEESE LR g 1
User Authority
Rename | Delete | Department = Password

R T3ERT TR TTEERT
User Authority
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E. Department

Use this button to assign a selected folder to a named department.

To assign a selected folder to a specific department, when the Manage
Files function page is activated, click the Department button in the Put to
Use column of the selected folder.

A window appears on the screen immediately. Use the drop-down menu
to choose a department where you want to assign your folder to. When
done, click the Confirmation button to execute the action.

Administrator/Management of Server Files

Current Directory:  /
Manage Files A Rename | Delete | Department | Password
Ml ——— - —

2 Department Name — Webpage Dialog

|Manage an User ID

i

|Tage

Department: Department | |Pessword

— 2 Please sclect a department

sEs v
e rrr—

Department | | Password
ZIFDC

Department | |Password

Z)-Test
Department Password
WHARE ;
b
it 172,16.6.19' & Department | Password
T RITAERRS [

User Authority

F. Password

Use this button to assign a password to protect a selected folder when
others want to explore it.

To set up a password to a selected folder, when the Manage Files
function page is activated, click the Password button in the Put to Use
column of the selected folder.

A window pops up on the screen. Key in the password set for the
selected folder in the box below, and then click the Confirm button to
execute the action.

mtane i s e g e a i e n e o i

Current Directorys

|Manage an User ID Create a new rolder: || confirm
e s - m .

Manage Files Rename | Delete | Department | Password
— J il S 4

2 set up a password - Webpage Dialog. [

| Manage

Departments 2 Department | Password
= Please enter password:
Department | Passward
2Z)-PDC ]
__ Confirm | | Cancel | Department | Passward
Z)-Test =
Department | | Passward
BSAEEE
: ..
http: /{172.16.6.199/midi % Local intranet T T
i RTHHERT TR AR TTERRbT T

User Authority
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Managing Departments

Manage Departments function allows an administrator to add a new
department on the web server. Also, an administrator can use it to

have a preview of users' authority levels and all files and their related
information in a selected department. If needed, an adminstrator can also
download tables of the information from the web server.

g Version 1.1 Beta3 e
Mu Document Management System B Uos Outi

1

————————— : 1 1
Manage an User ID = -
4JJ PR Delete

Re-name

Administrator/Create a New Department

1l
‘ Manage Files ‘ 2 Drivershfd Rename | Delete
= E TR TTEER Rename | Delete
Manage o
De;artments o F&-FOC Remme | Delete
5 HE-RD Rename | Delete
[ Add a New l
—Department_ 6 AR femame | Deete
[ An User's Authority | 7 e —
lmg; to Be Overviewed|| Please enter a department's name: | Submit

LR

Copyright(c)Microtek International,Inc All Rights Reserved.

To Add a New Department

When an administrator wants to add a new department on the
web server, administrator can use a affiliation named "Add a New
Department" under the Manage Departmens function.

To add a new department:

1. Ensure that the Manage Departments function page has been
activated, and then click the Add a New Department to extend its
function page.

2. You can see a table of departments which have been created on the
web server. Under the bottom of the table, key in the name for the
new department in a vacant box.
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I

Version 1.1 Beta3  (MENIHE RS

MH Document Management System ;L’D@M

Administrator/Create a New Department

N epartment Narme 3 Use
Manage an User ID Department Name y Futu i :
1 THEREEFS Rename | Delete
Manage Files 2 DriverghFd Rename  Delete
3 PR T4 Remme | Delete
Manage =
0 — 3 F&-RD Renane Loelee
74[_&1:1 a New A OB )
— 6 BEFESA femme| | Decte
l An User's Authority 7 S -t enies M rare

lkiIEE 1o Be Overviewed|| Please enter a department's name: [PKMT | submic |

Key in the name for the new
department here

3. When done, click the Submit button to execute the action. You can
see the newly created department appear on the screen immediately.

Version 1.1 Beta3 STED

o
MH Document Management System (g

Administrator/Create a New Department

epartrment Name Ut to Use
e e “ Department E Fut to Use _
1 TREEEEFS Rename | Delete
Manage Files 2 DrivergfF Rename | Delete |
3 T EE Rename| | Delete |
Manage =
4 E-POC Rerane e
S 3 H&-RD Rename | Delete
[' Add a New - — PR
Department 4 B Rename | Delete
[ An User's Authority 7 e -ElR Rename | Delete

Flease enter a department's name: Submmit

[esioseowenioned] C 2 pem )fenne] [

The newly created department

Also, you can rename or delete an existing department on the web server
when you are in the page of the Add a New Department function.
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‘Manage an User ID
Manage Files
Manage
Departments
[ Add a New ]
! Department |

[ An User's Authority |

L

- ® o s W o -

IFiIes to Be OverviewedJ

A. To Rename a Department

Use this function to change the department name to a built

To rename a department, when the page of the Add a New Department
function is activated, click the Rename button in the Put to Use column
of the selected department.

A window pops up on the screen. 2 Re-name -- Webpage Dialog
Key in the new name for the selected
department in the box, and then click the Fater the new same
Confirm button to execute the action.
Confirm _Cancel

httpe /172, 16.6. 199 mid) \:J Laocal intranet

B. To Delete a department

Use this function to remove an exising department from the web server.

To delete an exising department, when the page of the Add a New
Department function is activated, click the Delete button in the Put to
Use column of the selected department.

A confirmation window appears on the screen immediately. Click the OK
button to execute the deleting action. The selected department will be
removed from the web server when it is returned to the page of the Add
a New Department function.

Manage en userio] - IS e e
‘ Manage Files 2 Driver&hf (Rename | Delete
3 [CLEiEE:Eilwl Rename | | Delete

DeME:rn[;g:nts & &-PDC Rename  Delete

[ Addanes 2 H&-RD Rename | | Delte
_Deparment | AR Rerane) [ e
[ An User's Authority | 7 -l Rename | Delete

IFHES to Be Ovew!ew!d] Please enter a department's name: | Submit

The folder named "PKMT-
Driver#f Rename | Delete MAIN" has been removed and

Fase i (Reune | Dt ) cannot be found in the table
FE-POC Rename | Delete

anymore
Fé-RD Rename | Delete
HIRLFRER Rename | Delete
-l Rename | Delete
I T ——— The selected folder has not
o PHMIMAN _ )emm e
; R - been deleted yet
Flease enter a department's narne: \ __ Submit
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To Review and Download the Authority Information of a
Selected User

When an administrator wants to review the authority information of
an existing user, he/she can use the subsidiary function "An User's
Authority"” in the Manage Departments function page. An adminisrator
can also use this function to downlaod the search reslut of authority
information to a local computer in a file.

To review and download the authority information of the selected user:

1. Ensure that the Manage Departments function page has been
activated, and then click the An User's Authority button to extend its
function page.

(e}

MestoiL] Reay U
MH ID)M Document Management System N oojouri

__d

Administrator/Management of the User's Authority

W Department [~ %] UseriD Submit Download the table below

Manage Files
Manage
Departments
[ Add a New
Department
“ [ An User's Authority M
[Fi\e;m Be Overviewed

2. Use the drop-down menu "Department” to select a department you
want to explore.

Version 1.1 Beta3  SNHEUCA

<
Mu Document ManaLement System i logoues

L

nagement of the User's Authority

Manage an User ID| ~ Department useriD:[— ¥
T s priD FilesiFolders | Authority
Manage Files
Manage
Departments
I‘Files o Be UvewI;d

Administrator/Ma

Submit Download the table below
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3. Then, use the other drop-down menu "User ID" to pick up the user
you want to review in the selected department.

C

Version 1.1 Beta3  (SNIHE pA
MH @M Document Management System [ Tyem |

Administrator/Management of the User's Authority

Manage an User p||  Department [BRT#ET ¥ User iDr[—

Department
Daoreen

GeorgeSun
Suran

[ submir |

Download the table below

Manage Files

Authority

Manage
Departments

{ ~Add a New
Department

; Anr User's Authiuai

[‘Fi\es to Be Overviewed

i

3]

4. When done, click the Submit button. The search result of the selected
user will be displayed in the table below.

5. If needed, click "Download the table below" to retrieve the table from
the web server and save it to a local computer in an Excel format.

C

Version 1.1 Beta3  (ERHECANNS
MH E))M Document Management System [ Eper

Administrator/Management of the User's Authority

Manage an Usergp|| Department [BRTIREFD v User ID: [Kathleen  v| | Subit

Manage Files 1 EdTTEEERY Kathleen Kathleen

A
2 TEmiTEEN Kathieen Kathleen AR TEER]
Manage
Departments

{ ~Add a New
Department

; Anruszr’s Auth?nai

[‘Fi\es to Be Overviewed

Downloadthe table belowe |

Authority

Fulty Open

[l

Fullty Open

A table containing the authority information of
the selected user
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To Review and Download the Authority Information for
Folders/Files in a Selected Department

The last affliated function button at the Manage Departments page is
"Files to Be Overviewed". When this button is clicked, an administrator
can review and then download the authority information for folders/files
in a selected department.

To review and download the authority information for folders/files in a
selected department:

1. Ensure that the Manage Departments function page has been
activated, and then click the Files to Be Overviewed button to extend
its function page.

c Version 1.1 Beta3  (ENHELRANSS
MH @M Document Management System S Losou T

Administrator/Management of the User's Authority
forage n e - Soreren s
Manage
Departments
Department

“ [ritesto Be Overviewed

Submit ) Download the table below

2. Use the drop-down menu "Department” to select a department you
want to explore.

1 Version 1.1 Beta3  [MNELA
MH Document Management System oo o

Administrator/The |JAuthority to Manage Department Files
Manage an User ID Department :l bt
ler User Name | Assigned Department
Manage Files &l
Manage
Departments
Add a New "l
Department

An User's Autharity ]
Files to Be Overviewed
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3. When done, click the Submit button. The search result of the selected

department will be displayed in the table below.

4. If needed, click "Download the table below" to retrieve the table from

English

the web server and save it to a local computer in an Excel format.

{+]

Version 1.1 Beta3

Mu Document Management System

HELP,

[ TEgem

Manage an User ID! Department: | Bm{TH#HERFT v
Manage Files 1 Flyer

2 Flyer
Manage 5
Departments 5] Flyer
[ Add a New "’] 4 Flyer
___Department |
= = 5 Quick Guide
[ An User's Authority 6 Quick Guite
[Files o Be Overviewed 7 Quick Guide
8 Quick Guide
2 test_1114
10 test_1114
11 test_1114
12 test_1114

Administrator/The Authority tb Manage Department Files

Doreen FaniTH#ERM

Georgesun Lyl
Kathleen LRyt
Swan AR TTHERM
Doreen o TEERrT
GEOrgesun T EE
Kathlgen AR TEER
Swan LRyt
Doreen R iTH#ERM
Georgesun TR ITEER
Kathlgen LGt
Swan FEARTEARR

Submit Download the table below

Fully Open
Fully Open
Fully Open
Reatk-anly
Fully Open
Fully Open
Fully Open
Read-only
Fully Open
Fully Open
Fully Open
Read-only

A table containing the authority information for folders

or files in a selected department
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System Backup and Recovery

It is important to back up the data and information saved in the server
periodically in case if they are damaged and lost some day. MiDMS offers
users a quick and easy-to-use backup solution, named System Backup
and Recovery and bundled with the software package purchased, saving
users lots of time and money on searching for a suitable backup and
recovery software utility program.

Launching System Backup and Recovery

&%g To launch System Backup and Recovery: Double-click the System Backup
and Recovery icon on the desktop, or choose it from the Toolbar at the
bottom of the Windows system.

e= @S WS L

Shutting Off System Backup and Recovery

To close System Backup and Recovery, click the Exit button “X” located
at the top right of the window of the System Backup and Recovery
program.Please take note that this action only shuts off the window of
the System Backup and Recovery program. It keeps on working in your
workstation.

Swstem Backup and Recovery &I ﬁ]lz:l\(lvfs di)lsvse

Eackup Diaka |mng[>ata| of ctjh: Bakup
an ecovery
Manual Backup program
Backup Path | | Civerview
Auko Backup

&) Day: (O Week () Manth

Inkerval Day

Time [0 | Hour (D0 v Minute

Perform the auto backup at @: 0 every 1 Day

cacup Pt | | (oo
DWhen the disk space is not enough, the old data will be recovered by the

new one aukamatically.
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Exiting System Backup and Recovery

English

To exit System Backup and Recovery,

1. Point the cursor to the icon in the Toolbar at the bottom of the
Windows system.

2. Click the right button of the mouse on the icon to extend the option
menu. Select “Exit” to exit the program.
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Back up the Data Manually

When the System Backup and Recovery utility program is launched, users
can choose to back up their data manually or automatically.

To back up the data manually,

1. In the Backup Data layer, click the Overview button in the Manual
Backup section to toggle through possible folders and assign one of
them as your target folder for backing up the data.

Swystem Backnp and Recovery z|
Barkup Data | Restoring Data |
Manual Backup M |
Backup Path | | Creerview ? Baacnklijap
Section

Auko Backup

® O week () Maonth
Interval Day
Tme 0 %) Hour (00 % pinute

Petrform the auta backup at 0: 0 every 1 Day

2. When done, click the Instant Backup button to start the backup
process. The system will pop up a reminding message when it finishes
running of the backup.

System Backup and Recovery E|

Backup Data | pestoring Dats |

Manual Backup
Backup Path |C:'|,D0-:uments and SettingstDerrick Wul S E | Overview

Inskant Backup

BackupSystem

Auta Backup
Da .
Opay ' : The backup process is completed .
Date |1 =

Interval |1

Time |0 V|| HoarToT T

Perform the auto backup at 0: 0 on 1st every 1 Month

Note: Please perform the backup of the data only when most users are
not in use of the system, otherwise, the backup data may not be used as
real-time and correct information.
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Back up the Data Automatically

More conveniently, System Backup and Recovery program allows users
to set up an auto backup based on their preferred time intervals. Once
users finish the setup, the system perform the backup automatically
based on the time users required.

To back up the data automatically,

1. In the Auto Backup Section, click on time intervals to decide how
often you want the system to perform the backup. The possible
choices are Day, Week and Month.

For each time interval, you can assign specific time, date, week, and
month for the system backup. For example, if you choose “Week”

as your backup time, you can pick up time, days of week and how
often in numbers of weeks you like the system to perform the backup
automatically.

2. After finishing setting up the time for the backup, click the Overview
button to toggle through possible folders and assign one of them as
your target folder for backing up the data.

3. Check the box in front of the description at bottom if you like that the
old data will be overwritten by the new one when the disk space is
not enough.

4. When done, click the Setup button to start the backup process. The
system will pop up a reminding message when it finishes running of

the backup.
The setup
for time
intervals
Auto Backup
ool — e for the auto
Day wiveel Mant backup

wesk  (05un, COMon, O Tue, Owed, O Tha, OFri OSat.E

Interval Week * 7“

| Tme |0 v | How |00 % | Minute
Perfarl{ A backup at 0: 0 on Sunday every 1 Week

cuments and Settings|Derrick WU S | 70
lace is not enough, the old data will be recovered by the', *0

ically.

Backup P,

B O )

nEW Of

e ] Ewhen

Note: Please perform the backup of the data only when most users are
not in use of the system; otherwise, the backup data may not be used as
real-time and correct information.
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Restore the Data

An useful function offered by the System Backup and Recovery program
is that it allows you to retrieve the backup data and restore it back to
your server. This function ensures the safety of your precious data.

1. When the System Backup and Recovery utility program is launched,
click the Restoring Data tab to switch to the system recovery layer.

oats Pt |
Instant Recovery

2. Click the Overview button to toggle through files which you want to
retrieve and restore. When it is found, click to open it and look for a
folder named “SQL".

B0 | 2012-11-38_1417.39 ¥ @ % & @
> =il
| (=}
B (D528
— (34031
@ 4065
4189
RE [ Sdowsltie . Click to
G| (s )
£~ - open
BT
FEER
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3. Click “SQL" to open, select the file inside the folder, and then click
the Open button.

English

The selected file will appear in the column named “Data Path” at the
window.

B O ¥ @2 = o
TTE Highlight to
Ll select
E e
@
SE
Ei-pzaty
HEVEN
RS | ez o [dmstile_2012-11-28_14.17.39 541 v —g:)'::: to
TEFARRY(T): | v| HiH

4. When done, click the Instant Recovery button. Click the Yes button to
start the restoring process.

Eystem Backup and Recovery

Backup Daka | Restoring Data

Data Path |C:'|,D0cuments and Settings|Derrick WulMy Documents\ 7

Instant Recover

BackupSystem

1 : The restoring data will replace the current dats and files. Tio wou want to continue?
.

[T¥es ][ Mo

MiDMS User’s Manual for Administrator 31



The system will check whether select the correct file for the data
recovery. If yes, you will be returned with a successful message as
the following.

Data Path |CHiDocuments and SettingsiDerrick Wl SLE2012-11-25_1
BackupSystem B| Instant Recovery

L] E The restoring process is successful.
.

If not, you will be returned with a failure message as the following.

Data Path |CiiDocuments and SettingsiDerrick WulMy Documnents\#i

BackupSystem
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Appendix

Initiating and Setting up MiDMS

If you want to open MiDMS website as a sever site, please open the web
browser and type "http://localhost/midms". Then, you will see the log-in
page appear on the screen.

If you want to open MiDMS website as a client site, please open the web
browser and type "http://Server's IP/midms". Then, you will see the log-
in page appear on the screen.

Please log in MiDMS as an administrator for the first time, so you can
proceed the following settings. Both of the User ID and Password for the
administrator are "root".

After logging in MiDMS successfully, in order to change the log-in
password and server's IP address, please go to "Manage an User ID"
function page and then select the subsidiary function "Modify an User
ID".

Setup for Uploading of Files

Please open "C:\xampp\php\php.ini" in Word Pad. First, look for "upload
max_filesize" and change its value to 50M" (shown in pic 1). Then, look
for "post_max_size" and change its value to 50M (shown in pic 2).

When the change is done, please restart your computer.

; Maximum allowed size for uploaded files.
; http://php.net/upload-max-filesize
upload_max_filesize = S6H

pic 1

Maximum size of POST data that PHP will accept.

Its value may be @ to disable the limit. It is ignored if POST data reading
is disabled through enable_post_data_reading.

http://php.net/post-max-size
ost_max_size = &

T oar owr owr oua

pic 2

Note: If this directory is not the default directory used to install the
program, please find the same command and open it in a corresponding
directory.
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Setup for Protecting the Directory

Please open "C:\xampp\apache\conf\httpd.conf" in Word Pad. Look for
“Options Indexs FollowSymLinks Includes ExecCGI" (as shown in pic 1)
and then change it as “Options FollowSymLinks Includes ExecCGl” (as
shown in pic 2).

#t The Dptions directive is both complicated and important. Please see
# http://httpd.apache.org/docs/2.2/mod/core.htmlioptions

# for more information.

#

Options Indexs| FollowSymLinks Includes ExecCGI

pic 1

# The Options directive is both complicated and important. Please see
# http://httpd.apache.org/docs/2.2/mod/core. . html#options

& for more information.

i

Options FollowSymLinks Includes ExecCGI

pic 2

Note: If this directory is not the default directory used to install the
program, please find the same command and open it in a corresponding
directory
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Q&A

Q: When | use the Website "phpMyAdmin" to modify the password for
MySQL, why can | not continue to use phpMyAdmin website after
modifying my password successfully?

A: Please open "C:\xampp\phpMyAdmin\config.inc" in WordPad and
change your password there. Fill in "$cfg[’Servers’][$il['‘password’] =
‘root’” there and then save the result of the modification.

After refreshing the website and you are supposed to be able to finishe
the rests of other settings. If you still cannot log in phpMyAdmin
Website after refreshing, please restart phpMyAdmin website again.

Q: How can | build up a file management system?

A: Step1  After loggin in MiDMS, activate the Manage Departments
function page and create departments there.

Step 2 Shift to the Manage Files function page. Next, set up folders,
their assigned departments and related settings there.

Step 3 Next, move to the Create an User ID function page. Create
new user IDs and finish the rests of related settings.

Step 4 Finally, change to the Modify the Authority or Manage Files
function page to set up authority levels for users.

Q: When | log in MiDMS as an administrator, why is there always a
prompted window on the screen in which a message shows "Contact
your administrator"?

A: Make sure you have inserted the SensualKey properly in the computer
before activate MiDMS website. If the warning window continues
appearing on the screen, contact the technique department of
Microtek immediately.
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