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1. X R% Login System

(1) ECMZ& BN e AR E B &, SEILAESS A 2 B 3R 76 . B AL = .
TG M HE: https://ecm.bnbu.edu.cn V5 M ECM, BLEZ N W] H
https://portal.bnbu.edu.cn ,7E N H X 75 M ECM .

7

ECM is a professional document and knowledge management platform. It enables
the acquisition, storage, management, and sharing of unstructured data. Please visit:
https://ecm.bnbu.edu.cn to access ECM, or log in via the BNBU portal
https://portal.bnbu.edu.cn , access ECM in the application area.

(2) RE SO EAL . R ERAFIREE 2% 308 ECM_User_Guide (User)
WA R, APt SOE R IR S S, S AR
For regular operations such as uploading and downloading documents , please refer
to the : ECM_User Guide (User). Department administrators should refer to this
guide for the folder authorization and sharing management.

2. MHRIFNEH Authorization Management

(1) BEid: SCR R ALRR A& & tr 8 TAR RO B BRI 22 — o T8I & 4% 11 7 U5 8 SCRS 9 AN [3) Uk
FERIBURR AT LS B2 b SO i AT 3 5 O BUIR 76 3K o
Overview: The permission system of a document is a key aspect of maintaining
confidentiality. By controllinguser access at different levels of granularity, various
document collaboration scenarios can be met.

(2) ECM 7] BA & B A e P S A AR, B AN S0 118 B S AT 4 A Excel %5 T H B AT R A7 R AL
11 3% 5
Yy st 25 41
AT EH G, PTUAFEMEHECM RSN - [A1FTT 304 RN BT A F SO Je T,
%JFXT%/\?I#;@[A 01], R A —1THEB ANSHEH

In ECM, permissions can be set for both folders and files. Each department
administrator may use Excel or other tools to keep their records of authorization.

Example Scenario:

2/12


https://ecm.bnbu.edu.cn
https://portal.uic.edu.cn
https://ecm.bnbu.edu.cn
https://portal.uic.edu.cn

oiq' - At < EEER
om0 e jtuiﬁ§%}§K*¥ = ==.
°| BELING NORMAL-HONG KONG BAPTIST UNIVERSITY {gﬁ,ﬂ-ﬁﬂﬁﬁ Bl

Information Technology Servioes Centre

The administrator of Department A can view and manage all subfolders

and documents within the [A] department folder in the ECM system

For subfolder [A-01], the administrator can authorize other staff B to participate in
its management

E

BAFWR
s A B R O TA-01) - 72 [EE 2] 8- b [ARUIR ]
Right Click on the folder [A-01] and in the [More] menu - select [Permissions]

New

CC E
Upload

St
Cut

10T Recycle Bin Download

Copy

Rename

share b Delete

Favorites Properties
Permissions
more p

Create Reference

J=Ra ety
Click Add:

Assign Permissions

Folder name: A-01

&~
+ Add | Delete
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Select to search by user (Authorization can also be granted by department)
Enter the email account of the staff who requires authorization, click Enter or the magnifying glass icon to search,
select the required user, and then click the OK button.

Select Member X

Dept. Position Groups ']
~ &% BNBU r Q | B Including subdepartments.

b &% Special e

LD e Name(Account) Dept. E-mail
> 2 Staff
indy Xiaoz zhwu) /BNBU/Staff/Ul  SC/ i, u@uicedu.cn
b &% Student 3
Cindy Xi ) /BNBU/Staff/Ul 20/ cin 1@uic.edu.cn
10 - 1-2/2 1 e

a Cind TWU %

Selected ltems:1 ~ Cancel

IMA S, BIARIK SRR AR REERZIR) , IR ER: (AT RARE R
AL AN ZE R H D

After adding a user, their account has no permissions by default, (The folder cannot be viewed).

Please authorize as needed: (You can set the effective start date and end date of the authorization)

Own permissions 2025-08-15 2025-08-29
No 1 '

Permission

Preview

[Download 22

Administratior 5
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ID Permission

Summary

U SCRAEZE R CRARMTUE) SOk A SR

Preview Only online viewing (display and preview) of documents within the folder is
supported.

Ik B [ BURATR &, $TER

Download includes the "Preview" permission and the functions of downloading and
printing

ks B8 [T ] [?i}d BCRRA B S . B o Bohdits. ST

Edit ZIK\ &l\ji\ /\?‘
includes the permissions of [Preview] and [Download], as well as the functions
of creating new folders and documents, modifying and editing, updating
versions, and sharing

]S B [HEY UF#E] %] BURFT B ER ST e A ST DA S I S s

Delete includes the permissions of [Preview], [Download], and [Edit], as well as the
deletion of folders, files as well as historical versions

ET B A5 A LT A BUR

Administrator includes all the above permissions

WERRE, AR [A-01) , SH0 T aas i malk, BT s Essr =, &
HIERAB, W EMARA AT IS JLtECMI#F;éE’JE H, SEIRBIECM-V4 fR N EEEE .
(VER: ECMASGN BRI K IEThRER S D

After setting the authorization, click on the current folder [A-01], copy the URL of the web browser, and notify
staff B via email or WeCom, etc., that they have been authorized to participate in the management of this ECM
folder, achieving internal link sharing similar to the ECM-V4 version. (The built-in email sending function of

the ECM system is not enabled.)
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- IEEE- @ BNBU ECM | BNBU ECM Sy X +
» &« G B | 172.16.245.91/index.html#doc/enterprise/61590?key=17552404958639135 |e ¥ 2
’,”‘, Files
@® Recent BNBU ECM ¢ BNBU ECM s 55 BBl
(© Return C Refresh + New L Upload ob Cut _l_/ Download
Il BNBU ECM
Name ~
o)
(=11
ident
o
o
& le
W
20:
© 20
20:
il
A
1
A-01
A-02

3. XfRILFEEH Shared Management

(1) MR — AR UAEARBEPRE T, @I ERE, Ini RS MR G, 2
PR BT

A folder can be temporarily shared with other staff or students, granting them access
without formal authorization, by using the sharing settings.
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(2) #AF: MbnA s dr 0k, Adidt=-3L%
Right-click the folder and click Share.

A Copy
A0 Rename
A-02
share
Share
§ e Favorites

External Share

AU, WELZRN R G230, BR, R5adihe, 25 B s ffF s Al =,
WRPIEERIN G . (RGN ERIREFIIREAR S D

Similar to granting authorization, set the objects to be shared, the validity period, and the permissions, then
click the Share button. Afterwards, notify the shared personnel yourself via email or other means. (The built

-in email sending function of the system is not enabled.)

Share X
File Name A-02
To Please enter...

Validity Period Specify Time

to

Permission @ Preview Print Download Edit

Folder List(1) ~

Name

A-02
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(1) Bk WSEBIRANE BEREE, 25 B0A BB N AR BB A 7 3L 50k i A 208 0

KESEN AR UG EFE—XB, RGARRGFEG, RETEAR)
Overview:Similar toservices like Baidu Netdisk, sharing documents with
unauthorized internal or external users.

(Please note that do not allow a large number of external users to access the same
document simultaneously. The system is not a cloud service platform and has
limited resources)

2) #RAE: BUbR A B S SOPE e, R R AL

Right-click the folder and select Share- External Share.

i Copy

s Rename

A-02 i

h -
share Share
COTRMEIMEE e
External Share

Star Test

BELEARON, BUR, )5 Rdr [EBSEEEEE]

Set the sharing validity period and permissions, then click on [Generate Link],
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External Share X

Password 9FCA0F87 o

Validity Period Specify Time

Expiration Date =~ 2025-09-14 9
Permissions Update (1) Upload e

Download (i)

Remarks

Folder List(1) =~

MName

A-02

Cancel Generate Link

P UL SRR E (5 B )G BT @ R s Al 7 2, At = R
(RGN E KRR DIBEAR B HTD

After copying the shared link and password, notify the shared personnel by email or other means:
(The built-in email sending function of the system is not enabled.)
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External Share X
Link http://ecm.uic.edu.hk//outpublish.html?code= i
B961a7266c3cf416fb997c7f0bedbcb35&lang= DS
en#view
Password 9FC40F87

§ Copy link and password

WHESNILESGE, TUBSMNREE TN, BFCRENINL, WABESNR G, EHEE BT B
HERRR:

After setting up the external sharing, you can go to the external management page to view and modify its setting.
After updating the settings, please notify the recipients yourself:

Zi Fi
= iles
/ s
@®© Recent External Share =
C refresh | 2 Modify | © cCancel | B Externallog
1Bl BNBU ECM
Expired Date File Name Status Shared Date v Permission
o))
& Team 17 Day Left A-02 Normal 2025-08-15 15:31 Preview & oFcaorsT ® ®E 6

& Personal

& Share to Me

ﬁ Favorites

© Tags
i
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5. AEIFLEFAITE Different Sharing Methods

Sharing
Methods

AL

(NEE) =

Authorization
(internal link) for
sharing

P
glis

Sharing

SR IEE

External Sharing

HriE

Remark:

5 BRI % L

Information Technology Servioes Centre

Description

OB AR (USRS SO AT SR Bt bRk B SORS ) A BE R 41k
Provides an internal URL for users who have been authorized and have the permission (to access
relevant folders and documents) to quickly view documents

WIS i@ kN B AT AL, FHHECM R GK 5 %6 5% 22 4 R o] & S AH RSO
Users who have received the sharing notification can open the website and log in to the system with
their ECM system account to view the corresponding document.

SO AE PR GG T R, P A A B R g

Internal link URLSs can be shared via email or web Settings

EIRA SRR (Ui BRI (FERGNAIKS) 0=
It is shared with users who have accounts within the system and do not have access to documents or
folders.

PALENER G I [EEaR] REFE

The recipient can view it in the "Share to Me" section on the system page.

KA BN NER AT LA

Both on-campus and off-campus users can be shared.

IR LUFECM ARSI NI, AR BESE 4R8N B
If the ECM system is not open to the off-campus network in the future, it cannot be shared with off-
campus personnel.

THEL [3C/FR]Y AT 3E s, DUMESCA R NSO . B8R, st Al LIER &5,
G KA RTE SERT R 2 A LA E P I ORGSR, (S S i A B AT IR,
RGOSR R B A SO AR, — AT B AR BN B R vDrive.

N3RS Y E R GEEAT SE R R RO O R IR, RGN EL IR B PE D RER R

® [t is recommended to share by folder, so that when new or updated documents are added

within the folder, the recipient can view them normally.

® Before sharing with a large number of users, please test the sharing effect with at

least two users in advance to ensure it meets your needs,

to avoid information leakage

and incorrect settings.

® The system now supports batch drag—and—-drop uploads of documents and folders, and
generally does not require the installation of the ECM client software vDrive.
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® To prevent the system from sending out a large number of mass emails when

users perform sharing operations, the built—in email sending function has not been
enabled.

6. XAFRAE R File Version Management

(1) Mit: fEECMH, HBEER MG, RESRALGITRTERA, REHRAE.
In ECM, after editing or updating a file, the system can prompt to upgrade the major
version, and keep the old version.

(2) 2R — AR H P S RA, W E RS ALK R A EE N LERAEER
If a document has historical versions, you can click on the menu on the right side of
the system to view the historical version information.

@ Retun  C Refresh Y, Download | [E] Rename = (® Update 6 Cut Copy | % Share e e n Excel01_between UIC Tang %
Name ~ s ator o e I:l Jjiawan station.xls
V20 2025-07-03 11:03:39
- Excel01_between UIC Tangjiawan station.xls 37.5KB Ad ator St N 2025-07-03 11:03 20 gpm—
3 exceloz Time schedulexis 11K8 Ad ator st N 2025-05-16 1405 30 e . B
= | g
B
| | V1.0 2023-03-03 11:27:01 =)
sdirnin \\A 0
u it S
|

il . AT DLE B SO AR A SR, N B SRR SCRY,  [BIR SCRY By S ARA
For example, you can see the number of document versions, download historical
versions of documents, and roll back documents to historical versions

e : : B3 Excel01 between UIC Tang &2
jiawan station.xls

V2.0 2025-07-03 11:03:39
2.0 afp—

V1.0 2023-03-03 11:27:01 5
L ed by: Administrator ;::\N\‘ 2

The End.
Prepared by ITSC
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