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1. B F R4 Login System
ECME — MR 5 ERE B &, T TAES WA EER R EL. 768, mRCE =,

ECM is a professional document and knowledge management platform that acquires,

stores, manages, and shares unstructured data.

EiE k. https://ecm.bnbu.edu.cnVj M ECM, B &E KN M T
https://portal.bnbu.edu.cn , ENHX i ECM.
Access ECM via the URL: https://ecm.bnbu.edu.cn, or log in to the BNBU portal at

https://portal.bnbu.edu.cn, and access ECM in the application area.


https://ecm.bnbu.edu.cn
https://portal.uic.edu.cn
https://ecm.bnbu.edu.cn
https://portal.uic.edu.cn
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BNBU Authentication Service

Forget password?

Username: Email account

Password: Email Password

R JFECME LT
After logging in, you can see the ECM homepage as follows:
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Share with me

Bi B

e R ISR E R =
Access the documents authorized by the

corresponding department.

ZHIH (BB H3CH
Documentation of the project (team) you

participated in

NSNS =

The documents of one's account

#VE: ECMULER TN AL AT N, D ANEREAR

Note: The personal library capacity is limited.

BE TR O

Documents shared with others

3 2% H OAE RGT 1 2130

Tags Documents that I have tagged

g H C £ F Gt YR SR

Favorites The documents I have collected in the system
7 b e 3L = SNSR>S RV - S PN =

(ThRe R A M 4D I have set up documents for External sharing

External (Share) with others.

3/8



Qi@ o Ay s < EEER
om0 e jtuiﬁgFE?Ezrk?- = ==-
OI BEUING NORMAL-HONG KONG BAPTIST UNIVERSITY EERERE S L

2. BA&3CHS Upload File

HFEE P AT O (RTR: O s BT EAA SR
Bltn. 1ITSCXH3. sl [ L]

Select the folder where you need to upload documents (you have been authorized by
the folder administrator to upload documents)
For example: ITSC folder: Click the [Upload] button

Wik @ L

(© Return O Refresh 4+ New |[UMRIGNGEGEI o5 cut

Name ~

File(s)

20

Folder

YU (D) WHEREREFRINRS A XHBEAT EE, BT UEFE -0 R#ET A
Notes: You can select one or multiple documents to upload as prompted, or
choose a folder for upload

(2) I DLHE WG o (0 SO R B SR BIECM &R G 0 SO SR gk 47 BAR, FRg4e R
I 3OS Hf 7 B RH A _E AR X

Drag and drop documents or folders from your computer to the ECM
folder. Follow the prompts to drag the documents to the pop-up upload.
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3. FEi>r#4 Download File
BT ER R, S EHX: FE, ARG R SE T

Tick the desired documents, then click Download in the button area, or right-
click and select "Download" from the menu.

© Return O Refresh | & Download| [E Rename (® Update o6 cut @B Copy | 9% Share

Name ‘ Size Creator
ExcelQ: n station.xls 37 KB Adr
Download
u ESE). poname 11 KB Adr
Update
n g | 54.29 KB Adr
Cut

FVE s EEOR 2 SO BOR ik R IS 48 T 3K

Note: Downloading more than two documents will trigger a compressed download.

4. BEECRY Delete File
AR B AR AT I B SCRY, AT DLk B SRS JE A A B R, Ik B Bk

If authorized to delete documents, select the file(s), right-click, and choose "Delete" from the menu.

@© Return | {Z Refresh 4}, Download [E] Rename (® Update 36 cut [ Copy <% Share

Name -~ Size Creator
n Excel01_betwe in o 37 KB Adi
Download
ral ima crhadila vie

n Bxgels! Rename 11 KB Adl
Update

n JP p 5429 KB Adi
Cut

JP 1.07 MB Adi
Copy

(» Y 2.5MB Adi
share

n M Tags 3.64 MB Adi
Favorites

A i 1 WeC 317.22 KB Adi
more

A B ‘e We Delete Adi
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5. BH 34 Update File
WRARBE AL, FIaE £ — A SO 7E A B S8 SRk B M, R AT R RS B B Bl IE] — RS 1 78 5

(If you are authorized) , select a document, right-click and choose "Update" to
upload a new version or overwrite the existing one.

® Return O Refresh b, Download | [E Rename (® uUpdate &b cut @ Copy @ % Share

Name ~
n Excel0” n station.xls 37 KB Adr

Download

n ES0]  poname 11 KB Adn
Update

n JE 54.29 KB Adr
Cut

L A 1.07 MB Adn

n Mo T 2.5 MB Adr
share

B v e 364 MB Adr
Favorites

Pro1 Com 2.0.pdf 317.22 KB Adr

6. RAEXFFHI R Supported File Formats

1 xls, xIsx, csv, pdf, ppt, pptx, xt, doc, dot, docx, rtf, rtf, etc.

2 bmp, gif , jpeg, png, dps, dpt, vsd , vss, vdx, vsdx, etc

(1) 8 B I 23 BT SORS A0 I SOps s 2 S FF

Common office and image file formats are supported.

(2)ECM Efi 2 X EERAXLRERS,
(CAHEJem EAER RN SR — B2 200M DAY, SRR ER X RT FERN A ERES
XH1G, BAEIIEHM X REEFE)

ECM is designed for document storage and sharing. The single document that can
be uploaded to a folder is generally no larger than 200MB. The folder for special
applications allows for a maximum upload capacity of 1GB for documents, as eac
h department's shared folder has limited storage.
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7. BB I Create Folder
EE TSI B an e g &AL, w6 & 1 9%k,

If authorized, create subfolders within department folders. For example, in the

ITSC folder, click "New Folder ";

FEAS N SCRE FEAR AT BL B AT B SR e A0 b4 So i, A7 O it =8 F (ECM &4 &
BRI, A N A A R D

In your personal document library, you can create folders, upload files, and
share documents freely.(The ECM system is mainly used by departments and each

individual has limited storage space.)

3 B
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8. HAth#4E Other operations

WAL SCRY, 7 BRObS A B 58 5] g AT DT AR
(1) R L FRE L

(2) BYY) & il SCR B R ge i A sk

(3) XX FATAR 025, I I,

(4) L AR RGN K S)

(5) Mﬁ&/\%i

For authorized documents, the right-click menu supports the following actions:
(1) Rename the document

(2) Cut or copy the document to other folders within the system

(3) Tag, categorize the documents, or add to favorites,

(4) Share with internal system accounts
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(5) Enable external sharing

¢ Enterprise > Wi > 202563 &

(© Return O Refresh .i, Download Rename
Name -~
Exi T e e 1
Download
P frename ]
n JPt jly Update
Cut
JP %
Copy
o
share 4
u Mi Tags
: Favorites
PC ) 2.0.pdf
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The End.
Prepared by ITSC
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