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Abstract 

 

This document is the Software User Manual intended to help target users of the 

Administration Group  Portal understand its main features and components. The 

Administration Group Portal is comprised largely of different database-driven 

applications geared towards reinforcing the decision-making mechanism of the 

Administration body by providing up-to-date, useful and accurate set of data.  
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Introduction 

1.1 Intended readership 

 

This user manual covers the use of the Administration Group Portal for the 

following roles: 

 

 System Administrator 

 Data Encoder 

 Data Verifier 

 

1.2 Applicability 

 

This document applies to the Administration Group Portal which is composed of 

the following module components: 

 

 External Service Personnel (ESP) Database 

 Electricity Consumption Monitoring  

 Water Consumption Monitoring 

 Electronic Directory 

 Air Condition Units Inventory 

 Radio Units Inventory 

 CCTV Units Inventory 

 

 

1.3 Purpose 

 

This document is being provided to assist the above-mentioned users on how to 

access and use the portal as well as familiarize them with the system’s key 

features to be able to maximize its use.  Hardware and software requirements are 

likewise to be discussed later on. For more ease, actual system screenshots shall 

also be incorporated.  
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Overview 
 

The Administration Group Portal is a project initiated by the Office of the Vice 

President for Administration (OVPA). It is comprised of a number of database-driven 

applications that ensures the availability and quick access to accurate sets of data 

envisioned to serve as analytical tool for more informed and well-guided decision 

making.  

 

The portal is web-based and is maintained by DLSU’s Information Technology Services 

Office who also provide complete network support for the system in its entirety. 

 

2.1 Hardware Requirements 

 

The following are the minimum hardware requirements for all users regardless of roles: 

 15” SVGA computer monitor  

 30GB Hard disk space 

 At least 1GB RAM  

 Mouse with its corresponding pad 

 Windows-compatible printer 

 Standard keyboard 

 Modem 
 

2.2 Software Requirements 

 

The following are the minimum software requirements for all users regardless of roles: 

 Internet Explorer 8.0 (or higher), Mozilla Firefox, Safari or Google Chrome  

 MS Windows XP Professional or Home Edition or Vista or Windows 7  

 Microsoft Office 2007 or higher or Open Office 3.0 or higher 

 An anti-virus program 
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Tutorials 

This tutorial will be divided based on the role given to a particular user: 

3.1 User Roles 

 3.1.1 System Administrator 

The system administrator is tasked to oversee the database management 

mechanisms of the portal. He/she is also in charge of managing the creation, 

activation and deactivation of all user accounts.  

 

3.1.1.1  System Administrator operations 

Add New Group  

Functional Description:  Users of the system are assigned into groups to 

distinguish their access permissions from the other.  This feature aids the 

system administrator in adding a new user group. 

Steps: 

 Login to the portal. The link being used is adminportal.dlsu.edu.ph.  

 

 In the home page, click on Admin Settings. Note that this link shall only be 

visible to the system administrator/s. Refer to the screenshot below: 
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Figure 1. Administration Group Portal Home Page (Admin Account) 

 In the Admin settings page, proceed to the ‘Add New Group’ link found 

at the uppermost portion of the page. 

 

Figure 2. Admin Settings Home Page 
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 Specify a name for the group as well as a description (optional). Set the 

permissions to be granted to the group. We have four options available: 

Insert, Edit, View and Delete. The system administrator can also choose 

what database records are to be accessed by the said group. By default, 

the encoder is considered as the ‘Owner’ of that particular record. The 

group can either view ALL records entered, or only those that are entered 

by the encoders that belong to the certain group. 

 

Figure 3. Add New Group Page 

 Press the ‘Save Changes’ button afterwards. 

 

Add User  

Functional description:  This feature lets the system administrator add 

users to the   group. They shall inherit the permissions given to their 

assigned group unless changed otherwise.  
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Steps: 

 Assuming you are already logged in to the portal, proceed again to the 

Admin setting’s page. This time, click on ‘Add User’.  

 In the ‘Add User’ page, type a preferred user name and then check  

whether it is already taken or not. 

 

Figure 4. Check username availability 

 Provide an initial password and all other pertinent details about the user. 

The user can alter these later on. 

  

View Groups 

Functional description:  The View Groups feature allow the system 

administrator to view all the groups that have been granted  access to the 

portsl and consequently edit their group details and permissions, if deemed 

needed. 

Steps: 
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 Go to the ‘View Groups’ link on the Admin settings page. 

 Refer to the legend key and press the icon of your desired action (Edit, 

add new user, list all members/users in the group or delete group.) 

 

Figure 5. View Groups page 

View Users’ Records 

Functional description: This allows the system administrator to view 

database records according to who encoded 

them. 

Steps: 

 Proceed to the ‘View Users’ page. Refer to the image below: 
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Figure 6. View Users’ Page 

 

 Use the drop-down fields to sort or filter database records. 

  

Import CSV data 

Functional description: This feature is used to bulk-populate the database by 

importing a file in CSV format.  

 

Steps: 
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Figure 7. Import CSV page 

 

 Preview the data before confirming file import to make sure that the fields 

match. 

 Press the ‘Confirm and import CSV data’ button once done checking to complete 

the import process. 

 Go to the ‘Import CSV’ page. Specify the module that you wish to populate data 

with. 

View Users 

Functional description: This feature is used to edit individual user 

permissions and reset passwords if necessary. 

Steps: 

 Click on the ‘View Users’ link on the Admin Settings page. 

 Once there, choose the username of the person that you wish to edit.  
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 Click on the ‘Set special permissions for this user button’ if you intend to grant 

special permissions for the user that are different from those indicated to his/her 

group.  

 

Figure 8. Edit member/user page 

 Make sure to click on ‘Save Changes’ afterwards. 

3.1.2 Data Encoder 

The data encoder is designated to input data into the system using the ‘Add Record’ 

form being provided. This user must have an ‘INSERT/VIEW’ access permission to 

carry out such task. 

 3.1.2.1 Data Encoder operations 

 Add Record 

Functional description:  To add database into the system, add record forms are 

made. To input dates, there are two options to choose from: the encoder can do it 
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manually or he/she can also opt to use the datepickers created. Fields that are 

automatically calculated must be left blank. 

Special Instruction for: 

 External Services Personnel Database 

 For the ‘Generate ID Number’ function, encoder must supply the 6-digit ID 

number prefix as well as the desired number of ID numbers to be 

constructed. A maximum of 128 ID numbers can be created at a time. The list 

can be downloaded in text format after that. 

 

Figure 9. Generate ID Number page 

 

 For the Personnel ID Pictures, click the ‘Choose File’ button to upload 

pictures. Allowed file types are .jpg,.jpeg,. gif and .png. 

 The ESP database has two (2) child  tables namely the Personnel Assignment 

History and the Pre-Assignment Requirement. These are represented by the 

tabs found just below the records’ detail view. The Personnel Assignment 

History keeps track of the personnel’s past assignments while the latter keeps 
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track of the Medical Examination requirements administered to the personnel 

prior to his/her deployment, this includes the drug tests done on him/her..  

 

 Electricity/Water Consumption Monitoring 

 The current rate per kilowatt hour or cubic meter is automatically calculated 

by the system. Thus, encoder will have to  leave it blank. 

3.1.2 Data Verifier 

To ensure data accuracy, a data verifier whose main task is to double check all 

the data inputs is assigned. Data verification comes at the aftermath of the 

encoding process. The data verifier also corrects any perceived errors or 

inconsistencies on the database records. 

3.1.3.1 Data Verifier Operations 

Edit Record 

Steps: 

 From the portal’s homepage, choose from the list of module components. Say for 

instance, Electricity Consumption Monitoring. Refer to the screenshot below: 
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Figure 10. Administration Group Portal Home Page (User account) 

 You will then be redirected to the tabular form consisting of the database 

records.Direct your mouse pointer on the record that you wish to edit. From 

then, an editable form shall pop out. 

 

Figure 11. Tabular form of records 
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Figure 12. Record Detail View sample form 

 

 Verify Records 

Functional description: To verify records, the system employs a second tier 

authentication in which the verifier will be asked to supply his/her password to 

continue. 

Steps: 

 From the detail view form, simply tick the ‘Verified’ checkbox. 

 A password prompt will pop out thereafter. Refer to the screnshot below: 
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Figure 13. Password Prompt for Data Verification 

 Type your password then click the ‘Submit’ button. 

 After saving the changes done, notice that the checkbox have already been 

marked plus the ‘Verified by’ field has already been automatically supplied with 

your username. The same thing goes for the Verification date.  

 

Other key functions to consider: 

 Change password  

A generic password is initially given to each user. After a successful login, the 

user can alter the given password by clicking on his/her username found on 

top of the page. From there, he/she will be directed to the ‘Change Password’ 

page where user will be asked mto supply both his/her old and new 
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passwords. Passwords are encrypted in MD5 hashes for more sense of 

security so to speak.  

 Sorting 

To sort records alphabetically, the user would just need to click on the table 

headers. Once for ascending order and twice for descending fashion.  

 Data Filtering 

Data filters can be utilized to enable users to perform queries and limit data 

into specific subsets and parameters that would suffice their needs, The filter 

form contains different comparison operators and can accommodate up to 20 

queries at a time. After data has been filtered, it can either be printed or 

exported into CSV formats. 

 Printing 

Users can print records either in bulk (tabular view) or individually. The 

following shows a data record being individually printed:  

 

Figure 14. Print Preview 
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 Navigation 

A navigation panel found right on top of the page will help users switch from 

one module component to another. This is accompanied by a ‘Home’ icon 

that shall redirect the user back to the system home page should the user opt 

for that.  ‘Next’ and ‘Previous’ buttons are also available to enable users to 

browse through the database records.  

 

 Session timeout 

After fifteen (15) minutes of inactivity, the user shall automatically be logged 

out from the system and will be re-directed back to the login page. 

 

 


