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1. INTRODUCTION

Welcome to PRO OFFICE TECHNOLOGY SDN BHD

This Standard Operating Procedure (SOP) provides instructions for management of digital
images, videos and focuses on handling the data once collected. This document provides
instructions on following digital image and image metadata standards to ensure proper
acquisition, management, preservation, and availability of digital images throughout their

useful life.

Photography that has a reasonable probability to be considered for use as legal evidence,
historic record or other value to the company must be protected from loss or destruction.
This SOP provides a method to collect and store digital photographs and associated
documentation data. The use of digital photography for documentation has resulted in a
proliferation of data files that can be lost or easily destroyed, since unlike traditional printed-
paper, they may not physically exist except in the form of magnetic or optically read media.
There are many types of digital cameras, photographic processing software and operating
systems in use currently, however certain common elements can be used as a framework to
establish a standard method to assist in preservation of these records for easy retrieval and

future use.

Regards,
The Imaging & Records Management (IRM) Team of PRO OFFICE TECHNOLOGY SDN BHD
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2. OVERVIEW

The DEMI Group Digital Photo/ Videos Management Standard Operating Procedure (SOP)
serves to guide DEMI GROUP staff in the organization, management, and preservation of

digital photographs and videos.

This SOP is written specifically for protocol Head of Company (HOC), Head of Department
(HOD), Head of Unit (HOU), Data Admin staff, and cooperating staff who collect digital assets

and are responsible for their organization, use, documentation and preservation.

» Field Manager (HOC, HOD and HOU) are responsible for understanding and fulfilling
the data stewardship tasks, as well as ensuring that anyone under their supervision
understands and fulfils their assigned responsibilities

» Field Crew & Data Admin should read the entire SOP and be familiar with all aspects

of the document.
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3. DIGITAL IMAGE MANAGEMENT

3.1 Introduction

Organization and maintenance of a variety of digital images collected as data, and images

taken to document protocols and procedures, is one of the standards to ensure proper

acquisition, management, preservation, and availability of digital images. In support of these

goals, this document describes a management strategy to organize, store, name, retrieve, and

preserve images in electronic format. The intent is to standardize processing and storage,

increase available disk space, and document images for proper use by DEMI GROUP staff.

Terms and Definitions

>

Digital Image: Refers to an image in electronic format, regardless of original source
(e.g., scanned, taken from a digital camera).

Documented Images: Refers to images that have completed metadata.

Edited Image: Refers to images that have incurred changes from the original or raw
file state (e.g., cropping, resolution change). Note: A change to the filename and not
the image does not mean the image has been edited.

Image Processing: Refers to the sum total of all steps necessary to go from an image
on your camera’s storage card to the appropriate image directory or final repository.
Raw Image: Refers to an original image file, in an unaltered state, prior to renaming,
editing, or documenting has occurred.

Renamed Image: Refers to an image file in which the device default naming scheme
has been modified for adherence to the image file-naming standardized procedure
included in this document.

NAS: Network-attached storage (NAS) is a file-level (as opposed to block-level)
computer data storage server connected to a computer network providing data access
to a heterogeneous group of clients. NAS is specialized for serving files either by its

hardware, software, or configuration.
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3.2 Digital Image Lifecycle

The “digital image cycle” typically runs through the following steps. Images are acquired,
stored, viewed, renamed, edited, documented, stored in an appropriate directory location for
each corresponding protocol, archived and, in some cases, are deleted. Some of the issues
and questions that crop up along the cycle include:
» Acquisition
e Source - Which event will be involved? Who's responsible?
e Devices to use - Which device? What is the best quality and size?
» Processing
e Temporary storage - where? For how long? Who's responsible?
e Folder structure — How to prepare?
e Renaming - manually or batch? Naming standards?
» Storage
e On-line storage - Where? Managed by whom?
e Off-line storage and archiving - Where? Managed by whom?
» Retrieval
e On-line storage — How to retrieve? Who's can retrieve?

e Off-line storage and archiving - How to retrieve? Who’s can retrieve?

As previously stated, this document will attempt to address these questions and provide
standards or logical guidelines to facilitate good image management. This document discusses

imaging standards and how digital images will be handled, stored, and documented.
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3.3 Roles and Responsibilities

Data stewardship is the responsibility of the entire DEMI GROUP staff, from the field crews

who collect, verify, and enter data, to the field manager that validate, analyze, and summarize

the data, to the data admin who ensures that data management standards and practices are

being adhered to by staff. Descriptions of the general roles and responsibilities of key

personnel are below in Table 1.

Table 1. Digital photograph management roles and responsibilities for core personnel.

Position

Who's responsible

Roles and Responsibilities

Field Manager

HOC,HOD or HOU

To ensuring that all companies events,
projects, etc. will have photos / videos;
Sets standards for photos taken;

Ensures photos taken meet standards and
follow stated procedures;

Electing the Field Crew staff and assign the
task required;

Uploaded the data into the NAS

Can access and view the uploaded data

Field Crew

Project Manager, Site
Supervisor, Assigned

Staff

Received task from Field Manager, takes
photos or videos following standards and
procedures;

Makes data processing; create a folder
structure, generates metadata (renames),
organizes data and forward to Data Admin for
upload into the NAS;

Responsible for the data taken until

forwarded to Data Admin.

Admin

Technical Support

Technical point of contact for all tasks
concerning database, administration,

supports, etc.
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3.4 Digital Image Management Process
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There are 4 phases in Digital Image Management Process
3.4.1 Acquisition

» Identify Sources

DEMI GROUP management is committed to ensuring that all companies events,
projects, etc. will have photos / videos. Field Manager will be responsible for this and
Fields Manager also responsible to sets standards for photos taken and ensures

photos taken meet standards and follows stated procedures.

There are 3 main sources of image/ videos

i.  Company Event, Projects, Meetings, Briefing etc. For example:

- Company event — Maijlis Hari Raya, Pedoman, Exhibition, Sport Day,
Town Hall, Training, Kuliah Agama, etc.

- Projects — All related to the project such as site visit, installation

process, implementation, preventive maintenance, etc.

- Meeting — Meeting/ discussion with client/ partner/ vendors,

presentation, technology update etc.

ii.  Ad-Hoc Task. Assigned by Superiors/ Management. For example; DM personal

event

iii.  Others - received from external photographer or any source for the image/

videos already available

> Device Readiness

Field Crew can use a company DSLR camera or own smartphone camera for taking
photo/ videos. These cameras should be set at a resolution appropriate for the highest
level at which a photo may be used. Recommended general recommendation is that

all photos be taken with the highest resolution possible.

» Taking Pictures / Videos

Field Crew needs to ensure photos/ videos taken meet standards and follows stated

procedures.
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3.4.2 Processing
» Move to Temporary Storage
Raw image files are downloaded directly from the camera device's storage to a

temporary location (laptop / pc / pendrive) to facilitate the data processing

» Create Structure Folder
Image files need to be sorted/ separate by event and stored in their own folder.
Folder name format : Event Name — date (Day Month Year)

i.e. Pro View Launching Ceremony - 02 April 2019

Pro View
Launching
Ceremony - 02
April 2019

*Maximum characters for folder name are 70 character.

» Metadata : Renaming
When dealing with hundreds of images, renaming process will only be done by batch
(event folder)
Image filename format : Folder Name — VIP

i.e. Pro View Launching Ceremony - 02 April 2019 — DM.jpg

Additional VIP name is optional, and it only involves pictures containing VIPs. Examples
of VIPs are Company Chairman, Director, BOD Members, where only their nickname

are taken (i.e. DM for Dato’ Mazrol Nizam Abdullah)
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Images/ data renaming process as below:

v 5 | Pro View Launching Ceremony - 02 April 2019 - - m} X
“ Home Share View 0
T . . m = ]
u & Cut % Moveto~ | 3¢ Detete ~ T v = Open HH select all
s W Copy path f}"v Edit Select none
Copy Paste 8 Paste s ICopyto~ =] Rename ’::Iedwe/' Prop:mes B nvert selection
Clipboard Organize New Open Select
&« v 4 <« Windows8_0S (C:) » Pro View Launching Ceremony - 02 April 2019 P
~ "
»#* Quick acces
33 Dropbox )
4 ,
@ OneDrive - | 20190402_150514. 20190402_150702. 20190402_150739.
irg Jpg irg
= My Comput
» 3D Objects
m Desktop
3 Document 20190402_150746. 20190402_150749. 20190402_150751.
& Download: P9 P9 J
Music
® 1\ 8
« Pictures ‘ﬂ )
49 3
B Videos
& Wind 20190402_150919. 20190402_150928. 20190402_151014. 20190402_151015. 20190402_151046.
> owst irg Jrg Jpg irg g
«~ Lenovo Ba
Data (F: L 3 \
- Data (F) r - i
- .o . % : =
47items 47 items selected 449 MB HIS

Open involved event folder and select all images/ data

1. Right-click on the first image and click rename. 2. Fill the same name as the

folder name and enter.

Y = Picture Tools  Pro View Launching Ceremony - 02 April 2019 ad = a X
“ Home Share View Manage e
\ 3. Y B - lect all
& Cut o Moveto~ X Delete ~ v #=i Open eH selecta
. W& Copy path £a_ ¥ - e
P Copy B A Y Copyto v X
e L&) Paste shortcu Create a new video
Clipboard Or¢  Editwith Photos
- - Set as desktop background
- v 4 « Windows8_0S (C:) > Pro View Laur Print
A Rotate right ”
# Quick acces Rotate left
.o Cast to Device >
Dro
TP Move to OneDrive
@ Onel Pro View 20190402_15 &L Scan selected items for viruses
Launching JP9 [ Scan with Windows Defender...
= My Comput Cere_mony e 02 - 112 Share
April 2019jpg )
» 3D Objects B8 Addto archive...
Add to "Majlis Ceramah to Achieve our goals - 09 Sept 20XX.rar”
m Desktop Compress and email...
4 Document 20190402_150746. 20190402_15 B Compress to "Majlis Ceramah to Achieve our goals - 09 Sept 20XX.rar" and email
b Dovnloads jpg JPg ™ Scan with Malwarebytes
& Scan With Smadav
J Music
Send to >
« Pictures
Cut
—— 20190402_150919. 2019040215 —
<. Windowsg ipg ipg Create shor
«~ Lenovo Ba ~ Delete 1
< Data (F) f . Bename
v 3 E

47 items

1item selected 8.87 MB
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iii.  Manually add additional filename (for VIP) to the involved images

= Picture Tools  Pro View Launching Ceremony - 02 April 2019 - - [m] X

“ Home Share View Manage o
i i | & Extra large icons| &= Large icons l v [] item check boxes 2 ]

3% Mediumicons &l Smallicons - File name extensions
Na:;g‘aetivon 0@ g st i== Details = é;’r.t i [[] Hidden items Hidei::,,l,e,dm Optvlons
Panes Layout Current view Show/hide
&« v <« Windows8_0S (C:) > Pro View Launching Ceremony - 02 April 2019 v O Search Pro... @
~ ~

# Quick acces
32 Dropbox
@ OneDrive -

= My Comput
» 3D Objects

m Desktop

ERY t
j-Uocumen Pro View Launchmg Ceremony 02 April 2019 Pro View Launchlng Ceremony 02 April 2019

% Download: (2) - DMjpg 3)jpg

= Pictures
Forward to Field Manager

All processed data/ images need to be submitted to Field Manager for uploading
purposes into the NAS. Prior to that, Field Crew must fill out the form (DEMI GROUP
Digital Gallery Job Card)

PRCXFFICE

DEMI GROUP DIGITAL GALLERY JOB CARD

COMPANY PRO VIEW SON. BHD

YEAR 2019

No Event Name/ Folder Name Quantity Size Remarks

1 Proview Exhibition @ PKNS Bangi July 2019 214 pes 413M8 Photo & Videos

2 Installation CCTV at Rumah DM Jun 2019 89pcs 105M8B Photo
Figure : DEMI GROUP Digital
Gallery Job Card)

PREPARED BY CHECKED BY

syofig mastura

NAME : Mohd Syafiq Farhan Maliki NAME : Mastura Baharom

DESIGNATION : Operation DESIGNATION : COO

DATE : 02/09/2019 DATE : 02/09/2019

RECEIVED BY

zafira

NAME : Zafirah Ayuni Zainal
DESIGNATION : Graphic Designer
DATE: 03/09/2019

PRO OFFICE TECHNOLOGY SDN BHD € 2019
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3.4.3 Storage
» Received Data from Field Crew
Field Manager received data from Field Crew together with completed DEMI GROUP
Digital Gallery Job Card. Field Manager will make a duplicate copy (optional) to the
External HDD as data backup before upload to NAS.

» Upload to NAS
The uploading process into the NAS will be performed by the Data Admin according to

the specified folder structure

Main Folder 2% Folder (Year) 3'“ Folder (Company) 4" Folder (Event Name) File (pictures/ videos)

DEMI GROUP
GALLERY
COLLECTION 2018

COLLECTION 2019

DEMI GROUP

PRO OFFICE

PRO VIEW

DEMI HEALTHCARE

EVENT 1

EVENT 2
Picturel.jpg
Picture2.jpg

Figure : DEMI GROUP Gallery Folder Structure
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Uploading process into the NAS as below:

i.  Open FileZilla and fill in Host, Username & Password

A riezine

File Edit View Transfer Server Bookmarks Help

#-EECEOoORO x> Tase

Host: (1921680109 | Usemame: [ admin | Password: [eesssess | por:| | [Quickconneat |~/

Local site: | C:\Users\Pro-Office\

® Default .
| Default User | 1
@ & Pro-Offic .
-8 PR , Host:192.168.0.109 I
@ | Public
@ | Windows 1 I
B D: 1 . 1
“1 Username: admin !
Filename Filesize Filetype Last modified Al :
1
android File folder 05-Apr-199:3839 .. I Password : *¥kFrdkkx :
musixmatch File folder 26-Jul-19 E54S9A.. 1
ot File folder 14-May-19 9:25:06 ... 1 !
330 Objects File folder 18-Jan-19 12:50:22 .. e !
AppData File folder 18-Jan-19123213... v |< >
8files and 30 directories. Total size: 9,202,690 bytes Not connected.
Server/Local file Direction Remote file Size Priority  Status 2
B 2dmin®192.162.0.109
E\PDBSCANNINGPROJE..  -->  /IRM_2/PDBSCANNINGPROJ.. 68,360,192 Normal
E\PDBSCANNINGPROJE..  -->  /IRM_2/PDBSCANNINGPROJ.. 68,219,612 Normal
E\PDB SCANNING PROJE..  -->  /IRM_2/PDB SCANNING PROJ... 68,080,592 Normal v
| Queued files (29608) | Failed transfers | Successful transfers |
Toaales the disolav of the local directorv tree @ Oueve: 6570 GiB e
ii. Certificate will appear & click ok to proceed.
< -
Fille Edt View Transfer Server Bookmarks Help
e | [ | - = |
Z-2 TSI ORO XY FAos
Host: [192.168.0.109 Username: | admin — ——— = S
wtatuz  Connecting to 152.168.0.10%:21...
itatus:  Connection established, waiting for welcome md The server's certificate is unknown. Please carefully examine the certificate to
atus  Intialzing TUS... make sure the server can be trusted.
Ratus:  Verifying certificate... Details
Valid from: 07-Aug-19 40232 AM
Vabd to: 06-Aug-20 40232 AM
Local site: | C:\Users\Pro-Office\ Serial number: 008624 54d5662d 464
@ Defautt Public key algorithm:  RSA with 1024 bits
Default User Signature algorithm:  RSA-SHA1
@ & Pro-Office Fingerprint (SHA-256): cd:e0:Tbx12:2b:20:8e40:27:d9:33:4527:09:76:0%
@ | Public
&1 Windows Fingerprint (SHA-1)  66:d3:2d: 1b:464C: 506711 1: 16664:2420:41:13:759€33
O - Subject of centificate Cestificate issuer
Common name: 192.168.0.109 Common name: 192.168.0.109
Filename Filesze File Filesize Filet,
B Session details
androwd File Host 192.168.0.109:21
ushenstch File Protocok TIS12  Cipher: AES-256-GCM Jected to any server
ok Fild Key exchange: RSA MAC:  AEAD
B30 Obyects File Trust this centificate and carry on connecting?
AppData . Fig [ Adways trust certificate in future sessions. r 4
3files and 30 directonies. Total size: 9,202,690 bytes Trust this centicate on the ksted alternative hostnames.
Server/Local file Direction Remote file E (o= -
B 2dmin®152.162.0.109
E\POB SCANNING PROJE.. >  /IRM_YPDBSCANNINGPROJ.. 63,360,192 Normal
E\POBSCANNING PROX..  -->  /IRM_VPDBSCANNINGPRO)..  63219,612 Normal
E\PDB SCANNING PROJE... e /IRM_2/PDB SCANNING PROJ... 63,080,592 Normal ~
o "bm'w r - K furd T;
QO Oueve: 657068 ee




PR

Standard Operating Procedure Version : 1.1

t‘) FHCE for DEMI Group Digital Gallery

Page 16 of 35

. Connection to NAS has been establish. Choose file to be transfer on local site
& choose destination folder on remote site.

1 admin@192.168.0.109 - FileZilla - - o x
Gile Edit View Transfer Server Bookmarks Help

Z-EFERokO v Taecs

fost: (1921620108 | Usemame: | 2dmin | Password: | sssseses ‘ F“’“l:l Tramr |

tatus LS connection established.

tatus:  Loggedin

tatus  Retrieving directory listing...

tatus:  Directory listing of /" successful

tatus:  Retrieving directory listing of “/DEMI_Group_Videos_Pictures”...
tatus:  Directory listing of */DEMI_Group_Videos Pictures™

_ccal site: | D:\Pro Offjcave Prctures\ ~ | Remote site: | /DEMI_Group_Videos Pictures N
Pro Office Event Pictures ~ls-Lir/ 1

3rd Town Hall 2019 2. Admin&Finance

@ Banner Hari Raya & D
Bowling 2019 ?. iDeM
Event Random 2 IRM1
Hari Raya 2019 ? IRM2
Office Sianhoard v 2. IRM 3 -4

Filename i%mndiﬁm A | Filename Filesize Fil *

3rd Town Hall 2019 File folder 15-Jul-19 11:05:32 ... Collection 2011 Fil

Banner Hari Raya File folder 04-Jul-19 10:08:48 ... Collection 2012 File
Bowding 2019 File folder 15-Jul-19 11:05:57 .. Collection 2013 il
Event Random File folder 15-Jul-19 11:03:54 .. Collection 2014 Fil v
Hari Raya 2018 File folder 15-Jul-19 11:01:43 .. v |< >
directories 9 directories
Server/Local file Direction Remote file Size Priority  Status A
B 2dmin@192.168.0.109
EAPDBSCANNING PROJE..  -->  /IRM_2/PDB SCANNING PROL. 68,360,152 Normal
EAPDBSCANNING PROJE..  -->  /IRM_2/PDBSCANNING PROL. 68219612 Normal
EAPDB SCANNING PROJE..  -->  /IRM_2/PDB SCANNING PROJ. 68,080,552 Normal v
Queued files (29608) | Failed transfers | Successful transfers
QO Ouene ASTNGR aa

iv.  Choose the folder & right click then choose upload

[ 2dmin@192.168.0.109 - FileZilla - - o X
File Edit View Transfer Server Bookmarks Help

é' E—"":‘.‘- eihofx: EQ"@
jost: | 182.168.0.109 ‘ Umm=|1dmin ‘ Password: | sessssss ‘ Port: Quickconnect |+

tatus:  TLS connection established.

tatus:  Loggedin

tatus:  Retneving directory listing...

tatus:  Directory listing of °/" successful

tatus:  Retrieving directory listing of "/DEMI_Group_Videos_Pictures"...
tatus:  Directory listing of “/DEMI_Group_Videos_Pictures” successful

Local site: | D:\Pro Office Event Pictures\ | Remote site: | /DEMI_Group_Videos_Pictures ~
B Pro Office Event Pictures ale-l17 ~
3rd Town Hall 2019 ? Admin&Finance
@ BannerHariRaya @ DEMI_Group_Videos_Pictures
Bowling 2019 ? iDeM
Event Random ? IRM_1
Hari Raya 2019 B
DW i 2 IRM 3 .
Filename Filesize Filetype Last medified ~ | Filename
Collection 2011
Banner § Upload File folder 04-Jul-19 10:08:48 ... Collection 2012
Bowlin 4% Add files to queue File folder 15-Jul-19 11:05:57 ... Collection 2013
F Enter directory File folder 15-Jul-19 11:03:54 .. Collection 2014
Hari Rz File folder 15-Jul-19 11:01:43 ... v |<
elected 1 e 9 directories
Edit
Server/Lo« = e Sze Prionty  Status A
! admint Create directory
E\ppjjCE=te di=clory sl ente K DB SCANNINGPROJ.. 58,360,192 Normal
E\PD Refresh DBSCANNINGPROJ.. 68219612 Normal
E\PD I DB SCANNING PROJ... 68,080,592 Normal v
Queued Pros J transfers ' '

DY Nuisa BSTAGR aa
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v.  Transfer is start & wait until it complete.

- EEESEoMo ntrac s

fost | Usemame: Password: Port: Quickconnect |~
tatus Starting upload of F:AMBIP 2019 - Majlis Bandarraya Iskandar Puteri\Project Scanning 11022015-07072019\MBIP OUTPUT DATA BORANG N\REPORT\2. FEBRUARY\25022015\A030500362_PTD 102077.CSV
tatus: Skipping upload of FAMBIP 2019 - Majlis Bandarraya Iskandar Puteri\Project Scanning 11022013-07072015\MBIP OUTPUT DATA BORANG NREPORT\2. FEBRUARY\25022019\A090500248_PTD 101963.CSV
tatus: File transfer skipped
tatus: Starting upload of F:AMBIP 2019 - Majlis Bandarraya Iskandar Puteri\Project Scanning 11022019-07072019\MBIP OUTPUT DATA BORANG NREPORT\2. FEBRUARY\25022019\A090500412_PTD 102127.CSV
tatus: Skipping upload of FAMBIP 2019 - Majlis Bandaraya Iskandar Puteri\Project Scanning 11022019-07072019\MBIP QUTPUT DATA BORANG NREPORT\2. FEBRUARY\25022019\A090500362_PTD 102077.CSV
tatus: File transfer skipped
_ocal site: | F\ ~ | Remote site: | /IRM_2
% D: (Local Disk) - - iDeM
o8 E 2 IRM_1
5 F: (Blank) - | IRM_2
SRECYCLEBIN 2 IRM3
MBIP 2013 - Majlis Bandarraya Iskandar Puteri 2 STD3
System Volume Information 2t
v
Filename Filesize Filetype Last modified Filename Filesize ~Filetype Lastmodified  Permissions  Owner/Gro...
SRECYCLEBIN File folder 06-Aug-19 £12:01 .. JKR 2019 Filefolder  22-Jul-1310:30.. 0777 5001000
MBIP 2019 - Maj. File folder 22-Jul-19 10:28:27 ... MEIP 20.. File folder 24-Jul-19 200 OTTT 500 1000
System Volume |, File folder 23-u-19 8:45:58 A... PDB SCA, File folder 3-Jul-19 340, 0777 500 1000
| .dropbox.device 56 DEVICE File 24-Jul-19 847:01 A..
elected 1 directory. 3 directories
Server/Local file Direction Remote file Size Priority  Status
B 2dmin®192.162.0.109
FAMBIP 2019 - Majlis Band...  --> fIRM_2/MBIP 2019 - Majlis Ba... 227,290 Normal
FAMBIP 2019 - Majlis Band...  --> fIRM_2/MBIP 2019 - Majlis Ba... 0 Nermal
F\MBIP 2019 - Majlis Band... > fIRM_2/MBIP 2019 - Majlis Ba... 30 Nermal

Queued files (4938554) | Failed transfers | Successful transfers (16183)

A DA Aeet 3T

» Manage

i.  Managing Users - As the Data Admin, you have a special user account (admin)

that gives you administrative privileges. These privileges enable you to set up

and configure the device to specific needs, as well as give other staff access to

our cloud. Data Admin have the power to determine exactly what other users

can access. The Users icon displays a list of current users and enables the

admin account to view user details, create new users, create shares, and grant

users access to existing shares

ii.  Managing Shares - a share is an area on the NAS WD My Cloud device for

storing files. A share can be public so that all users can access the contents, or

private to limit access to selected users. The Shares icon on the navigation

panel displays a list of shares on the NAS WD My Cloud device and enables the

administrator to manage shares and user access

More details please refer My Cloud Personal Storage User Manual (page 51 -

59
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3.4.4 Retrieval

Only authorized staff can access the uploaded data, where username and password can be
requested from the Data Admin. There are 2 ways to access/ view the uploaded data:
A. WD My Cloud web based (web browser)

i. Goto https://mycloud.com/#/ to access WD NAS web based. Choose sign
into MY CLOUD.

© MyCloud x  # - o x
& C 0 & mydoudcom/é % Go o @ :
B Apps 9 WINT6.SMALL-DNS Signatures - pro-off.. @ Helpdesk @ EDMS @ DOWNLOAD 480p. @ PRO OFFICE SHOPP.
o My Cloud" Apps Shop My Cloud Products  Learning Center  Feedback My Cloud Home My Cloud English @
Experience the joy of having all your content organized in Sign in to your My Cloud, My Cloud Mirror or My Cloud NAS
one central place that's completely under your control and device.

accessible from anywhere.

SIGN INTO MY CLOUD HOME

SETUP MY CLOUD HOME SETUP MY CLOUD

ii. It will direct to sign in pages. Fill email address and password, then click sign
in.

—
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ii.  On main page it shows all folder that have been authorized to be use. Choose which

folder to open by click the folder.

) My Cloud

po
3 O
(=]
g

WDMyCIOUdEX4100 4 DEMI_Group_Videos_Pictures

pecoccocee

Collection 2015
DI J

IRM_1
IRM_2
MASA
POT

Public

8/15/19 10:10 AM

iv. It shows all the content on the folder. To view double click on the item.

My Cloud
WDMyCloudEX4100 DEMI_Group_Videos_Pictures
—

. Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (1) jpg
€ o Group
€ oen Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (10) jpg
e

S  5uka Puasa - Keiab Komuniti Cyberiaya - 12 Jul 2015 (11)pg
e w2
€ vnsa - Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (12) jpg
© ror

- Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (13) jpg
€@ ruvic
€ s I  5uka Puasa - Kelab Komunt Cyberjaya - 12 Jul 2015 (14) jpg
e s>

Bl  5uka Puasa - Kelab Komunt Cyberjaya - 12 Jul 2015 (15)pg
e s
O [l 5uka Puasa - Kelab Komuniti Cyberiaya - 12 Jul 2015 (16)1pg
O =~z

- - Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (17).jpg

23D O L®BE

58MB 8/15/19 10:10 AM
59MB 8/15/19 10:10 AM
5MB 8/15/19 10:10 AM
49MB 8/15/19 10:10 AM
51MB 8/15/19 10:10 AM
SMB 8/15/19 10:10 AM
5MmB 8/15/19 10:10 AM
5MB 8/15/19 10:10 AM
5.1MB 8/15/19 10:10 AM
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V. To download the certain file, right click on the item and click download to start
download the item.

My Cloud

l WDMyCIOUGEX4100 45 DEMI_Group_Videos_Pictures . e D> L&
—
O o B  5uxa Puasa - Ketab Komuniti Cuberiava - 12 1ul 2015 (11 fog 58M8 8/15/19 10:10 AM
EMI_Group.
B Share
€ ven . Buka Puasa - Kelab Komuniti )ipg 59M8 8/15/19 10:10 AM
e RrRu1 Copy
. Buka Puasa - Kelab Komuniti )ipg 5M8 8/15/19 1010 AM
e ru2 Move
€ nsa Bl  suka Puasa - Kelad Komuniy )pQ 49M8 8/15/19 10:10 AM
Rename
‘ ' POT
Buka Puasa - Kelab Komuniti ) 51MB 8/15/19 10:10 AM
€ Fuic W Deiese e
€ s Bl sukaPuasa - Kelab Komuniti| o, hipg 5M8 8/15/19 10:10 AM
STD_2
e s - Buka Puasa - Kelab Komuniti 5M8 8/15/19 1010 AM
€@ s
o - Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (16) jpg 5M8B 8/15/19 10:10 AM
IRM
O R Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (17)jpg 51M8 8/15/19 1010 AM

vi.  To download more than 1 item, choose the file by click the file with CTRL key on
keyboard. Then click download on the top rights.

My Cloud Files Shared ~ zatran@prooffice. my

WOMyCIOUdEX4100 4 DEMI_Group_Videos_Pictures - |t
| .
. Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (10) jpg
g SO 8  5uka Puasa - Keiab Komunit Cyberfaya - 12 Jul 2015 (1) jpg 5MB 8/15/19 10:10 AM
iDeM
o ‘QL! 1 - Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (12) jpg 49MB 8/15/19 10:10 AM
e a2 M  5uka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (13) jpg 51M8 8/15/19 10:10 AM
MASA
g q;:\ - Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (14) jpg 5MB 8/15/19 10:10 AM
e ruic W  5uka Puasa - Kelab Komuniti Cyberfaya - 12 Jul 2015 (15) pg 5MmB 8/15/19 10:10 AM
g iT: 1 Al 5uka Puasa - Ketab Komuniti Cyberjaya - 12 Jul 2015 (16) jpg 5MB 81519 10:10 AM
@ s Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (17) jpg 51MB 8/15/19 10:10 AM
g :;.17:3 . Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (18) jpg 5.1MB 8/15/19 10:10 AM
- Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (19) jpg 53MB 8/15/19 10:10 AM
. Buka Puasa - Kelab Komuniti Cyberjaya - 12 Jul 2015 (2) jpg 54MB 8/15/19 10:10 AM
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vii. To download entire file, right click on the file and click on download.

Shared ~

WDMyCloudEX4100 DEMI_Group

jeos_Pictures

peeoccecceoe

Collection 2015

DEMI_Group Share
iDeM Copy
IRM_1

Move
IRM_2
MASA Rename
net Delete
STD_1 ____|
STD_2
STD_3
ts
IRM_3

=

B EL@®EHE

8/15/19 10:10 AM
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B. WD My Cloud Apps

i.  Search WD My Cloud (in Play Store or App Store) to download My Cloud and
click Install to start the installation.

& wd my cloud Q 9
My Cloud
Western Digital Technologies, Inc.
43% 5M+
79K reviews Downloads Rated for
3+ 0

My Cloud Access Folders View by File Type
and Files
Works with the
following devices:

Save everything. Access anywhere.

ii.  Click Open to open the application.
“ Qi

My Cloud

Western Digital Technologies, Inc.

Uninstall
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iii.  Click View License Agreement to continue.

My Cloud

Welcome to My Cloud

You must agree to the Western Digital End User
License Agreement
and Privacy Statement to continue.

View License Agreement
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iv.  Click on Agree to proceed with the agreement.

© 821 12:30

Western Digital End User License
Agreement

IMPORTANT - READ CAREFULLY. SECTION
10 OF THIS DOCUMENT CONTAINS A
BINDING ARBITRATION PROVISION THAT
REQUIRES THE RESOLUTION OF DISPUTES
ON AN INDIVIDUAL BASIS, LIMITS YOUR
ABILITY TO SEEK RELIEF IN A COURT OF
LAW and YOUR RIGHT TO A JUDGE OR
JURY IN A COURT PROCEEDING, AND
WAIVES YOUR RIGHT TO PARTICIPATE IN
CLASS ACTIONS or CLASS ARBITRATIONS
FOR CERTAIN DISPUTES.

This End User License Agreement (this
“Agreement”) is a legal contract between
you, either as an individual or a single entity
(“you”), and Western Digital Technologies,
Inc., its subsidiaries and affiliates
(collectively, “WDT"), governing your use of
the software, services, and associated online
or electronic documentation published,
distributed or otherwise made available by

By pressing the Agree button, you agree to the
Western Digital End User License Agreement and
the Privacy Statement

#'
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v.  Click on Allow to allow the analytics.

Allow analytics?

AN

Want to help us build a better app?

Our analytics are used to help us
improve the app.You can read more
about the diagnostic and usage info

our analytics collects here.

DON'T ALLOW
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vi.  Click on the My Cloud for the type of your setting up.

U Mobile*Siall 2 © @21 12:30

My Cloud

My Passport Wireless
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vii.  Swipe left to continue.

U Mobile Sl 358 © #2) 12:30

Welcome to your very
own cloud

* Access content anywhere
* Easily stream and share content
* Auto photo and videorbackup

* Open files with other apps
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viii. It will direct to sign in pages. Fill email address and password, then click sign
in.

Q My Cloud®

Sign in to your MyCloud.com account
‘ Sign in

Don't have an account?

Forgot password | Add Device

You can only sign in to your My Cloud device
here.If you're trying to sign in to a My Cloud Home
device or connect a My Passport Wireless device,

learn more here.
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ix.  Click on OK when you have successfully signed in.

You are signed in as zafran@prooffice.my

WDMyCloudEX4100
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X.  Then, click on Not now to proceed.

Auto back up photos
and videos

My Cloud automatically keeps all your
photos and videos backed up and organized.

Wi-Fi Only (V]

Wi-Fi and cellular data
Additional data charges may apply
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xi.  On main page it shows all folder that have been authorize to be use. Choose
which folder to open by clicking the folder.

WDMyCloudEX4100

@ Admin&Finance

DEMI_Group_Videos_Pictures

iDeM

IRM_T

IRM_3

MASA

POT

Public

e ¢ ¢ &0 & & ©

STD_1

- ~ p—
= @) J
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xii. It shows all the content on the folder. To view the file, double click on the
item to view.

= BukaPuasa. ¥ < Q

in| i

ALL PHOTOS MUSIC VIDEOS

Buka Puasa - Ke...ul 2015 (1).jpg
5.54 MB-15/08/2019 10:10 am

Buka Puasa - Ke..I 2015 (10).jpg

5.61 MB-15/08/2019 10:10 am

Buka Puasa - Ke..I 2015 (11).jpg
479 MB-15/08/2019 10:10 am

Buka Puasa - Ke...1 2015 (12).jpg
4.67 MB-15/08/201910:10 am

Buka Puasa - Ke..I 2015 (13).jpg

4.88 MB-15/08/201910:10 am

Buka Puasa - Ke...| 2015 (14).jpg
4.75MB-15/08/201910:10 am

Buka Puasa - Ke..I 2015 (15).jpg

4.80 MB-15/08/2019 10:10 am

Buka Puasa - Ke..1 2015 (16).jpg
480 MB-15/08/2019 10:10 am

< O O
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xiii.  To download the certain file, select on the item and click the download on

the top right to start downloading the item.

é

8 808 8:p

<< <

g

7 selected

e

PHOTOS MusIC VIDEOS

Buka Puasa - Ke...ul 2015 (1).jpg
5.54 MB-15/08/201910:10 am

Buka Puasa - Ke... 2015 (10).jpg
5.61 MB-15/08/201910:10 am

Buka Puasa - Ke...| 2015 (11).jpg

4.79 MB-15/08/2019 10:10 am

Buka Puasa - Ke...| 2015 (12).jpg
4.67 MB - 15/08/2019 10:10 am

Buka Puasa - Ke...| 2015 (13).jpg
4.88 MB - 15/08/2019 10:10 am

Buka Puasa - Ke...| 2015 (14).Jpg
4.75 MB - 15/08/2019 10:10 am

Buka Puasa - Ke..| 2015 (15).jpg
480 MB-15/08/201910:10 am

Buka Puasa - Ke.. 2015 (16).jpg
4.80 MB-15/08/201910:10 am

< O O




PR{»«.V.W) FHCE Standard Operating Procedure Version : 1.1
A for DEMI Group Digital Gallery Page 34 of 35
xiv.  To download entire file, select on the file and click downloading the file.

é

1 selected

i

PHOTOS MusIC VIDEOS

Buka Puasa-K..a-12 Jul 2015
15/08/201910:10 am

Event MNA di Kedah
15/08/201910:10 am

Gambar Misi Ban...Pantai Timur
15/08/201910:11 am

Majlis Hari Raya...-OFFICE 2015

15/08/2019 10:12 am

MLNG Bintulu...g Project 2015
15/08/201910:14 am

Pindah Office @ CBD 2 2015

15/08/201910:14 am

Sambutan Hari...ir MRS 27-1-15
15/08/201910:17 am

Staff and MNA
15/08/201910:17 am
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4. APPENDIX

4.3 DEMI GROUP Digital Gallery - Job Card. Please download from this link

https://www.dropbox.com/sh/b5z2tnghirzprn8/AABhh9rzXb-IHZ6cltdU9ujDa?dI=0

4.4 My Cloud Personal Storage User Manual. Please download from this link

https://www.wd.com/content/dam/wdc/website/downloadable assets/eng/user manual/

4779-705163.pdf
Or

https://www.dropbox.com/sh/b5z2tnghirzprn8/AABhh9rzXb-IHZ6cltdU9ujDa?dI=0



https://www.dropbox.com/sh/b5z2tnqhirzprn8/AABhh9rzXb-lHZ6cItdU9ujDa?dl=0
https://www.wd.com/content/dam/wdc/website/downloadable_assets/eng/user_manual/4779-705163.pdf
https://www.wd.com/content/dam/wdc/website/downloadable_assets/eng/user_manual/4779-705163.pdf
https://www.dropbox.com/sh/b5z2tnqhirzprn8/AABhh9rzXb-lHZ6cItdU9ujDa?dl=0

