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This document provides instructions on how to use Web Files (new term: Library, 
part of Workspace) 
 
User ID and password required. 
 
Step 1. Log in at URL  
http://ocs.nclt.us:7778/portal/page?_pageid=33,1&_dad=portal&_schema=PORTAL 
 

 

 
 

• Sign in using your username and password.  
• To access Collaboration Suite Portal, your browser must support JavaScript. 

 
Notes:  
The following pages illustrate only the basic features for immediate needs in workgroup 

collaboration. You are welcome to explore features that may be useful and bring your 

ideas to the discussion forum. 

Click this item (CSP)
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Useful Tips: 
1. Mouse-over a hyperlink or icon usually displays its function. 

2. * denotes compulsory entry. 

3. Use the “Back” button on the browser to close a document. 

4. Use the “Cancel” button on the CPS interface to return to the previous page. 

5. If you log in with the same browser that you logged out with, CSP remembers where 

you logged out, i.e., next login brings you to the page where you last logged out. You 

can: 

a. Click “Return to Portal” at top right corner to log out.  

b. Open a new window to login at 
http://ocs.nclt.us:7778/portal/page?_pageid=33,1&_dad=portal&_schema=PORTAL  

(use NCLT website hyperlink or bookmark the URL on your browser) 

6. If at any point, you want to return to portal page but do not see “Return to Portal”, 

backtrack URL to portal page 
http://ocs.nclt.us:7778/portal/page?_pageid=33,1&_dad=portal&_schema=PORTAL 

7. CSP services are organized in a hierarchical structure. When logging out, if any 

interface is contained in a separate pop-up, reverse the order of logging in when 

logging out. This may avoid error messages. See below: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A Workspace is 
PRIVATE & contains 

private contents  
Only selected members 

of a workspace can 
enter a specific 

workspace to view, edit 
& discuss 

Portal is a PUBLIC 
space & contains 

services that can be 
viewed by everyone 
with ID & password  

All CSP members can 
see the contents (e.g., 
discussions) in this 

space 

Portal 

Log in 

Log out

Not yet open –  
Content 
Services
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Step 2. Portal (public) - Go to Workspaces (private) 

 

Step 3. Private workspaces 

 

 

 

 

 

 

 

 
 
 

User ID 

Check your ID 

 
NCLT news and announcements 

services 
& tools 

 

Click workspace 

Star means new 
activity or new 
content 

Member last worked 
in this space 

Your ID
Return to Step 2 
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Step 4. Go to Library (file sharing service) 
 

 

Step 5. File management (same starting point for 5a, b, c and d) 

5a. Add a new folder  

 

 
 
 
  

se
rv
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your ID writer 

Overview: workspace activities at a glance 

Breadcrumbs: shows 
where you are 

Click Library for 
Web Files 

 
your ID writer 

member
member

5b5a 

Click to view 
a file 

Click to link a file to meeting, 
file, discussion or task 

5d5c  

Shows where you are 

Compulsory: enter folder name  
Optional: enter description  

(optional) Link to 
meeting, file, discussion 
or tasks. Note: create 
contents (task, discussion 
forum) before linking  

Click OK to 
create a new 
folder 
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5b. Upload a file from your local folder 

 

5c. Click the check box to select a file, add to Views & notify members to view new 
item 

 

 

1. Look for the file on 
your local folder. Enter 
new name & description 
if required  

2. Click OK to upload the file 

Create a title to list the 
item in Views 

File selected in Step 5 

Optional: e.g., explain 
why members need to 
view this file 

Click to list this item. Check 
Views on the left panel 

Compulsory: enter 
title to be listed in 
Views 
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(continues 5c.) At Views, notify member to view the new file 

 

5d. Select a file to copy or move into a subfolder in the same Library. (requires 
more than 2 Library folders for this function to work)  

 

 

Click to notify members 

Click folder one 

Must have at least 2 
folders in the library 
to copy & move files 

Select the file & click Copy 
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Done! 

Follow the same sequence to move a file within the same Library. 
 
Select a file in the same way to delete. 
 

Click Library to view all the folders

Click folder two

Click OK 


