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I. General information 
 
ELDORADO is an intranet storage repository. 
This means that it is an internal database of documents, for backup and easy consulting 
by every PHPT staff. 
There is a system folder tree which has been design to store every important document 
for PHPT. 
Each and every one is supposed to save a copy of the important files in ELDORADO, 
like presentation given, letter sent, or reports, and make sure that it is saved in the correct 
folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
“ELDORADO Electronic document repository for PHPT”, software created By Luc 
Decker, October 2005 
 
“How to access ELDORADO – User guide”, document written By Tristan VELTER, 
November 2006 
 
This document and software are only for internal use. 
 
If after reading this document you still have any questions, please send them to 
admin@phpt.org. 
 
Thank you. 
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II. Account creation 
To create an account you simply have to go on the DMC webpage. 
Type 1 “dmc” in the address bar of your Internet browser. 
 

 
 
Click on the 2 “ELDORADO”  link to access the “ELDORADO” access page. 
 

 
 
And there click on the 3 “new account” link. This leads you to the account creation page 
which pops up. 
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Then just fill in all the yellow fields with your personal information. 
The login creation takes some time as the person in charge of account creation validation 
has also other tasks. You will receive an email from admin@phpt.org in order to inform 
you that your account has been created, if not please send an email to admin@phpt.org. 
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III. First login 
After your account has been validated, you can access to “ELDORADO”. 
Type 1 “dmc” in the address bar in your Internet browser. 
 

 
 
Click on the 2 “ELDORADO”  link to access the “ELDORADO” access page. 
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And just fill the fields 1 “user” and 2 “password” before clicking on the 3 “login” 
button. 
You now are logged in the “ELDORADO” Electronic Document Repository. 
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IV. Find a document 
There is two way to find a document in “ELDORADO”. 
The first is for a document that you know; the second one is the way to find an unknown 
document. 
 

1) You know what document you are looking for 
You just have to find the correct place in the file system tree. 
Scroll down to the corresponding folder and click on it. 
E.g. \Presenting PHPT\Platform\ folder 
 

 
 
This will lead you to the concerned folder. 
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You can see in which folder you are by looking on the top of the screen 1 (Platform). 
You can access to the 2 upper folders, by clicking on their name in light blue (Summary, 
and Presenting PHPT), and to the 3 sub-folders as well, in dark blue (Data, Laboratory 
and Quality). 
You also see the 4 list of documents in this folder.
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2) You do not know what document you are looking for 
You can use the search function based in the top of the screen. 
 

 
 
Just fill in the 1 yellow case with the name, or some text that you expect to be in the 
document, and then click the 2 “search (number) documents” button(will be updated 
with the correct number of document in ELDORADO). 
This will show you all the documents containing this text in the name or in the document, 
or stored in a folder of that name, with a ranking (“score” column in red). 
You have the possibility to select 3 or/ 4 and if you enter different words, and to 5 hide 
the meeting reports. 
E.g. laboratory (1 search done and 2 results found). 
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V. Open a document 
When you have reached the document you are looking for and you are in the folder where 
it is stored (or in the result page), you just click on the name of the document, and a pop-
up page will open. Then you will be offered to 1 “open”, 2 “save” or 3 “cancel”. 
 

 
 
If you just want to look at the document, 1 “open” is the good way. 
If you need to update it, you have to 2 “save” it on your computer, then update the 
document, have your modifications reviewed by the involved person(s), and then you can 
upload the document again in “ELDORADO”. 
 
If you want to modify the order of the shown documents, either in result page, or in a 
folder, you can click on the blue arrows (  & ) in order to rearrange the settings of the 
page. To order the files by their names, just click on an arrow ( means from the bottom 
to the top,  means form the top to the bottom) and it will sort the files according to the 
selected criteria. 
By the way the previous criteria will remain. This means that if you sort the documents 
by their type, and then by the name of the author, the new order will be done according 
to: the name of the author 

the file type. 
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VI. Save a document 
You can save a document in the correct folder. But you need to have the access rights to 
do it. If you are not allowed to update a folder, the message 1 “READ ONLY SECTION” 
will appear, if you are allowed, no message will appear, but the 2 bar for managing the 
section (with “add a new document in this section”, “browse”, 3 ”upload file” and “edit 
section” options). 
This folder can be updated: 
 

 
 
This folder is read-only: 

 
 
In order to upload a file, you have to enter the names of the file on your computer 
(E.g. “D:\Tristan\Eldorado\New-file.doc”), or to browse for by clicking on the “Browse” 
button. Then just click on the button 3 “Upload file”  (it will only appear in the section 
where you are allowed to do so). 
After this you have to enter the information concerning this document in the fields. 
1 Yellow fields are compulsory; they will become red if not filled, or not correctly. 
2 Green fields are optional. 
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The field 3 “comment, summary” is up to 2000 characters, even if it not compulsory to 
fill it. This field is used for the research, and it is a good idea to insert a brief summary, 
some keywords or the introduction of the document. 

 
 
After the information is correctly filled, and you have clicked on the “Save” button, the 
file is inserted into the database and should appear in the corresponding folder. There 
could be some default settings for the section (see “VIII.Update the folders information” 
for more information about defining the default settings). 
If you are trying to upload a document that already exists (or a similar one already 
exists), you will have a warning message: 1 “Please check: found possible duplicated 
documents, already filed” and you can see which document(s) and consult it. 
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VII. Modify/delete a document 
If you want to update an existing document, you will encounter some warnings during the 
upload process. You have to delete the previous version, or to rename it before uploading 
the new one. For this you need to access the file’s information. 
You click on the reference of the document (left-column, a number). 
The information pop-up will appear. 
 

 
 
In there, you can modify the document’s information and even delete it if needed. But be 
careful while deleting documents, because it is necessary for PHPT to maintain track 
back of the documents, and to only replace by new versions. 
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VIII. Update the folders information 
You might want to add new sub-folders, modify the name of a folder, or the access rights 
of a folder. For all this you have to access to the folder’s information. You click on the 
“Edit section” button. 
 

 
 
And you access to the following screen in which you can set all these settings 

 
 
Please be careful for this again, as all ELDORADO’s documents are very important for 
PHPT. 
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If you want to set default settings for a folder, you can enter some data in the correct 
fields. When you will upload a document in the concerned folder, the default settings will 
be in the corresponding fields, so you do not have to enter them again and again. As an 
example the default settings for the “staff meetings reports” folder are set as: 

- Document type: report 
- Language: English 
- Main recipient: internal 
- Title: none 
- Author: Drinya Totrakool 
- Source: none 
- Recipients: internal 

 
The title could be set as: “Staff meeting report”, and then the person in charge (Drinya) 
can just change add the corresponding date to the title. 


