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Requests

SM Portal Administration

Attachments
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2
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• Upload New Attachments
• Link Attachments
• Delete Attachments

• Upload New Attachments
• Download Attachments
• Delete Attachments



SM Portal Administration



Step 1: Go to SDS 2.0 Website
SM PORTAL ADMINISTRATION
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To access SDS2.0: 

https://sds.stengg.com

 

Then select Visit Site

https://sds.stengg.com/


Step 2: Login
SM PORTAL ADMINISTRATION
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Enter your username 

and Password here

and click Sign In.



Step 3: Go to SM Portal Site
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Select Enter Portal link 

under Export/Import 

Data section

SM PORTAL

https://manager-stg.stengg.services/


Homepage
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You can manage the 

attachments or view 

requests with existing 

attachments under 

the Admin section.

SM PORTAL ADMINISTRATION



Attachments
• About Attachments
• View Attachment Page
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About Attachments
ATTACHMENTS

Attachments page allows you 

to upload new attachments, link 

requests to attachments and 

delete existing attachments.

New Attachment Link to Requests

Upload Attachment 
with linked requests

Requests linked to 
attachment



Co-Confidential10   | 

View Attachment Page
UPLOAD NEW ATTACHMENTS

Select Attachments 

under Admin section



Upload New Attachments
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Step 1: Select Upload New
UPLOAD NEW ATTACHMENTS

Tap Upload New 

button to upload a 

new attachment file.
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Step 2: Select Attachment Type
UPLOAD NEW ATTACHMENTS

Select an Attachment 

Type for the file you 

want to upload.
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Step 3: Select File
UPLOAD NEW ATTACHMENTS

Tap Browse File and select 

the file from your local drive.
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Multiple File Upload of other Attachment Types
UPLOAD NEW ATTACHMENTS

You can upload multiple 

attachments of other types. 

      Change Attachment 

Type from the dropdown 

list and 

      Browse File to upload 

a new file.

You can view the file from 

the       Attachment Name 

link or remove it under

           Action.
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Step 4: Proceed Next to Link Requests
UPLOAD NEW ATTACHMENTS

Proceed to the next 

step by tapping Next.
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Filter Search Results 
UPLOAD NEW ATTACHMENTS

You can filter a list of 

requests by LOB Service 

Request No(s), Service 

Request No(s) and the 

period when it have been 

created.

Tap       Search after you 

have input your entries to 

filter your search results.

1
1



Co-Confidential18   | 

Step 5: Select requests to link to attachments
UPLOAD NEW ATTACHMENTS

Scroll down to view a list of 

requests and       select the 

requests that you want to 

link it to the attachments.

      Then proceed to the 

next step by tapping Next. 
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Step 6: Submit New Attachments with Linked Requests
UPLOAD NEW ATTACHMENTS

Check the Attachment 

List and Linked Requests 

before you proceed to 

Submit.

Note: You can de-link a request by 

selecting the x icon.
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Attachments Uploaded with Linked Requests
UPLOAD NEW ATTACHMENTS

It will display a message 

that the new attachments 

have been successfully 

uploaded with the number 

of linked requests. 

Select OK to close panel. 
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New Attachments
UPLOAD NEW ATTACHMENTS

Successful uploads of 

the attachments will be 

displayed at the top of 

the attachment list.



Link Attachments
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Step 1: Select Attachments
LINK ATTACHMENTS

Link Attachments 

allows you to link 

selected attachments 

to request(s).

Select the attachments 

in the list that you want 

to link your request(s).
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Step 2: Select Attachments
LINK ATTACHMENTS

Select Link Attachments 

button to proceed to the 

next step.
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View Attachments
LINK ATTACHMENTS

It will display the list of 

attachments which you 

have selected.
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Step 3: Proceed Next to Link Requests
LINK ATTACHMENTS

Scroll down and 

proceed Next to link 

requests.
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Filter Search Results
LINK ATTACHMENTS

You can filter a list of 

requests by LOB Service 

Request No(s), Service 

Request No(s) and the 

period when it have been 

created.

Tap       Search after you 

have input your entries to 

filter your search results.

1
1
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Step 4: Select requests to link to attachments
LINK ATTACHMENTS

Scroll down to view a list of 

requests and       select the 

requests that you want to 

link it to the attachments.

      Then proceed to the 

next step by tapping Next. 

3

2

2

3



Co-Confidential29   | 

Step 5: Update Attachments with Linked Requests
LINK ATTACHMENTS

Check the Attachment 

List and Linked Requests 

before you proceed to 

Submit.

Note: You can de-link a request by 

selecting the x icon.
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Step 6: Attachments Updated with Linked Requests
LINK ATTACHMENTS

It will display a message 

that the new attachments 

have been successfully 

updated with the number 

of linked requests. 

Select OK to close panel. 
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Updated Attachments
LINK ATTACHMENTS

Successful updates of 

the attachments will be 

displayed at the top of 

the attachment list.



Delete Attachments
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Step 1: Select Attachments
DELETE ATTACHMENTS

      Select the attachments 

in the list that you want to 

delete.

      Then tap Delete.

1
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Step 2: Confirm Delete Attachments (1)
DELETE ATTACHMENTS

It will display a list of 

attachments selected that 

you want to delete.
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Step 3: Confirm Delete Attachments (2)
DELETE ATTACHMENTS

      Scroll down and check 

the affected linked requests 

to the attachments.

      Then select Delete to 

confirm the deletion.
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Attachments Deleted
DELETE ATTACHMENTS

It will display a message 

when the attachments is 

successfully deleted.

The attachment is removed 

from the attachment list.



Requests
• View Requests Page
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View Requests Page
REQUESTS

Requests page allows 

you to view service 

request details, download 

attachments, upload new 

attachments or delete 

existing attachments in a 

request.

Select Requests 

under Admin section



Upload New Attachments
Via Requests Page
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Step 1: Select a Job Request
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

Tap on the link of a 

job request that you 

want to upload the 

attachment files.
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Step 2: Go to Attachments Section
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

You will be able to view 

the details of the job 

request from the panel.

 

Scroll down to the 

Attachments Section.
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Step 3: Select an Attachment Type
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

Select an Attachment 

Type for the file you 

want to upload.



Co-Confidential43   | 

Step 4: Select File
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

Tap Browse File and select 

the file from your local drive.
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File Uploaded but Unsaved
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

The uploaded file is shown 

in the list and is pending to 

be saved.

You can upload multiple 

files into the list by selecting 

the type of attachment and 

upload them.
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Step 5: Save Changes
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

Scroll down the page and 

select Save to save the 

changes made to the job 

request.
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View Uploaded Attachments
UPLOAD NEW ATTACHMENTS VIA REQUESTS PAGE

Once it is saved, it will be 

displayed in the job 

request Attachments 

details as shown.



Download Attachments
Via Requests Page
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Method 1: Download Attachments from Requests List
DOWNLOAD ATTACHMENTS VIA REQUESTS PAGE

      You can download 

attachments from Requests 

Page by selecting requests 

from the checkbox.

      Then next, you select 

Download Attachments.

The attachments will be 

saved in a zip file.
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Method 2: Download Attachments from Job Request (1)
DOWNLOAD ATTACHMENTS VIA REQUESTS PAGE

1

1

     Tap on the link of a 

job request that you 

want to download the 

attachments.



    Scroll down to the 

Attachment Section to 

view a list of uploaded 

attachments.
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Method 2: Download Attachments from Job Request (2)
DOWNLOAD ATTACHMENTS VIA REQUESTS PAGE

2



    You can select a list 

of files to download, or 

    you can download a 

file from Action icon

The attachments will 

be saved in a zip file.
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Method 2: Download Attachments from Job Request (3)
DOWNLOAD ATTACHMENTS VIA REQUESTS PAGE
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Delete Attachments
Via Requests Page
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Step 1: Select a Job Request
DELETE ATTACHMENTS VIA REQUESTS PAGE

1

1

     Tap on the link of a 

job request that you 

want to download the 

attachments.



    Scroll down to the 

Attachment Section to 

view a list of uploaded 

attachments.
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Step 2: Go to Attachment Section
DELETE ATTACHMENTS VIA REQUESTS PAGE

2



    You can select a list 

of files and tap 

    Delete Attachments    

or you can delete it from 

    Action icon
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Step 3: Delete Attachments
DELETE ATTACHMENTS VIA REQUESTS PAGE

3a

4

3b

4
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    It will prompt for your 

confirmation on deleting 

the selected attachments.
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Step 4: Confirm Delete Attachments
DELETE ATTACHMENTS VIA REQUESTS PAGE

5

5



The attachment is 

removed from the 

Attachment List for the 

job request.
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Attachments Updated
DELETE ATTACHMENTS VIA REQUESTS PAGE



Thank you


