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Notes: 

This manual has been written with the beginner 
in mind.  As an authorized user of the HPCNet soft-
ware, you will be able to create your own web pages, 
modify and update them, and create links from your 
page to others.  If you make your pages public, others 
can also link to them. As you become familiar with the 
features available to you, you will find that the page 
creation and management tools are intuitive and you 
will need the manual only for reference. Space is pro-
vided at the end of each section for you to make notes 
as you discover shortcuts or favorite ways of doing 
things. 

If you are the adventurous type or have experience with other web page management 
tools, feel free to log in as a user and explore the system on your own.  You can always refer to 
this manual as needed.  We hope that the tools you discover will be self-explanatory.  If not, let us 
know. 

It is our intention that this manual be a work in progress.  As users let us know what other 
information would be useful, we will update the manual. 

This manual will also be available as a link from our web site, http://www.hpcnet.org/home. 
 

Note: You can get on-line help by clicking on the ? icon at the top of all HPCNet pages 
when you are logged in. 

 
GOOD LUCK and HAVE FUN! 

Preface 
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Notes: 

The HPCNet software is a collection of tools known as the High Priority Connection Net-
work (or HPCNet).  For the techies among you, what appears to be ordinary web pages are in re-
ality data entries in an Oracle database.  The web pages themselves are created dynamically 
each time they are viewed and can be thought of as mechanisms for displaying database informa-
tion and entering that information into the database. 

 
HPCNet is the official web software of the South Dakota School of Mines and Technology. 

It allows the user to create a large number of pages, that are linked together in a large network. 
These pages are searchable by title and keywords by using the search bar at the top of each 
page. 

A note on terminology … We will do our best to refer consistently to an individual unit of in-
formation displayed by a web browser as a “page”.  We will refer to a linked collection of pages as 
a “site”.  

The pages that are comprised within HPCNet share a common look and feel.  Each page 
consists of a general information section, followed by a section of links, attachments, classifica-
tions, a contact and feedback information section, and finally page level security.  

The general information section consists of a logo, them, page title, and a description area.  
Almost anything can be incorporated into the description area.  With some knowledge of HTML 
coding (a cheat sheet is provided as an appendix), you can embed pictures and create links to 
audio and video clips in this area.   Help with such advanced applications is available through our 
web site at www.hpcnet.org/home, by phone (605) 394-6732, or email us at 
hpcadmin@hpcnet.org. 

The links section allows you to connect a page to any other web page, both those created 
using the HPCNet software or created elsewhere.  If you already have web pages or prefer to use 
other web development tools, there is no need to redo your work or stifle your creativity.  Simply 
connect your pages to HPCNet through a link from one of the pages you own. 

An attachments capability allows you to attach any file to the page.  This is probably the 
best way to give your users view access to files that can include but is not limited to; PowerPoint, 
Word, Excel, PDF, and video and audio clips to your page. 

Each page in our network has an owner.  The Contact feature at the bottom of each page 
is automatically constructed to send messages to the page owner's email address.  The page 
owner can also authorize other users to work on and update the page. 

The HPCNet software has built in security features.  Access to a page can be con-
trolled by its author who can publish it for viewing by the general public or restrict its ac-
cess to a selected group of authorized users.  More information on HPCNet and its fea-
tures is found in  this manual. 

Introduction to the HPCNet software 
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Your computer: 
? To the best of our knowledge, applications, such 

as the HPCNet run on any computer that has 
Internet access. 
 

? Naturally, the newer and faster your machine, the 
faster most software will run. 
 

? We recommend that a 486 or better computer be 
used.  It is also desirable to have at least 16M of 
RAM. 

 
Web browsers: 

? You must have a web browser, such as Internet 
Explorer or Netscape, installed on your hard drive 
to use the HPCNet software 
 

? HPCNet applications require that Javascript be en-
abled on your browser, (if you are using an older 
version of a browser).  If you get Javascript error 
messages when you attempt to view any page 
within HPCNet, call (605) 394-6732 or send email to  
hpcadmin@hpcnet.org for assistance. 

Minimum computer and browser 
configuration information 
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To log in as a user 
Launch your web browser.  Either Internet Explorer or Netscape can be used. 
Enter www.hpcnet.org in the URL or address line and press Enter. 
A dialog box will appear in which you type your username and password.  Usernames are created 
by the licensed administrator and can be sent to the user via email.  More information about creat-
ing user accounts can be found in this manual. 
Your Portal Page will appear.  This is your page from which you can access both your web site as 
well as the individual pages that you own or have been authorized to update. 
 
TIP:  The first time you log in as a user, you may wish to change your password.  (It's always a 
good idea to do this periodically).  To change your password, go to the top of the page and click 
on the My Account Information link.  A window will appear in which you can enter a new password 
and verify it.  After doing so, click on the Submit button to make changes permanent.  HPCNet will 
prompt you to log in with your new password.  Please note that you can also update your name 
and email address associated with your account. 
 
HPCNet passwords are secure and cannot be looked up by anyone.  This means that if you forget 
your password, it must be reset.  To have your password reset, contact your site administrator or 
hpcadmin@hpcnet.org. 
 
Owning Sites 
An HPCNet web site is a web of individual pages, each of which has an owner.  Owning a page 
means: 

? you are responsible for the content of the page 
? you can update the page 
? you can delete the page 
? you can give other users the authority to update the page 
? feedback from the page is sent to your email address 

 
Any pages you create within HPCNet by using the Create a site  tool available through your portal 
page, you also own. 
 
HPCNet pages can be viewed by a member of the general public by using either the registered 
domain name you establish (i.e. www.sdsmt.edu) or by the virtual URL the can established for 
each page.  Members of the public will only see pages that have been published. 

 
 

logging Into hpcnet and Owning sites  
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When you log in as a licensed administrator, your portal page appears.  This page is unique to 
each user and cannot be viewed by the general public.  As the administrator, on this page you, 
maintain the look of your web site, update the content of the portal, manage your users, create 
and send messages, and update pages you own or are authorized to update.  You can also view 
the messages sent to your users.  Your personal page has seven main sections. 
 

? Portal Content 
The information that is display on the left side of your portal.  This information is created 
and maintained by you, the site administrator and is available to all users. 

? My Account Information 
This link is used to update the name, email ad-
dress, and password related to your account. 

? Web Site Administration 
Each HPCNet application has an “administrator”, 
an organization that authorizes the creation of in-
dividual accounts and is responsible for the appli-
cation as a whole.  The Administrator features 
that appear under this section will be addressed 
in detail later in this manual. 

? My Messages 
This area is where message will be displayed to 
you that are sent by the administrator. 

? My Web Pages 
In this area you will find links to all of the pages 
you own. Here, also, you find a link to the Create 
a Site feature.  Every time you create a page, a 
link to the page is automatically added to the My 
web pages section of your portal page unless you 
choose otherwise. 
By clicking on a link, you go directly to the page 
without having to navigate through your web site 
structure. 

? My Favorite Links 
This feature is similar to adding bookmarks or favorites to your browser.  The difference is 
that the HPCNet favorite links are available from any machine you access your portal. 

? My Interest Groups 
Interest groups, when used, give you immediate access to other users that have 
specified the same interest as you.  This feature gives you the ability to com-
municate amongst each other. 

Administrators Portal page 
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The following pages will provide you with a brief description of the 
features available to the licensed site administrator.  These fea-
tures are only  available to the administrator and any assigned 
editors to the sites main page. 
 
 

 
The features include: 
 
 

1. Email your members 
2. Post a message to members 
3. Edit global settings 
4. Manage user accounts 
5. Manage user newsgroups 
6. Manage user groups 

HPCNet Administration Features 
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The Email your members allows you to send email 
messages to all accounts with an active status. This 
feature also allows you to send message to any secu-
rity groups you have access to, note that not all ad-
ministrators use security groups. Any message sent 
from this screen will be sent to the current email ad-
dress for the selected accounts. This feature is only 
available to the site administrator or specified editors. 

 
1. To access the Email your members you click 

the link under Web Site Administration on your 
Portal.  

2. A new window will open that has the heading 
"E-mail a Message."  
In the section labeled To:, click the check box 
for the group or groups you would like to re-
ceive your message. If you select a check box under the heading "All Members" the will be 
emailed to all active accounts for the selected sponsor. To the right of Subject:, type the 
text you want to appear on your email subject line. Then below Message:, in the provided 
box type the message you would like to have sent. Before you click the SUBMIT button, 
you may want to review your message for spelling errors.  

3. Once you reviewed your information, click SUBMIT to send the message and you will re-
turn to your Portal page.  

 
Note:  The person who is logged into HPCNet will receive all bounced message from users with 
email account that are incorrect or no longer active.  The user receiving the message will only be 
able to respond to the sender. 

Email your Members 
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The Post a message to members allows you to create a 
message that is linked from the Portal page under the 
My messages section to all your active accounts, or the 
members of any security groups you have access to. 
Note that not all administrators use security groups. This 
feature is only available to the site administrator or 
specified editors. 
 

1. To access the Post a message to members you 
click the link under Web Site Administration on 
your Portal. 

2. A new window will open that has the heading 
"Compose a Message." In the section labeled To:, 
click the check box for the group or groups you 
would like to receive your message. If you select 
a check box under the heading "All Members" the will be posted to all active accounts for 
the selected sponsor. To the right of Subject:, type the text you want to appear as your link 
in the "My Messages" section of the portal page. Then below Message:, in the provided 
box, type the message. Please review the following steps to better understand your Mes-
sage options.  

3. Providing a message with HTML formatting. 
You can create a message that includes several features of a web page. If you choose to 
provide this type of message check the box "I wish to control the line breaks using HTML 
tags". By selecting this checkbox you are telling HPCNet that you have selected to control 
your own page layout by supplying your HTML tags. Below is a sample of what this mes-
sage would look like when posted. 

4. Providing a message without your own HTML formatting. 
You can create a message that does not include any special formatting, a message with 
just plain text or simple HTML tags (i.e. <B>, <I>, <A HREF="">, etc.). In this case you do 
not want to select the checkbox "I wish to control the line breaks using HTML tags". By not 
selecting the checkbox HPCNet will insert the appropriate HTML tags after you select post.  

5. Before you click the Post button, you may want to review your message for spelling errors. 
Once you reviewed your information, click Post to post the message and you will return to 
your Portal page. 

 
Note:  The users receiving the message will have the ability to view and delete the message 
from their own portal page. 

Post a message 
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The Edit Global Settings allows you to manage 
the look of your overall site. You can control text 
color, link colors, background images, header and 
footer lines, global links, portal content, and what 
is displayed in the footer of your pages. Any 
changes made in this area automatically updates 
all of the web pages contained in your HPCNet 
site.  This feature is only available to the site ad-
ministrator. 
To access the Edit Global Settings you click the link under Web Site Administration on your Por-
tal.  A new window will open that has the heading "UPDATE YOUR SITES LOOK." Make the ap-
propriate selection from the dropdown list and click select. 
 

? Link Colors 
This feature allows you the ability to use the listed colors in the drop-down menu or enter a 
hexadecimal color value. Before you SUBMIT, you can click See Color Changes and the 
word "EXAMPLE" will change to the color you have selected or entered.  

? Background, Header Line, Footer Line, and Toolbar 
These sections allow you to use images for specified items on the web pages.  The back-
ground is the images tiles on the pages for a background, it will over-ride any color listed in 
the previous section. The toolbar is the image used for the solid bar across the top of the 
page that contains today's date and the HPCNet Search Engine. The header is the bar that 
shows up beneath the title of the page. Finally the footer is the bar that appears right above 
the page counter at the bottom of the page. To add or change an image, Browse for the file 
you need then select it and click OK in the Open File box.  

? Global Links 
These links are added to every page within the web site. This feature is similar to the basic 
links section on update a site.  Please contact HPCNet at hpcadmin@hpcnet.org if you 
want to use this feature.  (For help using the Links Section see Adding and Updating Links, 
HPCNet On-line Help) 

? Enter Portal Page 
Gives you the ability to provide participants informing to access other web pages and to re-
ceive important information pertaining to your site.  Once you enter the information, to save 
it click SUBMIT. 

? Footer Message 
Display information above the Contact Information listed on every page in the web 
site. You may put whatever information you would like in this area. It can be for-
matted using HTML or straight text. 

Edit Global Settings 
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The Navigation option allows the site administrator the abil-
ity to create drop down menus that appear at the top of 
each page.  Also included in the navigation option is the 
ability to create a menu on the left hand side of the portal 
and at the bottom of the page. This feature is only avail-
able to the site administrator. 

Chose Navigation, click the Select button. 
 
 
 
 
 

Select “Portal 
Menu Settings” to 
manage the look 
and feel of your 
portal menus. 

Select “Drop 
Down Menu Set-
tings” to manage 
the look and feel 
of your menus. 

Create a menu item by selecting 
“Create new Item”.  If you wish the 
item to be displayed in a new win-
dow, check the checkbox.  Choose 
which  menu(s) you would like the 
item to be included on.  Once the 
item has been created, you may add 
an option to that item. 

GLOBAL SETTINGS/NAVIGATION 
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Manage user Accounts is used to create new accounts for users, review a report of existing ac-
counts, and search for accounts.  You also have the ability to update information about each ac-
count including a forgotten password. 
 

? Create New Account 
Used to create accounts for user that will be 
using HPCNet to; create, edit or view pro-
tected pages.  When you create a new ac-
count you must have a first and last name, 
email address, and a beginning password.  
You can specify what sections of HPCNet you 
would like them to be restricted from using.  If 
you do not check any of the items the user will 
have full access to the pages they create or 
have edit authority too. 

? Subscription Report 
Gives the administrator access to all accounts 
created under their organization.  The report 
will be a listing of users in alphabetical order 
by last name.  From this screen you have the 
option to click the Update button for each indi-
vidual account.   

? Search Subscription 
Allows you to search on a specified criteria.  You also have the ability to select the status of 
the account you are searching for.  The search results are listed in the same format as the 
subscription report. 

? Subscription Account Requirements 
This feature is used in conjunction with Upload Account Files and View Log Files.  It al-
lows the administrator the ability to create multiple files at one time.  (For help using this 
feature visit HPCNet On-line Help) 

? Welcome Message  
The purpose of this message is to send your participants an e-mail message welcoming 
and informing them of how to access the HPCNet account. To create the message you use 
the parameters listed above the "Welcome Message" text box. This message has a limit of 
2000 characters.  Once you enter the information, to save it click Submit to the right of the 
text box.  Please note that you must provide the appropriate HTML codes to control 
your line breaks. 

Manage User Accounts 
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Manage user newsgroups is a great way to of-
fer information to the general public.  When 
requested this feature creates a newsgroup 
subscription utility.  The public can subscribes 
or unsubscribe to specific topics by typing 
their name, email address, and selecting the 
topics they would like to receive information 
about. 
 
Then the administrator has the ability to send 
them messages to the supplied email ad-
dress. 
 

Manage user NewsGroups 
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Manage user groups is a great way to enhance the security feature of HPCNet.  You can create 
groups, assign users, and assign the group to a page with a specific security level. 
 
The administrator then maintains the user access from 
on location, the group.  If a user should no longer re-
quire access to the specified HPCNet pages you just 
remove them from the group.  Or if you need to add 
users to the group it is also maintained from one loca-
tion. 
 

? Create New Group 
Specify a Security Group name with a brief de-
scription of the groups purpose.  This descrip-
tion is not required but could be useful when re-
viewing groups.  You can add users at any time 
by clicking the Mange user group link from the 
administrators portal page. 

? Security Group Report 
The report will give you access for updating the user within the specified group.  The report 
screen will list a ll groups in alphabetical order by group name.  Click the update button next 
to the group name that you need to update. 

? Update Security Group 
? From this screen you can change the name, update the description, and add or remove us-

ers.  To remove a user click on their name and click 
the Delete button. 
 
To add a new  user, type the username in the text 
box and click  the Insert Authorization button.  Their 
name should then be listed with the other mem-
bers.  If the name does not appear you should ver-
ify that you typed the username correctly. 
 
Note:  You can send or post message to users in a 
specific security group. 

Manage user groups 
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When you log in as a user, your portal page appears.  This page is unique to each user and can-
not be viewed by the general public.  On this page you keep track of pages you own or are au-
thorized to update.  The site administrator has the ability to make available information and navi-
gation links for the site.  You can also receive messages from your site administrator.  Your per-
sonal page has six sections. 
 

? Portal Content 
This is the information that is display on the left side of your portal.  This information is cre-
ated and maintained by your site administrator. 

? My Account Information 
This link is used to update the name, email ad-
dress, and password related to your account. 

? My Messages 
This area is where message will be displayed to 
you that are sent by the administrator. 

? My Web Pages 
In this area you will find links to all of the pages 
you own. Here, also, you find a link to the Create 
a Site feature.  Every time you create a page, a 
link to the page is automatically added to the My 
web pages section of your portal page unless you 
choose otherwise. 
By clicking on a link, you go directly to the page 
without having to navigate through your web site 
structure. 

? My Favorite Links 
This feature is similar to adding bookmarks or fa-
vorites to your browser.  The difference is that the 
HPCNet favorite links are available from any ma-
chine you access your portal. 

? My Interest Groups 
Interest groups, when used, give you immediate ac-
cess to other users that have specified the same interest as you.  This feature gives you 
the ability to communicate amongst each other. 

Users portal page 
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You can create a new page by clicking on the Create a Site link at the bottom of the My Informa-
tion… section of your personal page.  This displays a new window that contains dialog boxes you 
use to populate the basic components of your page. 
 
Note:  You can also create a site from the links section of an 
existing HPCNet page.  There are some benefits to creating a 
page from an existing page including the inheriting of the 
theme, keywords, management tools, and the security.  Also 
the new page will be automatically linked from the page it was 
created. 

? Title  
The title you choose for your page will appear at the top 
of your page.  A title is required for each page.  When 
you link to your page from other pages, this title will ap-
pear as the link.  You should take this into considera-
tion when choosing a title, making your title as descrip-
tive as necessary.  When you publish your page, the 
words in your title become searchable. 
It is possible for two pages to have the same title.  Key-
words (discussed later) can be used to distinguish your 
page from other pages with the same name. 

? Upload Image 
Each page may have a "logo", which can be a graphic 
or photo, next to its title.  This is optional.  Any .jpg or .
gif file, up to 50K in size, can be used as a logo. Any 
file (meeting the requirements) on your hard drive, on a 
floppy disk, or on CD can be uploaded.   
You can also choose to use your organizations logo by placing a checkmark next to the 
“Use organization name Logo”. 

? Theme 
The theme for your page will appear below your title.  It is optional.  Sometimes the them is 
used to create navigation for the site.  You may need to check with your site administrator 
when creating new pages. 

? Establish URL for your HPCNet site 
You can create your own URL for your page.  This is optional.  You can always go directly 
to your page from your portal page.  However, a URL is useful if you want to give oth-
ers a URL that points directly to your page without having to navigate drill down 
through a web site. 

Brief overview of How to create a site 
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? Description 

The description area of your page is extremely flexible. You can either type text directly 
into the description area or copy and paste from any other electronic files you have.  If you 
have a knowledge of HTML code (see the HTML cheat sheet to get started) you can add 
formatting, put links in your description, make this 
area interactive, or embed graphics in your text. 

Note: If you choose to use HTML in your 
text click the checkmark in the box “I wish 
to control the line breaks using HTML tags 
in the description”.  This alerts HPCNet to 
expect all formatting to be done with HTML 
tags and to turn off its default formatting. 
Consult the HTML Cheat Sheet in the 
appendix if you want to experiment with 
embedding formatting codes in your text to 
see what effect they have. HTML format-
ting codes, called tags, are surrounded by 
< >.  A slash (/) before a code turns the 
formatting off.  For instance, <b> turns on 
boldface and </b> turns off boldface. 
The world wide web contains a wealth of 
information about using HTML code.  One 
site that provides an online tutorial on 
HTML is http://davesite.com/webstation/
HTML/index.sHTML. 

Keywords 
One of the advantages of pages created within HPCNet is 
that they are searchable by both title and keyword. (Pages 
created external to the HPCNet web site and then linked 
are not searchable by the HPCNet search engine.)  The 
keyword dialog box allows you to specify keywords for your page that may not be in the title.  Key-
words are separated by semi-colons followed by a space.  Keywords are optional. 
 

How to create a site cont. 
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? Expiration Date 
If you do not want your page to be available to the public as of a certain date use this 
feature.  Type the date you do not want the page available, then at 12 AM on the date you 
entered the page will no longer be available to the public. 
 
Note:  This feature does not delete the page.  Only 
sets it to be not viewable by the general public. 

? Page Specifications 
? Publishing your page—Publishing your page 

makes it visible to the outside world. 
? Displays toolbar on page—Turns on and off the 

toolbar feature to the public. 
? Display on Personal Page—Controls whether the 

page is linked from your portal page. 
Page Counter—Controls whether this page has 
the counter displayed.  Our database will still 
count number of viewers. 

? Reset Page Counter to Zero—allows you to reset 
the counter.  This is useful if you have been de-
veloping a page and have viewed is several 
times.  If you reset it to zero before you a llow the 
public to view the page then you will get a better 
sense of your actual visits. 

 
When you have entered the basic content for your 
page, click on the Submit button at the top of the 
page.  Your page is now created and can be modi-
fied at any time. 

How to create a site Cont. 
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HPCNet 
A set of web site creation, management and security tools developed at South Dakota 
School of Mines and Technology by the  High Plains Center for technology. 
 

HTML 
Hypertext markup language.  Consists of codes, called tags, which are embedded in text  
and contain instructions to web browsers on how to display information.   
 

web page 
A collection of information (text, graphics, audio and video files, links to other sites, etc.) 
displayed by web browsers as a single unit. 
 

portal page 
In any HPCNet application, this is a page automatically created for each authorized user 
containing links to the pages owned by the user.  It is viewable only by the user when 
logged in as a user. 
 

Site 
A collection of linked web pages 
 

URL 
Universal Resource Locator - the identification by which web pages are found by web 
browsers, e.g. http://www.sdsmt.edu 

Appendix A—glossary of terms 
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When you create a site, the HPCNet system converts the information that you supply into hyper-
text markup language (HTML). This language is what your browser, e.g. Netscape or Internet Ex-
plorer, uses to display your site on the Internet. 
You have the option of enhancing your text fields using some of these simple HTML commands. 
Opening HTML commands are enclosed in left and right angle brackets. Closing HTML com-
mands are also enclosed in left and right angle brackets with the addition of a forward slash after 
the left angle bracket. Almost always there is a beginning command and a corresponding ending 
command. Useful commands include but are not limited to the following. 
 

<B> bold</B> 
<I> italics</I>  
<Center> center on the page </Center> 
<U> underline </U> 
<BR> break (extra line or line return) 

 
You can use any of these commands in any combination. If you wanted the statement "This is my 
site." to be in bold and centered on the page type: 
 

<B><CENTER>This is my site.</CENTER></B> 
 

The results would be as follows. 
This is my site. 

 
Note that the opening and closing commands are in reverse order; e.g. open bold, open center 
and then close center and close bold. The actual commands can be typed in either upper or lower 
case. You are welcome to use other HTML commands if you are familiar with more advanced 
HTML code. 
 
HTML Resource Web Site: 

? http://www.internet-tips.net/HTML/HTML.htm 
? http://devedge.netscape.com/central/html/ 
? http://internet.com/sections/webdev.html 
? http://www.htmlgoodies.com/ 
? http://builder.com.com/b_index.jhtml 

Appendix b—html cheat sheet 




