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1. Introduction

The Poffices.Al Web Portal is the main interface for Poffices AIO? Server users to create and manage their Al-
generated documents. Through this portal, users can submit requests to generate documents, view their

history records, access the dashboard, and manage their account information.

4 Language =) Login
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2. Login and Logout

2.1. Login

@ tanaunee «

r \ D camer Outs may contat e prty murak Sea Jarms o0 Conatins o cetaks /

® Open the Web Portal using the URL provided by your system administrator.

®  Click Login at the top-right corner of the page.

® Inthe login window, Enter your Username/Email and Password.

®  Click Login to access the portal.
® If you forget your password or need a new account, use the link provided and contact your system

administrator for assistance

—
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/

® Once logged in successfully, the username will appear in the top right corner of the home page

2.2. Logout

® Click your username at the top-right corner of the page.
® |n the dropdown menu, select Logout.

® You will be redirected back to the Home Page or Login Page.
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3. Home Page Overview

D History & Language (@) chan_Tsi_man

———— L

I Direct to document I

l_generation history page I

g

ﬁ Private Agent Master

®  After logging in, you will see the Web Portal Home Page — the main interface for creating documents.

® The Home Page provides access to key features including request submission, history list, language
selection, and user account controls.
® The Home Page includes the following elements and functions:
o Language — Switch between available display languages.
o User Menu — Access your Dashboard, Account Page, and Logout options.
o Request Input Box — Enter the document description or instructions you want the system to generate.
o (Beta Version) File Upload Button — Upload a supporting file (e.g. PDF, DOCX, TXT) to assist with
document generation.
o Submit Button — Click to send your request to the Al document generator.
o Private — When selected, the system will not save the request or the generated document in your
history. (Useful for sensitive or temporary requests.)
o Agent Master — Allows you to select one or multiple Al agents to complete the task.
= Single Agent: Generate a document using one selected agent.
= Multiple Agents: Multiple agents will complete their respective parts, and the system will

combine all outputs into one consolidated document.

o History — View your previously submitted requests and generated documents.
—
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3.1. User Menu

r— =—n=
Username
|_ emame
L
Dashboard J

4

®  Click your username at the top-right corner of the page to open the User Menu.

® The User Menu provides quick access to:

o Dashboard — Opens your personal dashboard showing usage trends and recent activity.

o Account—Opens your account settings where you can update personal information and change your

password.

o Logout — Logs you out of the Web Portal.
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4. Language Selection

D History @ Chan_Tai_Man

Switch Language
L J

) Private _) Agent Master T

You can change the display language at any time by clicking Language at the top right corner of the page.

A dropdown menu will appear with the available options (e.g., ENG, <),

Click your preferred language to switch the interface.

The selected language will be applied instantly across the entire Web Portal.

® Important
o The system’s output language follows the display language, not the language used in your request.
(Example: If display language is set to ENG, the document will be generated in English even if your

request is written in Chinese.)
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All rights reserved.



R HKR&D

SM24-01-Poffices AlO? Server Doc No. -
Web Portal User Manual Rev. V2.2
Page 9/27

5. Generate Document

This section explains the complete workflow for generating a document using the Poffices.Al Web Portal —

from entering your request to viewing the result.

5.1. Enter Your Request

D History & Language @ Chan_Tai_Man

® Onthe Home Page, type your document description or instructions into the Request Input Box. (Example:
Marketing Plan for Toy Store.)

® The system will use this request as the main instruction for generating your document.

®  Your request does not need to include phrases such as “please help me to...” or “please generate...”.

Simply state the document you want, and the system will understand and proceed.
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5.2. Select Private or Agent Master (Optional)

D History & Language @ Chan_Tai_Man

e — -— — =
/ Private Modej—> <—Iﬁgent MasterJ

®  Private Mode
o When selected, the system will not save your request nor the generated document in History.
o Suitable for confidential or temporary work.
® Agent Master
o Allows you to choose one or multiple agents.
o Single Agent: Generate the document using one selected agent.

o Multiple Agents (Up to 6 agents): Each agent generates a section, and the system will combine all

outputs into one complete document.
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5.3. Select Digital Assets (Optional)
D History & My Digital Assets @ Language  (Q) Acmin

= — "‘”'“
— — —

Digital Assets ] /
— e o o

® Digital Assets Mode
o The Digital Assets Builder feature allows users to reuse previously generated documents as reference
materials when creating new documents.
o When Digital Assets Mode is enabled, the system will automatically:
= Search relevant content from your digital assets
= Extract useful information

= Use it as background context for generating the new document
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Digital Assets

Enable Digital Assets Mode

® Enable Digital Assets Mode

O

O

O

Toggle Enable Digital Assets Mode to activate the feature.
To control which documents are used as references, you can define a Date Range.

Select a predefined range:

= 1 Month
= 3 Months
= 6 Months
= 1Year

Or select Custom to define a specific period:
=  From: Start date
= To: End date

Click Apply to confirm the selected range.

Note

e Only documents created within the selected date range will be searched.

e Narrower ranges help improve relevance and reduce unrelated references.
_— S—}
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5.4. (Beta Version) Upload an Attachment

D History

\ Upload Attachment
\ /\ e

®  Click the Upload icon to attach a supporting file for your request.

® The system will analyse the file and extract the most relevant information to assist with document

generation.
®  Supported file formats include DOCX, PDF, CSV, and TXT, up to 10 MB in size.

® The system reads the file within a fixed time limit.

® [f the file cannot be fully processed within the time limit, generation will proceed using the portion that

has been successfully read.

® Reading speed may vary depending on: Text density, Page layout, Scanned or image-based documents
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5.5. Submit the Request

/\

Marketing plan for a toy shop

— — — — —

4—Eck to send the requestJ

"4

®  Click the Submit button to start the generation process.

® The system will immediately begin preparing your request.

.

"D History

g

®  After submitting, the screen will blur and display a loading animation.
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5.6. Document Generation Page

<) History & Language @ Chan_Tai_Man

Marketing Plan

Good morning, s/madamt

Team briefing on the new document generation assignment

Assignment details “Marketing Plan for Toy Store” Marketing Plan (Agent 18 (marketingplan)) is coordmating this project

Project specifications include: The document will be named “Marketing Pian for Toy Store". it will be formatied as a Professional Document. writien

In English, folizwing th Summary, ##Target Audience Strategies, ##Budget Allocation,
##Performance Metrics structure.

Primary content areas. Toy Store Marketing Strategy. Children's Toy Markst Trends. Retail Marketing Pian. Toy Stors Sales Growth. Seasonal
Promotional Gampalgns. These areas wil quide our research and coient development approach

The team is mobilized and ready 10 eXecule. Il KEEp You INTOrMed Of GuF PIOgRess and ANy MEsoUrce Nesds

Time of prep 1.1s timeor ion: 66. 55

Marketing Plan for Toy Store

Executive Summary

The toy store marketing plan is designed to enhance brand visibility, increase customer engagement, and drive sales
through a comprenensive strategy that includes market research, targeted advertising, and innovative promational
activities. With the growing demand for educational and eco-friendly toys, the plan focuses on leveraging digital
platforms, optimizing in-store experiences, and fostering community connections. The ultimate goal is to estabiish the
toy store as a leading destination for both children and parents, ensuring leng-term profitability and customer loyalty.

The plan outlines key strategies such as SEQ optimization, social media campaigns, influencer partnerships, and
seasonal promotions. It also includes budget allocation for varlous marketing Initiatives, performance metrics to
evaluate sucoess, and adjustments based on analytics, By aligning with current trends and consumer preferences, this
marketing plan aims to position the toy store as a competitive player in the market while maintaining a strang ethical

®  After the initial loading screen, the system will redirect you to the Document Generation Page.

® At this stage, the document may still be processing, and the content may not appear immediately.

 Document generation i compieted.

D History &) Language @ chan_Tal_man

Marketing Plan

Good moring, si/magamt

Teeam briefing on the new document generation assignment

Assignment details “Marketing Plan for Toy Store” Marketing Plan (Agent 18 (marketingplan)) is coordinating this project

Project specifications inciude: The document will be named “"Marketing Pian for Toy Store”, it will be formatted as a Professional Document. witien
in English, following the #4#Executive Summary, #Market Analysis, #Target Audience, #¥Marketing Strategies, ##Budget Allocation,

##Performance Metrics structure.

Primary conient areas. Toy Store Marksting Strategy. Children's Toy Markst Trends. Retail Marksting Plan. Toy Store Sales Growth, Seasonal
Promotional Campaigns. These areas will guide cur research and conient development approach

The team is mobilized and ready 1o execule. ' keep you informed of our progress and any resource needs.

Time of preparation: 1.1 Timeor completion: 66.5s

Marketing Plan for Toy Store
Executive Summary

The toy store marketing plan is designed to enhance brand visibility, increase customer engagement, and drive sales
through @ comprehensive strategy that includes market research, targeted advertising, and innovative promational
activities. With the growing demand for educational and eco-friendly toys, the plan focuses on leveraging digital
platforms, optimizing in-store experiences, and fostering community connections. The ultimate goal is 10 establish the
tay store as @ leading destination for both children and parents, ensuring long-term profitability and customer loyalty.

The plan outlines key stralegies such as SEQ oplimization, social media campaigns, influencer parinerships, and
seasonal promotions. It also includes budget allocation for various marketing intiatives, performance metrics to
evaluate success, and adjustments based on analytics. By aligning with current trends and consumer preferences, this
marketing plan aims 1o position the toy store as a compelitive player in the market while maintaining 2 strong ethical

® When the document is fully generated, the system will display completion messages at the top-right
corner of the page.
® Once completed, the full generated document will be visible in the preview area. You can scroll through

the entire content to review the result.

2026/1/22 Copyright 2026 © HKR&D Ltd.
All rights reserved.




W\ HKR&D

SM24-01-Poffices AlO? Server Doc No. -
Web Portal User Manual Rev. V2.2
Page 16/27

5.7. Document Actions (Edit, Download, Share)

|<.z/|4/

& The presence of images o references in the result depends on (1) the document type and (2) the web search results.

4 Disclaimer: Generated content may reference third-party materlals. Users are responsible for verifying rights and usage. See T&C for detail

Describe how to adjust the above document (e.g. shorten the document overall)

7 Edit
&, Download

< Share

New question ——

® These actions (Edit, Download, Share) are available both below the generated document and in the
floating “+” button at the bottom-right corner of the page.
® Edit — Opens the editor allowing you to modify the generated content directly.
® Download — Allows you to download the generated document in Word (DOCX) and PowerPoint (PPTX).
® Share — Provides sharing options depending on your system setup.
o WhatsApp — Send the document link directly via WhatsApp.

o Copy Link — Copies a shareable link to your clipboard.

5.8. PPTX Template Selection

Please Select a PPT Template for Your Document

Template 1 Template 2 Template 3

i g e

Template 4 Template 5

® When selecting PPTX, a template selection pop-up will appear.

® Choose a preferred template and click Confirm to generate the PPT file.

— el

2026/1/22 Copyright 2026 © HKR&D Ltd.
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5.9. (Beta Version) Follow-up Questions

New question

Describe how to adjust the above document (e.g. shorten the document overall)

Private

Describe the document to generate (e.g. Marketing plan for a toy shop)

®  You can continue refining the generated document using the Follow-up Question box.

® New question

o Select New question when you want to ask a brand-new request that is not related to the current

document.

o Example: After generating a Marketing Plan, you may click New question and type a new request

such as “Create an HR Policy”.

o This will create a separate new document, which will appear in your History list as a new entry.

® Not selecting “New question”

o Ifyoudo notselect New question, the system will treat your input as a follow-up instruction to refine

or adjust the existing document.

o Example: “Shorten the document overall” .

o The system will generate an updated version of the same document, recorded as a Follow-Up

Question under the original entry in History.

® The system will create the appropriate output based on whether you selected New question or not.

2026/1/22
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6. History Page

The History Page displays all previously generated documents and follow-up questions created under your

account. This page allows you to review, reopen, and manage your past document generations.

6.1. Page Overview

D History

‘D Generation History

# Office Name Agent Name

1 Company Secretary Office Company Policy
2 NA General

3 Company Sacratary Office Appreciation Letter
4 Company Secretary Office Warning Letter
5  Company Secretary Office Complaint Letter
6 NA General

7 Company Secretary Office Performance Evaluation Form
8 Company Secretary Office

Notice Writing

9 Strategy Office Risk Management plan

Note: The “View" icon will be unavailable if you exit the process before document generation completes or if generation fails.

Topic

Remote Work Policy

Payment Processing Step-by-Step Guide

Thank-You Letter to Project Partner

Caution Letter for Violating Company Rules

Formal Complaint Regarding Noise Issues

Training Effectiveness Survey

Self-Evaluation Form for Staff

Notice on New Procedures for Visitors

Risk Mitigation Plan for Cybersecurity Threats

@ Language

@ Paffices

1471172025

1471172025

14711/ 2025

1471172025

1471172025

1471172025

14/11/2025

1471172025

1471172025

Created At View

18.03

1801

18:00

18:00

17:58

17:54

1754

1754

17.52

[ ] Note

The History Page lists all your generated documents.

Click the View (eye) icon to reopen the generated document.

You will be redirected to the Document Generation Page showing the full result.

If a document contains follow-up questions, an arrow icon will appear next to the record.

o The View icon will be unavailable if you exit before generation completes or if generation fails.

o Documents generated in Private Mode are not stored in the History Page.

2026/1/22
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6.2.

Viewing Follow-Up Questions

Note: The “View" icon

D History

D Generation History

Office Name

Company Secretary Offica

NA

Company Secretary Office

Company Secretary Office

Company Secretary Office

N/A

Company Secretary Office

Company Secretary Office

Strategy Office

Agent Name

Company Palicy

General

Appreciation Letter

Warning Letter

Complaint Letter

General

Performance Evaluation Form

Notice Writing

Risk Management plan

will be unavailable if you exit the process before document generation completes or if generation fails.

Topic

Remote Work Policy

Payment Processing Step-by-Step Guide

Thank-You Letter to Project Partner

Caution Letter for Violating Company Rules

Formal Complaint Regarding Noise Issues

Training Effectiveness Survey

Self-Evaluation Form for Staff

Notice on New Procedures for Visitors

Risk Mitigation Plan for Cybersecurity Threats

@ Language

_—— .
Click to arrow

- —

@) Fomees

Created At View
14/11/2025
1803
14711/ 2025
1801
14711/ 2025
18.00
1471172025
18:00
1471172025
17:58
1471172025
17:54
14/11/2025
17:54

1471172025
1754
1471172025
1752

Note: The "View" icon

“D History

‘D Generation History

Office Name

Company Secretary Office

NA

Company Secretary Office

Company Secretary Office

Company Secretary Office

NA

Agent Name

Company Policy

General

Appreciation Letter

Warning Letter

Complaint Letter

General

will be unavailable if you exit the process before document generation completes or if generation fails.

Topic

Remote Work Policy

Payment Processing Step-by-Step Guide

Thank-You Letter to Project Partner

Caution Letter for Violating Company Rules

Formal Complaint Regarding Noise Issues

Training Effectiveness Survey

@ Language

@ romees

Created At View
14111/2025
18:03
14111/2025
18:01
1411172025
18:00
1411112025
18:00
14/11/2025
17:58
14/ 11/2025
17:54

Company Secretary Office

Performance Evaluation Form

Self-Evaluation Form for Staff

14/ 11/2025

17:54
<4

1711172025
NA follow-up-query Self-Evaluation Form for Staff 16:25

R 14/11/2025
Company Secretary Office Notice Writing Notice on New Procedures for Visitors s

® When a document has follow-up questions, an arrow icon appears beside the entry.

®  Click the arrow to expand the row.

® The Follow Up Questions section will appear below the main entry.

2026/1/22
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6.3. Combine Documents

9 History

D Generation History

G | —

# Office Name

1 Company Secretary Office

/

2 NA

Company Secretary Office

8B 0 O

4 Company Secretary Office

5 Company Secretary Office

6 NA

Company Secretary Office

8 Company Secretary Office

O O 0O O D

9 Strategy Office

Note: The “View” icon @ will be unavailable if you exit the process befc

orif ion fails.

Agent Name

Company Palicy

General

Appreciation Letter

‘Warning Letter

Complaint Letter

General

Performance Evaluation Form

Notice Writing

Risk Management plan

Topic

Remote Work Policy

Payment Processing Step-by-Step Guide

Thank-You Letter to Project Partner

‘Caution Letter for Violating Company Rules

Formal Complaint Regarding Noise Issues

Training Effectiveness Survey

Self-Evaluation Form for Staff

Nofice on New Procedures for Visitors

Risk Mitigation Plan for Cybersecurity Threats

(@) roffices

Created At

s
H

14/11/ 2025
18:03
14/ 11/ 2025
18:01
1411/ 2025
18:00
14/ 11/ 2025
18:00
1411/ 2025
17:58
14/ 11/ 2025
17.54
1411/ 2025
17.54
14/11/ 2025
1754

14411/ 2025
17:52

@ & @ ® @ ©® © O @

1

2

Prioritize & Combine Your Documents

~  Remote Work Policy

~  Caution Letter for Violating Company Rules

= G2

® Select multiple entries using the checkboxes on the left.

® Click Combine to merge selected documents into a single output.

®  You can adjust the order of the selected documents using the dropdown numbers shown in the pop-up

window.

® A new combined document will be generated using the selected records.
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7. My Digital Assets

<D History | My Digital Assets | ="

/’\\

Private

Agent Master Digital Assets

—

@ Language @ Poftices.Al

7/

‘D History = My Digital Assets

£ My Digital Assets

Browse and manage your uploaded files and their extraction metadata

Q

B company-Information-Sheet_V1.0.docx
2011KB  2pages ook dddzchan (e

Related Document

|& Marketing Research. paf

B Development Plan for Poffices Al docx
2W3IKE Tpages 53 bRk PRSP @) Succes:

Related Document.

@ Supplementary Document_V1.0.pdf

GBO1KE  9pages  Mbocks 1812 chars

Related Document

189M8 pages  GZblocks 10365 chars 03 Usad n 2 documents

Status
Success

@ Language

From B T

01/2026 03:40 pm

1/2026 03:27 pm

@ Admin

|4
ol

|4
=

|4
o

® The Digital Assets feature allows users to reuse previously generated documents as reference materials

when creating new documents.

® When enabled, the system will search within your digital assets and use relevant content to enhance the

accuracy and consistency of new outputs.
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8. Dashboard

The Dashboard provides an overview of your document generation activity, including usage trends, office and

agent performance, and a list of recent activities. This page helps you understand how the system is being
used and track your document generation patterns.

“D History & Language @ Poffices

Dashboard
Overview

Total Documents This Menth This Last

Man-Sun

20251101 - 2025-11-30 20251190 - 20251116

Usage Trends

Monthly Docs - Lsst 12 Mont Top Hours - This Mot

Hour Requests Usage%
17:00 46.7%
18:00 26.7%
14:00 123%

16:08 13.3%

8.1. Accessing the Dashboard

®  Click your username at the top-right corner of the page.
® From the dropdown menu, select Dashboard.

®  You will be redirected to the Dashboard page.
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8.2. Overview Section

Overview
Total Documents This Month This Last week Last
all-ime +100.0% vs last month Mon-Sun
period: 2025-11-01 — 2025-11-30 period: 2025-11-10 — 2025-11-16

® The top section of the Dashboard summarises your generation activity:
o Total Documents: Displays the total number of documents generated in your account (all-time).
o This Month: Shows the number of documents generated this month and the percentage change

compared with last month.

o Last Week: Shows the number of documents generated in the previous week.

8.3. Usage Trends

Usage Trends

Monthly Docs - Last 12 Months Top Hours - Tis Mot

Hour Requests Usage%
17:08 46.7%
18:00 26.7%
14:00 13.3%

16:00 13.3%

¥TDtotal:15  Avg/ month: 1

® Monthly Docs (Last 12 Months)
o A bar chart showing the number of documents generated each month.

o Helps you monitor long-term document usage trends.
® Top Hours (This Month)

o Displays which hours of the day have the highest document generation activity.

o Each hour shows: Number of requests, Percentage usage rate.

2026/1/22 Copyright 2026 © HKR&D Ltd.
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8.4. Top Offices and Agents (Numeric Ranking)
Top Offices and Agents
# Agent Name office Doc Count Usage%
General System 13%
Job Application Letter Personal Assistant Office 13%
L 4 Activity Idea Personal Assistant Office 7%
4 Appreciation Letter Company Secretary Office %
5 Company Policy Company Secretary Office 7%
6 Complaint Letter Company Secretary Office T%
7 Event Planner Sales & Marketing Office 7%
8 Follow-up-query System %
9 Notice Writing Company Secretary Office 7% v
Total: 15 docs » Used 13 agents
® This table lists the offices and agents you used the most.
8.5. Recent Activity section
Recent Activity
Time Topic View

2825/11/14 F*Fe:

2025/11/14 T46:

2825/11/14 F4F6:

2825/11/14 F*Fe:

2025/11/14 T45:

2825/11/14 F4F5:

2825/11/14 F4Fs:

2025/11/14 TF45:

e1:3

8a:5

ea:

148

;18

148

129

Write a remote work policy for employees.

Create a step-by-step guide for processing payments.

Prepare a thank-you letter to a project partner.

Write a caution letter for violating company rules.

Prepare a formal complaint to a landlord about noise.

Creale a survey for training effectiveness

Draft a self-evaluation form for staff.

Create a notice informing visitors about new procedures.

® The Recent Activity section displays your latest document generations.
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9. Account Page

The Account Page allows you to view and update your personal information. This page contains your basic

profile details and settings related to your account.

D History

¢ Account Setting

AP Password Change

4 Language

® cran

Tai

Man

®  Access the Account Page by clicking your username at the top-right corner and selecting “Account”.

® The page displays your basic account information.

® To update your password, you can enter the required information and click “Save changes” to confirm.
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10.0Official Cloud Pages

D History £ Language (@) chan_Tai_man

Poffices.Al Official Cloud Links

ect you to the official Poffices.Al website, where you can always access the latest versions of our policies anc

Offline copies of Privacy Palicy and Terms & Conditions are provided when internet is unavailable

Offline Copies
Privacy Policy (Offline) Last updated: 2024-10-08
Terms & Cenditions (Offline ast Updated: 2025-03-30

Official Poffices.Al Pages

Privacy Policy (4

o0}

Terms & Conditions (2 ¥l
gy ]

=
Maintenance Service Terms [3

O 0]
About Us (5 ¥

[Elatven

Ei%sE
Contact Us 3 .

O

The Official Cloud Pages link is in the footer of the web portal.

This page provides access to the official cloud-based versions of Terms and Conditions, Privacy Policy and

Other legal or reference documents managed by Poffices.Al.
These pages are hosted on the cloud to ensure:
o You always view the latest and most updated policies.

o Consistent and accurate information across all users.

Clicking the link will redirect you to the official cloud documents in a new browser tab.

Users should refer to these cloud pages for:
o Understanding system terms of use
o Reviewing privacy-related information

o Ensuring compliance with the platform’s policies
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Contact information

HKR&D Ltd.

Flat H-1, 19/F, Shield Industrial Centre

No. 84-92 Chai Wan Kok Street, Tsuen Wan, N.T., Hong Kong
Tel (HK): +852-2144 2628

Fax (HK): +852-2144 2623

Email: info@hkrnd.com

Homepage: https://hkrnd.com/
https://poffices.ai/
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