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1. Log in
To see all documents and to be able to edit them you need to be logged in to the plattform.
Follow the instructions below to log in.
Go to the website www.studoestodinorden.org.
Click on ”Logga in” which you find in the footer.

When you clicked on ”Logga in” you will get to a new page.
Fill in your user name and password and
click on the button ”Logga in”.
If you have forgotten your password click on ”Glömt lösenordet?”.
Fill in your user name and e-mail and click on ”Få ett nytt lösenord”.
A new password is now sent to your e-mail.
In case of problems contact info@studistodinorden.org.
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2. Upload/Publish documents
To upload and publish documents on the platform you need to be logged in according to
chapter 1. When you are logged in, a black list shows on top of the page.
Place the pointer over ”Studiestöd i Norden” in the black list on top of the page. A menu folds
down. Click on ”Adminpanel” in that menu.

When you´ve reached the adminpanel a new menu shows on
the left side of the page. Place the pointer over ”Dokument”.
A new menu shows to the right. Click on ”Add dokument”.
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This view is what you’ll see when you’ve clicked on ”Add dokument”. Write a subject in the
subject field. The subject you choose is what will show as a link to the document on the
plattform. That is why it is important that you give the document a subject because it makes it
easier for other users to understand.
2.1 Add a document
Upload the document from
your computer by
clicking on ”Lägg till fil”.
A new window opens.
Click ”Välj filer” and
choose the document that
you wish to share on
your computer. When you
find your document then
click on it to mark it.
Then click on ”Välj”.
The window closes and the
choosen document shows in
the window ”Välj fil”.
Finish by clicking on
”Välj”.
You have now added
a document to the system.
Be aware of: Do not use
special signs when you
name your document.
Use the following signs:
A-Z, a-z, 1-9, hyphens
and underscores.
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2.2 Where is my document published?
Choose where on the platform the document should be published. This is done with
”Dokumentkategorier” which you will find on the right side of the page. To choose which
page your document should be published on you find the ”Dokumentkategori” which belongs
to that page. When you´ve find the right ”Dokumentkategori”, check the box next to it.
Be aware of: Some pages has more than one ”Dokumentkategori”, for example ASIN-möten.
This is because the documents on that page is categorised and placed under subjects. That
makes it important to check the right subject that you want your document to be placed under.
For example: I will publish a document under ”ASIN-möten 2012”. Then i will check the box
next to ”ASIN-möten 2012” and not ”ASIN-möten”.

Publish the document by clicking the button ”Publicera” in the box ”Publisera” on the right
side of the page. Now your document will be find on the page you have choosen to publish it
on. In the example above that would mean that the document will be find under the subject
”Asin-möten 2012” on the page ”ASIN-möten”.
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3. Edit an existing document
To edit an existing document on the platform you need to log in according to chapter 1. When
you are logged in, you need to find the document on the platform, download it to your
computer, edit and save it on your computer, then upload it back to the platform. This process
is to secure that no one else works in the same document on the same time.

3.1 Check out/download documents
When you have found the document you want to edit, download it to your computer and
check out the document by clicking on the grey area on the button for checking in and out the
document.
When you clicked on the button the document will show up on your computer and it is
automatically locked and set to checked out mode. You can now edit the document. Your
changes are saved when you upload it back into the plattform. The changes you make untill
that point are saved only on your computer.
If you have checked out a document but dont want to upload a new one, just click on the grey
area on the button for checking in and out the document. The document will then be checked
in without any changes made.
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3.2 Check in/upload documents
When you are done editing the document you should upload it to the platform to save the
changes you made. First save the document on your computer. Save the document with the
same name as it has on the platform.
Upload the document by clicking ”Välj fil”.
Now The file manager on your computer shows. Find the document in your file
manager and mark it by clicking on it. Then click ”Choose”.

Now click on ”Submit” to upload
and check in the document.
The document is automaticlly checked in when you cklick on ”Submit” and the button for
checking in and out turns green again. The document is now placed on the platform and
unlocked for others to access.
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4. Versioning
Everytime you upload and check in a document according to the earlier descriptions a new
version of the document is saved on the plattform. You can at anytime restore an old version
of the document with versioning.
To upload and publish documents you first need to log in to the plattform according to
chapter 1. When you are logged in, a black list shows on top of the page. See the picture
below.
Place the pointer above ”Studiestöd i Norden” in the black list. A menu folds down. Click on
”Adminpanelen” in that menu.

In the admin panel a new menu shows on the
left side of the page. Place the pointer over
”Dokument” in that menu.
A new menu shows to the right.
Click on ”Dokument”.
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A list of all documents will be shown. Click on the document you wish to edit.
asdasdasd

Scroll down to the label ”Version” and click on a date.
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In this view you will see a timeline. The timeline consists of a marker. Drag the marker to the
date you wish to restore the document to.

When you have placed the marker on the version you wish to restore it to, click on ”Återställ
denna version”.
You will now be transferred to the previous view and a message stating that the document is
restored will be shown.

To save the restored version click on ”Uppdatera”.
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