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1. Navigation

1.1 Top menu

The top menu is accessed from all views on

the collaboration dashboard. In the top menu

you will find

1. Hjélp = Help

2. Drop-down list to manage collaboration
dashboards you have access to

1.2 Hjalp

SKANSKA

3. Here you will find links to user guides for
the collaboration dashboard, and a link

to IT —helpdesk if you need technical
support.
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1.3

1.

SKANSKA

Navigation - Functions

In the left-hand navigation bar there are clickable icons
for all views on the collaboration dashboard. In the
following sections, these are described in more detail.
Projektet — "Project” takes you to the project’s
collaboration dashboard start page

Dokument — “Document” takes you to the project's
document library

Medlemmar — "Members” shows the members of the
project

Installningar — "Settings” Here you can choose how
documents should be opened - in a browser or client app
Projektplan — "Project plan” Takes you to the digital
project plan

Organisation — Displays the project's organizational tree
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1.4 Navigation - the function "Projekt”

The view contains the overall information about the : — 0 e
project that the Administrator of the collaboration E \ N [
dashboard has chosen to activate. E.g sl

1. Milestones for the project

Project image

General project information

Slide show containing project images
Notice board

Contact information for the Content
Administrator of the dashboard

but also other content such as
7. Movies
8. Informative articles
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2. Documents

|
_ - Create folder
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& - Wsaa
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how many files the folder (including >/ I} 04 Exonomi - Oper in SharePoint e
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2.1 Create and edit folders

To create subfolders or edit folders, scroll
down in the structure to the location where
the folder is and click on the folder in which
the new folder is to be created. Then:

1. Click on the icon ;
2. Chose Create folder or Edit folder

3. Inthe new dialog box that opens, type
the name of the folder and then click
Create

The folders are sorted in alphabetical order
by name. To get the folder where you want
it, you can use numbers as prefixes.

After about 60 minutes the folders become
visible in the folder structure.

SKANSKA

Forbattringsledarnas projektyta, 000000 ~ A This collabor: 1tains external users! Forbittra o Hijalp "‘ g Faber, Andrea
@i
. - Search folders and files in Underentrepres Q,
Underentreprendr § / UE Bygg AB / 01 Projektstart / Startmote §§ i ~
Create folder g .
. \ - O current folder Include files content
: - S~
Dokument - Skz'.i[.h'-] mappar fran \ | ) B 1
v [ UEByggAB O Name- V@ \ paie | Create a new folder in Startmote \
121 b 01 Projektstart o \ miodifi
e Edit folder
Anmalan och tillstand myndigh.... O a Daga \\ H 20244 New fDldEﬂ
Granskningshandlingar, Uppstr.... Upload file(s) \
ia-:‘ Startmite 1 \
Get Vsaa-template
Undertecknad bekraftelse avtal \
> 02 Produktion Open in SharePoint \
\
> 03 Kvalitet och utforande \
> 04 Ekomami \
> 05 Inkéip \\
\
\
\
\
\
\
\

Vsaa - Skapat 2024, Version 1, Publicerad 2024-04-29



2.2 Manage documents

By clicking on the icon & next to the document,
you can easily manage or edit a document..

1. Edit a document by selecting View/edit in
and then one of the two options Web
application or Client application (eg the
Word app).

Under Manage Properties, you can
replace a document but keep the version
history. Click replace file and locate the

file in the explorer.
Under More you can
+ Copy URL to the document

+ Download document

* View the document in the SharePoint
folder

Move/copy the document to another folder

- Click on Move/copy and then select the

destination library and destination

folder from the drop-down lists. In the

dropdown list, choose whether you want

to move or copy the document to another

folder.
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2.3 Search in the document library
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10. Members

Everyone who is a member of the project/plant and has
access to the collaboration dashboard appears under
Members in the navigation menu.

1.

2.

You can switch between viewing All, Internal or
External members

You can search for a member in the search field
using information about the users such as name,
title, department, telephone number

You can sort the member list by clicking on the
headings

Under the column Contact there are icons for phone
and email.

4. If you are on the collaboration dashboard via your
cell phone and click on the telephone icon, you
can call the person. Clicking on the email icon
opens the email client with the address prefilled

5. To email several members at the same time,
check the box next to their name and

6. click on Send email to selected users.
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If you feel there Is information missing in this
guide or have other input on the content, please
contact your contact person at Skanska.

Thank youl!
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