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Personal
Klara Stumpf

Get started

Web browser

iBinder.com has been adapted to the latest browser technology and has been tested with common web
browsers, including Internet Explorer, Mozilla Firefox, Apple Safari and Google Chrome.
iBinder.com also works with a number of other web browsers. We recommend using one of the latest
versions. Most importantly, these use faster “engines” that allow pages to be displayed more quickly.

iBinder.com can also be used on handheld devices, such as smartphones and tablets, both for iOS and
Android. Use the browser that is built into the device and log on as usual. Some functionality will be
limited, such as uploading and using the viewer.

Log into iBinder.com.
Go to the address www.ibinder.com

& http://Iwww.ibinder.com P~E22X

Log in by entering your e-mail address and the password you received in the attached e-mail. Choose
your preferred language.

e-mail P

Password e Remember me

By logging in you accept our General Terms and Conditions and our use of cookies.

Trusted sites
Adding ibinder.com as a trusted site in your
browser can improve your user experience.

Forgot password

Now you have started. If you click on “Remember me”, your login details will be saved until the next
time you log in on the same computer.

Your personal binder

Personal information

The first thing you see is your personal binder and the “Personal information” tab. Fill in your
information. You can return here at any time to make changes, for example if your phone number
changes. If you want, you can upload a photo of yourself. This information and your photo will
appear in all binders you participate in.

The invoicing information will be used if you order physical drawings via the distribution service
or start your own project binder. You can also change your password.

Settings
Under the “Settings” tab, you can change various system settings.
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When you click on a document: Here, you decide what should happen when you click on a document.
By default, the iBinder viewer will open. The other feature can be reached in iBinder by ticking the
check box in front of the file. If you use Internet Explorer and are allowed to install software on your
computer, then you can use the ActiveX version of the viewer. This version has slightly more
functionality, including a greater zoom range.

For print orders: Decide whether you want to receive receipts by e-mail.

Messages

Under the “Messages” tab, you will find all messages that have been sent to you from the binders you
participate in. These messages will also have been sent to your regular e-mail client. You can sort
them by clicking on the headings.

Payers
Under the “Payers” tab, you add payers to be used as shortcuts on your distribution pad.

Distribution lists
Under the “Distribution lists” tab, you can create personal distribution lists for use in projects and on
your distribution pad.

“ a V To create a new distribution list, click on the “New distribution list” icon. Enter a name and save the
- list.

Add recipients X

Search recipient in the user directory
Search

iBinderPer Egnell

o

The next step is to add participants. You can search for participants in the system. You can add
yourself to the list by clicking on “Add myself”. Information about you will be derived from your
personal information. You can also add a blank address field, to be completed manually.

Services
Under the “Services tab, you can choose which modules should be available when a new binder is
started.

1. Choose your services

! iBinder Construction Project
7! iBinder Property Management
! iBinder Procurement

This is also where you choose which copy shop to use and provide a default setting for your usual role
and the technology area you normally cover.

© 2018 iBinder AB Page 5 (24)



Activity reports

Under the “Activity reports” tab, you can decide how often you want to receive e-mail notifications.
The activity report contains a summary of the activity in all binders you participate in, including
uploaded files, new participants, deleted files, etc.,

None — Choose this option if you do not wish to receive any reports.
Daily reports — You will receive a report every weekday morning.
Weekly reports — You will receive a report every Sunday night.

Include my own activity — If this check box is ticked, your own activities will be included in the
activity report.

Requisitions

In iBinder, it is possible to order physical distribution from a wide selection of copy shops. When an
order has been placed, your order confirmation will appear under the Requisitions tab. This tab shows
all physical orders placed.

Back to your bookshelf
In the bottom right corner, you find the “Back to your bookshelf” symbol. By clicking on this symbol,
you will always come back to your bookshelf.
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The bookshelf

The bookshelf shows all binders you participate in, both binders you created yourself and binders you
have been invited to.

Drag and
dro,o a
binder to
change the
order

Project
Demo Project

Property
Demo Property

Project

iBinder
Franchise |~
271092017

' To move ik,
drag it to a

di?fere.\r\k
bookshelf

Search < Skore binders un
binders on T > P @ @ @ ﬁ the box E,
all )
bookshelves Quck ol a circle
to change
bookshelves

Creating a project binder

Creating a new project binder
2 By clicking on the “Create new binder” symbol to the far right of the screen, you can easily create a
new project binder. If additional modules have been activated under the “Services” tab in your
personal binder, you can also choose which type of binder to start.

Create new binder X
Enter binder information
Name | A @

Description
Date 04/01/2018 -~

Project size = Choose... B

Binder colour [ EEEEEETEE
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Project name: Usually, you state the project’s unofficial or designated name here.
Description: Here, you state the project’s official name/designation.

Date: By default, the date when the binder was created will appear here. You can also add your
preferred date.

Project size: Describes the construction value which is used by the system to calculate the project
binder’s monthly fee. Accordingly, it does not matter how much material you store or how many
participants you have in the project.

If you set the construction value to “DEMO?, the binder will have all the functionality of a “real”
project, but it will be removed at 12.00 midnight. This is the setting to use if you want to try out
iBinder free of charge.

Binder colour: This is where you decide the colour of your project binder.

All this information can be changed later, by clicking in the box on the back of the binder and
selecting the icon “View/change project information”. To open the binder, click anywhere on the back
of the binder, except in the box.

Choosing register tabs

The next step is to choose the tabs you want to include in your project binder. The “Participants” tab
is always turned on by default. You add new tabs by clicking on the “Choose tabs for your binder”
icon.

Choose tabs for this binder X

Participants Ovists @
Ocontracts & 01T Plan \¥ 4

[JEconomy / Budget (3 ) Project baselines

[ Messages [[J operating instructions

[J Administrative regulations [JMinutes

[ pescriptions [JQuality / Environmental management
Opm [OTimetable

# Drawings [Jphotos

[JcAD Files

Tick any tabs you want to activate in your binder. Each tab has its own unique properties intended to
make it easier for you to keep the documents you create organised. You should then click on the green
button to add the tabs to the project binder. You can return here at any time to add or hide tabs.

A padlock is displayed next to certain tabs. This means that access to these tabs is set individually.
Tabs with padlocks will not be displayed to people without access to them. You set the access rights
on each tab.

Access to other tabs, like “CAD files”, “Descriptions”, “Lists”, “Minutes” and “Drawings”, depends on
the technology areas assigned to each participant. For further information, please read the section
“Adding participants”.
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Adding participants
Participants are added to your project binder by clicking on the “Add participants” icon.

Add participants X

Search participants

Search

You can search for participants who are already registered with iBinder.com by completing the search
box. You can search on names, companies or addresses, or any combination of these. When you find
the intended participant, click on the participant, and he or she will be added.

If the intended participant is not in the system, click on the Letter icon.

Invite participants through email X

Email addresses to invite:

Separate the addresses with space, comma or

v

A box will open where you can insert the intended participant’s e-mail address. An account will be
created automatically, and a letter of invitation will be sent to the participant, including login details.
The letter will also state who invited the participant, and to which project.

It is also possible to add participants from distribution lists created in the past. These may be
distribution lists used in other projects you have access to, or distribution lists created under the
“Distribution lists” tab in your personal binder.

If you want to send an e-mail to remind a participant of his or her invitation to the binder, select the
relevant person(s) in your list of participants and click on the “Send invitation reminder” icon. A
dialogue box will appear where you can write a message to include with the reminder.
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Roles and permissions of participants
The person who starts a project will automatically be an administrator. Administrators have access to
the entire project binder. An administrator can also invite participants and change their roles in the

. project. An administrator can also appoint one or several other participants as administrators.

Other participants can be assigned one or several technology areas in the project if they are intended
to store files under tabs that use technology areas, such as “Drawings”, “CAD files”, “Descriptions”

and “Lists”. You do this by selecting the user in the list of participants and clicking on the “The
participant’s role and technology area” icon.

Role and permissions X
Per Egnell, iBinder
The participant's role @

Project Manager

Participant permissions
v/ Administrator - the participant has full permissions

The participant handles one or more technical areas

The participant can store documents in his/her technical area under tabs
with support for technical area, for example Drawings, Descriptions and

Lists.

“IAcoustics _IGlass facades construction

7| Architecture “IHeating and sanitation

7| Construction ~IHeating, ventilation and sanitation
Control and surveillance Landscaping

~Cooling ~/Plumbing

| Electricity | Project shared
Elevator Sprinkler

~IFire I Ventilation

Guest - the participant can only view and download documents

The participant can store documents under shared tabs

A dialogue box will be displayed with available technology areas. Tick the technology areas that
should be assigned to the participant and save by clicking on the green button.

In the box “The participant’s role”, you can add a more descriptive text about the participant’s role in
the project. This information has no practical use in the binder but may be used to provide additional
information to other participants.

The technology areas determine the participant’s access to the project. For example, if a participant is
assigned the technology area “Architecture”, this user can upload documents under the heading
Architecture, but not under the heading Construction.

All participants in a binder can view and download documents, even if they have not been assigned a
technology area. A participant with “Guest” access can view and download documents but cannot
make changes.
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Uploading new documents

Choice of document
Navigate to the tab where you want to add documents by clicking on the appropriate tab in the
register.

RS If you have permission to upload documents, the “Upload documents” icon will appear. If you cannot
y see this icon, then you do not have permission to do so under the tab in question. Permissions depend
on the technology areas you have been assigned under the “Participants” tab.

To add documents, click on the “Upload documents” tab.

A dialogue box will appear, where you can see your local hard drive. Browse to the files you wish to

add.

Select one or several files and choose “Open”; the upload will begin, and a box shows the status of the
transfer.

Ladda upp dokument

Laddar upp fil 3 av 8...

If you need to upload additional files from a difterent part of your hard drive or server, repeat the
process above.

Metadata

When the transfer is complete, you should add metadata about the documents. The number of fields
to complete differs slightly depending on which tab you upload the documents to. In the following
example, we explain the metadata fields for the tab “Drawings”.

Revision: You should add the document version here. If there is already a document with the same
file name under this tab, the version will automatically be given a version number +1.

Status: You should add the document status here. Select from the drop-down list.
Description/location code: You should add a short description or the document’s location code here.
Date: The current date will appear by default. If required, change it to the document’s date.

Scale: Add the scale of the document here.

In case of “CAD files” tab type, the Status, Scale and Revision date cannot be set because CAD files
are always more flexible, work-in-progress style documents.
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Revision date: You should enter the

Enter metadata X revision date of the

document/drawing here.

Drawing number

E62-11 Show document in these selection
evision binders: read more about selection
Status - binders below.

B

Notes: You may add any notes you
v wish here.

Category

Description/location code

Scale
Date
04/01/2018

Revision date

Show document in these selection binders
This binder has no selections.

Notes | @

*The system will automatically save the date, time and person who uploaded the document. This will be displayed if you
let the mouse pointer hover over a document under a tab.

Name Rev Status Description Scale Date Rev.date
E62-11.jpg 2 02/01/2018 04/01/2018
E62-11.jpg
Selection

File size 300.45 KB
Uploaded by Klara Stumpf
Uploaded  04/01/2018 14:43:23
Notes

There is a check box in front of each metadata field. If you tick it, you will lock the metadata value so
that it is copied to all subsequent metadata cards. This is a smooth and simple way of registering
metadata for several files at once.

For example, if all documents uploaded are scaled at 1:50, enter this scale in the “Scale” metadata field
and lock it. A scale of 1:50 will then be added to all underlying documents.

Change metadata

All metadata can be changed later. You do this by selecting one or several documents in the document
list under the tab. You select them by ticking the check box to the left of each document. When you
@ have selected the desired documents, click on the “Show info about the document” icon to display the
document’s metadata card.
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Version management

If there is an existing document with the same file name under the tab, a new version will be created
automatically. All metadata from the previous document will be inherited automatically, except for the
version field.

Kraft

E62-11.dwg @ BH Plan 1 Del 1 1:50 2011-10-27 2011-10-28

E63-11.dwg BH Plan 1 Del 1 1:50 2005-04-12

E62-12.dwg @ BH Plan 1 Del 2 1:50 2011-10-27 2011-10-28
E62-12.dwg BH 1:50 2011-10-27

If you click on “Version/revision” under the “Document list” tab, all previous versions/revisions of the
document will be displayed.

Drag and drop

You can also add files to the binder by dragging the files and dropping them under a tab. The
metadata can be filled in the same way as in case of uploading.

Add files from another source

You can also add documents to iBinder from other sources. This is done by clicking on the upload
icon of the globe and the envelope.

Clipboard

The clipboard function can be used to copy one or more files to another tab with saved metadata. This
can be done within the same binder or between different binders.

To insert a document into the clipboard, look for the tab where the document is located. Put a
checkmark in the box in front of the document then click the green plus button.

B g

|;-=j4 To upload a document in a tab from the clipboard, click the upload button with the globe. The
clipboard will probably be in default mode, if not click on the button to the left.

Then select the document(s) you want to insert by ticking the box in front of them and click on the
the Save button.

— Mail

' Vq It is possible to mail directly to files@ibinder.com with attached documents. These documents can

— then be submitted by clicking the upload button with the globe and clicking on the envelope. Put a
checkmark in the box in front of the attached files that you want to post and click the Save button.

Please note that in order to send attached documents via mail, it is required that the e-mail you send
is exactly the same e-mail that you have as an account on iBinder.

Dropbox

-:t_j" 4 If you have documents in Dropbox, you can insert them directly into iBinder via our link. To enable
o the connection you must enter your Dropbox account information in your Personal binder. Click the
Settings tab and check the Dropbox box. Once done, you will be wrapped up in a page where you can
enter your Dropbox login credentials. Fill in your information according to the instructions, then you
are ready to start uploading documents to iBinder via Dropbox.

Go to the tab where you want to upload your actions, click on the upload button with the globe and
click on the Dropbox icon (blue box). Put a checkmark in the box in front of the files you want to
upload and click the Save button.
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Downloading documents

Download
On the current tab, select any document(s) to be fetched/downloaded to your local computer. You
o 7 select documents by ticking the check box to the left of each document.
Kraft
@ E62-11.dwg A BH Plan 1 Del 1 1:50 2011-10-27  2011-10-28
@ E63-11.dwg BH Plan 1 Del 1 1:50 2005-04-12
¥ E62-12.dwg A BH Plan 1 Del 2 1:50 2011-10-27  2011-10-28
@ E63-12.dwg BH Plan 1 Del 2 1:50 2005-04-12

The “Download documents” icon lights up. When the icon is activated, the document(s) will be
downloaded. If you have selected several documents, these will be packed into a zip file and
downloaded once they have been packed. Depending on the number or size of the documents, this
activity may take a while.

The documents will be saved in the web browser’s default catalogue for downloaded files or in a
location of your choice, depending on your browser.

Communicating in the project

Communication between participants in a project takes place under the “Messaging” tab. You need to
select this tab under “Choose tabs for this binder” if you want to reach the following functions. Any
messages are also sent to the selected participant’s e-mail addresses. Accordingly, participants do not
need to log into the project binder to check for new messages.

Message board
The Message board is used to announce information to the participants. It may concern a notice of
~ 2/ newly uploaded documents or an invitation to an upcoming project meeting.

A new message is created by clicking on the “Compose new message” icon. Add a subject heading and
message text. Under “E-mail notifications”, choose who should be notified by clicking on the button
“Add/view” You can either add all participants, selected participants or use a distribution list.
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Choose notification recipients

Participants

Select all Select none

Emanuel Tennedal, iBinder AB
"1 Johan Eriksson, iBinder Parmen AB [ | Malak Kadra, iBinder
"1 Jonas Stalblad, iBinder Parmen AB
Klara Stumpf, iBinder

Address lists

[~ Kristian Sundin, iBinder Parmen AB

I Mats Jakobsson, iBinder Parmen AB
" Robert Nilsson, iBinder Parmen AB

All participants can read messages on the Message board, even if they were not notified by e-mail.
There is also a history function, which makes it possible to see who has opened a message.

Q&A
. There is a Q&A function if you wish to document a discussion. This function is similar to the
v, Message board but makes it possible for recipients to respond to your message. Questions and answers

-,
cig? are only shown to those who created the question and selected recipients. This applies to

administrators, as well.

Create a new question by clicking on the “New question” icon. Chose the recipients who should
receive the question; all recipients will be notified by e-mail. State the category, Question and
Description and attach any relevant documents.

New question X

Recipients
1 partisipants, 1 adress list Add/show

Category

Burning stove

Question

Type of stove

Description

In the sketch from Sven 19/8 the type and version
of the stove is changed. Shall | correct according
to this? If so, do you require new drawing from me
or is Sven's sketch sufficient?

7817 chars remaining

Attach document
valj fil ingen fil vald

© 2018 iBinder AB
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Responses are entered directly in iBinder.com or directly in the browser window that opens when you
click on the e-mail notification.

Write reply - Type of stove

New reply
Sven's sketch is sufficient

7973 chars remaining
Attach a document
valj fil_ ingen fil vald

When the matter is completed, the person who created the question can delete it. It will then appear
greyed out in the list of questions. Next to the questions and answers, symbols will be displayed that

show if you have opened the post, history that shows if the other people participating in the question
have opened the posts and, if so, when they did it.

Category: Burning stove
2 & Type of stove
2014-11-20 13:19 by Per Egnell, iBinder

In the sketch from Sven 19/8 the type and version of the stove is changed. Shall | correct according to this? If so, do you require new drawing from me or is Sven's sketch sufficient?

O 2014-11-20 13:25, Per Egnell, iBinder

Sven's sketch is sufficient
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Viewing a document

If you click on a document, iBinder.com will open the built-in viewer (or download the document on
your local disc, depending on the settings in your personal binder). The
viewer lets you display, zoom in on and print the document on your local printer.

balkonracke.dwg Index

CAD-filer » Komplementsfiler Projektgemensamt » balkonrécke.dwg "%

Pariicipants ] .
2 M Q 2 Zoom i or ouk

Meddelanden

Q Almén info

e wrm—
o =

Address lists

A
Driftinstruktioner

Protokoll
P
Forleckning

Riningar

U 7 Rokate page

Beskivning - @_

Kvaltets- &
miliésaking

Tidplan

Bromma - Blocks

PM
e

ID: 16564

Change the
view of the
drawing or
text and
search i bthe
documentk
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AF utforandeentreprenader, Bromma Center rev 060914.pdf

Administrativa foreskrifter » AF utforandeentreprenader, Bromma Center rev 060914.pdf "%

Index

Participants

A RQ

S 3w 17
Copyright © 2003 Projeitgaranti AB

Allmén info

AFC

£
3
o
o
£
£
s
m

AFC.1

AFC.111

AFC.122

AFC.131

Projekt: Bromma Center

forhallanden som han genom sddan noggrann forundersdkning kunnat skaffa sig
kinncdom om.

Anbudsgivning

Anbudets giltighetstid
Anbudsgivare & bunden av sitt anbud i tvd manader cfter anbudstidens utgéng

Anbudsprisvning

sig fri provningsritt av inkomna anbud. Bestillaren
farbehaller sig ritten att forkasta samitliga anbud,

v P! 2
Vid viirdering av anbud kan hinsyn komma aut tas till bland annat funktion,
kvalitet, dril pris, i iljolednis resurser samt
referenser frén tidigarc utforda uppdrag.

ENTREPRENADFORESKRIFTER VID UTFORANDEENTREPRENAD
Omfattning

Kkontroll av
skall i ifter i angiven miif ivning eller
ing i till forfrégnii i Gvrigt. Kontrollen
skall avse upptagna mingduppgifter utom s k reglerbara méngder,

Avvikelse mellan mi ift i angiven ma ivning eller

B ing och forfrigni i Gvrigt, som inte redovisats inom
fyra veckor efler upphandlingsdatum, skall inte foranleda kostnadsokning for annat
in reglerbar mingd.

Syn fore pabdrjande av arbete

Innar arbetets start bor arbetsplatsomridet avsynas av parterna gemensamt.
Avsynen protokollférs. Om entrepreniren pdblrjar sina arbeten utan foregende
avsyn ér dvertaget arbetsomrdde att betrakta som godkant av denna,

Forutsittningar

Tur E bestims av Proj Disposition kan

all di
framgd av aktuell APD-plan.
Parkering endast tilldten pa anvisad plats av Projektgarantis platsledning.
Uppgifter om sidoentreprenader och andra arbeten

Ett flertal sidoentreprendrer kommer samtidigt att vara verksamma inom
arbetsomradet.

Administrativa
foreskrifter

Address lists

Driftinstruktioner

Protokoll

Forteckning

Ritningar

FFU

CAD-filer

Beskrivning

Kvalitets- &

milig
idplan

PM

ID: 16564

Measure
distance or size
n a drawing

)
)

SN Ve

]
!
!

1

pr===a

=

You can download the document, zoom in and out, show the document in full screen, print it

and rotate it.

The tape serves to measure distance or size in the document: Click on the first tape to set
the scale on the drawing. Then you will be able to apply this and measure anything else in
the same document with the second tape. The third one serves to measure surfaces. Click
on it and scroll over the document. Click on one of the corners of a surface that you wish to
measure and adjust the size of the quadrant.
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Editing a document online

iBinder is integrated with Microsoft Office 365, therefor it is possible to edit Word, Excel and
PowerPoint documents directly in iBinder. You need to have an Office 365 license to be able to use

this function.

The online editing function is available in most tab types, where Office documents are commonly
used. It is not accessible in Drawings, Contracts and Inspections tabs. When you click on the
checkbox of a file, the corresponding Office Word, Excel or Power Point icon appears among other

icons on the right.

User manual

Visa borttagna dokument (Q

Beskrivning Datum

Register

Participants

8] iBinder_get_started_EN.docx
C = g )

%) Aan_de_slag_met_iBinder_NL_v20180405.pdf

Start to edit documents online

English default version 2018-10-15
English default version 2018-10-15

Dutch version
Dutch 2018-06-11

1
Insights and marke}
studies

Logo

© @ 4@4

Backgrounds

It is not possible to create a new Office Online document from iBinder. To start online editing, please
upload an Office file from your computer, then you can continue your work by editing the document

online.

. L. Check out X
When you click on the Word, Excel or Power Point icon, a

pop-up appears where you can write a message for other
participants of your binder. This message and your name will
be displayed for those who want to open and read the same

Message:

file while you are editing it. You can of course choose to leave | in again

the message field blank.

The document will now be locked for
editing for other users until you check it

v

Please note that a document can only be edited by one Participant at a time. It is locked for all other
Participants who can only view the document while you are editing it.

Editing online

When a document is being edited by someone, a small padlock appears next to the document.

R

Instruktioner

~) Name

Show deleted documents (Q

Description Date

BE Agara
B3] Information. pptx
@) Instruktion_1.23.docx

[N

14/01/2019
14/01/2019
14/01/2019

Participants

Instruktioner

If you are editing a document, it is only you and the Binder Administrator who can unlock the

document. The Binder Administrator can either

check in the document in its current state (that may contain changes that you have made since you
started editing) or they can go back to the version that you started editing by deleting the working

copy.

When you have entered you message and have clicked on the green button, your document opens. If
you are using this function for the first time, the following message will appear:
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Excel Online Get Excel for your device

Almost there...

To edit business documents you'll need a commercial Office 365 subscription

Sign in with

Sign up for a new account

If you have an Office 365 account, then you will have to log in to your account. Next time you will not
be asked again to do this so (only in case your password changes). If you don 't have an Office 365
account, choose “Sign up for a new account” and you will be given the opportunity to create a new
account.

When you have opened the document, you can edit it the same way as you used to. Changes are saved
automatically while you are working. When you have finished, you will have two options:

1. Click on “iBinder” on the top.

2. Select “File” in the menu of Word Online menu and choose “Exit”.

[ Word Online | iginder > User manual iBinder_get_started EN - Saved to iBinder

Insert  Pagelayout  References  Review  View  Q Tell me what you want to do

" fec ~ v A A Find
AntennaCond-Mec ¥ 48 AR Ay 9 i< wmee  AaBb AaBbCC  masbCc  AaBbCe Lrin
Paste o BT U % X O A~ Normal Meadingl  Weadng2  NoSpacng  Headng3 | b Replace

Clipboard [ Styles § Eding

Finishing to edit the document

A pop-up window appears, and you can choose if you
want to create a new version of the document (and
publish it for all other Participants) or want to continue
editing later. In the latter case, the padlock will keep on
showing that the document is under editing. You can
open it the same way as you did when you started editing
it the first time.

Check in after editing

Upload your edited document as a new
version

Continue editing this version later. The
document will remain locked for other
users.

When you are finished editing the document, choose
“Upload your edited document as a new version”. A new
window will appear where you can add metadata to your file the same way as when you upload any
document to iBinder.

If you have chosen “Continue editing”, but want to finalise the document, then do as follows:
Click on the checkbox and Select “Check in draft” icon on the right. It will also open the metadata

pop-up-
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User manual Show delted documents (@

Ver  Description Date

S/102018

1082018

Templates

Deleting a working copy

If you don’t want to publish your changes, then you can delete Pictures N
the working copy only (thus the unpublished changes) by

clicking on the “Delete selected documents” button. Office x

. . . v olete selected u snts
A dialogue will come up where you can choose if you want to pelete selected documents

. - b A L
remove the working copy only or the whole document from the
binder:
Delete documents X
The following documents will be removed permanently for L
you and all other participants in this binder: )
* iBinder_get_started EN.docx ver.1 x

Are you sure you want to delete these documents?

If you want to remove the working copy instead:
When the working copy is deleted all changes in it will
disappear. The latest uploaded or checked in version of the

document will remain. x
Are you sure you want to delete the working copy?

\

* iBinder_get_started EN.docx ver.1

A deleted working copy disappears both from iBinder and from Office Online and is not possible to
reset it.

Extended rights of Binder Administrators

As a binder administrator, you have the authority to both check in and delete work copies created by
Participants in your binders. It works the same way as if you work with your own working copies. If
you see that a document is locked by a user, you should first contact the person in question to find out
if the working copy should be published or not. A published work copy is saved as a new version of
the document.

Non-supported file formats - Macros and ActiveX controls

Excel online doesn't support files which are using macros and
those using ActiveX controls. For iBinder users it means that
files with xIsm extentions will not have access to Excel online

Funktioner som inte stéds x

1 Arbetsboken kan inte redigeras eftersom den inneh3ller
. féljande funktioner:

* Objekt som kontroller i verktygsfaltet formuldr,

kontroller i verktygslddan och ActiveX-kontroller at aH

Om du villredigera arbetsboken Gppnar du den for If the file contains ActiveX controls, then Excel online will
visning, véljer Spara en kopia pd fliken Arkiv och . . . . . .
redigerar den nya kopian. open up in the usual way where it will look like it was possible

Mer information

to save a copy. This is not possible though and if you try, the
document will open with a warning message.

Kommentera

Fortsétt i lasvyn

If you click on "Edit in the browser", then you will see the
following message: "You can't edit in the browser". Choose "Cancel" in this view and go back to
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iBinder as usual, where you can choose to upload the document or to continue editing. If you choose
"Continue editing", then the working copy will be deleted - which should not cause any problems,

given the fact that there was nothing changed in the document.
@ Excel Online - skrivskyddat

iBinder > Consultant costs Excel file with active x // Redigeraiwebblisaren =TI CMTSNENS QU

0 Funktioner som inte stdds Det finns vissa funktioner i arbetsboken som inte kan visas | webblasaren. Mer information... N

A B (o} D E B G H I J K L M N (o] P Q
1 Projekt [ijehm‘.cMB IPm|ekmr. Kund ]:m-n |sqn |
2 Testprojektet \ 340/373 ‘ [ 2018-10-08 ‘ TA \ J
3

Upparbetat Upparb.
4 | pos. |Foretag Budget (Kalky)) Prognos [ % |noterine.
5 1 |LArkitekten
6 2 |1.1Arkitekt Kontor & P-Garage 5050 000 kr 5030 000 kr 264426 kr 5%
What is ActiveX?
e St The ActiveX is a technology in Internet
Prognos Notering. .
Explorer that enables the execution of web-
5030000
Det g&r inte att redigera i webblésaren X based program codes.
Om du vill redigera hdr maste en kopia av filen sparas
375 000 Q utan ndgra funktioner som inte stéds. Du har dock inte
behbrighet att ligga till filer i den har katalogen. ‘What are the macros?
o0 Kommentera Macros automate common and repetitive
Oronaoed| [Wavt tasks in Excel. A macro is an action or a set
T of actions that you can run as many times

1 | 1

as you want. When you create a macro, you
Checka in efter redigering V@l are recording your mouse clicks and

keystrokes.
Ladda upp det redigerade dokumentet som . Y
en ny version @

Fortsitt redigera det har dokumentet
senare. Dokumentet kommer fortsatta att
vara last for andra anvandare.

N

Selection binder

In iBinder.com, you can create a selection binder based on an existing project binder. A selection
binder represents a selection of documents from the project binder. The selection of documents to be
displayed in the selection binder is based on the marking of the documents on their metadata cards.
You can add markings to documents at a later stage. Please see the section on metadata.

Creating a selection binder
| You create a selection binder by ticking the check box on the back of the project binder and clicking
| on the “Make new selection” icon.

A dialogue box will appear, stating the selection criteria. This selection will be selectable in all existing
documents in the project binder as well as in documents added later.
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Create selection X
Enter binder information »
Selection @

Binder colour [ ] EEEEEERETER

The selection binder is then created by clicking on the green button.

bsjod
StasT

A narrow binder will then be created on the bookshelf, with a tab system that corresponds to the
froest marked documents in the project binder. If additional documents in the project binder are marked,
= these will automatically appear in the selection binder.

The selection binder has its own list of participants, which means that you can invite participants who
will only see the selection binder and the documents in it.

A selection binder can also be copied to a new or existing binder.

Ordering physical distribution

You can use the distribution pad that is displayed when you open your bookshelf to order physical
documents for distribution via your preferred copy shop around the country. The distribution pad
consists of three pages. You can navigate between the pages by clicking on the page number or the
arrows. You can either select a document from your project or from your local hard drive.

Selecting a document from a project

If you want to send documents from a document binder for physical distribution, mark them by
ticking the check box to the left of each file. When you have marked the desired documents, click on
the “Order printing of the marked documents” icon.

A dialogue box will appear that confirms that the documents have been added, and you can click on
the “Distribution pad” icon to go there directly. If you wish to order additional document, close the
dialogue box and repeat the procedure until the desired documents have been added to the
distribution pad.
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Choosing a document from your own computer

On the first page in the distribution pad, you upload the files that should be included in the
T distribution. By clicking on the “Upload files” icon, a dialogue box will open, displaying your local
f/ computer. Select one or several files to be added to your order.

Execution

For each file, state what action should be executed and the desired format. If the selected file requires
a special settings, use “Other information” to add the relevant settings. By ticking one or several files,

' you can delete or copy the current information to the selected documents.

Recipients

On page two, enter the recipients of the physical information.

You can either search for the recipients in the system or add them manually. You can also use saved
distribution lists created in your personal binder or in a project binder.

E} You can also add a distribution list in the form of a file or a document.

When the distribution list is finalised, you can save it for future use. State a name and click on “Save
distribution list”.

Invoicing details and type of production

On the final page, provide project information and invoicing details. You can search for this in the
register or add yourself or someone else as the payer. Just like the distribution list, this information can
be saved to your personal binder for future use.

Finish by adding the production city, the deadline and the mode of delivery. Tick the box below “This
job will be produced by” for a list of available production sites.

When you have entered all information, all you have to do is place the order.

Order history
When your order has been placed, you will receive order confirmation in your personal binder, under
the “Requisitions” tab. This tab shows all previous physical orders.

Support

All iBinder.com users have free access to our support. During office hours, you can reach us on +46
19 27 00 00. You can also reach us by e-mail to support@ibinder.com.

Start-up meetings

To make it easier for all participants in a binder, iBinder.com offers on-site introductions free of
charge. We call them start-up meetings. After a start-up meeting, everyone should feel comfortable
using the basic functionality: search — view — upload — download — send messages. A start-up meeting
usually takes around 30-60 minutes, and these meetings are usually held in conjunction with a design
or construction meeting. Call us if you want to book a free start-up meeting.
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