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Two factor Authentication

From version 3.0.7 it is now possible to activate two-factor authentication for a portal or an individual
user. This means that if two-factor authentication is enabled for a portal, members of the portal need
to download either Microsoft Authenticator or Google Authenticator, and use it to generate a
verification code that they use when logging in.

Note that requiring two-factor authentication for all users in a portal can only be activated by a user
who got the permission Portal administrator or Portal owner. This function can be found under
"Administration/Portal settings". Click the slider to enable the two-factor authentication and click OK
on the confirmation in the window that appears. Then the two-factor authentication is activated for all

users.

e Hem s Fier 2 Medemmar O Adminstaton

Portal: Gunnars

Portalinstaliningar

Gunnar Dtech

2, Portaimediemmar

Microsoft Authenticator and Google Authenticator for Android are downloaded from Google Play. For
the iPhone, App Store is used instead.

Install an Authenticator app and get started

If you have an Android device, use Google Play to download Microsoft Authenticator or Google
Authenticator. For an Apple device, use App Store instead.

1. Start by searching for the app you want to install and use, then click "Install'. Microsoft
Authenticator is shown in the example, Google Authenticator works similarly.
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09:21 OR® L4872 %

Microsoft

Authenticator
Microsoft Corporation

4,5% 100 mn+
1mn Nedladdninga PEGI 3 ®
recensioner r

Installera -

Installera pa telefon. Fler enheter tillgangliga.

v Telefon [D Chromebook ][E’ Surfplatta ]

Inga lsenor

Om appen >

S5 —7

Anvand Microsoft Authenticator for att
logga in enkelt och sakert.

Go to "apps.icoordinator.com" in your browser and use your login credentials as usual to
login.

iCoordinator™

Loggain

@

Glomt ditt lbsencrd

In the window that appears, use the QR code to add a new account to your app. Launch your
app.
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iCoordinator™

Instructions
our mobile phone:
henticator

Verification code .

4. Click on the "Add account" button, or on +, to be able to scan the QR code with your device.

14:33 ©2® " 4849%

Authenticator ar

O

Lagg till ditt forsta konto!

Om du vill ha mer hjalp kan du
ga till Hjalp pa menyn.

Lagg till konto

Har du redan en sakerhetskopia?
Logga in pa ditt aterstaliningskonto.

Paborja aterstallning

A L = © =]

Authentic... Losenord Betalningar Adresser Verifierad...

4 [ [
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5. First select in the app which type of account you want to use, and which suits you best. Then
scan the QR code with your phone/device.

14:33 © e 4049 %

& Lagg till konto

Vilken typ av konto lagger du till?

=. Personligt konto @
=. Arbets- eller skolkonto @

;eAtr::r.w)at konto (Google, Facebook, @

@ Nar du ar inloggad med personligt konto ér alla
lagrade I6senord, adresser och annan automatiskt
ifylld information tillgangliga pa den har enheten.

4 o O

6. Use the account just created and click on it to generate the verification code.
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14:34 OR® 4849 %

Authenticator + Q

e iCoordinator S
Molle Mailinator

A P = © =

Authentic... Losenord Betalningar Adresser Verifierad...

4 o O

Now the verification code that you will use is displayed, note that the code is renewed and
generated at a certain time interval, this is to increase security. If the code doesn't work, try
entering the newer code, or start over again by entering your email address and password. If
that doesn't work, you will automatically be sent to the login page again if you reload the
page.
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©R®CA849%

&

iCoordinator

Molle Mailinator

Engangslésenord har aktiverats

~ Du kan verifiera dina inloggningar
genom att anvanda de engangslésenord
som skapas av den har appen

Engangslésenordskod

® 968 570

8. Enter the verification code in the "Verification code" box to log in.

iCoordinator™

Instructions
1. InstaliOpen an authenticator app on your mobile phone
Google authenticator Microsoft authenticator

2. Scan QR code with your authenticator app.

Verification code

9. Please note that if you somehow need to change phone/device or authenticator, you need to
contact support@designtech.se and we will help you reset your two-factor authentication, so
that you can scan the QR code again. The "Two factor authentication" button under "My
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profile" is no longer clickable since the two-factor authentication has been activated by the
Portal administrator.

lcgrdlnmor" b

Portal: Gunnars

Profilinformation

HH:mm (1505

Manne Malilinator

)

10. The next time you log in, after entering the email address and password in the first step, you
will only see the "Verification code" field in the second login screen. There you then use the
app on your phone/device to generate a code that you enter in the field.

iCoordinator™

Instruktio

Verifierings kod

Loggain
Frequently asked questions

If authenticator application / device is lost

Enable and disable two-factor authentication for your user

Please note that the "Two factor authentication" button under "My profile" is no longer clickable since
the two-factor authentication for the portal is activated by the Portal administrator. But before it is
enabled for the portal, you as a user can always choose to enable the two-factor authentication
yourself if you want, and also disable it afterwards. Do like this:

1. Navigate to “My profile”, which you will find at the top right when you are logged in to
iCoordinator. There, click on the "Two factor authentication" button.
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a
iCoordinator™

Portal: Gunnars

Min profi

Profilinformation

Titel Support Engineer

E-post gunnar sandqvist@designtech se
Adress 00000¢

Telefon +4692037737

Sprak Svenska

Datumformat Yyyy-mm-dd (2023-01-31)
Tidsformat HH:mm:ss (15:05:47)

Gunnar Dtech

Andra losenord || Redigera bild [| Redigera profil J| Tvafaktorsautentisering

Now you get the option to generate a QR code to enable two-factor authentication. Click the
"Generate QR" button.

Tvéfaktorsautentisering

Instruktioner
1. Installera/oppna en autentiseringsapp pa din
mobiltelefon

Google authenticator Microsoft authenticator

2. Click generate QR to view QR code

3. Skanna QR-koden med din autentiseringsapp.

3
Verifierings kod ]
=

AR T e T S 4. Skiiv in verifieringskod som visas efter skanning och

skriv in den koden i rutan och fortsatt

Scan the QR code with the app you downloaded and installed on your phone/device (see
points 4-6 above). Enter the code from the app in the field "Verification code" to be able to
click the button "Enable two factor authentication", and activate. Click OK on the confirmation
in the window that appears.

Tvafaktorsautentisering

Instruktioner
1. Installera/oppna en autentiseringsapp pa din
mobiltelefon:
Google authenticator Microsoft authenticator
2. Click generate QR to view QR code.
E (h: . 3. Skanna QR-koden med din autentiseringsapp.
Skanna denna QR

s

Verifierings kod (‘ .
.

914208

4. Skriv in verifieringskod som visas efter skanning och

Aktivera tvafaklorsautentisering skriv in den koden i rutan och fortsatt
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If you want to disable the two-factor authentication, do it in a similar way, but then you just
need to use the verification code from the app and enter it in the "Verification code" field and
then click the "Disable two factor authentication" button at the bottom. Click OK on the
confirmation in the window that appears.

Don't forget to also remove the account from your app. In Microsoft Authenticator, you click
on the gear symbol at the top right and choose "Delete account", in Google Authenticator you
swipe right with your finger and choose to delete the account.

Tvafaktorsautentisering

Inakiivera tvéfaktorsautentisering
Frequently asked questions

If authenticator application / device is lost




Designtech

Designtech Help Documentation for iCoordinator™ Version 3.0.7, © 2024 | Page 10

General functions

General functions can be found at the top right corner of the window (next to Search).

Switch Portal

Here you can handle switch portal if you are member of more than one.

e Switch portal
1. Click on Switch portal below the cogwheel.
2. Inthe drop-down menu Select portal, choose what portal you want to switch to.
3. Click on the button Continue.

Download clients

When you click on Download clients... you will end up on our download page where
you find our apps. Here you can download our mobile apps for iOS and Android or out
desktop apps for Windows or macQOS, that helps you to easier access and work with files
and folders in your workspace and portal from your device.

Help

If you click on Help you will end up on our download page where you can download the
manual for iCoordinator. In that you can read more about the tool and its functions.

Support

If you click on Support you will end up on our Support pages. Here you can read more
about how you get in contact with our support department.

About

In About you can get information about what version of the iCoordinator you got. This
can be useful when you contact our support department.
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My profile

In My profile you can see your Name, Title, E-mail and Telephone. If you want to manage
your profile information, you can click on the button View profile. There you can also
Change password. You can see and change Name, Title, Telephone and Address under Edit
profile. Under My Settings you can change Language, Date format, Time format and
Subscriptions. NOTE: Under Subscriptions you can choose between Instantly (can take up
to 10 minutes until e-mail will be delivered) or Daily.

e [Edit profile and My settings

1. Click on the button View profile.

2. Then click on the button Edit profile.

3. Edit the information you want to change in the fields Name, Title, Telephone and
Address in the pop-up window Edit profile information. Here also you can change
your personal settings under My settings. Use the drop-down menus to change.
NOTE: Under Subscription you can choose between Instantly (can take up to 10
minutes until e-mail will be delivered) or Daily.

4. Click on the Done button when you are done.

5. Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

e (Change password
1. Click on the button Change password.
2. Fill in the new password in both the field New password and in the field Confirm
password in the Change password pop-up window.
3. C(Click on the Done button when you are done.
4. Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

e [Editimage

1. Click on the button Edit image.

2. Usedragn’ drop to add and upload a picture to your profile, or you can click on the
text Drag and Drop Files Here to browse for a picture to upload.

3. After upload is finished you can crop your image. Click on button Done when you
are finished.

4. Click on the Save button when you are finished.

5. Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.
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NOTE: Change of your login e-mail address is not allowed from user profile. Please
contact your portal admin or support to get help with that.

Log out

Click on Log out when you want to log out of the portal. You will then be redirected to
the login window again.
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Home

In Home you get an overview and information about the portal. Here you can see the
Members in the portal, you can see Local weather for selected location, My profile,
Favorite folders and Favorite Smart folders, and here you can see Activity history and
Available labels..

Members

This is a list showing all the members in the portal and their contact information.

You can click on the E-mail links and Telephone numbers.

Local weather

Under Local weather you can choose a location and see the current weather for that
location.

e  Select location
1. Click on the button Select location.
2. Inthe pop-up window Enter location that opens, you can select which location you
want see. Type in a location and choose the right one in the list below that shows

up.

My profile

In My profile you can see your Name, Title, E-mail and Telephone. If you want to manage
your profile information, you can click on the button View profile. There you can also
Change password. You can see and change Name, Title, Telephone and Address under Edit
profile. Under My Settings you can change Language, Date format, Time format and
Subscriptions.

NOTE: Under Subscriptions you can choose between Instantly (can take up to 10
minutes until e-mail will be delivered) or Daily.

Edit profile and My settings

1. Click on the button View profile.

2. Then click on the button Edit profile.

3. Edit the information you want to change in the fields Name, Title, Telephone and
Address in the pop-up window Edit profile information. Here also you can change
your personal settings under My settings. Use the drop-down menus to change.
NOTE: Under Subscription you can choose between Instantly (can take up to 10
minutes until e-mail will be delivered) or Daily.

4. Click on the Done button when you are done.

5. Confirm dialog box with Done again.
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If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Change password

1.
2.

3.
4.

Click on the button Change password.

Fill in the new password in both the field New password and in the field Confirm
password in the Change password pop-up window.

Click on the Done button when you are done.

Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Edit image

1.
2.

4,
5.

Click on the button Edit image.

Use drag n’ drop to add and upload a picture to your profile, or you can click on the
text Drag and Drop Files Here to browse for a picture to upload.

After upload is finished you can crop your image. Click on button Done when you
are finished.

Click on the Save button when you are finished.

Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

NOTE: Change of your login e-mail address is not allowed from user profile. Please
contact your portal admin or support to get help with that.

Favorites — Folders, Favorites — Smart folders

In Favorites - Folders you can add your favorite folders that you work with, for example
on a regular basis. Same thing with Favorites - Smart folders.

Add favorite folders

1.
2.

Click on the button Edit favorites.

Click on the name of a workspace to see the folders you got permission to see and
use.

Mark the checkboxes in front of the folders you like to add as favorites.

Click on button Done when you are finished.

Confirm dialog box with Done again. Now you can see the folders you have chosen
below.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.
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Add favorite Smart folders

1. Click on the button Edit favorites.

2. Click on the name of a workspace to see the Smart folders you got permission to see
and use.

3. Mark the checkboxes in front of the Smart folders you like to add as favorites.

4. Click on button Done when you are finished.

5. Confirm dialog box with Done again. Now you can see the Smart folders you have
chosen below.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Activity history

In Activity history you can see the history of events in the portal. For example, you can
see what files that have been uploaded, edited or deleted. There also you see
information about when it was done, and by whom. In the same way you can also see if
a member has been added to the portal etc. To get more detailed information you can
click on the button +More down to the right. Then you can also sort up to a selected
date, and workspace (All or a particular workspace). If you hover over the file name you
can see in what folder and workspace the file is located. If you click on the file name
under the column Subject, you can choose if you want to Preview or Open the file
location by clicking it. You can also see in what folder and workspace the file is located.
If you click on Preview the viewer will open the file. If you click on Open the file
location, you will be moved to the location of the object.

NOTE: In the list you can sort the events in ascending or descending order if you click at
the column for example Date or Description.

NOTE: You can sort the events on date if you click up in the drop-down menu Start date.
You can also sort on workspace if you click in the drop-down menu Workspace and
choose one. You can reset your filter if you click on the button No filter.

Available labels

Here you can see all existing labels in the portal. If you want to use metadata, first the
Portal administrator have to create/add labels to the portal. This is crucial for the
system to find any folders or files in the future when you use metadata. Scroll down to
see all existing labels.
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Files

In the Files app you can create folders, change the name of documents and upload,
share or delete documents from your document archive. You can also work with Smart
folders and metadata, and restore files from the Recycle bin (depends on what
permissions you got).

NOTE: If you want to, to simplify your work, you can download the application
iCoordinator Web Extension. You will find it in Windows Store. It gives you the
possibility to Check out and Check in documents and files. It will lock the files during
editing, and after checking in the file, the version number will be increased. Read more
about it in separate section here (lank till stycke om installation av Web Ext langre ned).

Workspaces

Here you can see the files that are stored for that particular workspace. Here you can
create New folders, Upload files to the workspace, Download files to your local computer,
Checkout and Edit your files, use metadata with Labels, Share your files and use the
Preview function to see the file content inside Files.

NOTE: If you click on the cogwheel to the right of the columns, for example Changed,
you will get more available columns to add or choose. You can add for example
Comment and Uploaded, to get more information more easily about the files. Just mark
the checkbox in front of the column you want to see or not.

Create new folder
You can get a nice structure on your files and documents by storing them in different
folders, you can create new folders. Do like this:

Click on a Workspace under Files.

Click on the button New folder.

Fill in the name of the new folder in the field Folder name.
Click on the Done button.

BN e

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Upload files

1. Click on a Workspace under Files.

2. Click on the button Upload.

3. Choose Select in the drop-down menu, to choose what file to upload.

4. In the pop-up window Upload file click Browse and choose which file/s you want to
upload. You can also choose to leave a comment about the version of the file.
Click on Upload and the file will be stored in the chosen folder or workspace.

6. Click on Close when you are done.
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If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Upload files using Drag ‘n drop

1.

2.
3.
4

Click on a Workspace under Files.

Navigate to the location where you want to add files and folders.

Open a Windows Explorer window or Finder window in macOS.

Now you can choose files or folders to upload by using Drag n’ drop-functionality.
Drag n’ drop the objects into the right part of the screen. NOTE: Please do not Drag
n’ drop to many objects at a time, approximately 500 MB would work fine. If you got
more data to upload, then please divide it into smaller pieces. It can take some time
until upload starts if you got much data, and also until objects show up after upload
is finished.

You will now see some upload progress bars that indicates the progress for files. If
you do not got permission to upload, you will see a message about that down to the
right on the screen.

When the upload is done the objects will be stored in the chosen folder or
workspace. Sometimes you need to reload page to see all objects.

Get folder inbound email address
This function can be used to email files directly into the specified workspace/folder. Useful
when you collaborate with external partners.

1.

i W

Click on a Workspace under Files.

Mark the folder or workspace you want to get the email link for.

Click on the button Upload.

Choose Get email address to get the email address to the workspace or folder.

In the pop-up window Inbound email address that opens you can now see the email
address that you can use to copy by clicking at the button Copy to Clipboard, and
use it to email files into the specified workspace/folder. Choose if you also want to
save the email message too, you do that by marking the checkbox Save message and
attachments in separate folder.

The pop-up window will close automatically.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Download files

1.
2.
3.

Click on a Workspace under Files.
Mark the file you want to download.
Click on the button Download to save the file on your local computer.
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4. Depending on what web browser you use and its settings, a pop-up window will
open, and you need to decide where you want to save your copy of the file or folder.
NOTE: If you download a folder or mark more than one file, it will be compressed
and downloaded as a .zip file.

5. Click on the Save button.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Edit files

First click on a Workspace under Files, then click on the button Edit and choose if
you want to use Cut, Copy, Paste, Delete, Rename, Checkout, Labels, Lock files on/off,
Subscription on/off, Manage version or Manage permissions.

Cut/Paste a file

1. Mark the file you want to cut.

2. Choose Cut to cut out the file.

3. Navigate to the place where you want to paste the file and choose Paste.
Copy afile

1. Mark the file you want to copy.

2. Choose Copy to copy the file.

3. Navigate to the place where you want to paste the file and choose Paste.
Delete a file

1. Mark the file you want to delete.

2. Choose Delete to delete a file.

3. Inthe pop-up window that shows, click Yes to verify that you want to delete

the file. Otherwise click Cancel.
4. Click on the button Done to confirm.

Rename a file

1.

4,
5.

Mark the file you want to rename.

Choose Rename to rename the file.

In the pop-up window that opens you can, depending on rights, change the
name of the file in the field Name.

Click on the button Done when you are done.

Confirm dialog box with Done again.

Checkout a file

1.
2.
3.

Mark the file you want to Check out.

Click on the button Checkout.

Click Open when the dialog window appears, which asks if you want to open
the file with the extension, you can check the box if you want your choice to
be saved (in some web browsers you must also allow Pop-up windows). Once
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done, the file will be downloaded to your Checked out files folder. Click Cancel
if you rather want to cancel.

4. In the next dialog window, select the program with which you want to open
the file (for example Word) and click OK. Check the box if you want the
operating system to remember your choice, to avoid choosing each time.

5. Start editing the file.

Check in a file

1. When you have finished editing and clicked Save in for example Word, a
dialog window appears down right after a few seconds, where you can choose
whether you want to Check in the file, or if you want to Update file and
continue working.

2. Ifyou click Check in without closing the file first, a dialog window opens, and
you are prompted to close the file. Close file and click Retry. The file is now
deleted from your local folder and will be uploaded again to the server. Also
note that the version number will be increased.

Manage labels
The labels you choose to add here, you can use when creating Smart folders, which

provides ability to sort out files that got labels attached on them. NOTE: The Portal
administrator needs to add some Labels to the portal before you can add any to a file or
folder. That can be done in the app Admin, under the function Labels.

1. Mark the file you want to manage labels for.
Choose Labels to manage labels for the file.

3. Inthe pop-up window that opens you can choose to add labels if you choose
Select.

4. Now you need to choose what type of label you want to add. You can choose
that in the drop-down menu Label. NOTE: The Portal administrator needs to
add some Labels to the portal before you can add any to a file or folder. That
can be done in the app Admin, under the function Labels.

5. Depending on the type of label, you maybe have to edit a value in the field
Value, or choose one in the drop-down menu.

6. Click on the button Add to add the label.

7. If you want to edit you can click on the Pencil-symbol and make your changes
up in the field Value and click on the button Update. When you are done, click
on the Save button.

8. You can also choose to delete a label if you mark the label and click the Trash
Bin-symbol.

9. C(lick on the Save button.

If you regret your changes or you do not want to save the
added/modified parameters, click on the Cancel button.



Designtech

Designtech Help Documentation for iCoordinator™ Version 3.0.7, © 2024 | Page 20

Lock files on/off for editing
If you want to be sure that no one is working with the same file as the one you are
going to edit, you can choose to lock the file for editing first. If someone then tries to
upload a new version of the file, a message will show, saying that the file is locked, and
can only be opened for reading. If you hover the mouse over the icon in the column
Status, you can see information about when the file was locked, and what user that
locked it. To lock a file for editing, do like this:

1. Mark the file you want to lock or unlock for editing.

2. Choose Lock files on/off to lock or unlock a file for editing.

3. When afile is locked, an icon should be visible to the right in the column

Status.
4. Do the same to unlock a file.

Subscribe on files
If you subscribe on a file or a folder, you will once a day get an email when anyone

upload a new version of the file. NOTE: You can change this setting to Instantly, in My
profile/Edit profile/Subscription.
1. Mark the file you want to subscribe or unsubscribe.
2. Choose Subscription on/off to subscribe or unsubscribe on a file.
3. When you have subscribed on a file an icon should be visible to the right in
the column Status.

Manage versions
The version numbering of files works this way: The first version that is

created/uploaded will get the version number 1. The number is then increased
automatically for every new version of the file that is uploaded (1 -> 2 -> 3 -> 4 etc.). If
you upload a file with exactly the same name, it will get a new version number.

1. Mark the file you want to manage versions for.

2. Choose Manage version to manage versions for the file.

2.1. On the left, select the file that you want to open the previous version of
(if there is any).

2.2. Click on the button Preview to preview the file.

2.3. Depending on what web browser you use and its settings, a new tab will
open to show the content of the file. If not shown, you must check your
web browser settings, or the file format is not supported by the in-built
viewer.

2.4. You can also click on the button Download, a pop-up window will open,
and you must decide where you want to save your copy of, for example
the earlier version of the file. You can also often choose if you want to
open the file instead.

2.5. Here you also can add, and Edit comment on a version. Do not forget to
save with Done. Confirm with Done again.

2.6. Click on the button Cancel when you are done.

NOTE: In the bottom of the pop-up window you can see the versions of
the file, and in the columns see who made the latest edit/upload of the
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file version. You can also see a comment (if there is any) and what date
and time the file was updated.

Manage permissions
Under Manage permission you can see the current permission for the file or folder. If

there are any users or groups having permissions, you can see them and their
permissions in the pop-up window Manage permission, after choosing what file/folder
to manage. You can also quickly change the permissions for that user or group, just by
clicking and mark the checkbox next to the desired permission and click on the button
Done when you are done. NOTE: The Admin/s in the workspace cannot change
her/his own settings. That is normal.

1.

2.
3.
4

Mark the file or folder you want to see the permissions for.

Click on the button Edit to add permission for that file or folder.

Choose Manage permission.

In the pop-up window Manage permission that opens you can select which
user you want to add/change a permission for in the columns. You can also
filter on Name or E-mail, or use filter such as: No filter, Show users that can
edit, Who can give me Edit permissions? or Show groups.

You can choose what permissions you want to add/change with the
checkboxes. Choose between None, Read, and Edit. Depending on permissions
set you can mark the checkboxes Can grant others to read or/and Can grant
others to edit. NOTE: You cannot change them unless the user or group got at
least the permission Read. Then you can choose Can grant others to read. If
the user/group got the permission Edit you also can choose Can grant others
to edit. You can choose one or several at the same time.

When you are done with your choices click on the button Done.

Confirm dialog box with Done again.

Share files
Click on a Workspace under Files. Then click on the button Share and choose if
you want to change Link access level or Send link.

Change Link access level

1. Mark the file you want to publish.

2. Choose Link access level to choose the level you want to use to publish
the file.

3. Inthe drop-down menu that opens you have several choices how you
want to publish. Select what type of access you want to allow for the
selected file. Possible values are: Anyone, Portal members and None.
Selecting None will unshare the file.

4. When you have added a Link access level on a file you will see an icon to
the right in the column Status.

Send link



Designtech

Designtech Help Documentation for iCoordinator™ Version 3.0.7, © 2024 | Page 22

1. Mark the file you want to send a link to.

2. Choose Send link to send a link to the file. NOTE: The choice will be
grayed out and unavailable until you have set the Link access level to
either Anyone or Portal members.

3. In the pop-up window Send link you can now choose a portal member in
the field Enter email, or click on the button Add External Email and
enter the email address in the field External email if you want to send it
to anyone. Then you can click the button Add Mail. You can also enter a
message in the field Message if you want to.

4. When you are done, click on the button Done to send link.

5. Confirm dialog box with Done again.

Copy link

1. Mark the file you want to copy a link for.

2. Choose Copy link to copy a link to the file. NOTE: The choice will be
grayed out and unavailable until you have set the Link access level to
either Anyone or Portal members.

3. Inthe pop-up window Shared link for you can now mark and copy the
URL address in the field, and if you want also copy the link to the
clipboard, if you click the button Copy link.

4. Confirm dialog box with Done.

Preview files

1.

2.
3.
4

Click on a Workspace under Files.

Mark the file you want to preview.

Click on the button Preview to use the built-in viewer.

A new tab or window will open in your web browser, load the file and the file
will be previewed. The behavior of the web browser can differ depending on
what web browser you use and the settings you got.

Close the web browser tab/window with X when you are done.

Smart folders

Here you can see the files that are stored for that particular workspace. Here you can
create New folders, Upload files to the workspace, Download files to your local computer,
Checkout and Edit your files, use metadata with Labels, Share your files and use the
Preview function to see the file content inside Files.

Create a new smart folder
1. Click on a Workspace under Smart folders in Files.
2. Click on the button New Smart folder.
3. Enter the name of the new smart folder in the field Name in the pop-up window Add
Smart folder.



7.
8.
9.
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Select a Label you want to use in the drop-down menu. NOTE: The Portal
administrator need to add some Labels to the portal before you can choose any. That
can be done in the app Admin, under the function Labels.

Choose an Operator in the drop-down menu.

Add a value in the field Value. NOTE: If you got a label of type List with added
options, you will get several options in the field Value. Choose one of them.

Click on the button Add when you are done. You can add several criteria’s.

Click on the Save button when you are done.

Confirm dialog box with Done.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Download content in a smart folder

1.
2.

5.

Click on a Workspace under Smart folders in Files.

Click on the smart folder and mark the files you want to download. NOTE: The
smart folder will only contain any file, if the criteria will align with the label on the
file(s), otherwise it will be empty.

Click on the button Download to download the files.

Depending on what web browser you use and its settings, a pop-up window will
open and you have to decide where you want to save your copy of the file(s).

Click on the Save button.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Edit a smart folder

1.
2.
3.

Click on a Workspace under Smart folders in Files.
Mark the smart folder you want to edit.
Click on the button Edit and choose if you want to Configure or Delete smart folder.

Configure a smart folder

1. Choose Configure to edit the Smart folder.

2. Here you can change name in the field Name in the pop-up window.

3. You can add new criteria’s you want to use. Choose what label format you
want to add in the drop-down menu Label. After that you can edit Operator
and Value in the drop-down menus. Click on the button Add when you are
done. NOTE: If you got a label of type List with added options, you will get
several options in the field Value. Choose one of them.

4. Ifyou want to edit an existing criteria you can click on the Pencil-symbol and
make your changes up in the criteria’s, and click on the button Update when
you are done.

5. You can also delete a criteria by clicking on the Trash Bin-symbol for that
criteria.

6. Click on the Save button when you are done.
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Delete a smart folder

1. Mark the smart folder you want to delete.
2. Choose Delete to delete the smart folder.
3. Inthe pop-up window that shows, click Yes to verify that you want to delete.

If you regret your changes or you do not want to save the added/modified
parameters, click on the No button.

Open file location
If you want to know where the file is located, you can use this button.

o Uk Wi

Click on a Workspace under Smart folders in Files.

Double click on the smart folder you want to open.

Mark the file you want to open the location for.

Click on the button Edit.

Choose Open file location.

You will now end up in the location where the file is located.

Preview content in a smart folder

1.

v W

6.

Click on a Workspace under Smart folders in Files.

Double click on the smart folder you want to open.

Mark the file you want to preview.

Click on the button Preview to use the built-in viewer.

A new tab or window will open in your web browser, load the file and the file will
be previewed. The behavior of the web browser can differ depending on what web
browser you use and the settings you got.

Close the web browser tab/window with X when you are done.

Recycle bin

When you remove files and folders from the application Files, they are moved to the
Recycle bin. You can find the objects there as long as the Recycle bin is not permanently

deleted.

Empty recycle bin

1.
2.

Click on Recycle bin under Files.

If you want to empty the recycle bin only for this particular workspace, you can
click on the button Empty trash bin for current workspace. NOTE: The content
cannot be restored after you have emptied the recycle bin and will be deleted
permanently. You can only delete files and folders if you got the permission to do it,
or if you are the owner of the files. It is only the Workspace administrator and the
Portal administrator that has the permission to empty the recycle bin for the
current workspace.

If you want to empty the entire recycle bin, you click on the button Empty trash bin
for entire portal. NOTE: The content cannot be restored after you have emptied
the recycle bin and will be deleted permanently. You can only delete files and
folders if you got the permission to do it, or if you are the owner of the files. It is
only the Portal administrator that has the right to empty the entire recycle bin.
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4. In the pop-up window that shows, click Yes to verify that you want to empty the
recycle bin.
5. Confirm dialog box with Done.

If you regret your changes or you do not want to save the added/modified
parameters, click on the No button.

Edit recycle bin
1. Click on Recycle bin under Files.
2. Mark the files and/or the folders you want to edit.
3. Click on the button Edit and choose if you want to Restore or Permanent delete.

Restore files/folders
1. Click on the button Restore to restore the files or folders to their original

locations. NOTE: If an object with the same name already exists in the folder,
see instruction below.

2. The files/folders will now be restored to the location they had before
deletion.

3. Confirm dialog box with X.

Restore files/folders if an object with the same name already exists in the folder

1. Click on the button Restore to restore the files or folders to their original
locations. NOTE: If an object with the same name already exists in the folder,
mark the checkbox for that object and click on the button Restore selected to
try to restore the file to the new location.

2. You will now be given the possibility to change the target folder for that
object to another location. Choose another folder and click on the button
Restore. The restore will be confirmed with the text Success in the column
Status.

3. Close the window with X.

Delete the files/folders permanently
1. Click on the button Permanent delete to delete the files/folders.

2. Inthe pop-up window that shows, click Yes to verify that you want to delete
the files/folders permanently.
3. Confirm dialog box with Done.

If you regret your changes or you do not want to save the added/modified
parameters, click on the No button.

iCoordinator Web Extension

To make it easier to work with files via your web browser, you can install iCoordinator
Web Extension on your computer. This add-on application can be installed via Windows
Store on the most common browsers on the market and for Windows 10 and 11
computers only on PC. Also, for macOS 10.8 or later you can find it at App Store.
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iCoordinator Web Extension application installation

You can find iCoordinator Web Extension in the Windows Store on your computer.
Search for "iCoordinator Web Extension" and click Download. Choose whether to log
in or just use it on that device (if you click No thanks or click X). The extension is first
downloaded and then installed. Click Start to start the extension. In future computer
startups, the add-on will start automatically along with the operating system.

Starting up with iCoordinator Web Extension application

The default setting is that iCoordinator Web Extension application starts up
automatically along with the computer's operating system. If necessary, click the
iCoordinator Web Extension icon to start the extension manually (for example, if you
have closed it). Depending on the operating system, you will find the icon in the
Start menu, or even you may also find the icon among other apps (in Panels).

NOTE: At the first start up (often after you have double clicked a file and have
chosen Checkout) you must fill in your login credentials (Username and Password) in
the window that appears. These are the same login credentials that you use to log in
via the web browser. After that iCoordinator Web Extension will autostart together
with your operating system and will be ready when you Check out a file.

After launching the iCoordinator Web extension, you will see an icon down right in
the taskbar. If you right-click the icon, you can select Open and EXxit.

NOTE: If you do not see the icon at the bottom of the Windows taskbar, you may
need to click the "Show hidden icons" arrow in the taskbar to see it in the Message
bar. Depending on your settings, how this is displayed may vary between different
computers.

iCoordinator Web Extension installed Yes or No?

If you double click on a file and do not have the application installed, you will get a 3-
button dialog window where you can choose Download, Preview or Checkout. The
first time you click Checkout you will get another dialog window asking if you got
the application installed Yes or No. You need to answer (if you mark the checkbox
the web browser will remember your choice), if you answer Yes you get another
dialog window asking if you want to give permission to let the web site to open the
application. Mark the checkbox and click Open iCoordinator Web Extension.

When you click Open you can choose with what program you want to open the file,
for example Word. Of course, this depends on what programs you got installed (in
some web browsers you also must allow pop-up windows, for the file to be opened).

If you click No, the Windows Store page opens instead so that you can download the
extension (usually the Windows Store opens locally when you click on the browser
link).
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Manage files

Check out a file

1.

Double click a file in the Files document library (or use the Checkout
button located on the toolbar).

Click the button Checkout.

Click Open when the dialog window appears, which asks if you want
to open the file with the extension, you can check the box if you want
your choice to be saved (in some browsers you must also allow Pop-up
windows). Once done, the file will be downloaded to your local
iCoordinator Web Extension | Files-folder found under Downloads. Click
Cancel if you rather want to cancel.

In the next dialog window, select the program with which you want to
open the file (for example Word) and click OK. Mark the checkbox if
you want the operating system to remember your choice, to avoid
choosing each time. Often you need to Enable editing to be able to edit
the document in the program.

Check in a file

When you are finished editing and click Save for example in Word or closing
the window, a dialog window appears down right after a few seconds, where
you can choose whether you want to Check in the file, or if you want to
Update file and continue working. If you click on X to close, for example in
Word, you will sometimes first need to choose where you want to save the
file, then just click Save in the dialog window that shows, if you want to
check in the file to the portal.

If you click Check in without closing the file first, a dialog window opens, and
you are asked to close the file. Closen the file and click Retry. The file will
now be deleted from your local folder and uploaded again to the server. Also
note that the version number will be increased.

When you have checked out a file, a menu with buttons appears inside the web
extension under Checked out files.

Open afile

1.
2.

You can use this Open button to open a downloaded local copy.

After clicking, in the dialog window you can (in some cases, and if you have
not selected it before) select which program you want to open the file with
(for example Word) and click OK. Now you can edit the file.
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Open with

1.

You can use the button Open with to select which application you want to
use to open an already downloaded local copy.

2. After clicking, in the dialog window you can choose which program you want
to open the file (for example Word) and click OK. Check the box if you want
the operating system to remember your choice. Now you can edit the file.

Check in a file
1. The button Check In is used to check in the file again.
2. Click on Check in to check in the file and a new version will now be uploaded

to the portal. The file is also deleted in your local Checked out files folder and
the lock icon displayed in the web browser now disappears. If you still have
the file open when you click Check In, you may get a message asking you to
close the open file first. Do so and then click Retry to check in the file.

Update and continue working

1.

You can use the button Update and continue working to save a new version
of your file to the portal, and then continue working with the file.

Click Update and continue working and then a new version will be
uploaded to the portal while the file remains open locally and you can
continue working with it. The file also remains local, and the lock icon
continues to appear in the web browser.

Delete local copy

1.

Settings

This button Delete local copy is used to delete the file locally from your
computer.

Click Delete local copy to delete the file locally. The file is deleted from your
local iCoordinator Web Extension|\Files-folder found under Downloads, and
the lock icon displayed in the web browser disappears. If you still have the
file open when you click Delete Local Copy, you may see a message asking
you to close the open file first. Do so and then click Retry to delete the local

copy.

In the web browser extension iCoordinator Web Extension, you can find Settings.
Under Settings you can change, for example, language and where you want to save
the files locally. There you will find Language, Startup, Local files folder path and

Logout.

You will also find the version number at the bottom to the right.
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Change language

1. Click on the drop-down menu under Language to be able to change the
language between Swedish and English.
2. Select one of the options by clicking on it.

Change startup

With the selector under Startup, you can choose whether you want the add-on
to startup together with your operating system. This means that the web
extension window will be displayed from the start. Though, the web extension
will be started automatically when you for e.g. Check out a file also if you choose
to keep the setting Off.

1. Click the selector under Startup to select whether you want the web
extension to startup together with your operating system.

2. Switch between On and Off to change the setting.

3. Ifthe operating system asks you in a dialog window, if you want to run the
activity, click Activate, Run or similar.

Change Local files folder path

With this feature, you can choose where you want to save your files locally on
your computer. The path will always end with “iCoordinator Web Extension \
Files”.

1. Click the Browse button under Local files folder path to select a new location
for storing files locally on your computer.

2. Navigate to the storage location and click Select folder to save. Click Cancel to
undo and cancel.

3. Make sure the path shown is changed.

1. Click the Logout button to log out of the account.
2. You will need to log in to your account again, to be able to use the extension /

app.

Supported platforms

The iCoordinator Web Extension runs on Windows version 10 version 17134.0 or later.
The iCoordinator Web Extension runs on both 32 and 64 bit architecture.

Requires approx. 30 MB hard disk space for installation (applicable to Windows
version).

The iCoordinator Web Extension runs on macOS version 10.8 or later.
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Members

Here you can view the members of the workspaces. You can also see the existing
information about the members here, like Name, Title, E-mail, Workspace permission,
Address and Telephone. Just click on the name of the workspace where you want to see
who the members are. NOTE: You can only see the workspaces that you are a member
of.
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Admin

In Admin app you can you can invite, administrate and see the Portal members of the
whole portal, you can manage Workspaces and users, and manage Labels and Groups.

NOTE: Only Portal administrators can see all functions. For example, a regular user
cannot see the whole list of Portal members, and only the members and workspaces of
which they are members.

Portal members

Here you can manage the members of the portal. You can invite new members and
administrate.

NOTE: Only Portal administrators can see all functions. For example, a regular user
cannot see the list of Portal members, and only the members and workspaces of which
they are members.

Manage permissions

1. Click on the button Manage permissions.

2. Inthe pop-up window Manage portal permissions that opens you can select which
user you want to change a permission for in the columns. You can also sort on Name
or E-mail. You can choose what permissions you want to change by clicking in the
checkboxes. Choose between Access, May invite, and Admin.

3. Click on the button Update when you are done.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Manage allowed clients

1. Click on the button Manage allowed clients.

2. Inthe pop-up window Manage allowed clients that opens, you can select which user
you want to change a permission for using the mobile client, in the columns. You
can also sort on Name, E-mail or Actions. You can choose what permissions you
want to change by clicking in the checkboxes. Choose between on or off for Mobile.

3. Click on the button Update when you are done.

4. Confirm dialog box with Done again.

5.  You can also use the button Allowed clients out to the right in the column Actions,
in the same row for that user. Just uncheck or check the checkbox in the pop-up
window, and then click Done.

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button.

Invite new member
1. Click on the button Invite under Portal members.
2. Fillin the information for First name, Last name, E-mail in the pop-up window
Invitation - Invite user, and click on the button Add. If you want to do some changes
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you can click on the pencil-icon to the right. Then you can edit and click Update
when you are done.

Now you can choose Workspace membership if you want to invite a member to one
or more workspaces at the same time. You can also add the new member to
workspace groups if there are any. NOTE: The Portal admininistrator must create a
workspace group before you can use this option. This can be done in Groups.
Workspace groups enables the possibility to give a user access to workspace folders
as soon as the user accepts an invitation. This depends on if you have given the
group any permissions. NOTE: Use the up- and down arrows to the right in the
window to show all the workspaces and the existing groups. Use the checkboxes to
choose which workspace/s and group/s the user will become a member of.
Remember that first you got to mark a workspace containing groups, to see them.
Click on the button Invite when you are done.

Confirm dialog box with Done. Now the invitation e-mail will be sent out, and you
can now find the user invitation under Invitations.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Delete member

1.

Click at the button Delete out to the right in the column Actions, in the same row for
that user.

In the pop-up window Confirmation that shows, click Yes to verify that you want to
delete the user.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Invitations

In Invitations you can see if you have invited a new member to the portal, resend an
invitation and remove an invitation. Also, you can use the button Invite to invite new
members to the portal, in the same way as under Portal members.

NOTE: Only Portal administrators and the user/s given the permission May invite that
can administrate and view Invitations.

Invite new member
1. Click on the button Invite under Portal members.
2. Fill in the information for First name, Last name, E-mail in the pop-up window

Invitation - Invite user, and click on the button Add. If you want to do some changes
you can click on the pencil-icon to the right. Then you can edit and click Update
when you are done.

Now you can choose Workspace membership if you want to invite a member to one
or more workspaces at the same time. You can also add the new member to
workspace groups if there are any. NOTE: The Portal administrator must create a
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workspace group before you can use this option. This can be done in Groups.
Workspace groups enables the possibility to give a user access to workspace folders
as soon as the user accepts an invitation. This depends on if you have given the
group any permissions. NOTE: Use the up- and down arrows to the right in the
window to show all the workspaces and the existing groups. Use the checkboxes to
choose which workspace/s and group/s the user will become a member of.
Remember that first you got to mark a workspace containing groups, to see them.

4. Click on the button Invite when you are done.

5. Confirm dialog box with Done. Now the invitation e-mail will be sent out, and you
can now find the user invitation under Invitations.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

When the person has accepted your invitation, the user will disappear from this list
and will be displayed under Portal members instead. In this list you can see Name, E-
mail and Invitation last sent, Invited by and Actions. You can also resend the invite if
you click on the button Resend. Under the column Actions you can also remove the
invitation by clicking the button Remove invitation. NOTE: It is only the user/s
given the permission Admin or May invite that could administrate this.

Resend invite
1. You can also resend the invite if you click on the button Resend.
2. Inthe pop-up window Confirmation that shows, click Done to verify that you want
to resend the invitation to the user.
3. Confirm dialog box with Done again. Now the invitation e-mail will be sent out
again.

NOTE: It is only the user/s given the permission Admin or May invite that could
administrate this.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Remove invititation
1. You can also remove the invitation by clicking the button Remove invitation under
the column Actions to the right, in the same row as for that user.
2. Inthe pop-up window Confirmation that shows, click Yes to verify that you want to
remove the invitation for the user.
3. Confirm dialog box with Done again.

NOTE: It is only the user/s given the permission Admin or May invite that could
administrate this.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.
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If you want to use metadata, first you have to create/add labels to the portal. This is
crucial for the system to find any folders or files in the future when you use metadata. In
Labels you can also edit your existing labels in the future. When you assign labels to
folders and files in the app Files you will choose labels based on this first step. NOTE: It
is only the user/s given the permission Portal administrator that could administrate

this.
Add labels

1. Click on the button Add.

2. Fill in the name of the label in the field Name in the pop-up window Label.

3. Inthe drop-down menu Format, choose the type of labels you want to add. You can
choose between String, Number, List and Date. NOTE: List gives you the possibility
to create several different choices. Click in the bottom field List items that will show
and add the choices with the button Add. You can always remove choices by
clicking the Trash bin-icon.

4. Click on the Done button to save.

5. Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Edit labels

1.

3.
4.

You can edit a label by clicking the button Edit under the column Actions to the
right, in the same row as for that label.

In the pop-up window Label, you can choose if you want to edit the field Name or
List items. NOTE: Editing the field List items is only possible if the label got the
format List.

Click on the Done button when you are done.

Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Delete labels

1.

3.

You can delete a label by clicking the button Delete under the column Actions to the
right, in the same row as for that label.

In the pop-up window Confirmation that shows, click Yes to verify that you want to
delete.

Confirm dialog box with Done again.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.
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Workspaces

Here you can manage your workspaces and create new ones. You can Copy, Rename and
Remove workspaces. Also, you can manage the members of the workspace. You can Add
user, also administrate members, for example Remove user from workspace or manage
Workspace permissions.

Create new workspace

1.
2.

U1

Click on the button New workspace.

Enter the name of the new workspace in the field Name in the pop-up window Add
new workspace.

Choose if you want yourself to be added to the created workspace, by checking the
checkbox Yes.

Click on the Done button when you are done.

Confirm dialog box with Done again.

Click on the left side of the screen, on the name of the newly created workspace, if
you want to administrate it.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Copy workspace

1.
2.

3.
4.

o

Click on the button Copy workspace.

Select which workspace you want to copy in the Select a workspace to copy field in
the pop-up window Copy workspace.

Enter the name of the new workspace in the field Name.

Select the areas that you want to copy by checking the corresponding checkboxes
under Areas to copy.

Click on the Create button.

Confirm dialog box with Done.

After a little while (depending on how much data the copied workspace contained)
you will receive an e-mail confirming that Workspace was successfully created.

NOTE: We recommend that you do NOT start working with the new cloned workspace until
you have received the e-mail, since any changes made during a running copy process might
cause errors.

Please note regarding Copy workspace:

a)

b)

<)

d)

The area Permissions cannot be selected unless either or both Members or Groups
are selected as well as Folder structure.

The areas Files and Labels cannot be selected until the area Folder structure is
selected.

You will receive an e-mail when the copy process is finished. We recommend that
you do NOT start working with the new cloned workspace until you have received
the e-mail, since any changes made during a running copy process might cause
errors.

There is a limit on 1000 Folders/Files objects that can be copied in the Copy
workspace function.
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If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Add user
1. Click on the name of the workspace you want to edit in the list to the left in the
screen.

2. Click on the button + User to add a user.

Add user
1. Inthe drop-down menu Select user, choose the member you want to add to
the workspace.
2. Inthe drop-down menu Select permissions, choose the permission you want to
add for the user. Choose between Access, May invite and Admin.
3. Click on the Done button.
4. Confirm dialog box with Done.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

NOTE: Only Portal- and Workspace administrators can add users to workspaces.

Edit workspace
1. Click on the name of the workspace you want to edit in the list to the left in the
screen.
2. Choose if you want to create New workspace, Copy workspace, Rename workspace,
Remove workspace, change Workspace permissions or Remove user from workspace.

Create new workspace
1. Click on the button New workspace.
2. Enter the name of the new workspace in the field Name in the pop-up window
Add new workspace.
3. Choose if you want yourself to be added to the created workspace, by
checking the checkbox Yes.
4. Click on the Done button when you are done.
Confirm dialog box with Done again.
6. Click on the left side of the screen, on the name of the newly created
workspace, if you want to administrate it.

o

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Copy workspace
1. Click on the button Copy workspace.
2. Select which workspace you want to copy in the Select a workspace to copy field in
the pop-up window Copy workspace.
3. Enter the name of the new workspace in the field Name.
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4. Select the areas that you want to copy by checking the corresponding checkboxes
under Areas to copy.

5. Click on the Create button.

6. Confirm dialog box with Done.

7. After alittle while (depending on how much data the copied workspace contained)
you will receive an e-mail confirming that Workspace was successfully created.

NOTE: We recommend that you do NOT start working with the new cloned workspace until
you have received the e-mail, since any changes made during a running copy process might
cause errors.

Please note regarding Copy workspace:

a. The area Permissions cannot be selected unless either or both Members or Groups
are selected as well as Folder structure.

b. The areas Files and Labels cannot be selected until the area Folder structure is
selected.

c. You will receive an e-mail when the copy process is finished. We recommend that
you do NOT start working with the new cloned workspace until you have received
the e-mail, since any changes made during a running copy process might cause
errors.

d. There is alimit on 1000 Folders/Files objects that can be copied in the Copy
workspace function.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the Cancel button.

Rename workspace
1. Click on the button Rename workspace to change the name of the workspace.
2. Fill in the new name in the field Name in the pop-up window.
3. Click on the Done button.
4. Confirm dialog box with Done.

Delete workspace
1. Click on the button Remove workspace to delete the workspace.
2. In the pop-up window Confirmation that shows, click Yes to verify that you want to
delete.
3. Confirm dialog box with Done.

Manage permissions for users
1. Click on the button Workspace permission to change the permission for the users.
2. In the pop-up window Manage workspace permissions, choose the permission you
want to change for that user. Choose between Access, May invite and Admin. NOTE:
In the column Actions, the checkboxes shows the current permission for the users.
The different permissions are: Access = The user got access to the workspace.
(please note that you must set permissions on folders and files in that particular
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workspace, if the user should have the possibility to read/edit any folders and files.
This is done in the Files app). May invite = Access permission + the user got the
permission to invite new members to the workspace. Admin = The user got all the
permissions in the workspace.

3. C(lick on the button Done when you are done.

4. Confirm dialog box with Done.

NOTE: You can also click on the button Permission under the column Actions to the
right, in the same row as for that user, to manage permission for that user. Choose
the permission and click Done.

Remove a user from workspace
1. Click on the button Remove user under the column Actions to the right, in the same
row as for that user, to remove a user from the workspace.
2. Inthe pop-up window that shows, click Yes to verify that you want to remove.
3. Confirm dialog box with Done.

If you regret your changes or you don’t want to save the added/modified
parameters, click on the No or Cancel button.

Groups

Here you can see all the groups in the portal. You also can see existing members in the
groups. Click at Groups to view and show the workspaces that got existing groups. Click
on the name of the workspace to see the existing groups.

Add a new Workspace group

Click on the workspace where you want to add a new group.

Click on Add group.

Fill in the name of the new group in the field Name.

If you are satisfied with the information, click on the button Done. You can cancel
with the button Cancel.

5. Confirm dialog box with Done again.

B e

Remove group
1. Click on the button Remove for the group you want to remove.
2. Click on the button Yes. You can cancel with the button Cancel.
3. Confirm dialog box with Done again.

Rename group
1. Click on the button Edit group name for the group you want to rename.
2. Fill in the new name of the group in the field Edit name.
3. Ifyou are satisfied with the information, click on the button Done. You can cancel
with the button Cancel.
4. Confirm dialog box with Done again.
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View group members
1. Click on the button View group members for the group you want to look at.
2. Click on the button Done or the button Cancel when you are done.

Add member

1. Click on the button Edit group members for the group you want to edit.

2. Inthe pop-up window Manage group members that opens, click on the users you
want to add to the group. Note that they will be marked in green. You can also see a
little tick to the right. If you click again on that user, the user will be unselected.

3. C(lick on the button Done when you are done.

4. Click on Cancel if you do not want to save.

NOTE: In the list of user you can sort the members in ascending or descending order
if you click at the column for example Name. You can also use the buttons Previous
and Next to see next page with members, or you can expand the rows to see more
members at the same time by using the down arrow to the right of 20 Rows in the
bottom.
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Search

The Search function in the portal can be used to search files. The Search function is
found at the top right corner of the window.

To Search, just type in the file name you want to search for and click on the button
Search. Then the window Search result opens, where your search hits will show up. You
can now choose to mark a file and click the button Download and download it to your
local computer. Otherwise you can preview the file by clicking the button Preview. You
can close the window when you are done by changing to another area, for example
Home or Files.

NOTE: You can change the sorting in the columns. In the list below you can sort the
search hits in ascending or descending order if you click at the name of the columns, for
example Name. You can go back and forth in the list with the buttons Previous and Next,
if there are many objects. But you can also add more Rows if you want, to see more
objects at the same time.
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Permissions
(WS = Workspace)
Portal permissions:
Access Is member of the portal and can be added to WS:s within the portal.
May invite Is member, Access + can invite others to the portal.
Portal admin Is member, can invite and can create Workspaces, create Labels etc.
WS permissions:
WS Access Is member of the WS and got access to it.
WS May invite Is WS member + Can invite others to this WS.
WS Admin Is WS member, access to everything within the WS.
File & Folder permissions:
None User does not have access to the object.
Read User can access the object (file or folder), but not update it/upload new version.
Edit Read + User can access and write/edit content to the object.
Can grant others to Read Read + permission to give other users Read & Grant Read permissions to
the object.
Can grant others to Edit Read + Edit + grant Read + permission to give other users Edit and Grant

Edit permissions to the object.
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Misc. info:

e File & folder permissions can be set for a user or a (workspace) group.
e To give access to a file, use this process:

1. Userisinvited to the portal and accepts it.
2. The user is added to a workspace.
3. File/folder permissions are set to Read or Edit for the user.

e A Portal administrator does not have default access to all workspaces (but he/she can add
him/herself as a member of any workspace).

e A user with workspace access does not have default access to content in the workspace, and
need to get some file/folder permissions set first.

e Files and folders inherits permissions from the parent folder.

e Inherited permissions can be overridden by setting permissions explicitly for that object.

e  Explicitly set permissions overrides inherited permissions (for example if the user is also a
member of a group, then it overrides).
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Mobile app

An app for mobile devices

In this iCoordinator app for mobile devices, you can access your portals and workspaces.
You can also read, view, upload and manage the files in the portal and workspaces.
NOTE: You can always navigate back in the app by clicking in the upper left corner of
the screen, or you can navigate up by clicking the Up to “name of the workspace” button
above the files and folders.

NOTE: If you do not have any portal yet you need to use the button Sign Up to first of all
create an account and a new portal before you can use the app.

NOTE: You can choose how much storage the app can use. On Android devices, inside
the app you click on the three dots up in the right corner. Then choose Settings, there
you can set the amount of storage used by the app. If you want to change, click on the
amount of storage to the right and choose the new value. Remember that this may be
limited by the storage capacity of your device.

On i0S devices, you first choose Settings for your i0S, and there you look for the
iCoordinator app. If you click on that you will see File storage in the bottom. If you want
to change, click on the amount of storage to the right and choose the new value.
Remember that this may be limited by the storage capacity of your device.

Select Portal

This will only occur if you got several portals connected to your user account/email
address. Here you can choose in what portal you want to work. Just click on the portal
you want to access.

Select Workspace

This will only occur if you got any workspaces connected to your user account/email
address. Here you can choose in which workspace you want to work. Just click on the
workspace you want to access.

Manage files

This only would occur if you got any workspaces connected to your user account/email
address. You can read, view, upload and manage the files in the portal and workspaces.
What you are permitted to do is depending on the permissions that you got.

NOTE: If you experience that you cannot see any content, try to drag downwards on the
screen to reload the screen. The information must be synced before it will be displayed,
this will force it to be synced faster.

Upload files
1. Click on the + button in middle at the bottom of the screen.
2. C(Click on the button From Library, to upload a file from your device.
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Choose the location on your device from where you want to upload the file. NOTE:
The way you navigate can differ depending on what brand and type of device you
use.

Choose the file by clicking on it.

The app will tell you when the file is uploaded to the workspace. The message
Upload complete will show on the screen.

You will now see the file in the document area.

If you regret your changes or you do not want to save the added/modified
parameters, click on the X or Cancel button.

Create a new folder

1.

v W

Click on the + button in the left corner in the bottom of the screen.
Click on the button New Folder, to create a new folder.

Fill in the name of the new folder in the field New folder name.
Click on OK when you are done.

You will now see the new folder in the document area.

If you regret your changes or you do not want to save the added/modified
parameters, click on the X or Cancel button.

Preview a file

1.
2.

Click on the file you want to preview.

Now a preview window will open so that you can see the content. NOTE: Depending
on what brand and type of device you use, the behavior of the device can differ.

Use the arrow up in the left corner or the native built in navigation buttons on your
device to get back to the document area.

Open a folder

1.
2.
3.

Click on the folder you want to open.

Now you can see the content of the folder.

Use the up arrow above content or the native built in navigation buttons on your
device to get back to the document area.

Use the arrow in the upper left corner if you want to get back to where you choose
workspace.

Open afile

1.

On Android devices: Click and hold for a while on the file you want to open. Then you
will see the button Open on device up in the top of the screen. Click on that. On i0S
devices: Swipe to the left on the file name and click on More to show the menu. Click
on the button Open on device.

Now you can select what installed app you want to use to open the file. NOTE:
Depending on what brand and type of device you use, the behavior of the device can
differ. Often you also need to have some type of Office app to open documents.
Download them at Google Play or iTunes.

Use the native built in navigation buttons on your device to get back to the
iCoordinator app.



Designtech

Designtech Help Documentation for iCoordinator™ Version 3.0.7, © 2024 | Page 45

Get information about a file or a folder

1. On Android devices: Click and hold for a while on the file/folder you want to see
information about. Then you will see the button Information up in the top of the
screen. On i0S devices: Swipe to the left on the file name and click on More to show
the menu.

2. Click on the button Information.

3. You can now see information about Version, Created, Modified, Size, Stored,
Permissions and Labels.

4. When you are done, click on the arrow button up in the left corner to go back.

Move a file or a folder
1. On Android devices: Click and hold for a while on the file/folder you want to move.
Click on the three dots up to the right. On iOS devices: Swipe to the left on the file
name and click on More to show the menu.
2. Now you can select Move in the list of functions.
You can now navigate to the location where you want to paste your file or folder.
4. Click on the tick button down in the right bottom corner to paste the file or folder.
NOTE: You can also create a new folder here by clicking the + button down in the
left corner if you want to paste it there instead.
5. The message File was updated will show up on the screen and disappear by itself
after a while.

w

If you regret your changes or you do not want to save the added/modified
parameters, click on the X or Cancel button.

Copy afile or a folder

1. On Android devices: Click and hold for a while on the file/folder you want to copy.
Click on the three dots up to the right. On iOS devices: Swipe to the left on the file
name and click on More to show the menu.

2. Now you can select Copy in the list of functions.

3. You can now navigate to the location where you want to paste your copied file or
folder.

4. Click on the tick button down in the right bottom corner to paste the file or folder.
You can change the name in the window that shows up and confirm with OK. NOTE:
You can also create a new folder here by clicking the + button down in the left
corner if you want to paste it there instead.

5. The message File was created will show up on the screen and disappear by itself
after a while.

If you regret your changes or you do not want to save the added/modified
parameters, click on the X or Cancel button.

Rename a file or a folder
1. On Android devices: Click and hold for a while on the file/folder you want to rename.
Click on the three dots up to the right. On iOS devices: Swipe to the left on the file
name and click on More to show the menu.
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Now you can select Rename in the list of functions.

In the pop-up window Rename you can change the name.

Click on Rename when you are done.

The message File was updated will show up on the screen and disappear by itself
after a while.

v W

Delete a file or a folder
1. On Android devices: Click and hold for a while on the file/folder you want to delete.
Click on the three dots up to the right. On iOS devices: Swipe to the left on the file
name and click on Delete. Confirm your choice by clicking the button Delete.
2. On Android devices: Now you can select Delete in the list of functions.
Confirm your choice by clicking the button Delete.
4. The message File was deleted will show up on the screen and disappear by itself
after a while.

w

If you regret your changes or you do not want to save the added/modified
parameters, click on the Cancel button. Go back by clicking the button X up in the
right corner.

Smart Folders

If you click on Smart Folders you can see the Smart Folders that are created through
the web version of the tool. If you then click on the desired Smart folder, you can see the
files with the matching labels inside it.

About

Here you can see the name of the product, version number of the app and also see the
links to the End-User License Agreement, Product information and Support.

Settings

Here is where you can set the limit for how much data storage the app may to use on
your device, for locally downloaded content. This will affect how much data you can
store locally offline on your device. NOTE: This setting is affected by the specifications
of your device. No guarantee is given that the desired file storage limit can be reached.

Logout

If you click on Logout you will be logged out from the app and have to log in again to
access the files.

Supported mobile platforms

The iCoordinator mobile app runs on Android version 5.0 or newer. i0S version
requires i0S 8.0 or later. Compatible with iPhone, iPad, and iPod touch.



