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Foreword

This User Guide document has been designed for the purpose of training relevant
members of staff within Estates and Buildings.

System Support

If you require assistance please contact Ebisusers @ed.ac.uk in the first instance. All
urgent requests should be directed to the Ebisusers Support Desk on & 50 9683.

More information on the EBIS Project is available at:-

http://www.ebis.estates.ed.ac.uk
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How to add Channel on Myed

If you have not already done so first of all you will require to register on live-ease through the

following url:

https://www.ease.ed.ac.uk/register

Access to Live Ease is through the following url:

https://www.myed.ed.ac.uk

(= MyEd Login - Windows Internet Explorer,
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MyEd Portal login

)l_l{) The University of Edinburgh
AN

News About Studying Research Alumni Business Staff & students Schools & departments

‘Searchterm

H Search the full site

&

Login to MyEd

New Users

Existing Users

login with ease  »

MyEd. the University's web portal
is available to applicants
students, staff, visitors and
alumni. You can login to MyEd
using EASE. the University's
secure login system.

If you are new to the University
you must register with EASE

About the portal

MyEd is more than a simple set of
webpages. As a user of MyEd you
have your own personalised view
which you can further customise

The portal provides a range of
personalised services. some of
which contain information which is
particular to you

= Yiew important security information

MyEd demo access is available to
members of the University. If you
would like more details, contact us
via your local computing support
desk

Need help?

It you need help with MyEd,
you'll find useful information in
the FAQs section of ePortal
website. Alilernatively, choose
from the quick links below.

» WEdFAQS
What is EASE?
MNeed help reqistering for EASE?

Forgotten vour password?

What is your username?

Change or reset vour password

'We welcome and value your

feedback and suggestions about L
MyEd. We also want to hear

from you if we have done

something well or if you have a

suggestion for how we could do

something better ”

£

= Camdfnndhack and fnnanetines

Click on login with Ease
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dows Internet Explorer
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News About Studying Research Alumni Business Staff & students Schools & departments

»

The University of Edinburgh

Searchterm HSEamh University Site v‘

EASE ease

EASE Login Info

The University of Edinburgh web login service Once you login to EASE
you can have access to
web resources for up to
8 hours without having to

Your username will be your University Username (UUN) or the email login again
address used fo create an EASE Friend account. Usernames should be
entered in lower case.

I Hel
e
® Help logging in

® Forgotten passwaord?

® Reagister with EASE

. an EASE F
By using this service you agree to abide by The University of Edinburgh unt
Computing Regulations. o Whatis EASE?
e |needhelp
b7
Dane < Trusted sites H100% -

Once logged in click on Customise

(= MyEd - Customise - Windows Internet Explorer
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Home SiteMap Customise ReportaProblem Logout

The University of Edinburgh

VWelcome Pauline

»

Search the University Website GO | your Feedback”

Customise << Goto main portal @ ?/X

Customisation Options:

Tabs: To add a new tab, click Add New Tab. Type in a tab name, ssiect where you want your new tab to appsar and click Submit To deiete a tab, click the tab name to select f, then
click Delete this tab. To rename a tab, click the tab name to select i, typs In the new name for your tab, then click Rename. Use the

Columns: To add a new column, click Add Column. specify the width of your new column (and adjust existing columns f reguired) and click Submit. To delste a column, click Select
Column, then click Delete this column. To adjust the width of a tab, ciick Select Column, type in the new column widths, and click Save Widths

Channels: To add a new channel, click Add Channel. Sslect a category, or choose the Select All option and click go. Select the channel you want to add and ciick Add Channel. To

delete a channel, click the remove channel icon (X). Click Ok to confirm deletion

[ Choose a skin
[+ Revert to default layout

£ £ £
N v [ R S o £
S S e
= i Add Channel =
= Announcements = =
e I = e o
MLRP daily alerts
v
1] Done, but with errars on page. ® 100% v

To add a new Tab click on Add New Tab
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= MyEd - Customise - Windows Internet Explorer
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— »

e [g MyEd—-Custun;wse G - o - [ibPage -+ (G Tooks ~ @~ A

Home SiteMap Customise ReportaProblem Logout

my

The University of Edinburgh Search the University Website GO vour Feedback”

VWelcome Pauline

Customise << Goto main portal @ ?/X

Steps for adding this new tab:

1. Name the tab: ‘ ‘

2. Select a position for the tab:
o I o I o o o I I - I

3 Submit the choices: Submit

[ Cancel and return

Add New Tab

[¢][Select Colurnn
Add Channel

Add Column
Add Column

Add Column

MLRP daily alerts

5] Done, but with errors on page. < Trusted sites

Enter name of new tab and select position where you want new tab to be located then Submit.

To add Channel click on Tab where you want to add Channel to and then select Add Channel
where you want Channel to show. If you wish to see Channel on new Column click on add
Column to add new Column

Windows Internet Explorer

G'CJ’ = [ tttps it myed.od.ac.ukfuportalftag, 826698hcede1 fash. render userl ayoutRontHods. barget 1 uPraction=dele ¥ | 5 || 42 | X

File Edit ‘View Favorites Tools  Help
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Home SiteMap Customise ReportaProblem Logout

The University of Edinburgh Search the University Website Go YuurFEEdbaEk”

Welcome Pauling

Customise <= Go to main portal =l

Customisation Options:

Tabs: To add a new tab, click Add New Tab. Type in a tab name, select where you want your new tab to appear and click Submit. To delete a tab, click the tab name to select i, then
click Delete this tab. To rename a tab, click the tab name to select i, type in the new name for your tab, then click Rename. Use the

Columns: To add a new column, click Add Column. specify the width of your new column and adjust existing columns if required) and click Submit. To delete a column, click Select
Column, then click Delete this column. To adjustthe width of a tab, click Select Column, type n the new column withs, ang click Save Widths:

Channels: To add a new channel, click Add Channel. Select a category, or choose the Select Al option and ciick go. Select the channel you want to add and click Add Channel. To

delete a channel, click the remove channel icon (X). Click Ok to confirm deletion.

[+ Choose a skin
[ Revert to default layout

Select Column
Add Channel

Add _Column
Add Column

Asbestos Information

EE

.| Error on page. (3] Intermet Explorer o Trusted sites 100% -

4 start & zmicrosoft ... = /53 InternetE.. | Fm ARCH]
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MyEd - Customise - Windows Internet Explorer
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The University of Edinburgh

Welcome Pauling

Search the University Website Go YuurFEEubggk~

Customise <= Go to main portal =l

Steps for adding a new channel:

1. Select a category: 2. Select a channel:

B | Select All - | Category:All

Fire Safety Drawings Channel

FirstClass Mail

Google Local =
Google Maps

Google Scholar i

3. Add the selected channel: Add Channel

® Cancel and return

Return to Top
Copyright © The University of Edinburgh 2007 | Powered by uPortal 2.5 3

o] o Trusted sites L 100% v

Select Category from drop down list then go. This will bring back all Channels relating to
this Category. Select Channel you require and then Add Channel.

f“_My[d - Customise - Windows Internet Explorer
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" The University of Edinburgh

Welcome Pauline

»

Search the University Website GO vour Fesdback lb

Customise == (30 to main portal 21X

Customisation Options:

Tabs: To add a new tab, click Add New Tab. Type in & tab name, select where you want your new tab to appear and click Submit. To delete a tab, click the tab name to select #, then
click Delete this tab. To rename a tab, click the tab name to select i, type in the new name for your tab, then click Rename. Use the

Columns: To add a new column, click Add Column. specify the width of your new column (and adjust existing columns if required) and click Submit. To delste a column, cliick Select
Column, then click Delete this column. To adjust the width of a tab, click Select Column, type in the new column widths, and click Save Widths

Channels: To add a new channel, click Add Channel. Select a category, or choose the Select All option and click go. Sslect the channel you want to add and click Add Channel. To

delete a channel, click the remove channel icon (X). Click Ok te confirm deletion.

[l Choose a skin
[+ Revert to default layout
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Asbestos Information Fire Safety Drawings Channel
[E]E] =]
L1 el @ L by

o Trusted sites L 100%

i4 start 8 2 Micr v v /03 IntermetE.. ~| 78 ARCHIBUS

This will add Channel to Selected Location
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MyEd - Today - Windows Internet Explorer
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" The University of Edinburgh

Home SiteMap Customise ReportaProblem Logout

Search the University Website GO vour Feedba:k”

‘Welcome Pauline

Today IEB\S IS | Boxi| myStuff |~ Admin | = Finances | Services

Search & Info | Help

Asbestos Information /e al?
ST Highlight Asbestos
Asbestos Policy

= Introduction
= The Register
= User Guide

Introduction

Fire Safety Drawings Channel D@7
Highlight Fire Information
Fire Safety Drawings Register

= Introductien
= The Register
= User Guide

| Introduction

The implementation of Regulation No_ 4 - Duty to Manage - of the Control of
Ashestos at Work Regulations (CAWR) came into force on the 21st May 2004

This regulations places an explicit duty on the University to:-

» Locate and identify any Ashestos Containing Materials (ACM's) within the
University Estate

= Assess the risk from ACM's

= Take action to manage the risk

In order to achieve this, the Works Division of the Estates and Buildings
<

The Fire Safety (Scotland) Act 2005 introduced a change in fire safety legislation
and on Fire and Rescue Senice operations. Part 3 of this legislation was introduced
in 2006 and is known as The Fire Safety {Scotland) Regulations 2006. The Scottish
Executive has produced 11 guidance documents, one for each specific use of a
premise. These guidance documents state that maintaining an up to-date drawing
or plan of the premise will assist in verifying that the Fire Safety measures that are
in place are appropriate. This is generic through all the 11 guidance documents

In order to comply with this legislation the University Fire Safety Unit together with
Estates and Buildings has developed the Fire Safety Drawing register.

2 2 53 g 5 il
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Done

J/ Trusted sites # 100%
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