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Quick guide on technical requirements to open files in Public 360

1. Public 360° uses Single Sign On, i.e. you are automatically logged on to the system as the user
logged on to the computer. If you are working out of office, you need to have a VPN connection to log
on to Public 360. Start by accessing ”Tools and systems” on the Staff Web.

Steff Web
Information and services for employees at SLU

| ﬁ_’ﬁ | My employment  Support & services  Organisation & goven

Information and services for employees at SLU

" Tools and systems (log in first)

2. Choose Public 360°:

Tools and systems (log in first) STANG/CLOSE

ﬂ Canvas (virtual class rooms) ﬂ ISP portal ﬂ Slukurs (education database)

& CMG Web (telephone referral & voicemail) B Klara (chemical products) & Slunik (course pages)

& Create/change your CV page & Ladok (study administration) & Slupub (publication database)

ﬂ Edusign (e-signatures) E Minutes ﬂ TimeEdit (scheduling and resource management)
& Evald (course/programme evaluations) & PhD register excerpt & usw web (registering time)

& 1A (admin) & Primula self service & Urkund (against plagiarism)

ﬂ Idis (identity catalogue) ﬂ Proceedo (orders and invoice handling) ﬂ Web mail

& Image bank/media bank = Project calculator & Zoom (video meetings, video lecture)

& Inspera (digital examinations) l & Public 360 (case and recordsmanagemem}l
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3. This is the start page for Public 360, click the red button to access the system. If you are denied
access, you do not exist as a user in Public 360. Only employees are automatically granted user access
to Public 360, not external resources, contact Air if you need help with user access.

Public 360 (case and records
management)

LAST CHANGED: 16 DECEMBER 2021

Public 360 is SLU’s case and records management system, with e.g. minutes from
the university's decision-making bodies available for reading.

G —

4. There are two access levels a user can have: Caseworker and Registrar 2.

Caseworker is the basic access level, it gives you the right to search freely in Public 360 and to add
documents to your own cases, but not to create new cases. As caseworker you can search for and see
metadata regarding cases and documents in Public 360, but only open files in cases where you are
responsible or internal participant, or where the files have been made accessible for everyone at SLU.
This access level is automatically created from the AD for all employees (see above).

Registrars are also able to create new cases in their journal unit, can close cases and see all files in
their journal unit. Access rights are granted by applying for the Records- and archives management
role in Idis, the department does that and Air approves it and grants the access level.

tes Patrik Spanning Westerlund
CHOOSE PROFILE
dl
Registrar 2
La - ua
Caseworker
La - uga

5. Public 360 can be run in commonly used browsers, e.g. Microsoft Edge or Google Chrome. Public
360 is no longer dependant on Internet Explorer as a browser, and Internet Explorer should not be used
any more.
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6. To be able to open files i Public 360 you need the client for integration with Microsoft Office
installed. If you have the button ”Visa/dolj sidpanelen” in Outlook the client is installed. In other
Office software you can find 360 as well. If you lack the client, you can install it yourself from
Software Center, or contact the IT support.

Inbox - patrik.spanning.westerlund@slu.se - Outlook

Send / Receive Folder View Add-ins Help Acrobat Q Tell me what you want to do
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7. Sometimes you need to change a setting on your computer to make Single Sign on work, or you will
be required to log on every time you start Public 360. Open the Control Panel and choose “Internet
options”.

All Apps Documents Web More ¥

Best match

Control Panel
App

Apps

3 Settings

% Bang & Olufsen Audio Control Panel
= Run

& Windows Administrative Tools
Settings

B Set up USB game controllers

(= Eye control settings

Change User Account Control
settings

S Controlled folder access

Search school and web

'D control - See school and welf=sults

£ control| Panel
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All Contrel Panel ltems -
+~ » Control Panel » All Control Panel ltems ~ [J]
Adjust your computer’s settings View by: Smallicons =
% Administrative Tools =g AutoPlay W Back up and Restore (Windows 7) . Bang & Olufsen Audio Control Panel
Q@ BitLocker Drive Encryption i Colour Management E-fy Configuration Manager Credential Manager
l%‘ Date and Time @ Default Programs ﬁ Device Manager s Devices and Printers
® Ease of Access Centre File Explorer Options ¢ File Histo A Fonts
8 Indexing Options a Intel® Graphics Settings Keyboard
5.3 Mail (Microseft Qutlook 2016) (32-bit) 0 Mouse 5¢ Metwork and Sharing Centre Phone and Modem
3 Power Options Ei Programs and Features & Recovery ? Region
3 Remotelpp and Desktop Connections P Security and Maintenance i‘ Sound 5 Speech Recognition
£ Storage Spaces @ Sync Centre 4 system Taskbar and Navigation
[ Troubleshooting 8, User Accounts @ Windows Defender Firewall ﬁWmdows Mobility Centre
Waork Folders

8. Choose the tab ”Security” and” Trusted sites”. Click ”Custom level”.

Bt T e T T Y

" Internet Properties ? e

Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ ¢ v/ O

Localintranet Trusted sites  Restricted

sites
Internet T
0 This zone is for Internet websites,
except those listed in trusted and
restricted zones.
Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
= - Prompts before downloading potaifially unsafe
content

- Unsigned ActiveX controls wil & downloaded

EEnable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

I Reset all zones to default level
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9. Find ”User authentication” and change the setting to Automatic logon with current user name and
password. Click OK.

€ Internet Properties ? K ]

& Security Settings - Internet Zone X

Settings

(®) Disable ~
() Enable

| Enable XS5 filter
() Disable
(® Enable

% Scripting of Java applets
() Disable
® Enable
() Prompt

% User Authentication

82, Logon
(O Anonymous logon
(® Automatic logon only in Intranet zone
(O Automatic logon with current user name and password
(O Prompt for user name and password

<
*Takes effect after you restart your computer

Reset custom settings
Reset0:  Medium-high (default) v Reset...
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