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• Everybody can add technical content to the 
Tools Register, and everybody can search for 
and use content from the Tools Register.

• Unlike other Knowledge Platform content, the 
Tools Register content is not quality 
checked by editors or other gate keepers, 
prior to upload. Instead, quality status is 
highlighted with quality assurance (QA) 
levels – read more on slides 9-10.

What is the 
Tools Register?
The Tools Register is a solution for 
technical knowledge (tools) 
sharing: scripts/codes, apps, app 
templates, plug-ins, documents, training, 
guides, processes/ways of working, 
external information.

https://cowi.sharepoint.com/sites/BIM/SitePages/Card-view.aspx?xsdata=MDV8MDF8fGJmNmE2YTI4MTZiMDQ5ZDBkNWFhMDhkYWUxZDFmYmJhfDExYmUxNTM4NzlkODQ5Mzk4MmI4Yjc2NzgwNWQ4MjVifDB8MHw2MzgwNzA1ODkyMTQwODY1NzB8VW5rbm93bnxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazkwYUdWeUlpd2lWMVFpT2pFeGZRPT18MXxNVFkzTVRRMk1qRXlNRFl6TlRzeE5qY3hORFl5TVRJd05qTTFPekU1T2pFek0yVXpZVGRqTW1Fek56UmtPVGxoTWpOaU9ETTRZMlE0TWpRMk1qZGlRSFJvY21WaFpDNTJNZz09fDY5NjI4NGUxMjlkMTRkZGFkNWFhMDhkYWUxZDFmYmJhfGZjOGY5NTI2NzVlNzQzMzM5Y2VhYmUyZDY5NTFkZTI0&sdata=dUV0eVBXc2hkemQ0MlBqQjgxNktwQjRNUDRTZGQzTWlYVzBzWHBreHRscz0%3D&ovuser=11be1538-79d8-4939-82b8-b767805d825b%2Cpedam%40arkitema.com&OR=Teams-HL&CT=1673523441204&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMzAxMDUwNTYwMCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D
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• This supports the co-creation value – we are 
building on top of common knowledge instead of 
inventing similar knowledge in different parts of 
COWI.

• With the Tools Register, the technical 
employees will know where to go to put their 
knowledge, and others will know where to look 
for the knowledge.

• Nobody knows everybody in COWI. Now, we no 
longer need to know the employees we are 
sharing knowledge with and, therefore, we have a 
potential for increasing knowledge sharing.

Why do we need 
the Tools Register?

We need the Tools Register because it 
enables employees to share their 
technical knowledge with 
colleagues across all parts of 
COWI. 
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2 Add and edit content 
in the Tools Register



Adding content
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Content is added to the Tools Register as 
links to the local site where the content is 
stored.

Click on the “New tool” button in the Tools 
Register. 

Fill in at least the mandatory fields in the 
new item window and click save.

https://cowi.sharepoint.com/sites/BIM/SitePages/Card-view.aspx?xsdata=MDV8MDF8fGJmNmE2YTI4MTZiMDQ5ZDBkNWFhMDhkYWUxZDFmYmJhfDExYmUxNTM4NzlkODQ5Mzk4MmI4Yjc2NzgwNWQ4MjVifDB8MHw2MzgwNzA1ODkyMTQwODY1NzB8VW5rbm93bnxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazkwYUdWeUlpd2lWMVFpT2pFeGZRPT18MXxNVFkzTVRRMk1qRXlNRFl6TlRzeE5qY3hORFl5TVRJd05qTTFPekU1T2pFek0yVXpZVGRqTW1Fek56UmtPVGxoTWpOaU9ETTRZMlE0TWpRMk1qZGlRSFJvY21WaFpDNTJNZz09fDY5NjI4NGUxMjlkMTRkZGFkNWFhMDhkYWUxZDFmYmJhfGZjOGY5NTI2NzVlNzQzMzM5Y2VhYmUyZDY5NTFkZTI0&sdata=dUV0eVBXc2hkemQ0MlBqQjgxNktwQjRNUDRTZGQzTWlYVzBzWHBreHRscz0%3D&ovuser=11be1538-79d8-4939-82b8-b767805d825b%2Cpedam%40arkitema.com&OR=Teams-HL&CT=1673523441204&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMzAxMDUwNTYwMCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D


Editing content
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Click the name of the content item.
(this will open the same window that opens 
when adding a new item).

Edit the content
(content can only be edited by the content 
responsible, an assigned checker or 
members of the Tools Register owner 
group).



Quality assurance (1/2)
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Quality assurance is handled with a SharePoint workflow – the QA workflow.

New content is per default labelled “not QA’ed yet”

Responsibles:
The content responsible starts the QA workflow:

• For the status “QA’ed on a project” – the content responsible should 
appoint the Project Manager of the project on which the tool has been used.

• For the status “QA’ed for a network” – the content responsible should  appoint the network 
responsible of the network in which the tool has been used. 

The QA status changes automatically and the content responsible is 
informed by automail as well as an email with the request containing:

• A link to the content item

• A link to the QA form template

• A button for approval

• A button for rejection

When approving a QA status request, a signed QA form must be attached to the tool

Start QA workflow

Review content

Approve or reject QA 
status request

Check the screen recording 
on the next page



Quality assurance(2/2)
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Video 1 – start QA workflow
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3 Finding knowledge 
in the Tools Register



27 February 2023
Tools Register11

Find knowledge 
with standard 
views

By default, all Knowledge Platform 
content is shown. But you can choose 
to view Tools Register content only.

From the card view page, check 
different list views – a simple list or a list 
grouped by content, type or network.
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Find knowledge 
with personalized 
views (1/2)

In the list view:
• adjust sorting and filtering of the content – click 

the arrow on the specific columns you want to 
sort and filter by 

• change grouping by content, type or network 

Video 2 – create your own view
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Find knowledge 
with personalized 
views (2/2)
• All view adjustments are saved in the URL, 

which makes it easy to save and share 
personalized views 

• Bookmark the page or copy the link and send 
it to a colleague.

Video 3 – bookmark your own view



For more information check here.
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Thank you!

https://cowi.sharepoint.com/sites/DKP/SitePages/COWI-Tools-Register.aspx
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