Custom Collection Help — Administrative User

For assistance please contact the Online Support team:
0208 996 7555

BSOnlineSupport@BSIgroup.com

Opening times: Monday to Fri between 09:00 and 17:00 UK time,

except Wednesday when lines open at 10:00 UK time.

As a Custom Collection administrator you are able to manage the content of
your subscription. Your collection has two key modes of operation; ‘Active
Mode’ and ‘Administrative Mode’. In ‘Active Mode’ you can view documents
within your collection as well as add new documents. ‘Administrative Mode’
allows you to edit your collection at renewal. If you are a new subscriber to a
Custom Collection, your account collection will start in ‘Active Mode’.

Once you have signed into your BSOL account, you will always be taken to
the ‘Home’ area. You will see ‘My Custom Collection’ under the ‘My BSOL’
section, as circled below in red. As long as you are signed in, you can return
to the ‘Home’ area at any time by clicking on the ‘Home’ tab in the top left
hand corner of the page. Or, to access the ‘My Custom Collection’, area you
can click on the ‘My BSOL’ tab and go to the ‘My Custom Collection’ area
from that page.
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Please click on the ‘View Collection’ link to view the contents of your Custom
Collection.



As the Custom Collection Administrator on you will be able to do the following
on this page:

e Activate the subscription if the subscription is in Administrative mode.
Remove documents if the subscription is in Administrative mode.

e See how many standards are currently within your collection and how
many you may add in total

e Use the ‘Quick Search’ tool, in the top right hand corner of the page, to
look for documents to add to you collection.
View documents within your collection once subscription is active.

e Check whether the collection is in ‘Administrative Mode’.

The standards within your collection will be listed in the middle of the page
and more information on each document can be obtained by clicking on the
document title. Please note that if your subscription is new and you have not
yet added any documents to your collection, then no documents will be listed
here.
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Any document within your collection can be downloaded to view in PDF
format by clicking on the ‘Open Document’ button.



You will then be given the option to either open or save the document as
shown below.
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You can add more documents to your Custom Collection at any time, as long
as you have space remaining in your collection. The total number of
documents in your collection and the number that have been added so far can
be seen here.
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If you have space remaining in your collection you can add more documents
from our online catalogue using the search tool. Enter the standard number in
the search box, select ‘search full BSI catalogue’ and click the ‘Search button’.



You will then be presented with a list of search results which you can refine
using the options on the left hand side of the page.
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Once you have located the document you require simply click on ‘Add to
Custom Collection’.

If you have recently renewed your subscription, your collection may be in
‘administrative mode’ which allows you to remove documents in order to build
a new collection for your next subscription period. If your collection is in
‘administrative mode’ you will see the following when you enter the Custom
Collection area;

Activate your collection: step 1 of 2

Fill your collection allocation

Activate and access your standards

Currently your collection contains 10 standards out of a possible 50

Continue searching

YOUR COLLECTION SO FAR

Froceed to step 2

This shows that, as the administrator, you are still in the process of building
your collection. While in ‘administrative mode’ standards users are not able to
access the Custom Collection. Once you are happy with your collection you
can proceed to step 2 and activate your collection so that all users will be able
to access your documents.

NB: You are able to add documents to your collection as well as remove
documents while in Administration mode. Once the account is ‘Activated’ you
are no longer able to remove documents. Care should be taken here.
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When you are ready to activate your account please click on;

While your subscription is in administrative mode you can both add and
remove documents.

To remove a document simply click on the ‘Remove’ button next to the
document title on the Custom Collection Page.
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To add a document to your collection, search for the document using the
‘Quick Search’ facility in the top right hand corner of the web page.
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Once you have entered the name of the standard you are looking for, click on
the ‘Go’ button and you will be presented with a list of results. You can then
add the document you require to your collection by clicking on the ‘Add to
Custom Collection’ option next to the document title.

Please remember that you can contact the Online Support team if you require
further assistance.



