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Instructions to the HELCOM SharePoint Workspace for MARINE LITTER  
 

The workspace for MARINE LITTER is provided as a platform to facilitate (i) further work on regional actions 

to reduce the input and presence of marine litter in the Baltic Sea as included in HELCOM Recommendation 

36/1 and (ii) development of core indicators to be used for the second HELCOM holistic assessment of the 

ecosystem health. 

The group members are able to share, upload, edit and store documents in the workspace. Links to google 

doc files for joint editing of draft documents will be available via the workspace. 

The workspace can also be used for discussions and assigning tasks. Access to the materials on the 

workspace is restricted to the MARINE LITTER contacts in the Contracting Parties and relevant Observers 

and can be granted to additional people if need arises. 

These short guidelines will help you to get started with the workspace 
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Step 1 – Find the workspace 

 Go to the Meeting Portal,  

either www.helcom.fi > click on “Sign in” in the top-left corner,  

or https://portal.helcom.fi/default.aspx and click “Sign in” 

(If you are not already a registered Meeting Portal user, please register, following the instructions 

available via the HELCOM website). 

 Once you are signed in, go to “Workspaces” via the left-hand navigation bar to find the MARINE 

LITTER Workspace in the list and select “Go to site”. 

 

  

http://www.helcom.fi/
https://portal.helcom.fi/default.aspx
http://helcom.fi/helcom-at-work/events/meeting-portal-instructions/
https://portal.helcom.fi/workspaces/MARINE%20LITTER-92/default.aspx
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Step 2 – Get acquainted with the workspace 

 You navigate inside the workspace using the navigation bar at the top of the page. 

 
 

 By clicking the HELCOM-logo icon and MARINE LITTER workspace you are returned to the front-

page of the workspace. 

 Actions within the RAP ML are grouped under the following headings which can be accessed by 

clicking in the appropriate link provided in the navigation bar at the top of the page; the three 

indicators under development are also included:  

 General improved waste prevention and management on land 

 Micro particles 

 Sewage related litter including sanitary waste 

 Expanded polystyrene 

 Plastic bags 

 Bottles and containers 

 Third parties 

 Remediation and removal on land 

 General improved waste prevention and management at sea 

 Waste delivery in ports/marinas 

 Waste related to fishing and aquaculture 

 Remediation and removal at sea 

 Education and outreach 

 Beach litter pre core indicator 

 Litter on the seafloor candidate indicator 

 Microlitter in the watercolumn candidate indicator 

 Tasks is a tool for structuring the work and assigning tasks to specific people. The tasks can be 

added to the timeline on the front page of the workspace, to include deadlines and relevant 

meetings agreed.  
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 Calendar is a tool for informing on relevant meetings/workshops/conferences that may be of 

interest for the implementation of the RAP ML. 

 On the Workspace front page there is also access to a Newsfeed, to inform on any relevant general 

information/update of the Workspace.  
 Note that the appearance of the navigation bar can change if new apps and links are added. 

Step 3 – Assign a task 

Click on Tasks in the navigation bar. New tasks can easily be created by: 

 Clicking “+ new task”  

 Fill in the needed information fields 

 Assigning a task to a specific person(s) is done by typing in their e-mail addresses. 

 

When the new task has been created it can be pinned to the timeline by activating it with a click left of the 

little box, then click on “Tasks” in the top menu and select “Add to timeline” (see the example in the 

screenshot below). 
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To Edit a task, you can either click on “edit” above the table or, as above, select an item and click on the 

tool in the top menu named “Edit Item”. Once a task is completed, tick the box. If a task is past the Due 

Date and the box has not been ticked it turns from black to red. 

Step 4 – Uploading documents to/from a document library 

There are two ways for adding documents to a document library in the Workspace: 

1. One by one by clicking “New document” and browsing to the file which you wish to add, or 

2. Dragging and dropping files from Windows Explorer (currently this works only with Windows 8 

computers). This allows for copying multiple files into the document library at one time. 

Once the document is uploaded, the following fields are to be filled: “Name” of the document, “Title” and 

“View Code” (see screenshot below).  
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The “Name” of the document is the one that will be visible in the document library. The “Title” field allows 

providing more information on the file uploaded. The “View Code” field serves to categorize the documents 

in the Workspace into the different groups of marine litter actions. Furthermore, within each group of 

actions, two sub-categories are possible: “Follow-up summary” and “Relevant documents”. Thus, if a 

document related to micro particles is to be uploaded, the “View Code” to use would be “Micro particles”, 

whereas if the document is the follow-up summary of the group of actions on micro particles the “View 

Code” to use would be “FS-Micro particles”. Finally, if the document is relevant to the whole RAP ML the 

“View Code” to use would be “All Documents” and the document will be available at the front page of the 

Workspace.  

Thus, please use one of the following “View Code” when uploading the document depending where the 

document should be located within the Workspace:  

 General improved waste prevention and management on land 

 FS-General improved waste prevention and management on land 

 Micro particles 

 FS-Micro particles 

 Sewage related litter including sanitary waste 

 FS-Sewage related litter including sanitary waste 

 Expanded polystyrene 

 FS-Expanded polystyrene 

 Plastic bags 

 FS-Plastic bags  

 Bottles and containers 

 FS-Bottles and containers  

 Third parties 

 FS-Third parties 

 Remediation and removal on land 

 FS-Remediation and removal on land 

 General improved waste prevention and management at sea 

 FS-General improved waste prevention and management at sea 

 Waste delivery in ports/marinas 

 FS-Waste delivery in ports/marinas 

 Waste related to fishing and aquaculture 

 FS-Waste related to fishing and aquaculture 

 Remediation and removal at sea 

 FS-Remediation and removal at sea 

 Education and outreach 

 Beach litter  

 Litter on the seafloor  

 Microlitter in the watercolumn 

 All Documents 
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Step 5 – Downloading documents to/from a document library 

To download a document from the document library either: 

1. Click on the file name, or  

2. Click on the three dots next to the name of the document, then click on the next three dots (after 

“Follow”) in the window, and then click on “Download a Copy” (see screenshot below).  

 

Step 6 – Check-in – check-out a document for editing 

Editing in the SharePoint system requires a document to be checked-out for editing and checked-in again 

once the person is ready with the edits. If you only want to download and read a document, you do not 

need to go through the steps of checking-out and checking-in, just click on the document to download a 

copy to your computer.  

The main gain from checking-in and checking-out is that several people can work on the same document 

(with hidden versioning) instead of creating several documents that may become difficult to merge.  

While you make editorial changes to the document, “check-out” the document from Sharepoint to you. 

Once you are done with your changes and wish to put the document back into the system for someone else 

to edit, you “check it in”. While the document is checked-out, no one else can make changes.  

IMPORTANT – If you have checked-out a document, you are the only one who can check it back in again. 

The Secretariat can override the check-out, but any edits you have made to the document will be 

permanently deleted in the process and therefore this will be avoided as far as possible.  

Therefore, keep a document checked out for however long you are actively working on it. Check it back in 

when you are ready to pass on the work to the next person. 
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This is the process to follow. Find the document you are to work with. To check-out a document for editing 

click on the three dots next to the name of the document, then click on the next three dots (after “Follow”) 

in the window and select “Check Out” (see screenshot below).  

 

Once you have checked-out the document, click on the name of the document to download it to your 

computer where you can normally work with it. If you have problems downloading the document, right 

click on top of it and choose either “Open link in New Tab” or “Save Link As”. When a document is checked 

out a small green square with a white arrow is visible (see screenshot below).  

 



Instructions to the HELCOM SharePoint Workspace for MARINE LITTER  
 

9 

 

When you have finished with your changes and want to up-load the document back to the Workspace, 

please proceed as follows (see screenshot below):  

 Click on “+ new document”  

 Browse for the file in your computer and upload the document  

 IMPORTANT: Do not change the name of the document 

 IMPORTANT: Keep the box “Add as a new version to existing files” ticked in.  

 

After selecting the file and clicked OK, you get the next window with the metadata of the document, click 
“Save” (see screenshot below). 
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Please be warned that the HELCOM Meeting Portal is still under development and some bugs in 

functionality still exist. Your feedback is welcome! Should you have problems, please try different internet 

browsers – unfortunately some functions work better in some browsers and others in other browsers! The 

Secretariat has found that Firefox and Chrome work best.   

If you want to dive deeper into the SharePoint check-in-philosophy you can find extensive descriptions 

from Microsoft online, e.g. http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-

help/check-out-check-in-or-discard-changes-to-files-in-a-library-HA102803583.aspx 

http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/check-out-check-in-or-discard-changes-to-files-in-a-library-HA102803583.aspx
http://office.microsoft.com/en-us/office365-sharepoint-online-enterprise-help/check-out-check-in-or-discard-changes-to-files-in-a-library-HA102803583.aspx

