/v

AARHUS UNIVERSITY

AU ReUse - Creating a new
product

AU Finance

Financial Control

10/24/2025

‘s How to create a product on AU ReUse

Follow the steps below to create a product on the AU ReUse platform.

Step 1: Sign in to AU ReUse

1.

2.

Open your web browser

Go to the ReUse website: https://reuse.au.dk

Click on the sign in icon in the top-right corner

Sign in using Single Sign On - You are now signed in

Aarhus Universitet

ReUse

Kunde log ind

AU-medarbejder

Kun for Al-medarbejdere der skal handle tienstligt med intern handel.

< Step 2: Open the form to create a ReUse product

Find the menu at the top of the page

Click Tilfej ReUse produckt’ (Create a ReUse product)

You will be directed to the form.

W R reussaudk  Inst
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Step 3: How to complete the form

The form is divided into four sections:
¢ Basic information (Grundlceggende information): Product name, category, photos, etc.

Location and contact (Lokation og kontakt): Where the product is currently being stored and who to
contact about it

Project and activity number (Sag og sagsopgaver): The project and activity number connected to the
product

e Additional information (Yderligere information): Material, colour, brand name, description, etc.

Tilfej ReUse produkt

Basic information (Grundlceggende information)

This is where you provide the most important information about the product. Use the guidance below to

complete the fields in this section.

¢ Product name (Produktnavn)

What do you need to do? Give your product a name that helps to describe it.

(v} Example: Office chair - Black leather

Tip: Be clear and specific so that users can understand what the product is.
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= Category (Kategori)

What do you need to do? Select the category that best describes your product.
E2 How to do this: Click on the drop-down menu and select a category from the list.

@ Examples: Furniture, Lighting, Technical equipment

i Price (Pris)
What do you need to do? Nothing! At the moment, all products on the ReUse platform are free.
s Default setting: The price is automatically set to DKK 0, and the field is optional.

[} Please note: AU ReUse may introduce charges for some items in the future

I Quantity (Antal)
What do you need to do? State how many units of the item you have.
“, Minimum: 1

Tip: If you have multiple identical products, state the total number in your description.

¢ Condition (Kvalitetsgrad)

What do you need to do? Click on the drop-down menu and select the condition of the product.
2 How to do this: Click on the drop-down menu and select the condition that best describes the

product.

xa Main photo (Primcert billede)
What do you need to do? Upload the best photo of the product.

e Please note: If you're uploading photos directly from an iPhone, you'll need to hold the
phone horizontally with the camera lens in the top-left corner when you take the photo;
otherwise the image may appear rotated after upload.

e If you're uploading photos from a computer, you don't need to take the photo horizontally.

# Requirements:

You must always upload a main photo - it is a required field.
Your photo must be in JPG or PNG format.
Your photo must be less than 5MB.

Tip: Good lighting and a neutral background make a big difference.
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=4 Additional photos (@vrige billeder

What do you need to do? Upload additional photos of the product (optional)

2 How to do this:
1. Click ‘Veelq files’ (Select files)

2. Hold Ctrl/Cmd and select more photos
3. Click ‘Abn’ (Open)
4.  See the previews

e Please note: If you're uploading photos directly from an iPhone, you'll need to hold the
phone horizontally with the camera lens in the top-left corner when you take the photo.

e [f you're uploading photos from a computer, you don’'t need to take the photo horizontally.
# Requirements:

e You are not required to upload extra photos - it is an optional field.
e Each photo must be in JPG or PNG format and max 5MB.

Tip: Any extra photos you upload should show the product in more detail and from different

angles. You should also take photos of any damage or wear and tear.

© Location and contact (Lokation og kontakt)

This is where you state where the product is being stored and who to contact about it. Use the guidance

below to complete the fields in this section.

2 Contact person (Kontaktperson)

What do you need to do? Give the name of the person to contact about the product.

Tip: This will often be you or one of your colleagues - somebody who knows about the product.

R. Phone number (Telefonnummer)

What do you need to do? Provide a phone number on which the contact person can be reached.

Tip: Make sure the contact person can be reached on this number during standard working hours.
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Email (Email)

What do you need to do? Provide a valid email address for the contact person.
< Format: e.g. name@au.dk

Tip: Use your AU email so that the ‘buyer’ knows who they are writing to.

$ir AU location (B

What do you need to do? Write the AU location/campus where the product is being stored.

@ Examples: Aarhus, Roskilde, Viborg.

Building (Bygning)

What do you need to do? Write the name of the AU building in which the product is being stored.
2 Example: Building 1918

H Floor (Etage

What do you need to do? Write the floor on which the product is being stored.

@ Examples: Ground floor, first floor, basement.

[H Room number (Lokalenummer)

What do you need to do? Write the name or number of the room

@ Examples: 343

Project and activity number (Sag og sagsopgaver)

This is where you link the product to a specific project and activity number so that the system can

automatically determine which [unit bnd shared mailbox to use. Kommenterede [SJ1]: I used ‘unit’ for ‘omrade’ here. Is
this okay?

= Project number (Sag)
What do you need to do? Enter a specific project number in the system.
2 How to do this:

1. Click ‘Veelg’ (Select) next to ‘Sag’ (Project)

2. A pop-up window will open automatically

3. Use the search field at the top to find the project number
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4, Search for the project number or name
5. Find the project you need in the list

6. Click ‘Veelg' (Select) next to this project
7. The window will close automatically

8. The project number you selected is now on the form

Activity number (Sagsopgaver)
What do you need to do? Enter a specific activity number in the system
2 How to do this:

1. Click ‘Veelg' (Select) next to ‘Sagsopgaver’ (Activity)

2. A pop-up window will open automatically

3. Use the search field at the top to find the activity number
4. Search for the activity number or name

5. Find the activity you need in the list

6. Click ‘Veelg' (‘Select’) next to this activity

7. The window will close automatically

8. The activity number you selected is now on the form

Additional information (Yderligere information)

This is where you can add more information to make it easier for the ReUse user to assess whether the

product is right for them.

» Description (Beskrivelse)

What do you need to do? Provide a detailed description of the product.
# Content: Describe the product’s condition, function, and any damage.

Length: There is no word limit - write everything you think is relevant.

£= Materials (Materialer)

What do you need to do? Specify what materials the product is made of.
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£2 Example: Wood, metal and fabric, Plastic and aluminium, or Other

£ Colour (Farver)

What do you need to do? Describe what colour the product is.
2 Example: Black, White and Blue, Natural wood colour, or Other

° Brand (Mcerke)
What do you need to do? State the brand or manufacturer of the product.

2 Example: Ikea, Herman Miller or Philips

& Designer (Designer)

What do you need to do? State the name of the designer - if relevant.

2 Example: Arne Jacobsen, Vemer Panton

_f& Use (Brug)

What do you need to do? Describe what the product can be used for.

2 Example: Office chair, Table lamp, Storage cabinet

[H Serial number (Serienummer
What do you need to do? State the product’s serial number - if available.

Tip: This is particularly relevant for electronic equipment.

T Year of manufacture (Argang)

What do you need to do? State what year the product was made in.

# Format: E.g. 2020, 2025

Order note (Ordrenote)
What do you need to do? Add any additional comments or instructions

& This can be used for: Internal notes, delivery instructions or any other relevant information.

“. Size (Sterrelse)
What do you need to do? Give the dimensions of the product

«# Format: Height x Width x Depth in cm - e.q. 75x60x45
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Tip: Provide accurate measurements - this helps the user assess whether the product will fit in
their office space.
« Submitting the form

Before you submit the form, check that you've filled in all the fields correctly.

Before you submit - checklist

1. Review all the fields - especially those marked *
2. Check that you have uploaded a main photo of the product
3. Check that your contact information is correct (phone number and email)

4. Re-read your description of the product and correct it if necessary

& How to submit the form

1. Scroll down to the bottom of the form
2. Click ‘Opret ReUse Produkt’ (Create ReUse Product)
3. Your form will be processed

4. You will receive a confirmation on the website that your product has been created

& After you've submitted

e Your product is now active on the ReUse platform

e Other users can see and reserve it

& Do you want to delete or edit an active product?

e Create a support case at https://support.au.dk/

o Select ‘Se Servicekatalog’ (View Service catalogue) and search for ‘AU Webshop’
o Select ‘Forespargsel - AU Webshop’ (Inquiry - AU Webshop)
o Write a message to the AU Webshop support team.

= Remember to say which product your message is about - e.g. by providing the product

number - so that the support team can identify the product.
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) New products on the webshop
Once you've created a new product and uploaded images, it may take a few minutes before the product is

displayed on the webshop. This is because the system sometimes temporarily stores old data (cache).

If you can't see the product on the webshop immediately, you can:
e Reload the website in your browser.

o Delete temporary data by pressing Ctrl + Shift + Delete and selecting ‘Cookies and cache’.

e  Open AU ReUse in an incognito window that doesn'’t store old data.
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