
(English version below) 

Procesbeskrivelse til udstyrskontrol i Evita 
Evita findes på: https://evita.learning.aau.dk/login/ 

Husk at tidligere Læringsansatte skal logge på med: brugernavn@learning.aau.dk 

Alle andre logger på med: brugernavn@id.aau.dk 

OBS: hvis I logger på uden for AAU netværket så skal det være via VPN 

Login i Evita og vælg udstyr  
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Under ”udstyr” finder du det udstyr, som du er registreret for på Institut for Kultur og Læring. 

 

Klik på hvert enkelt stykke udstyr for at starte godkendelsen. 

”Quick-guide” - hvis du kan godkende udstyret: 

• Opdater til dagsdato (sidst set) 
• I ”situation (påkrævet)” vælges ”udstyr findes og er i brug”.  
• Tryk ”gem” 

Yderligere kommentarer er ikke nødvenlige 

 



Yderlige forklaring til de enkelte punkter: 

Udstyrsansvarlig: Er altid dig - og dit navn vil fremgå af linjen.  

Udstyrsbruger: Udfyldes ikke – kun hvis udstyreret ”permanent” er udlånt til en anden person f.eks. 
studentermedhjælp skal det udfyldes. Dog kan man p.t. kun finde instituttets ”fastansatte” i drop-down 
listen.  

Placering/lokale: Er ikke opdateret – du er velkommen til at skrive dit lokale nr. og tryk gem. 

Sidst set:  Her kan du se, hvornår du sidst har bekræftet udstyret (da alle data lige er indlæst, kan der 
denne gang være usikkerhed om datoerne).  

Situation (påkrævet): Skal udfyldes – forhåbentlig er det kun punktet ”udstyr findes og er i brug” som skal 
bruges. Yderligere kommentar ikke nødvendig. 

Kommentar:  Skrive venligst en sigende tekst til os om hvorfor du evt. ikke kan godkende udstyret. 

Når du har været inde og bekræfte alt dit udstyr - er udstyrskontrollen overstået - bemærk eventuelle 
deadlines, da vi skal rapportere tilbage til Økonomiafdelingen, med status på udstyret.  



English version 

Procedure on control of equipment in Evita  
Link to Evita (Switch to English by clicking on the flag) 

EVITA can be found here: https://evita.learning.aau.dk 

Remember employee from the former “Learning” must logon with username@learning.aau.dk 

Everyone else must use:  usernavn@id.aau.dk 

Note: if you are logging on from outside the AAU network it must be via VPN 

 

Log on to Evita and select “equipment”  
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Under equipment, you find all the items, which you are registered for at the Institute for Culture and 
Learning  

 

 

Click on each piece of equipment to start the approval.  

” Quick-guide”: 

If you can verify the equipment: 

• Date must be updated (last seen)  
• Under “Situation (required) select “Equipment exists and is in use” 
• Click “save”. 
• No further comments required   

  

 

 

 



Further information to each article:  

Equipment responsible: This will always be yourself and your name will appear in this line.  

Equipment user: Do not fill in - unless your equipment is lent out to another person for a longer period of 
time (ex a student worker/assistant, please write the name of the user in the comments   

Placement/room: This may not be updated – you are welcome to type your room-number and Save.    

Last seen:  Here you can see when you last confirmed the equipment (since all data has just been up-
loaded, the dates may not be updated).  

Situation (required): Must be filled in – hopefully only “equipment exists and is in use” is to be used. No 
further comments required.  

… otherwise …  

I wish to transfer the equipment to another responsible = please write in comments to 
whom and why the equipment should be handed over.  

 

 I wish to retire the equipment as obsolete = please contact Anna in Copenhagen and 
Jeanette in Aalborg   

 

I wish to retire the equipment as defective = please contact Anna in Copenhagen and 
Jeanette in Aalborg   

  

The equipment has been lost = please write in comments when and how the equipment was 
lost.    

 

The equipment has previously been removed = please write in comments when and to 
whom the equipment was handed over.   

 

For comments: Please write a detailed note to us about why you cannot approve the equipment.     

 

Once you have confirmed all your equipment the recording is done – please note the deadlines, as we must 
report to the Finance Department about the state of all the equipment.  

  

 

 




