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Welcome to Meltwater Drive’s platform for file/document sharing and project administration. You 

can reach the platform from Meltwater Drive’s website using any web-browser. No additional 

software is needed, you just log in. This manual helps you to get started. 

 

1. LOG IN 

Go to www.meltwaterdrive.com 

 

2. THE DASHBOARD 

When entering the platform you first reach your personal Dashboard which shows some of the 

information available to you. The dashboard view can be customized to fit your preferences. You can 

add, remove or change the position of the boxes and what sort of information to fill them with. 

The most important box is called Workspaces, which shows the folder structure(s) you can access.  

There is also a “classic view” for users who don’t prefer to see streams with comments. It is possible 

to change to this view in “Profile & Settings” and under “Edit Settings”. 

To log in, enter your 

username and 

password here. 

Here… 

...or here! 



Click on Workspaces (or one of the folders on the Dashboard – Workspaces view) and you will reach 

the Workspace. 

3. THE WORKSPACE & FILE VIEW 

The workspace is the area where all the files/documents are located. The file view is similar to that of 

a personal computer. 

 

 

 

 

 

 

 

 

 

Here… 

...or here! 

Folder view 

(Drive Navigator) 

List of folders 

and files in the 

open folder 



 

4. VIEW AND DOWNLOAD 

Click on a file to view or download it. A preview of the file will appear as well as a green download 

arrow. Click on the green arrow to download the latest version of the file. 

 

To go back to the folder view, click on the desired folder in the Drive Navigator (or use the backward 

arrow in the web browser). 

 

5. UPLOAD A FILE 

To upload a file, click on the Add Files icon. 

 

Preview of the file, 

document, picture etc. Click on this green 

arrow to download 

the latest version. 

To add a file, 

click on this icon 



There are two ways to select files for upload, either by finding the file on the computer by clicking 

“File” or by drag and drop it into the box, using the mouse. 

 

 

6. CREATE A FOLDER 

To create a folder click on “create” next to the star shaped icon.  

 

Click on “Folder” and then “Standard Folder”, give the folder a title and press OK. 

 

 

Click on file here 

Drag and 

drop into this 

box 

Click on create to 

create a folder 



7. DELETE, COPY & MOVE 

In order to delete, copy and move (cut) folders and files click on the checkbox next to the item. This 

activates more buttons for doing further operations. It is also possible to download this way. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check this box 

to activate the 

action buttons 

Action buttons, delete, cut, copy & 

download. 



8. ADMINISTRATION & PERSONAL SETTINGS 

Click “Profile & Settings” to change password, change the user profile and other administrational 

settings. 

 

This page gives several options for adjustments, depending on your type of account. It is always 

possible to navigate back to the start using the buttons (Dashboard or Workspace) in the header. 

 

9. ADDITIONAL INFORMATION 

Further information, manuals and instructional videos can be reached from the Help link. 

http://workspace.meltwaterdrive.com/meltwater/help 

If you have any further questions, please contact your administrator or call the Meltwater Drive 

helpdesk.  

Meltwater Drive Helpdesk: +46 (0)8 410 370 01 

Your Meltwater Drive Contact: Astrid Lindholm +46 (0)768 55 82 71 

 

Profile & Settings 

Icons most commonly 

used/needed by users 

LOG OUT from the 

platform here 

Navigate back to 

the start 

HELP link 

http://workspace.meltwaterdrive.com/meltwater/help

