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SiteCollection = Sharepoint List = Snared Jocuments

Shared Documents

Sharc a decument with the tcam by addirg it to this decument library.

Mew + | lUpload - | Actiors =

Settings ™

Wiew: !AII Documer;i-s

Tvpe MName

Thare are no items to show in this view of

Create Column
Add a column to store additional
information about ead item.

Create View
Create & view to select columns;
filtere, and other dieplay settings.
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Manage = s such as permissions,
columns, views, and policy.

Muodified By

MREEH L7y 2Dy —r70—FEx® 7Yy L &7,

SiteCollection = Sharepoint List = Shared Documents = Settings

Customize Shared Documents

List Information

Mame: Shared Documen
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Drescription: Share a document with the team by adding it to this document library,

General Settings

8 Tifle, description and navigation
B Yersioning settings

8 Advanced settings

o Audience targeting settings

Permissions and Management

8 Delete this document library

@ Save document library as template

8 Permissions for this document library

o Manage checked out files

Communications

8 R55 settings

o YWorkflownsettings
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Add a Workflow: Shared Documents

|se this page to set up a workflow for this document library.

Workflow Select a workflow template: Description:

Select a workflow to add to this Collect Feedback ﬂ Automatically set tile with file name when
document library. If the workflow Collect Signatures document is uploaded or modified
template you want does not Dispositicn Approval

appear, contact your Document Auto Title Workdflow
administrator to get it added to
your site collection or workspace.

Name Type a unigue name for this workflow:
Type a name for this workflow, |Autu Title worldlow

The name will be used to identify

this workflow to users of this

document library,
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sfartefs. 1 Reguire Manage Lists Permissions to start the workflow.

[F Start this workflow to approve publishing a major version of an item.
V' Start this workflow when a new item is created.

¥ start this workflow when an item is changed.
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Enable
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Auto Titde workflow setting page

SiteCollection = Sharepaoint List = Shared Documents = Customize Warkflow

Customize Auto Title workflow

After settings changed, please click OK Ok I Cancel

Chedk if you want to enable the workflow

Auto title setting
Cptions for this workflow setting

License management

Manage license for Document Auto Tile Workflow
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Shared Documents

¥ Enable folowing workflow setting

M Exclude fle extension
¥ Always set title
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Upload Multiple Documents
pload mul documents from yaur
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Upload a document fram your
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SiteCollection > SharepointList = Shared Documents

Shared Documents

Share a document with the team by adding it to this document library.
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