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g y Documents Corporate Portal > Documents > Settings > Workflow settings > Add or Change a Workflow
This system library was areated by the Publishing feature to store documents that are us Ad d a Workﬂ ow. DOCU ments
i e | v| Upload ~ | Actions - e Use this page to set up a warkfiow for this document library.
o]y MNew Document fed () Modified
[:Ij Create a new dommg@ this ibrary. . Workflow Select a workflow template: Description:
- ments” document library. To create 2 Select a workfiow to add to this document Borary. If the Approval Routes a document for approval. Approvers
... | New Folder workflow template you want does not appear, contact Collect Feedback can approve or reject the document,
|| Adda new folder to this document your administrator to get it added to your site collection Collect Signatures reassign the approval task, or request
library. or Workspace. Disposition Approwval changes to the document.
Create new document in Document Library using client application
Hame Type a unique nanme for this workflow:
Type & name for this workflow. The name will be used to ]
Docu me r'ltS identify this workflow to users of this document lbrary.
This system library w:as created by the Publishing feature to store documents that are ue Task List Select a task kst Desciption:
New ~ |["Upload |~ | Actions = Settings + Sefect a task list to use with this workflow. You can select ]Tasks x| Create a tasks list when you want to track a
Jd i ke s ez an existing task list or request that a new task list be group of v.'or:(ditems that you or your team
Type . p Documen | ) Modifie created. needs to complete.
LSS WORKFLOW : %j Upload a document from your {l-r? |
i = - — There are n computer to this library., :Inent library. To create 2
Hists List " = b Hians
3 Upload Multiple Documents oy ] s ) o Select 2 history ﬁ_ﬂ’ Dewlptm' ST
CREATION % Upload multiple documents from your Select a history list to use with this workflow. You can [Workflow History (new) =] Anew history list wil be created for use by
computer to this library. sefect an existing history fist or request that a new s warkiiow.
& s : history list be created. FILING
-\—_\_\_ .
FILING Upload document to Document Library
Start Options ¥ Allow this workfiow to be manually started by an authentcated user with Edit Items Permissions.
Speafy how this workflow can be started. i . o
E I"! Require Manage Lists Permissions to start the workflow.
-
E s % = start this workflow to approve publishing a major version of an item, Docu m ents
- =
- I start this workflow when a new item is areated. This system library was created by the Publishing feature to store documents that are used or
Save document to Document Library using client applications ‘ Nesimizal i Uoiosd il Aic oo P — l
) L Add a workflow to a Document Library
Type MName [h Create Column
I Add a column to store additional @
——— There are no items to show in this view of L. information about each ite:'n.
Corporate Portal > Documents > Settings > Versioning Settings
¥ = . - 2 = | Create View
Document Library Versioning Settings: Documents [, | Create a view to select colus,
== filters, and other display settings.
e re— Il:ju:u:utm:nt_Li!;~ra.r\,lr Settingis _
\ Require content approval for submitted items? anage setlings such as permissions,
Spedfy whether new items or changes to existing items should remain in a draft state until they have columns, views, and policy.
been approved. Learn about requiring approval, @ Yes C No
Add columns to the Document Library to store metadata for filing
SECURITY Require content approval in Document Library
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“2.l ..... Permissions: Documents
= = seleiayliel [ This lbrary inherits permissions from jeb s issions directly, dick Ed
d ’I - N !i_:_ | This liorary inl erits permissions from its parent Web site. To manage permissions directly, EditF
» /A = /== —
_ (= E/ = e e — .
P N - —- Manage Permissions of Parent User Name Permissions
— ﬁ This document library inherits
=N - —— g z Approvers Approve
~_ i b | \\ permissions from its parent.
E::\\‘::‘. - 4 ) Edit Permissions Corporate Portal Members Contribute
NN b 1 . (7)) Copy permissions from parent, and ¢
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N 9 w | Y T = then stop inheriting permissions.
i & m > Corporate Portal Owners Full Control
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S ~ Search Results Document Library = ] Edit PO[ICY : Document
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q (’) O m Name and Administrative Description Name:
1 LLI — - The name and administrative description are shown to list managers when configuring Document
WORKFLOW (7)) % - :| e S Administrative Description:
— I (@] =
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- i%\ K / Policy Statement Policy Statement:
—— | The tat tis displayed to end vhen the: ites bject to thi: A
——— N — = Ty, Ths ks tadanand e e e AP o M SeAAT e et =]
% J any spedial handling or information that users need to be aware of, _ﬂ
R Labels 7] Enable Labels
You can add a label to a document to ensure that important information about the i
\ document is induded when it is printed, To specify the label, type the text you want
to use in the "Label format™ box. You can use any combination of fixed text or
document properties, except calculated or built-in properties such as GUID or
\ CreatedBy. To start a new line, use the \n character sequence.
N Auditing [¥ Enable Auditing
b ) Specify the events that should be audited for documents and items subject to this b
policy.
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m Schedule content disposition by specifying its retention period and the action to take Ensblc Bxphaton
when it reaches its expiration date. The retention period is:
€ A time period based on the item's properties:
Creation e New Document button in a document library Eapration T — r;:jtj:" e —_ )
. . chedue content disposition by specifying its retention period and the action to take —_— S A A i A il
e Import a document into a document library ireade i s e o e et s |:| When heltem expres:
. . . . A time period based on the item's properties: € Perform i sctiont
e Save to document library from client application [GemeiBl+ [ oo B = = =
" Set programmatically (for example, by a workfion)  Start this workflow:
Vhen the item expires: [Collet Sgnatures =]
Location e Documents are held in document libraries (i -
. . . . (e Enforce retention policies by enabling content expiration
e Libraries are grouped into one or more sites e
e Sites are grouped into one or more site collections
Automatically archive documents by enabling content expiration and
M - triggering a workflow that send the document for archival.
Filing e Assign metadata to the content type sy
e Create columns in the document library
Retrieval e Internet Explorer
e Windows Explorer
¢ Native client application
e RSS
. . ’ DISTRIBUTION !
o Click a link in a result set
Security ¢ Inherited from the document library Q) oo
e Directly configured on the document
e Audit settings in Information Management Policies
Workflow, Authentication and Approval e Approval workflows T ]
e Collect Signature workflows ]
o Three-state workflows N\
e Custom workflows \\
e Require content approval library setting \ W
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