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SBS - Procure to Pay - Admin

@ Access the library SBS - Procure to Pay - Accounts Payable or SBS - Procure to Pay - Country Specificities

From the homepage you can administrate the library by clicking

Administration -

® 1. Library Administration . ............ ... .. . . ... 2
® 2. Library Security ... 3

£y

= Save | Cancel

Library configuration

=]
@ Home URL: hitps:/faodocs altimao.com/ut/ | shs—procure-to-pay—-ac.

Library SBS - Procure to Pay - Accounts Payable

Title: SBS - Procure to Pay - Accounts P
Categories
Views Redirect ur:
Relations

Noification address.
Roles
Workflow Nurmber of days documents are kept after delete: |30
E-mails

. Storage account of this library: aodocs storage 63 <storage account3@solvay.com>
Custom scripts

~ [ Library administration Locale email notifications: | English (US) -
Deleted documents
Locked documents Logo Image

Auit log
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1. Library Administration

Library administration

Click to
® 1. Update the home page of the library .............. 2
® 2. Update documentclasses ...................... 2
® 3. Update categories .. ...........ouuuiiiiinaiiann 2
® 4. Manage views &filters . ........ .. ... oL 2

Logo Image

1. Update the home page of the library p

Click "General Settings" to update the logo & the home page of the
library L

Imege u

4 Uploas imege
Drop files here

Welcome message
Fle Edi~ Isetr View- Fomat+ Tabler Took v

B 7 U FontFamiy ~ FontSizes

This section contains the home page deseription far your Library Shared Folders Template
You can put here all the information that your usars will want to know about the Library:
+ Asummary of the Library’s content

+ Adescription of each of the navigation links an the lefthand side of this page:
. C forthe Library d for your company’s internal technical support

2. Update document classes propeies
’ Dr===®) SO

You can add and maintain document classes (=properties) by o p—

clicking "Document classes” oty =

(Document classes are required when a new document is uploaded)

You can:
import_id @ import id
1. add a new value e
2. Enable Mulitple values (when ticked)
3. Tick if the field is manadatory
4. Tick if you want to hide the field
5. Select the field type (it can exist or you can create a new
one = new category)
Category list

3. Update categories

1. You can create a new category

2. Tick "Dynamic values" to enable users to create new
values

3. Click "Define values" to create a list of values

4. Manage views & filters

1. Click on an existing view to update it
2. Click " Add new value" to create a new view
3. Select the default view

Display @

1. Select the information to display in the view Dty comarts ot s
2. Select the information to filter in the view =

Users filters @
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2. Library Security Library security

Securty Seffings  Administrators | Root Folder permissions

o The permissions isted below only apply to the Library's root folder. Files and subfolders nsite the firary may have different permissions based

H 3 on what is defined by any user who can Edit these files and subfolders.
Library security
Select to manage authorizations S ,
nly specified users have ac cess to the library. Visibility... ¥
L. . . 8F SAODocs PP Accounts Payable-Admins Can Edit v -
Permlss“)ns are managed USIng gOOgle grOUpS. & SAODocs PP Accounts Payable-Contributors Can Edit v
X 4 SR0Docs PP Accounts Payable-Readers Can View v =
® users in the group $AODocs.PtP Accounts Payable-
Admins can administrate the library
® users in the group $A0Docs.PtP Accounts Payable-
Contributors can contribute (=updload/update documents)
® users in the group $AODocs.PtP Accounts Payable-
Readers can only read contents
Manage google groups here $ACDocs.PtP Accounts Payable-Contributors shared privately
0 of D topics * Members - About (3
Go to the group you want to update, select "Manage" This group does nat have a welcome message

Add welcome message

Select "Direct add members" Groups « EB

Enter the email of the person you want to add and click $AQDocs.PtP Accounts Payab... | [ e e ————

Enter email addresses to add as members
~ Members .
Separate email addresses with commss. Each persan wil mmedistel besom & member and can sta
All members Write a welcome message
Invite members

Direc members
OUTSEanaing mvites

Join requests
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Workflow history

This view shows the 5 most recent entries. The complete workflow log is available from the 'Document Activity' menu item.

Sept 13, 2017

Published

Aug 12, 2017

Aug 07, 2017

Published

Actor

Gaetan ANDRIA

Gaetan ANDRIA

a Comala Document

Management

Marc Claustre

Marc Claustre

Type

State

State

State

State

State

State
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Activity Version

changed state to Published at 10:05 am v7

gave Approvers approval at 10:05 am

changed state to at 10:55 am v7

State Expired

changed expiry date to '12 Aug, 2017 09:34 am' at 9:34
am

changed state to Published at 9:34 am (Space v7
Initialization)

gave Approvers approval at 9:34 am
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