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1. Introduction

Document Auto Title makes it possible to auto-populate the Title column with the filename
once the document is uploaded, modified or checked-in.

The plugin is based on the Microsoft SharePoint platform and is compatible with SharePoint
Foundation 2013 and SharePoint Server 2013/2016/2019.

This document contains all the necessary to assist you using the plugin.
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2. Features

2.1 Auto-populate the Title column
Vitextra Document Auto Title allows to auto-populate Title column with the filename on

document upload, edit, and check-in.

The Auto-name feature is not provided by default SharePoint.

Enable Auto Title
To enable the auto-name feature open the Document Library, go to Library — Library

Settings:

SharePoint
BROWSE FILES
D g 7 - Cument View: (3] E-mail & Link
- i Al Documents  ~ RSS Feed
Quick Create Tags &
Ed View Curent Page Notes = Most Popular tems
View Format Manage Views Tags and Note: Share & Track
Home
Documents
Recent @ MNew 1 Upload S Sync ':j Share More v
Contracts All Documents ===

Figure 1. Document Library Tab on the Ribbon
Another way to open Document Library settings in case you are using modern Ul is go to Site
Settings — Library Settings.

Note
The Document Auto Title can only be applied to Document Library.
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Click Document Auto Title under General Settings heading:

General Settings

o

List name, descripticn and navigation

@ Versioning settings

8 Advanced settings

o

Validation settings

o

Column default value settings

8 Document Auto Title

8 Mumber Generator

Figure 2. Document Library General Settings

Mark Enable to turn on Auto Title for the Document Library.

Document Auto Title

Enable # Enable

Enable auto population title field
with the file name

Settings ¥ Exclude file extension

Choose additional options. You ) Auto update title
may exclude file extension from

the title and update the title

automatically once the file

updated or checked in.

Save

Cance

Figure 3. Document Auto Title Settings Page

Copyright © 2020 Vitextra. All rights reserved. www.vitextra.com



http://www.vitextra.com/

@ Vltextra Document Auto Title. User Guide 7

Settings
You can use additional options of the auto-population functionality.

Exclude file extension. To use filename without the extension to populate the Title column.
For example, if you upload the “Document.docx” file the Title column will be “Document”.

Auto update title. To update the Title column on the following events:

e document properties updated
e document modified
e document checked in.

To save settings click the Save button.

Once the new document is uploaded the Title column is populated automatically.

PN Clear Filter
@ " ~ | |ﬂ + | _demoData
New Upload Sync v
- = Home Share View
All Documents  «== Find a file pe) E TH Preview pane & Extra large icons [ Large icons
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El  Equipment Purchase % «++ | Equipment Purchase B Layout
Bl Cleaning Service 2020 # «s+ | Cleaning Service 2020 « v P » OneDrive - Vitextra » _demoData
1 Cleaning Service 2018 3 =+« | Cleaning Service 2018 Mame - Status
Bl T service 3 oo | IT Service € |Cleaning Service 2018.pdf ]
Bl Invoice Processing Workflow % «.« | Invoice Processing Workflow € |Cleaning Service 2020.pcif @
¢ Cleaning Service.pdf @
Bl Lanascaping Contract 2020 % -+« | Landscaping Contract 2020 € |Equipment Purchase 2012.pdf e
Bl Service Agreement 2019 3 «eo | Service Agreement 2019 € |Equipment Purchase.pdf @
= . h € |invoice Processing Workflow.pdf @
= i c 21 C 20
k1 equipment Purchase 2018 3 Eguipment Purchase 2078 G |7 Service.pdf @
Hl Tradeshow at DC # wes | Tradeshow at DC G Landscaping Contract 2020.pdf @
. . R G Landscaping Contract.pdf @
[l Cleaning Service ¢ «++ | Cleaning Service ping P
¢ Service Agreement 2019.pdf @
El  Landscaping Contract % «+« | Landscaping Contract € [Tradeshow at DC.pdf @
Drag files here to upload Titems 11 items selected 9.84 MB  Available on this device

Figure 4. Title column is populated automatically on document upload
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3. Frequently asked questions

Does Document Auto Title require SharePoint Workflow engine?

No. Document Auto Title does not require any special SharePoint Service. It's based on Event
Receivers functionality.

How to apply auto-population to existing documents in a Library?

There is no functionality to apply auto-population for existing items. You need to update
document properties and the document itself to raise the Title update.

Is it possible to exclude file extension from the Title?

Yes. Mark Exclude file extension checkbox on the settings page.
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