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Organization of contributors
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Document Workflow
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Registration

Fill in all mandatory fields at 

https://app.b-ecp.com

New project
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Managing your company’s account
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Viewing the status of the subscription and changing your company’s 
identification details.

Changing your subscription; retrieving your  orders and invoices.
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Managing your company’s users

There are several ways of creating your users.

� Quickly import all of them � Create each one individually
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Creating a project / Project details

� Fill in the fields taking into account the project’s 
customization requirements.

� You can start with a model with a preexisting structure 
and change it afterwards.

� On the project detail there’s a summary of the 
parameters, as well as different actions, depending on 
your permissions. More on this in the context of roles, 
groups and corresponding rules creation.
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Selecting the users involved in the project & 
email preferences
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Documents codification

Create the document’s organization structure according to your 
needs.
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Documents codification
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Documents codification
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Choices allow for the creation of sub-categories in the 
codification elements.

(Element document «Type» / sub-category «Note» )
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Creating roles
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Inviting participants to a multi-company project

� There are several ways of adding participants to the project.

� They’ll show up in the options 
list if you’ve collaborated before.

� You have their B-ECP identifier.

� You can invite them by email.
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Creating user groups
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Choose the roles to assign to the group
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Setting document access rules

� Select one or several issuers

� Select one or several 
departments

� Select one or several document 
types
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Setting the document approval rules
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� Select one or several issuers

� Select one or several 
departments

� Select one or several document 
types
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Managing your documents

� Directly retrieve any document with the help of dynamic filters.

� You may save custom selections adapted to your project.
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Managing your documents

Quickly import your document list
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Managing your documents

New versions are automatically detected and assigned to the documents you created.
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Distributing the documents’ files
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Distributing the documents’ files

You may validate and send the distribution if the project doesn’t have the “sending by validation group” restriction.
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Evaluating the documents

A message will let you know that your feedback was 
successfully registered and that you should send it.
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Sending and retrieving evaluations

� Retrieve any evaluation with the help of dynamic filters.

� You may save custom selections adapted to your project.
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� When you send an evaluation the users who issued the 
corresponding documents are automatically notified.

� You may also choose arbitrary recipients.
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Following the evolution of a document

Document version and feedback follow-up
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Information and communication extras

� Project’s internal messaging service.

� Interactive notifications.

� Dynamic help adapted to each process.

� Printing of the current page or of saved selections. 
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