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Filing from Word

This guide describes how to save a Word document to a case in Workzone.
Instruction Explanation Navigation
Open document Open the document you want to file in Word.
Select case Click Select Case in the menu bar.
" Select Caze v

Find the case you want to record the docu-

ment to - either in the Top 10 Recent Cases Case

or in ‘Search for Case’.
Fill in information | Enter at least the Title, Document Type, and Document Registration v oX

Classification in the document registration
column, and finish by clicking Save on Case.

The document is now created and saved to
the case. You can continue working on the
document as usual.

Document has not been saved yet

Case 2026-0947845 (worlzone.uni.au.dk)

Test mini-masseforsendelse

Title
Skabelon - engelske vejledninger - Kopi (11)

A Document Information

Document Type
Classification

INTERMAL, Internal w
State

UA. Draft v

Case Handler
Document Group
Main Document

Letter Date Reply Deadline

==

| o7-04-2025 [15] | Selecta date l15]
¥ Document Parties - 0

¥ Related Documents - 0
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