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File outgoing mail

This guide describes how to file an outgoing email in an existing case.
Instruction Explanation Navigation
Create email Open a new email in Outlook.
Select case Click Select Case and find the case the email should (3 |
be f||ed Under. / I Attach Do
Select | ~

Locate the case you want to file the document under
— either in the top 10 most recently opened cases or
by using Search Case.

Case ~

2024-0743274, 1
2019-062-00018
2025-0812188, 1
2025-0872763, 1
2018-018-00000
2021-0311531, ¢
2021-0311533, 2
2022-0359786, =
2022-0359738, 2
2022-0359964, 2
E" Refresh

q%, Search Case...

? Create Mew Cas

Write and send
email

Compose the email and click Send in Outlook.

=1

Send

Adjust informa-

Fill in the required information.

tion 1. Title: Edit the title if needed.
2. Document type: Outgoing [set automatically].
3. Classification: Choose the relevant classification.
Save Click Save to file the email.
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