Guide to Workzone

Recording a meeting
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This guide shows how to record a meeting with meeting materials from the Outlook calendar.

Instruction

Explanation

Navigation

Create case

Open Workzone

Create af new case:

1.

Case Category: Subject Case

Title:
a. Always follow local guidelines.

b. If there are no local guidelines,
follow this structure: what, when,
who.

For example: Leadership Meeting,
January 17, 2020, University Man-
agement Staff

Case Group: Select the relevant case
group.

Case Handler: The person responsi-
ble for the meeting, e.g., a meeting
coordinator or project manager, of-
ten the meeting organizer.

Default document classification:
Choose the classification according
to the meeting materials. Read more
here: Classification of data

Read access: Consider whether the
meeting materials should be pro-
tected with read access.

Open Outlook

Open Outlook

Open the calendar invitation for the meeting
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https://medarbejdere.au.dk/en/informationsecurity/classification-of-data

Save meeting
materials to case

If the meeting materials are saved in the cal-
endar invitation,
you now need to save them to the case.

Select File -> Save Attachments

Click OK in the pop-up window.

Find the Workzone case via File Explorer. You
can find the case by pasting the following
URL into the dialog box “Save All Attach-
ments”
\\workzone.uni.au.dk@ssl\explorer\Recent
Cases

Select the case in which you want to file the
meeting materials.

Click OK to save

File

|E“g| Save Attachments

Naming of docu-
ments

Check that the document titles comply with
local guidelines for filing meeting materials.

The titles can be edited in Workzone.
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