Guide to Workzone
Filing multiple emails
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This guide shows how to file multiple emails to the same case at once.
Instruction Explanation Navigation
Select Emails Open Outlook
Hold down the Ctrl key and select the emails
you want to register.
File Emails Select Save Item and locate the case. N
]
. ) Save
Once the case is selected, a pop-up window ltern
will appear.
Specify the document type for all selected Document Type
emails. |, Indgaende -
Specify another classification if applicable I, Indgaende
M, Internt
U, Udgdende
Click Save to file.
Save
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