Guide to Workzone
Create a templafy document from Workzone
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This guide describes how to create a document from Workzone and select a Templafy template.

Instruction

Explanation

Navigation

Select Document
on the case

Open the case in Workzone.
Click Document.
Select Create from Templafy.

E

Create from Templafy

Choose a tem-
plate

A pop-up window will display various tem-
plate options.

Choose the template you need.

Fill in the colophon if applicable.

Then click Save back to Workzone.

Create document

The document template is saved automati-
cally to the case, and Word opens automati-
cally.
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Fill in the docu-
ment registration
information

Fill in at least Title, Document Type, and
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 it as
usual.

Document Registration
Document has not been saved yet
Caze SJ-5TD-AUES0307 (workzone uniau.dk)
Shrivebord - AUG30307
Title

A Document Information

Document Type

Classification
INTERMAL. Internal

State
A, Draft

Case Handler

AUBS0307, Sara Holmegaard Rasmussen
Document Group

Main Document

Letter Date Reply Deadline

| 07-04-2026 Select 2 date

¥ Document Parties - 0

¥ Related Documents - 0




