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Transfer documents via File Explorer
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This guide explains how to open a case in File Explorer via Workzone and transfer documents to
the case through File Explorer.

automatically copied to your clipboard.

Open File Explorer on your computer and paste
the link into the address bar.
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Instruction Explanation Navigation
Opencasein Find and open the case in Workzone that you want
Workzone to upload documents to.
Open File Click the Explore icon.
=

Explore from Explore

Alink to the case will then be generated and i
the case

e.uni.au.dk@ssNExplore

\\workzone.uni.au.dk@ssl\Explorer

Attach the case

Select the document(s) you want to transfer and
drag them into the case’s File Explorer folder.

The documents will be transferred with the status
Draft.
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