Content Manager Guidance

Document Queues -

Filing

This is guidance for how to file electronic records to Document Queues in Content Manager. To file to a

Document Queue, it must have already been created. Refer to separate job aid for that guidance.

pesian  Layour 9 search

T masnceds asBocedd AaBbCe AaBbCel
T Fhormal Yo Spac, Heading | Heasing2

Yt o o ety ha il

AaBl wonce o

L_E | | Content Manager
o

Q ﬁ % ‘DI Q I}ﬂ I% B3 Document Queues =
||| Disposition Requests
Multi-Field ERecord Folder Box Saved Erowse by Search .
Search  Search Search Searches Searches > Category History E& Folders Without Cutoff vaes
Search Records
Shortcuts Search for Search by Matching criteria
Trays |d Records v|| Date Filed |v Q, | today
@ £ Document Queues - all - & document queues
Recent v B3 Name ~ Maching
Containers
. = m DESXLRM3STZ573
[}
I:IG) B3 Riochelle| Testd © 129 Al TR pesy RMasTZS T3
o}
Recent B2 ryan B LnEmE iU IpEsyaPPDVERMSOD
Documents B Tabor_Jacquelin § Invert all tags DESXLRM3STZ573
'I._E B test — , [DESKLRMIWSNMYF2
B3 Valerie Test ESXLRM3STZ573
Consignment Copy Document Queue
Approvals
Search L4
Id Hame = 0T
My Machine | DE 39 M Notes
Consignments Location | A C\User Process ctop'\RM Inbox Email
® ] )
bl Security and Audit k

RECORDS
MANAGEMENT

1of2

1. Move records that need to be
filed to the File Explorer folder that
was linked to Content Manager by
the Document Queue (Location
from the Document Queue
settings). If the records are already
in the folder, you don’t have to do
anything!

Note: you can move emails from
Outlook to the folder (either by
drag-and-dropping them or copy-
and-pasting them). If so, you must
manually delete the emails in
Outlook after moving them to the
folder.

2. Open Content Manager

3. Click the Search tab and
Document Queues

4. Right click on the desired
document queue and select Process

[Continue to next page]
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