Content Manager Guidance

Document Queues - Creating

This is guidance for how to create Document Queues in Content Manager. Document Queues are an
alternative to Dropzone for filing electronic records to Content Manager.

@ | % 5| Content Manager

ﬂj Edit !!! Change Columns %.Vie
&% Checkin ¥ Tag Al (& Exp

Mew Digital Mew Disposition . -
¢ Check Out J Untag All b Sen

Folder Request

ﬁﬂiw Search for Search by Matching

Trays |ﬂ Records w | | Date Filed |v |Q|| today
@ =+ Content Manager - New O >

Recent

Containers Consignment Template Consignmen Archiving Event
Origin Document Store Meetin er ink O
ype

Document Queue

[
I:IG) Record Woaorkflow Location Recor

Recent

Documents "l"-"ir'ldr:nws Folder
A 8 Extended MAPI Folde.
I‘ E Manage In Place Winoows volder

g Manage In Place Microsoft 365

Consignment
Approvals

Consignments
o

Activities Due

B2 New Document Queue - Windows Folder

General Records Defaults Options Filters  Access Controls  Motes

Mame of document queue

|2024 General Communications - Ryan Wadleigh I

Location

| C:\Users\wadlein\OneDrive - King County\Desktop\CM Filing - for Demos |a|

Accessible only from the Er:
[ | |

Allow automatic processing of this document queue

Open Content Manager (CM)
1. Click HOME tab

2. Click Plus Sign (+)
3. Click Document Queue tab
4. Select Windows Folder

5. Click OK

6. Enter the Name of document queue — be
descriptive about what it will be used for and
also include your name as part of the title
(examples: “ABC Project — John Doe”, “2021
General Communications — Mary Smith”). If
you get an error message when going to step
10, it means you need to choose a new title
that is unique.

7. Enter the Location — this is the folder in
your shared/network drive or OneDrive
where records will be filed from. Click the
icon to locate and select the correct folder.
You can either link to an existing folder that
already has records in it or create a new
folder during this process.

8. Under Accessible only from the computer
— this defaults to your computer. We
recommend that you erase the computer
name, and leave it blank

9. Put a check mark next to Allow automatic
processing...
[continue to next page]
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B3 Mew Document Queue - Windows Folder

General | Records Defaults | Options  Filters ~ Access Controls  Motes
O Use a check in style for nmlds

Check In Style

se the following settings for new records
Default record type

12 I ERecord

Default container

I DF638975

Default option for author

ICurrent User

Specified author

To

Alternative container

[] Automatically view the current document

|:|When checking in all documents, ignore original documents

When a document is being processed: .
16

[[] Confirm check in action before continuing

Elf possible, suppress entry form when creating new records

After processing each document:

I| Delete the document

10. Select the Records Defaults tab

11. Select Use the following settings for new
records

12. For Default record type, enter or select
ERecord

13. For Default container enter the record
number for the folder in Content Manager
where the records will be filed to (i.e.
DF640177). If you don’t know the record
number, click the blue folder button to
search for and locate the folder you need.

Note that the folder in Content Manager
must already exist. If it does not, refer to job
aid for how to create a Digital Folder.

14. For Default option for author click the
down arrow and select Current User

15. Select the Options tab

16. Change check marks to match what is at
left. The only option that should be checked
is If possible, suppress entry form when
creating new records.

17. Under After processing each document
click the down arrow to select Delete the
document

18. Click OK

The Document Queue is now ready to use.
Refer to separate job aid for how to file to

Document Queues.
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