Content Manager Guidance

File Electronic Records from SharePoint or Teams

This is guidance for how to create a OneDrive shortcut for records in SharePoint or Teams, which is necessary
to file them to Content Manager. Any record in SharePoint or Teams can be filed to Content Manager as long

as it meets the File Format guidance. Records should be filed to Content Manager if they have retention value

and are inactive. Review our Managing Records in Teams guidance for information about how to capture

other Teams information (Posts, Lists, Planners, Wikis, etc.) that can be filed. After a shortcut has been added

to OneDrive, records can be filed using either Dropzone or Direct Drag-and-Drop.

Starting from a Team:s site:

Documents > General

B Edit in grid view [ Share

& Copy link

=) Add shortcut to OneDrive

DR  General Posts Files v Stories SOPs RM Knowledge Base CM Knowledge Base Work Plan  Polly  CM Cleanup

Or, starting from a SharePoint site:

B2 Share D Copylink

$ Upload ~ 2 Editin grid view

Documents > General &

@ Sync

=1 Add shortcut to OneDrive

L

Added 1 shortcut to My files in OneDrive
Dane

General - DES RALS ARMMS
Records Management

Done

~ @ Ryan - King County

» Apps

> Attachments

» CM - Administration
» Contacts

> Desktop

» Documents

» Downloads

> Favorites

> o General - DES RALS ARMMDS Records Management

| i L DARAD

o . /| e
FE=DT "~ Va
® e 4R

e

RECORDS
MANAGEMENT

The process is identical for both
SharePoint and Teams. Start by
navigating to “Documents” or “Files”
where the records are stored.

1. Select Add shortcut to OneDrive

A small window “Added 1 shortcut to My
files in OneDrive” will then open. You
can close it.

Note that if you have previously synced
or created shortcuts for the same
folder(s), you might need to first unsync
and/or remove those shortcuts before
starting this process.

2. In File Explorer, locate the folder you
synced as a folder underneath your

OneDrive in File Explorer. The folder will
look the same as your other folders but
will have a “link” symbol: __
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When you are finished filing from a
SharePoint/Teams folder, you can

To remove the shortcut after filing is finished: manually remove the shortcut.
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