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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 Teams site: 

 
 

Or, starting from a SharePoint site: 

 

     

             

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:  
 
[continued on next page] 
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To remove the shortcut after filing is finished: 

 
Or 

 

3. Click on the folder in File Explorer to view the 
records. You now have access to all documents 
you added a shortcut for. 
 
4. File the records using either Dropzone or 
Direct Drag-and-Drop  
 
When records are filed using this process, they 
are removed from SharePoint/Teams, and 
moved to Content Manager.  
 

When you are finished filing from a 
SharePoint/Teams folder, you can 
manually remove the shortcut.   

 
From File Explorer, right click on the shortcut 
folder and select Show more options and then 
Remove Shortcut. 
 
Or, from the online version of OneDrive, select 
the folder and choose Remove. 
 

mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-file-dropzone.pdf?rev=b8773c3d32e14982bd96cd6d4c682401&hash=A2703DFC25E33356B4D941E84DBB4A16
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-file-direct-drag-and-drop.pdf?rev=8f55083034504a79a6b95b8d605a164f&hash=F5AB9C2EE752620654B53F523D42897D

