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This guide demonstrates how to file multiple emails simultaneously. 
 

 

Phase Instructions Navigation 

Mark the emails 
in question 

Hold down the Ctrl key to mark the emails 
you wish to file. 

 

File the 
emails 

Choose Save Item and select the case in 
question. 
 
 
 
In the pop-up window, select Document Type 
(either ‘indgående’ or ’udgående’ i.e. incoming or 
outbound) for all the marked mails.  
 
 
Change the classification, if relevant. 
 
 
 
Click Save to file. 
 

 
 
 
 
 
 

 

https://medarbejdere.au.dk/en/informationsecurity/classification-of-data/

