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Share Content Using References and Email

1. Introduction

There are multiple ways to share documents and records that are saved in Content Manager. If the
recipient is a Content Manager user, you can send a reference directly from Content Manager. They will
click the link and open Content Manager to view the document or record. If the recipient does not have
access to Content Manager, you can email them the actual document or record.

2. Procedure

Emailing from HPE Content Manager
1. In Content Manager, select the document to be emailed.

Multiple documents can be emailed at once by tagging several documents. Tag by clicking on the far
left of a document title so that the purple tick appears:

SEARCH | ACTIONS FYB RESOURCE KIT MANAGE

T @ i O ’ Q a [Eﬂ q Saved Record Searches =
E| . 5] * [
roperties Container Records Contained Records Close Refresh Reload | Find  Refine Classifications  Save  Favorites Tag  Untag Invert
(- Alternative) (- Alternative)  All Search Records Search Search As Al AL AllTags
Quick Navigation Record Searches Search Tasks
Search for Search by Matching criteria
||:| Records VH Date Registered ‘v - | 1/6/2017 to 6/07/2017

[ Records - myDocuments - 3 Records found |

[%9 Records - myDocuments - 3 Records foun [=][®] =]
+_gi £ Container £2) Recard Humber Title Date Registered

v = ol 20171 @5 D2017/103673 %] 2017 Hinerary Study Tour Florence. 10/07/2017 at 10:06 AM

T LEDZ AL T TPropoted TEnerary - StUay ToUT Stage 2 - FIoTence TEaly STOT720TT 5t 3120 PRT

" ol 20171 @5 D2017/103656 %] IT Training Services Test Document FYB 6/07/2017 at 10:27 AM

2. Onthe Home tab in the Records Management section, click Mail.
B = HPE Content Manager

ﬁ HOME SEARCH ACTIONS FYB RESOURCE KIT MANAGE

GO B ® WMOLMRBUY 2a AddAELB & H

Go  Properties Container Records Contained Records Close Refresh Reload Motes  Create Mail a\mntEs Current Retrieve - Edit Check Check Final AllRelated Relate Revisions
Ea(k Farward (+ Alternative} [+ Alternative) Al Search Referenc Location Temporary in out Records
Quick Mavigation Records Management Document Management

3. Check the desired boxes in this pop—up. Click Content Manager record reference to email the
record reference to someone who has access to Content Manager. Click Electronic document
to send the document itself (as an email attachment). Or, select both to email both the reference
and the document.
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Note: The electronic document attachment can be renamed before sending.
4. Click OK.

wi Send To Mail Recipient - D2015/139958 ] X

Format  Metadata

E] Content Manager record reference

Internet URL
@ Include Content Manager indicator and record number in émail subject
Electronic document

New attachment name (Optional)

In the example shown below both options have been selected, so both the Content Manager
reference and the document (as an attachment) will be included in a new email. The .tr5 file
attachment is the direct link to Content Manager. Content Manager users will be able to double click
on the attachment and open the record directly in Content Manager. The electronic document will be
emailed as the native format document (e.g. Word document, Excel spreadsheet, PowerPoint file,

etc.).
Note: Remember to insert your university signature into your email before sending.

Subject HPE Content Manager DOCUMENT : D2017/103654 : Proposed Itinerary - Study Tour Stage 2 - Florence Italy

Attached :§ :‘;ol:lsosad Itinerary - Study Tour Stage 2 - Florence ltaly.DOCX EE :gepbo;ed Itinerary - Study Tour Stage 2 - Florence Italy.tr3 -
— 0 bytes

2.1.1.1. Emailing from Outlook
Note: Microsoft Integration with Content Manager must be turned on to attach Content Manager
references and documents to new emails.

1. In Outlook, click New email, or Reply to an existing email.

Send / Receive Folder View Help Content Manager

" £33 m [ Fim
Eé L_) = £ Team Email

Home

New Delete Archive [Reply | Reply Forward [T7 . o)
tems~ | # ™ Al ] « Reply & Delete
Delete Respond Quic
4 Favorites ¢ Search Current Mailbox O | Current Mailbox
Inbox All  Unread ByDate v 1

Sent ltems o

ITDS Service Desk
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2. Click Content Manager tab on the ribbon at the top of the email.

File Meszane Insert Options Formiat Text Rewiew Help Content Manager

B0 & &

Checkln Style  Attach
onsend T Record

Outlook ILem Taols

Te.. | | i K |

3. Draft your reply or new email, then from the ribbon select Attach Records button.

File Metzane Insert Options Format Text Reemwiew Help Content Manager
3 &
-
Checklin Style
onsend -
Outlack ltem
Ta... IT i k

4. This will open to show your favourite records first. If the record you need to send is not in your
favorites, click Search to navigate to the record you wish to attach.

n Salect from Records - Favourite ?
& Search by Matching criteria
Favourite & Favourite e Cret Q
r@ O Container Record Mumber  Title
e [0 2 ol 2oeressd wi D2020/107702 W] PROCEDURE - Records Services - Student File Reactivations - 2020 2
Containers O +ml 20213896 INFORMATION MANAGEMENT - Dats administration - HFECM - HPE Content
: O +m 20211352 AREA MANAGEMENT - Planining - University Library - Special Collactions Arch
[Eg O 2 ol 202123 wi D2021/26078  w Records Services Staffing Roster North Terrace - Waite = WIFH - February 2021
D:?:::m D +ml 2021/859 AREA MANAGEMENT - Staffing - Unrversity Library - Professional Developmen
i O +ml 2021720 INFORMATION MAMAGEMENT - Records management - Liaison with Supernds.
[} [ +m 202176 INFORMATIOMN MAMNAGEMENT - Records management - University Archives a
M'Id‘ Wk O +m@ 2021/5-01 INFORMATION MANAGEMENT - Records management - Dispasal - Document
il 0 +m 202174 INFORMATION MAMAGEMENT - Records management - Special Collections &
IL O +ml 202172 INFORMATION MAMAGEMEMT - Records management - Request for New File
Records In O +ml 2020/7359 INFORMATION MANAGEMENT - Records management - Control - Special Col
O = ol 20000679 1 D2020/133428 ¥ Records Servieas - Files Listing - Files Assigned - September 2020
ﬂ O = ol 20000679 %] D2020/T2029 % Records Services - Working fram Horne Tasks and Raster - 24 March 2020
Records In or O +ml 2015/2645 INFORMATION MANAGEMENT - Records management - Dispasal - Certificate
Due O +ml 2020135 INFORMATION TECHNOLOGY - Database management - FYB and Micro Foous
A [0 = ol 2018/6644 wi D2019/257216  wi PROCEDURE - Logging Cortent Manager Bsues with FYB
Saved [ = 201575644 wi 02020011977 wi PROCEDURE - HPE Contenit Manager Deployment - Adding and Remaving fro
Searches g 4
H,‘ E— R
User Labels Properties  Motes  Viewer

Cancel

oK | Search Editer |
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5. If searching, a new window will open. Select ‘Alphabetic’. Scroll down to ‘Record Number’. Or
select other method to search for records. Enter ‘Record Number’ and click on ‘Add’.

E Search for Records

Select a Search Method

Build Search

| Favourite X

I[ Alphabetic |

A3 Processing Notes

A3 Provenance

o= Published?

[ﬂ Qualification Date

ﬁﬂ Quantity

ﬂﬂ Reasoni(s) for Classification
@ Reason(s) for Update
+= Recent Containers

+= Recent Documents

B Record Action

+= Record Class

@ Record Location Details
&l Record Type

:—: Records Due

Records In or Due
+= Records Work Tray
(D Redaction OF

D Related To

6. The below window will open, Click OK.

E Search for Records

Select a Search Method

Add a Search Method

?

9 Record Number
[ not

D2015/13995§

Build Search

Type to search

Favourite X and Record Number: D2015/139958 X

| Alphabetic

Aa Processing Notes

Aa Provenance

4= Published?
Qualification Date

A3 Quantity

A3 Reason(s) for Classification
ﬁﬁ Reason(s) for Update
%= Recent Containers

+= Recent Documents

@ Record Action

= Record Class

@ Record Location Details
9 Record Number

'a Record Type

:—: Records Due

= Records In

3= Records In or Due

%= Records Work Tray

@ Redaction Of

@ Related To
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7. The below window will appear, click OK again.

u Select from Records - Favourite and Record Number: D2015/138958

D Search by Matching criteria
v Onet Q

Record Number Title

wi] D2015/139958 w1 INFORMATION SHEET - Records Servi

Favourite
] Container

@ [0 = ol 2018/6644
Recent

Containers

Recent
Documents

ces - Common Retention Schedules

i
[S]
Records Work
Tray

+

—
Records In
Gl
—

Records In or
Due

jon
Saved

Searches

User Labels Properties  Notes  Viewer

I‘ oK | I| Search Editor Cancel

8. Check tick boxes Attach a Content Manager Record Link or for Electronic Document tick
Attach original document if selected rendition does not exist, or both options to the email.

Click OK.

L_,E Attach Content Manager records

Message Fomat  Record Metadata

Attachment List

Record Number ~ Record Title
D2015/139958  INFORMATION SHEET - Records Services - Common Retention Schedules

Add record details to message body
Attach Content Manager Record link

Blectronic Document
Attach electronic document of type

h |

Digital Signature

[] Attach original document if selected rendition does not exist

Cancel
Add email text and include your university signature to your email before sending.

To.. ||

{E
Send
Subject RE: Emailing Itinerary for Study Tour

Attached EE ?[?pboied Itinerary - Study Tour Stage 2 - Florence ltaly.tr3
91 bytes

Contact Us

For further support or questions, please contact Records Services on 8313 5334 or records.services@adelaide.edu.au
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