Filing Methods

Please use this sheet to file and retrieve letters.



TO FILE:

1.  File by Subject

Main Categories are:

-Alliances, Associations, Commissions, Committees, Councils, Societies

-Athletics

-Centers and Institutes

-Colleges and Schools-UGA

-Departments, Divisions, Offices, Programs...UGA

-Development and University Relations

-Government

-International Affairs

-University of Georgia

There are also subcategories.



2.  Enter information into Access Database.



3.  Hard copy is ready to be filed.



TO RETRIEVE: 

1.  Open Access Database



2.  Go to Edit



3.  Select Find



4.  Type in what you want to find

-you can type in the subject, who the letter was to, etc.



5.  Decide where you want to search

-all fields or any part of the fields



6.  Click on Find

-this will pull up the location of the letter



7.  Go to that cabinet

-All cabinets are labeled with main categories and subject areas.



�SEQ 1,_2,_3, \* Arabic \r 8�8�.	After finding the correct cabinet all folders are color coded based on main categories and subject areas.

-Yellow=Main category

-Blue=Main subject area

-Pink=Subcategory of main subject area

-Clear=Subcategory of pink subject area


