
  
  
    [image: AsktheEU.org]
  

  
    Download original attachment
    
(PDF file)
  

  
    This is an HTML version of an attachment to the Freedom of Information request
    'Verpflichtende interne Regeln zur Dokumentierung von SMS und E-Mails der Kommission über Geschäfte'.
  




  
    
      
[bookmark: 1][image: ]



[bookmark: 2][image: ]

[image: ]

 

All users, regardless of their Ares profile, can use AresLook to capturer incoming 
emails in Ares. In this case, after having clicked on the button "AresLook", the user has 
two possibilities: 
 
 

 

 
After having verified what the document management rules in the service permit 
(centralised or decentralised registration) and according to the profile in Ares ("Base" or 
"Advanced") the user selects respectively: 
1. 

the first option "save and assign to" to capture the email in Ares and attribute the 

task of registering to another user (a user with the "Base" profile in Ares does not have 
the right to register documents); 
2. 

the second option "Manual registration in Ares" to capture the email in Ares and 

then complete the registration himself. 
 
On the other hand, the use of AresLook for outgoing mails requires the user has the 
appropriate profile in Ares which allows him to complete the registration operation 
(i.e. he cannot be a "Basic" user) to ensure the actions "send" and "registration" are 
simultaneousi. 
 

 

 
The attribution of the profile "Advanced" is linked to having followed a training course 
in Ares, which is available both through face-to-face attendance or as an eLearning 
course (for more information concerning the rules on the allocation of Ares profiles in 
your services, please contact your DMO). 
 
For outgoing emails, transmitted to external recipients, users can also use the function 
"external transmission" in Ares which allows linking to a document its validation 
process as well as the proof of its transmission via email. 

                                                 
i Where necessary, a user with the "Base" profile (i.e. who is not authorised to register in 
Ares) can also, in the first instance, send an email without using AresLook and then, 
afterwards, retrieve it in the "Sent items" and capture it via AresLook by following the 
same procedures as that for incoming emails. 
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