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Available labels
« General 2 Years
C ntentis ant maticall} deleted R/ : ’ eals afte’the label is aPPlied

« University Business 3 Years
C ntentis ant maticaII] deleted th ’ee] eals afte’the label is afPlie

« University Business 5 Years
C ntentis ant” maticall} deleted:-;l e] eals afte’the label is aPFlied.

«  University Business 10 Years
C ntentis ant maticaII] deleted ten] eals afte’the label is afPlied.

Adding retention labels
A Tetenti n label can be aPfliedt- azle - Ff Ide’fr m thew eb intefac
OneD’iV e rSha’eP- int.

1. Selectawle - I'f Ide’ and in the details Pane, |- - k- TApply label. (
d- n't see the details Pane, hit the by.tt- nin the t- P fight that |- - ks
I“V el-caseiinsideacilcle.)

Label behavior

« Ingenefal, “a shald aPPI] labels at the f Ide'lg, e, Placing:-flesw
these f- Idefs.

« Unlabeledsdes and s.bf Ide’s Placed in a labeled f- |de’inhe'it the
the Pa’ent f Ide’.

. Labeledwles and s.bf Ide’s Placed in a labeled f Ide’ ’etain thei’-
label, n" t the label - f the Pa’ent f Ide.

.« Labelsd nt Nev ent ¢’ ntent f m being mara,all] deleted.
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