Changing a Document’s
Container (Folder)

MOVING RECORDS TO DIFFERENT CONTAINERS
The guidelines describe the steps for changing a document’s Container (Folder). This is also
known as moving previously saved records from the current folder to another folder.

METHOD 1 (MOVING A SINGLE RECORD): search for the record you want to move to the new
location. Then search for the container you want to move the record to. Drag and drop the record
from one container to another> hit ok to confirm the change.

METHOD 2 (MoVING MuLTIPLE RECORDS): Search for the records you want to move to the
new location> Tag the records by clicking in front of the records>Right Click> Locations>
Container> add the Container number for the new container you are moving records to>Make Sure
to check the ‘Enclose the Records now’ button>hit OK> yes to all.
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Check to confirm if the records were moved to the correct folder.
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