Content Manager Guidance

Move an Electronic Record

This is guidance for how to move an electronic record to a different folder in Content Manager. This can be
necessary if the record was accidentally filed into an incorrect folder.
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5. Click OK

Alternatives!
You can click the pencil icon to the right of Folder in the Details pane to move one record at a time.

You can also simply drag-and-drop erecords to different folders within Content Manager.
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