





Move/Copy/Delete Folders and Files

Control Panel > Document Library
Move/Copy/Delete Folders and Files:

Moving and deleting folders and files is useful in cases where they were uploaded to the wrong

place.

1. Go to Control Panel > Document Library.
2. Locate and select the desired file(s) or folder(s).

3. Click Cut, Copy, or Delete from the top menu.

Document lerary New Folder Document Upload | Downlead | Permissions

| Copy | Delete | Email Refresh

|:| Hame  Description Size{KB} Modified By Modified Date Action

Operating Expenses Daisy Caster 8/2/2010 12:18:14 PM Edit

E] 4th of JulyStatue 117 Axis 2/17/2011 4:00:55 PM Edit

4. If you wish to move or create a copy of the file(s) or folder(s) elsewhere, navigate to the

desired folder and click Paste.

Document LII{JTEIF!,II New Folder Document Upload | Downlead | Permissions
Cut | Copy | Paste | Delete | Email Refresh

|:| Hame Description Size(KB} Modified By Modified Date Action
D Document Library dooe Daisy Caster &/2/2010 12:18:14 PM Edit
D Document Uploading 1.png Axis 2/17/2011 4:00:55 PM Edit
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