
Moving Documents Between Folders 
 
If it is not displayed, click on the Page Management tab. 
 

 
 

Select Documents & Copyright. 
 

 
 
Check the box next to the document you wish to move. 
 

 
 
Click on Modify Selected. 
 



 
 
From the Place in Folder drop-down menu, select the new location for your document.  If you choose to not have the 
document in any folder, select Root Level. 
 

 
 

Click the Save button to move the file to its new location. 
 

 
 

When the Success Banner appears, click on Close Window to return to the Page Management Tab. 
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