How to Drag and Drop Documents

Between Folders ACTIVE

Tl version 10.8

. @ Admin
APPLICABLE TO: O Manager @ Collaborate
O Editor ® -TMF
O Reader

Only Admins or users (hon-Readers) who are assighed the Document Manager action can
perform this task. Because they are able to move Final documents too, carefully evaluate all
information before committing to this change.
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Release the button while the pointerisonthe @ @ --- ~
target folder. The document(s) will immediately be |° Copying/Moving documents |
moved there. A notification above the grid will
confirm successful completion.

Documents were successfully copied :
|

Note: This action will not update document metadata. Review the document
metadata and make any necessary changes after moving documents.

Final documents can only be changed with appropriate permissions
(Document Manager or Administrator).
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