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Create a folder 

1. Search a case by the case number. 

 

2. Open the case and click Actions. 

 

3. Click Add To Folder. 
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4. Click New Folder. 

 

5. In the Create Folder window, fill in the following: 

a. Name; 
b. Description; then 
c. Click Save. 
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Delete a folder 

1. Search a case by the case number. 

 

2. Open the case, and click the name of the folder in the tab. 

 

3. Click Folder Actions. 

 

4. Click Delete. 

 

5. Click Delete on the popup window. 
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