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Manage Document Folders – QRC IOM 105-2.2 

 

 
 

 

Points to Remember 

• When adding a sub-folder to an existing folder, click the existing folder’s name – the system will bold the folder name. 

 

 

 

 

 

 

Points to Remember 

• When creating a new folder, select the folder under which the new folder will be created. The folder’s name should be bolded. 

 


