Content Server Document Management
Copying, Moving and Deleting
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IS L&D
Content Server Document Management

	Content Server allows you to Copy, Move or Delete items.

The controls to do each of these tasks are shown here.
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	Note: If you are in a location where you do not have editing rights you will only have the Copy option available, not Move or Delete.
	


Tip: Copy and Move operations are much easier if you have previously added the destination folder to your Favorites.
Copying or Moving Items
Note: When you Move an item, this has the advantage that any shortcuts and favorites leading to it will still work. However, if you move items to areas with different permissions (to or from a Confidential folder, for example), you should always do this in two stages, to avoid the permissions being wrongly assigned:

· First, move the item to your Personal Workspace.

· Then, move the item from your Personal Workspace to its final location.

If you do this then not only will any shortcuts and favorites still work, but you will be sure that the permissions of the moved item will be correct.
· Click in the tick-boxes to the left of those items you wish to copy or move (as illustrated below for the East and West reports).

· Click on either one of the Copy or Move buttons highlighted, as appropriate. In this example the Move button will be used.
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· Click on the Browse Content Server… button.
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	· If you have added the destination folder to your Favorites, use the Favorites link illustrated here.

· Otherwise you can use the Enterprise link to navigate down through the Content Server structure to the destination folder.
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	· Once you find your destination folder, click on the Select > link to it’s left.

· Click on the Move button illustrated below (this will be a Copy button if you are copying rather than moving).
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· This screen appears at the end of the process to confirm that the item has copied or moved correctly. Click on the OK button, which will take you back to the screen you started at.
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Deleting Items

To delete items from Content Server:

· Click in the tick-boxes to the left of those items you wish to delete (as illustrated below for the East and West reports).

Tip: If you have a lot of files to select you can start by clicking in the box at the very top. This will select all of the files on the page. You can then un-select the ones you do not want to delete.

· Click on either one of the Delete buttons highlighted.
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· Click on the Delete button.
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· This screen appears at the end of the Delete process to confirm that the items have deleted correctly. Click on the OK button, which will take you back to the screen you started at.
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