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How to: Create a Folder for a Document

1. Go to the Quality menu.
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2. Select the Documents entity.
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3. When in the Documents menu, select the More icon of the Folders menu, and select New
Folder.

For more information, see Documents - Critical Manufacturing Documentation Portal &
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4. Complete the necessary fields and select Create.

When folders are created, they can be edited or removed.

=[]t

Administration

ol Create New Folder
Business Data

Definition

Manufacturing
o * Name: | Documents_01-10

Maintenance

escription: | Installation Guide Sections 01 to 10

Quality
Planning and Logistics
Business Intelligence
Automation

Data Platform

Apps

Comments:

Create

Page 2 of 2


file:///app/site_online/tutorials/images/howto_createfolderfordocument_image_3.png
file:///app/site_online/tutorials/images/howto_createfolderfordocument_image_4.png

