Creating and Managing
Folders

This document provides a step-by-step process to create and manage folders effectively, allowing
you to organize your documents and files with ease.

Step 1

Begin by navigating to the home screen. Locate 'User Tools' on the left-hand side, click the
dropdown, and select 'Manage Folders.' On the screen, you will notice a yellow box labeled 'New
Top Folder.’
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Step 2

Click on the yellow box and assign a name to your new folder.
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Step 3

For example, name the folder "Medical" and create a sub-folder titled "Questions for Surgery."
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Step 4

Proceed by selecting a document type appropriate for your new folder.



QODEQS #C.. Demo2(QODEQS)

# Chat
€ Manage Folders
it 0&A Histary
Folder Settings
®a  User Tools = There are 1folders
@ General Al Quastions
= i New Top Folder To Create a New Folder, please click. To Edit existing folders,
e ddin = select from Folder and subFolder from tras
Medical Top Folder Name
[+ Logout
Questions for surgery Sub-Folder Name
View Inactive Folders Make Folder Inactive

Accepted Document Type:

Select I |
Preferred Model:
aLeo |

New Sub-Folder

Preferred Model Description

QODEQS Docs Location
Wrackstation24\Production Three\QaasticDocs

Step 5

Opt for PDF images for scanning, and choose CLIA as the model type.
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Step 6

Once you have finished, click on 'Add New Folder' located at the bottom right of the screen.
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Step 7

Your "Questions for Surgery" sub-folder will now be visible under the "Medical" folder on the
left-hand side. To manage your folders, go to 'Manage Folders' at the top left, click the left

arrow, and you are all set to organize your files within the Medical folder.
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