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How to Close a File 

There are 3 ways to close a file: From within the file itself, from the info center, and from the search 
page. 

Method 1: From within the event file 
 
 
From the more actions 
tab in the lower right, 
select “Close”  
 

 
 
In the resulting dialog 
box, click “ok” 
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The Choose File Status 
dialog box will appear. 
 
Leave as resolved in the 
status or select another 
option if applicable. 
 
Click “Ok” 
 
The event file is now 
closed. 

 
Method 2: From within the File Info Center 
 
Select the file, or files 
you would like to close 
by checking the boxes to 
the right of the file id 
 
This will prompt the top 
menu to appear 

 
 
From the More 
dropdown, select 
“Close.” 
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Leave status as 
“resolved” or select 
another option if 
applicable. 
 
Click “OK” 
 
The file is now closed 

 
Method 3: From the Search Page 
 
Search to display files. 

 
 
Select the file or files 
you would like to close, 
by checking off the box 
to the left of the file 
name. 
 
This will result in the 
“open, delete, and 
more” boxes appearing. 
 
Note: if you select more 
than one file, the box for 
“Open” will not appear. 

 



 

 

PEER Support Services 

 
From the More 
dropdown, select 
“Close” 

 
 
Leave status as 
“resolved” or select 
another option if 
applicable. 
 
Click “OK” 
 
The file is now closed 

 
 


