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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
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In the resulting dialog
box, click “ok”

Information

Please note that if you make changes to the file status, all changes you have made to the form will be saved.
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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.

Choose File Status

File State: Closed

Select Status: [Resolved
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Note: Associated duplicate files will also be closed

Method 2: From within the

File Info Center
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Leave status as
“resolved” or select
another option if

applicable. Status Resolved (1)
Click “OK” Note: Associated duplicate files will also be closed.
The file is now closed ]

Method 3: From the Search Page

Search to display files.

‘ Search for within in module
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Leave status as Close files ?

“resolved” or select New file status ~ (Resolved <) c
a nothe r O ptio n if Note:  Associated duplicate files will also be closed
applicable.

Click “OK”

The file is now closed




