Moving a document from one case to
another:

Watch Video

If you find a document that is in the wrong case and you wish to move it to the correct case. As
the Quest Administrator, you can click on the document to get into the Document Detail
screen.
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Once inside the Document Detail Screen, you must ADD the new case. On the Document
Names/Cases, click the ADD button.

Document Detail
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Click the GET NAME button and do a name search for the person and case to which this
document should be attached.
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Once you have done a name search and found your person, click on their name, then select
which case this document should be attached. UPDATE to save your changes.

Document Name Detail
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Document for* Nellie Olson
Case(s):* ¥ Nellie Olson: Case 1 - Child - 83JV-2017-DN-3 (Active; Case Filed)

Now both names and cases are attached to this document.
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Click on the name and case you wish to remove and click the Delete button, then click the
Delete button again to remove that name and case from this document.
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