Move documents

There will be times when you want to move one or more documents from one party
to another, or from one claim to another. Documents that have a contact associated
with them must be moved from the Contacts tab.

How to: Move documents
 Move a document that has a contact associated with it
¢ Move the contact from the claim
e« Move to another party
¢ Move to a new claim
o Move a document (no contact associated with it

e Tips

Staff roles with security access to move a document, or move a contact associated with a document
are restricted by delegation.

Moving contacts doesn't apply to emails filed away to Eos using Email Toolset, for more information
see email toolsets 'File an inbound email* page.

If a document is included in a Bulk Print and it is moved the details in the Bulk Print contents page will
update the Claim ID to reflect the new location of the document.

Move a document that has a contact associated with it

This action moves both the contact and the document to a new party and or a new claim.

This activity is restricted by delegation.

Move a contact from the claim and keep the contact linked to the
original party, but NOT to any claim

Step 1

Open the claim or party record and go to the Contacts tab.

Step 2

Select the contact associated with the document and click Move.

Step 3



Click 'Clear the Case'.

Leave the party selection as 'Remain linked to current Party’.

Move contacts - remain linked to current party TS



p dejg

[@ouep A0
882D JUBLIND 01 Payuy| ujeway
asel) ayj Jeajd
G = 8SED) 18YJOUR 0) BAOWN
wien
Aued JuU8iind 0] paxuy| ujewey =
. =) Aped sayjoue 0) sAoN ®)
Aued
130 o) 5 (3 O

o0 Svo0V ) [Fisit] L:0L SLOZI0L/Z0

Jaquuiny wne) Aped 1uaund uonaussaq © Wiyaea p

;

$10R1U0D) @

s

: - o

18oues 0 | s19u0D anow |
9 eedwon uogensibey  sMEIS og6Lzoel umasosea  [lllov #svoov | B
1ROABI] Z2ng] wie) Syoov A <

deH & SdiHD ¢ sadAL jusweppul ¥¢ swie(d aAlydlY  XE wieD uado Y Aueg uadp 17 wie|d sjes1n g awoH 4

~ OMLIBSNZ  1N0QW - £70°60SINVE - Pl AU swield  sysel - juadey SO



B | o/ow 0] g Sjorju0D Aped

‘ge} sjorjuO 8y} 0) 0B pue piootal Aued usdp

| dayg
fyaed mau ayj 0} Juswnoop ayj pue JOBIUOD aYj} Yjoq SAO

‘mopulm dn dod Bunnsal ayy ul MO 30110



Z das

dieH @& SdiHO %%

- OMm| 1#snZ NOay - £°0°605LNYE - 71 AUJ

sedAL ewenug %

SWelD eMudly F%

ase|D
L1011} OO0
elupsEiRIpS TUBID - EBUPUIT TOWNOD peasIay £5°G1 SLOZ/0L/90 (&
ad
RS o TOHOIEEs0 » FIALTIEWNIo © SIS » SWIIFTea
sjuswindo(Q pPeleIdossy ©
- uopdudsaq
dnoso ABojouyde L sseuisng - J8sn ejdwes I Agq yum jieeq
= une; Supuoouy uopdesIa
T Aped 138185 8sesid uoseay
ElliciClalisl=8eg)]
09 40 09°1 ] = 3O
* sroov - Pajaidwod Ruod WelD Byl auoud PEBGD lemul OSSI Gueing PEIEL SLOZIOLIZO0 ]
< 8lU] 9S8l
-Ir._.z_-m_s_ « M pE1ejdwod eousiejuoD 8seD DES| auoyd 80UBIBIIOD BSED Suobing 9L:SL SL0Z/0LIZD 2
JUswiesiy "
s § n 9VOZEEE 12UIB1I0 sieaciddiy/siBLeley BuIOIND 95151 SLOTI0HISO [
Lol « 3l D551
o - s 18|ag aseald ajeg aseald Bujwoauy 8151 $L0T0L/90 [
e
arowey sroov - reuisuo 1afa|dwiz YU oRIU0D Sujwosu) 9€:5} 51L0T/04/30 1
= wuen
Q =
Ledo _W_ seoov [ 18ies osEBly Pajes asealy Bujuwoauy £5:61L SLOZ/OLIG0 i@
PPV le8quuny wyed TOanSEsa © POUBH © UOSEsH uoRaasq - o WIL7EEd 2
Aewwing joejuon
L MBIAYIST  sjuleldiuod m Bular pue ujesH m“ sdiysuopejey | sjdwoig , s10123ipu| .m S3Sel | sjuawndoQ | syoEuod | SwieD ” Ieiduan
“Bw3 L APV PRY ¥t PRUO PRY 45y AMBd eBiaW P Aued ;waall Aued up3 &
8s0j0 sliejaq Aped
I Jaquunpn sawolsndy
UNe|D aapisuas 1euyl 10} uosiad/poys Nje ue pajdslas seyjusd siyL W

wye|d uedo Hg

swed sxsey

Aued uedo Y

- Juaday

1eafyyBin zzng T KN

wie|s ejeesd EJ

swoH &

SOH



B | yoieas Aued - Aued Jayjoue 0} aAOp

‘Aued mau sy} joajes pue (Uodl yoless) sselb BuiApubew ay) uayy ,Aured Jayjoue o3 aAO, HoI|D

¥ deis
"BAOIN 911D

¢ dayg
‘Wigd mau e 0 Jualinoop e aAoly o) ob Aued swes ay) Joj Wies 1syioue e
‘¢ dais 0} 06 wied mau e usy) pue Aped maue e

'0] JOBJUOD BAOWI O] "J2BIUGD BY) 108]8S



{1}

| daig
WIE|D Malu e 0] JusWwindop e aAOl

"Aped mau 8y} 0} JUSINIOP puUE JOBJUOD 38U} Y10g SAOW O] MO 391D

g days

9j09) 100

LPULIUUIUL L ey e T ]

1apiaoid

- Juawabpo’
SH0Z/60/L0 wieip ig

SL0T/0HLENY 0} Ajuoyiny Jeafby zzng

-

10}

oy - SH2/60/20 uBWIED 1eafybi] zzng
ILE| v ©
seg  aeqg v WEN
’ Aued moIA pu3 7O 30y v SWEN
sjuedpiued

I Usquiny ased  wie|D GpODV :adAL esed

| aoay | suones|uBGIO JauO | dnolp ssaulsng | 1eAoidwI  Ayoe/i0pUBAIIRPINOIY | ] U0SIad |uosiad | swieip

jauesy p (o]

yoseag Aped

I Jaquinp Jswolsnd
JeafyBin zzng v KA

d°PH @  SdIHO % saddLjueweiul #  sweD oMWY ¥ wepuedo M Auedusdo YT wiep e EJ  awoy ¥

- OMLI3SNZ  N0QY - £'0°60SLNVE - 71 AUT suigy)  sysel  a Juaday mOm

T TR a—— , " dnoip 1§ g papirasd si0ichg PusaI] SMOPUIN - Yo1eas fieq )




NG | u22.10G [BUIS - S]9BJUOD BAOW

WIBJO pajjioads sy} y)im pajeioosse mou S! JUsLUNI0op paje|al S} PUE JOBIUOD BU) ‘US310S LUOHEULIUOD By} Ae|dsip 01 MO o119

‘Pajosias aue wield ay) pue Aped sy} Yjoq 'UsI9S S}OBIUOD A0 BU] U]

g dag

‘WIEjd mau ayj 1osjes pue (Uoo| yaless) sselb Bulkjubew ay) usyy ,8ses Jayjoue 0) sAOH, hellfe)

¢ do)g

"SAOIN 3OI|9 pUB JUSWINJOP 3y} YIMm Pajeloosse JORJU0D ay) 193]9S

Zdag

'qe} s)9BjUOD 9y} 0} 08 pue piodal Aped 1o wiep uado



} Y}IM pajeloosse JOejUO0D OU Y}IM JUSLLINIOP B SAO

leaugd p.le]

888D JUBLIND 03 Pa)uUj uleway 2
aseD 8y Jeald )

wieid SyDOv I Wm 8sed J8yjoue o) BAOKW =
wiein

AuBd JUa.nD 0] payul] ulBWwey

=
D Alled J24)OUR O} dAOW

[
Aued
OO0

LiOo kb

wiB|D SrOOY -I seaAQuby zzng

24551 51L0Z/01L/90
Jaquiny unejd Aed jusund uondussaq ‘© swaYeq
spRueD

Isoued | o]

SIORJUOD IACW

B ounn seuiorend

Jeafubi zzng v B

dieH @ SdIHD %% sadA) Juswanpul e Sweld MYy HE wie[d uedo mg Aued uado ¥

wied D Ex awoH &
- omj 1asnz

noqy - £0°605LNVE - pL AUT

sune|y sxse) - jJusday

SO



‘wie|o
[eulblio 8y} Joj dnoif JuswnIop By} Ul UIBLISI [[iM }f ‘ISYIOUE O} WIBJO SUO WOy PaAOW S| pue dnoib Jayjoue o) pajeloosse Jo PayUl| SI JUBWINDOP B J| e

‘8190140 BAINOSXS pUEe UolelsIuILpPE - sispes) Wes) ‘sisBeuel jjun ssauisng snjejs 219|dwoD, & Ujm SJUSWND0P 8AOW 0 palinbai si uoijebajag e
'siebeuew Wes) pue siebeuew Jun SSsUISNq JUSLINJOP 0/pUE JOBIUOD B SAOWSI 0} pauinbal si uonebajeq e

"JoJeuiplo-02 poddns Joluas - Jauueld uoneligeyal away| pue Jabeuew swie)p ‘Jsbeuew ssed
"10jeUIpI0-00 8SBD ‘J0JRJISIUIWPE 9SED UsBBUBW 858D d|/\ ‘SJUSLUS[IIUS SO0 SWIBJD ‘JUBWIIES.] JIIIL0 SWIEJD ‘SJUBWISSSSSE 190140 SWIB}D SI2A0D
8|oJ Jaumo ased sy | “Aued swes sy} 0} Buojeq swiejo syl papircid USYIOUE O} WIBID BUO WO} SIOBJUOD PUE SIUSLUINJOP SAOW UBD SISUMO 8SEBD) e

's1afeuew soueinsse Ayjenb pue sisbeuew swiejo [Eo1UYD8) ‘SIS0 BANDaxa ‘siabeuew
Les} 'siopes)| Wes) 's1ad1jo Uoljel)siuiWpe ‘sia1o uojjelisifa. (Aled Jo Wiejo & wou) JusWNI0p JO/PUB JOBJUOD B SAOW 0} palinbal s| uonebsjag e

sdi]

MO 211D 'peAowW usaq aAey splodal jey) Buisiape dn dod |im UsaIos UOHBLLILLOD Y “Pajsi| (S)JuaWnoop sy} SAOLW O} MO YoID

"youeag ¥ol|o pue s|iejsp jueas|al ay} Jejug “(uodl yoless) sseB BuiAjubew ayl 32119

g do)g
"WIBID M3U B 0} JUSWINDOP 8} S8AOW 0} ,8SBY Jaljoue 0} dAOJ, 10 Aped mau e 0} JuSWNJop 8y} aA0W O} ,AJEd J8YI0UR O} SACI, YOI|D

¥ da)g
BAOIN X2I[D

¢ dajg

‘Wayl U0 Uel) s10w SA0W 03 %0110+ 1M LD] 4o U0DI J93[2GHINIA BU) 8SN ‘XOQ 8U} %A1} UBD NOA “JSI| JUSWUNIOP 8U} WO} (S)jUswnaop oy} 108|188

z doyg

‘gej-gns wie|D 10§ sjuaWIND0Q UsL} ‘ge} spuswnoog auj 0} ob pue wieo uadp

| dajg
‘ge} sjuawnoo 8y} 8sn |jim NoA ‘Il 0} payosele 19B)UCD OU UM jusLinaop & Buincw Uaypp



