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We will be moving back to utilization of the folders within the
LERMs case file. This will organize your case files and assist
those who are not familiar with the case easily locate the
information in which they are looking for and/or need. We
need to ensure the items in our case files are labeled
correctly to depict what information is contained within each
file.



FILE ORGANIZATION

A L L  F I L E  V I E W  

When you first click on you documents tab 
many of you see the "All documents" view.  

T his is what can make a case appear  

disor ganized.  



FOLDER VIEW 

By clicking on the folder button on the top 
left in the documents section you will open 

a folder  view. 



MOVING FILES TO 
A FOLDER

To move a file into a 
folder  simply click on the 
file you wish to move and 
while holding the left 
mouse button dr ag the 
file into the apr opr iate 
folder  and r elease the 
mouse button.  

I f for  some r eason you dr op the file in the wr ong fold simply selct the file 
and move it to the cor r ect folder .



• Label files with the folder or subfolders title and a accurate description of the file 
in the following manner.  
⚬ E xample: "L ab Repor t: Digital For ensics of E xhibit 5 (Samsung C ell Phone)" 

• T his is to include those files uploaded by Deputies pr ior  to and dur ing your  
investigative involvement.

• W hen labeling supplements or  ar r est r epor ts please label the PDF ver sion of the 
file.  (T he wor d document may r emain unedited and does not need to be moved 
into a folder .)

L A B E L I N G  F I L E S  
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Once you have labeled 
and moved the files into 
the cor r esponding folder s 
you will have a c leaner  
mor e or ganized pr oduct.  
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