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FMS Tip #7 
 

Using Query Folders 
 

Organizing queries in folders helps you provide easy access to the queries using 
appropriate categories. To move a query to a folder:  

1. On the Query Manager Search Results page, select the query or queries that you 
want to move to a folder. 

2. Select Move to Folder from the Action drop-down list box.  
3. Click Go. The Move to Folder dialog box appears. 
4. Select one of the following: 

• Select an existing folder to move to: Select the folder from the drop-down 
list box to which you would like to move the queries.  

• OR enter a folder name to move to: Enter the name for a new folder to 
which you would like to move the queries.  

 

 
 

5. Click OK. 

 


