
Redoing and Changing Folders in EPIC 
 

1. Once in EPIC, use the “Manage Your Account” menu and select “Folder Maintenance.” 

 

 
 

2. This should bring up a list of all folders and subfolders you have in the account (sub 

folders will show up when you expand the folder they live in). 

 

3. Select the folder where you want to move contents from and click “Transfer Contents” 

on the right hand side of that folder name. 

 

 
 



4. This will bring up a list of all of the assessments available in that folder. 

 

5. Unclick the box next to any of the assessments that you do not want to transfer into the 

new folder. 

 

 
 

6. Once only the ones you want to move are selected, click on the sub folder (or general 

folder if not using sub folders) you want to move them to. 

 

7. Scroll to the bottom and click “Transfer Reports.” 

 

 


