Adding a Document

The following steps allow you to add a document to a folder in ECM.
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Checking a Document Out
The following steps allow you to check a document out of ECM. Whenever you wish to edit or revise a
document, you must first check the document out, edit it on your local computer, and then check it back in.

Step | Action Look For
1 From inside an ECM Work Folder, select the
' Documents tab.
2. Select the document from the list. P ———————
3. Select Check Out. L[ CheckOut |¢
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Checking a Document In
The following steps allow you to check a document in to ECM. This is done once a document has been
checked out and edited or revised locally.
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Set Document Security

The following steps allow you to adjust security settings for individual documents within a work folder. Note that

the document security defaults to the same levels and settings as the folder.

Step Action Look For
1 From inside an ECM Work Folder, select the
' Documents tab.
Highlight the document that you wish to
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check in from the list.
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