File Check-in and Check-out

e Navigate to the document needed:
o Select Docs & Files from the Menu
o Select the folder that the file is in.
e Once you've reached the file itself select the Check-Out icon (circled below in red).
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¢ You will then be asked to open or save the document:
o IT IS CRITICAL TO REMEMBER WHEN
CHECKING A FILE OUT YOU MUST SELECT SAVE!

Do you want to open or save this file?

@ j Mame: BASIC MEEDS data sharing2.ppt
= Type: Microsoft Office PowerPoint 87-2003 Presentation,. ..
From: greatstartottawa.hizstream.com

Open (] l Save ] [} Cancel ]

ham your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potertially
save this file. What's the risk?




> You will need to remember where you saved the document to check it back

in after editing.
¢ Edit the document as needed:

> Open the document from the location where it was saved and make the
changes needed.

o There is no time limit for how long a file may be checked out, but remember
while you have it checked out no one else can make changes to that
document.

e When the edits are complete check the document back in:

> again, navigate to the document in the portal.

o The icon selection will look something like the image below.

o Select the Check-In icon (circled below in red).

Documents & Files

Folder: Documents & Files > Basic Needs, Economic Secuity & Child safety Sub-Committee >
Combined IMatrices 5-08.doc
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e Browse and select the modified file:
> You will see the dialog below, click browse.
- Navigate and select the file that had been downloaded in the previous step.
o After the file has been located and selected, click the Next button.
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Great Start of Ottawa County - File Check-In
Wizard

Step 1 of 2: Please choose the file named:

"Combined Matrices 5-08.doc"

Ched:-In your file by dicking the "Browse...” button. After selecting the file you are chedking in,

dick the "Mext” button to start the check-in process..
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e The file is uploaded to the system:
> Wait for the up load to complete.
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Step 1 of 2: Please choose the file named:
"Combined Matrices 5-08.doc"

Uploading:
Combined Matrices 5-08.doc to greatstartottawa. bizstream. com

Estimated time left 0:05 s (30.0 KB of 453, 2 KB uploaded)
Transfer rate: 21.2 KB/sec
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¢ Add comments and finalize the check-in

o
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TIP:

If you've checked a document out for editing and cannot locate it, you can use the
"get a copy" function to get a "fresh" copy from the site. This copy will not contain
any changes you've made since the last check-out, but it will allow you to save the

document to a memorable location so you can check it back in, through the standard
check-in process.



