How to Perform a Team Edit

Tl Collaborate v10.3

@ Administrators

APPLICABLE TO:
@ Room Managers @® Collaborate
@ cditors ® cisF
O Readers

1. Locate the document you wish to edit in the @R
Documents Library.

2a. Click on the Document Action Menu and
expand the selection for Check Out.
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3. Next, in the Team Edit window, select the team members
who will work on the document by adding them to the right-
hand column.

Team Edit x

Select Collaborators
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4. In the same window, assign a due date for the
collaborative edit and, optionally, add comments for the
team. Click Check Out to start the session.

s

Due date to complete the collaborative edit 13 Apr 2022
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5.You can start editing immediately, or leave it for later

Confirmation x

A Collaboration Review has been created. Would you like to open the collaboration review profile now?

v S

* | Should you wish to edit at a later time, you can find your document

. under your ‘Pending’ reviews in the Collaborate module...

~u
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™
- = My Reviews
& ~ i InProgress 0
i Completed 0

i Review Closed 0
w [= By Status

Collaborative Workspace .and also in your Dashboard, in
Collaborative Workspace,
Documents to Approve |Pending Collaborative Reviewsl Docul under pending Collaborative
Reviews.

All Open Reviews -

1-10of1(1 selected)

Review Title Due Date
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6. In Team Edit, changes can be made in real-time by many
users. Here's an example of what that would look like:

ID:
— 341687
|ETRANSPERFECT Demo Doc #5 ver. 0.3 | Pace: 202

DocumenT Tyee: Biostats

1.0 INTRODUCTION & PURPOSE

Here are the changes that Editor 104 is making.

Here are the changes that I'm making as Admin 1039

2.0 SCOPE

3.0 RESPONSIBILITIE
4.0 DEFINITIONS

5.0 PROCEDURES

5.1 Process Overview
5.2 Entry Criteria

5.3 Recommended Tools

® | The color-coded text was added for clarity and does not reflect
default working conditions.
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7. The collaborative interface allows you to leave comments or
even chat with other editors while you work on your

documents.

- Chat (Alt+Q)

°  Comments (Ciri+Shift+H)

T~

Editor 107 S

33072022 5:10 pm
Hey Team, let's go get'em!
Add Reply

Enter your comment here

—

Editor 107
Hil

Editor 104
Hellol

Editor 107
Shall we add a chapter & to the doc?

8. When you are done editing the document, you can close
the review. To do this, navigate to your Pending Reviews in
the Collaborate module.

5
¥ = My Reviews
& InProgress 0 «
B Completed 0
B Review Closed 0

¥ [ By Status
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9. Select the document you wish to close Team Edit for, then
switch to Collaborate Status in the metadata pane. Click on
Close Review Session and Check In.

Profile Collaborate Status Versions
-—*

Close Review Session and Check In

10. Choose the kind of version change and press Save to close
the session.

Close Review Session and Check In x

What kind of version would you like to check in?
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Comments

* | The document now shows under ‘Completed’ reviews in
. the Collaborate module.
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