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4. Select the 
appropriate 
document 

approvers, then 
click Add 

Documents to 
Workflow.

1. Login to a Collaborative 
Workspace room and 

navigate to the Documents
module.

2. Check out the document
and make any required 

changes.  Check the 
document back in when 

done.

Note: Users need to be assigned  to the Administrative Workflow group in order to initiate an 
Administrative Workflow

Note: Administrative Workflow must be enabled in Room Settings
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