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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. The built-in document editor will open in Document View.
You are now able to make changes directly on the document

Home Insert Layout  References  Collaboration Plugins S0P Template New_54d7bb0b72c4416bb535b50760c4e13.docx
i 'gl 2

Q q
E -

- ID: PR- SU
e SOP — Project Start UP VER 1 [ Pace. 10r4

- D OPERATING PROCEDURE EFFECTIVE:

z 1.0 INTRODUCTION & PURPOSE
@ -

Making changes to this document
20 SCOPE

This SOP is a work in progress.
3.0 RESPONSIBILITIES

4.0 DEFINITIONS

. 5.0 PROCEDURES
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4. When you are satisfied with the changes you made, go to
the Document View action bar and select Check In
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While checked out, the document stays locked preventing others from
. making changes to it until it is checked in.

5. When you are satisfied with the changes you made, go to
the Document View action bar and select Check In
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