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A window confirms the document is locked. You may download
a copy of it to work on.
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a Edit the document locally, using
your preferred software.
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a After editing the document, it needs to be | &) Checkln 1
checked in. Locate it in Tl once again;
expand the Document Actions menu; click
Check In.
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Attach the edited documents through Browse. Select the type of update:
Major will create a new version (x.0);
Minor will create an interim revision (0.x) ;

No Changes requires no attachment, and will return the document to the
Initial state.
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a Use the Comments space to
provide information about the
edit (optional).

Click Save to finalize.
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