Armament ACE Desk Top Instruction
No. Armament ACE-IS-027

TITLE: Reviewing and Revising a Document 

DESCRIPTION:


Provide instructions on how to review a document and then revise it if necessary.

Instructions:
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On the page where you can complete you task there will be a link to the properties page right below the instructions.
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	2. Once you are at the properties page you may click on the ‘Primary Content’ link to view the document.  Review the document to determine if any changes should be made.  If you feel that something should be modified you must check out the document to modify it.    
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	3. To check out a document you must click the ‘Check Out’ link on the left sidebar.  You will see the following message,  
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	4. Next you will be asked to either ‘Open File’ or ‘Save File to Disk’ be sure to choose ‘Open File.’  Then click ‘OK’ Several security screens may appear, just click ‘grant’ and ‘ok.’  The document will open and you may make any necessary changes.  Be sure to save your work when you are done.  
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	5. Now you must go back to window with the properties page and check the document back in.  To do this click ‘Check In’ on the left sidebar.  
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	6. When you are done checking the document in you have the option of adding some relevant comments.  You may add them and then click ‘OK’ to check the document back in.
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