Armament ACE Desk Top Instruction
No. Armament ACE-IS-016 


TITLE: Updating Document Attachments 

DESCRIPTION:


Provide instructions on how to check out a document and update its attachments.

Instructions:

	1. In the right menu bar, click on the ‘Check Out’ link. A message stating that you have “successfully checked out a document” will appear.
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	2. After you have checked out the document, click the ‘Update’ link.
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	3. The following screen will appear, be sure to click on the ‘Attachments’ tab.
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	4. You will see the attachments that you already have. Select the box next to the attachment and click ‘Replace’
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	5. The ‘Replace Attachments’ screen will appear.  Use the ‘Browse’ button to find the new attachment, and then click ‘OK’
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	6. You will be brought back to the attachment screen.  Make sure to click ‘OK’ to replace your attachments.  Your document is now being updated.
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	7. When you are finished with your updates, click ‘Check In’ to check the document back in.  
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	8. The following check in screen will appear. 

9. You may add some relevant comments, and then click [image: image9.bmp] to check the document back in.

10. A message will appear that it is being check in.
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11. If your document was successfully checked in you will see a message at the top of your screen like this one:
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	12. The new replaced attachment will appear at the bottom of your screen when you check the document back in.  You may click on the attachment to make sure it is the correct one.
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