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By the end of this module, you will be able to:
A Locate your project tasks
A Easily checkout and checkin a document

A Properly save documents to your computer
managing version control

*Note: Throughout this training you will see helptu! -in green.
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CHECKOUT A DOCUMENT
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A Onceyou select
G/ KSO1 2 dzi €
be given the option to
open or save the
document

A the document to
your hard drive

Select a location you can
easily remember




