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OBJECTIVES

By the end of this module, you will be able to:

ÅLocate your project tasks

ÅEasily checkout and checkin a document

ÅProperly save documents to your computer 
managing version control

*Note: Throughout this training you will see helpful Tips in green.
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CHECKOUT A DOCUMENT
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WORKSPACE

ωhƴ ȅƻǳǊ aŜƳōŜǊΩǎ 
²ŀƭƭΣ ȅƻǳ ǿƛƭƭ ǎŜŜ άMy 
Workspaceέ ƻƴ ǘƘŜ 
right hand side.

ωDƻ ǘƻ άaȅ 
²ƻǊƪǎǇŀŎŜέ ƻǊ ŎƭƛŎƪ 
ƻƴ άMy TaskέΦ
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MY TASKS PROJECTS

Å hƴ ǘƘŜ άMy Task Projectsέ 
page, you will see your 
ǘŀǎƪǎ ƛƴ ǘƘŜ άProject Titleέ 
area.

Å Click on the project title 
you wish to view.

ω¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ  άMy 
Task ςProject Detailsέ ǇŀƎŜ
ωFrom here, simply click on 
ǘƘŜ άDocumentsέ ǘŀōΦ
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DOCUMENTS

ÅYou will see the following four 
buttons:

o Read
o Checkout
o Checkin
o Delete

ÅClick on the button next to the 
name of the document you want 
to checkout 
Tip-LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ ŘƻŎǳƳŜƴǘ ȅƻǳ ŀǊŜ 
looking for; contact your project originator or 
manager and ask them to check the assigned 
authorization 

ÅMake sure you take note of the 
ŘƻŎǳƳŜƴǘΩǎ exact name.   This 
ǿƛƭƭ ōŜ ŜȄǇƭŀƛƴŜŘ ƛƴ ǘƘŜ ά{ŀǾƛƴƎ 
Your Document To Your 
/ƻƳǇǳǘŜǊέ ǎŜŎǘƛƻƴ

ÅSelect checkout
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SAVING THE DOCUMENT

ÅOnceyou select 
ά/ƘŜŎƪƻǳǘέ ȅƻǳ ǿƛƭƭ 
be given the option to 
open or save the 
document

ÅSavethe document to 
your hard drive 
Tip:Select a location you can 
easily remember


