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Edit a Document (new revision)

Edit a document in TRIM, creating a new revision.

Right-click on the
document and select Edit
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The document will open
in its native application
(MS Word in this case)

Edit the document as
necessary
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Close the document

Click Yes to save changes
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NOTE: If you wish to replace the document with the edited document, you must use the Edit a
Document (replace current revision) method explained in the next exercise.

NOTE: You cannot edit a document that has been made final.

NOTE: You cannot edit a document that is already checked out.

Title 1: Title 2

[Western Sydney University (Records & Archives Management Services)]

(TRIM ID D16/121780)
Page 1



