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Edit a Document (replace revision)

This user guide takes you through the process of editing a
document and replacing the revisions currently saved in TRIM
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Find the document
(Desktop or My
Documents)

Edit the document
as necessary and
close

Now Check in the
document to TRIM

Highlight the record
in TRIM, then

Drag and Drop the
document onto the
record in TRIM

(Alternatively,
highlight the record
in TRIM, right-click
and select Check In)
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You now have 3
options to Check in
the document

e Make a New
Revision

e Replace
Current
Revision
(overwrites
what was in
TRIM)

e Discard Any
Modifications
Made (don’t
save changes)
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( Make a New Revision

@ Replace Current Revision:

(" Discard Any Modifications Made

Comments

[~ Keep document(s) checked out after check in complete
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Delete the document from your Desktop or My Documents to avoid duplication

and confusion later
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