Time Matters - Document Check Out and Check In

In the Time Matters Document Management System lets you check out a document,
preventing conflicts if two users try to change the same document.

Check Out a Document

From the Document tab of a Matter record, right-click on a Document.

Click: Check Out Document
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Check Out Document

Click: Check Out Document/File Only - Do Not Copy

Press OK

% Check Cut Docurment or File 7

1. Document/File Check Out...

Document/File Check, Out iz a procedure that prevents a Document/File from
being modified by ather Uzers from within Time Matters. You can alzo zet the

Docurment/File Property to Bead-Only in \Windaws to prevent modification from
outzide Time Matters.

Document Check Out can alzo Copy the Document/File to a Specified
Location on a Drive or Folder.

2. Check Out Options...

Set Docurnent/File Properties to Bead-Only in \windows

(@)} Check Out Document/File Only - Do Mot Copy to a 5pecified Locatior

() Check Out Document/File AND Copy to a Specified Location
Copy Tothe Following Drive or Folder

ok Cancel
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Check Out Document

Click OK

The document
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Selected Documents - 1 Exceptions - 0

Skip  File Hame Drezcription
[l Test.dooy Lir bo Sam and Janet

k. Cancel

Time Matters - Document Check Out and Check In Page 3



Time Matters - Document Check Out and Check In

Check Out a Document

i'in:. Document is Checked Out 7 pod

This Docurent or File is curently Checked Out and should not

dé‘ be modified. [f the option o get the Document/File to Read-0nly

. it Windows was zelected when it wag Checked Out, this
Docurment/File can only be opened in a Read-Only rmode.
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