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With Versioning, a user can check a document out of the system. The 
document can be altered outside the repository and checked back in as a 
new version.  Users accessing the document will always see the most up to 
date document.
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The user will see a versioning button in the thumbnail view if the document 
had been previously versioned.  In the above example the first document 
has been previously versioned but the later has not. To locate the versioning 
button for a document which has not been previously versioned, the user 
would click on the detailed view and see the version icon.   By clicking on the 
versioning button, the user can check out and in a file, they can view and 
print the previous version.  By clicking on the notes, the user can view who 
has versioned the document, when the document was changed, and a high 
level of overview of how the document was changed over time. 
We offer an individual the ability to freeze a file and it is only able to unfreeze 
the file by the administrator.   

Those users who do not have ability to version, will not have access to the 
icon to perform such activities.
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When a file has been checked out, no other user has the ability to check out 
the document.
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Redaction allows the ability to white out or black out an area of a document.  
Non privileged users will not have access to see the redacted area.  Through 
redaction, exported documents will also remained redacted
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By clicking on the wrench, users can assign a document or group of 
documents to a predefined work flow.  The first user will be notified either via 
an email notification with a hyperlink to the document and the work flowed 
document(s) link will reside in the CSR’s personal inbox
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By clicking on the to do link, a user can click on the hyperlink to be brought 
to the document(s)  location. 
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By clicking on the pencil, it will enable the user to electronically approve or 
reject the documents.  



37

The user can add commentary along the way and all activity is audited.  
Based on the defined workflow, the next recipient will be notified.




