
Goal: Check out documents for quick lookup.

Complexity Level: Functional User

Prereq / Related Instructions: NONE
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Step 1: Select Files - Search for the fi les to be checked out and Select 
Image Utilities.

Step 2: Check Out Document - Select the Check Out Document icon

To View the documents in your cart, 
follow the directions on the next page.
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Step 1: Navigate to Search- Select the Search icon

Step 2: Select Checked Out Documents- Select the Checked Out Documents icon.

Step 3: Checked Out Documents- Scroll through your Checked Out Documents. To view 
full size click on the thumbnail.

To Check Documents back in (removing 
them from the Checked Out Document List). 
Follow the steps on the next page.
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Step 1: Select Files - Search for the fi les to be checked in and Select 
Image Utilities.

Step 2: Check In Document - Select the Check In Document icon

Now the document has been removed 
from the Checked Out List.


