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Getting Started in the CoP—Document Collaboration 
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The Document Collaboration function within a topic allows you to check out a posted document, save it to your computer, 
make necessary changes, and then upload it back to the topic. 
View a Collaborative Document 
 
 
Click on the topic title where the document collaboration is housed. To View a document, review steps one through four. 
 

 
 

1. Choose the Collaboration tab on the top right side of the topic. 
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2. You have two options: Download Latest Version or Edit Item. To view the document only, choose Download Latest 
Version. If you wish to make changes to a document, select Edit Item. 

 
3. To View: choose Download Latest Version. A pop up box will appear. Choose to open the document or save it to 

your computer. When you are finished, just close the document. 

 
Modify an existing Collaborative Document 
1. Follow steps one through three above.  Then, 
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a. Choose Edit Item. 

 
b. First: Download Latest Version. Save it to your computer. See screen shot with number three above. 
c. Then select Check Out Item so no one else can edit the document at the same time. Work on the document. You 

may wish to include “track changes” so that others can see your additions and deletions. You have 48 hours to 
work on the document. (When this time expires, the document will revert to its previous version.) 

 
2. When you are finished with your changes, save the document again. 

a. Next choose Browse to upload the document from your computer. 
b. Add notes about your changes if desired. 
c. Choose Update Document. Your revised document will be added and you will see it at the bottom of the 

versions. 
d. Then choose Check Back In. 
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3. Your added revision will show up at the bottom of the collaboration list. 

 
Add a New Document Collaboration 
1. Click on Add a topic. Create a new topic on the basic page, then select Post Topic and Continue to More Options. 
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2. Go to page three of the Dashboard and choose the Collaboration link. 

 
3. On the Document Collaboration Page, complete the following: 

a. Check the Activate Document Collaboration box. 
b. Add a title in the Collaboration Description box. 
c. Add notes if desired in the Document Note box. 
d. Select Browse and add the document. 
e. Select Attach Document After it uploads, choose Return on the bottom to go to the topic dashboard. Then if you 

are done, select Go Back to Topic List. 
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4. Then it will appear under the Collaboration tab when you open the topic. 
 

 
 

 
Facilitator Tools in Document Collaboration 
 
1. Locate the topic. 
 

a. Select the Edit Pencil on the left side of the topic. 

 
b. Choose the Collaboration page from the Dashboard. 
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c. The person who has the document checked out will be listed in red. 

 
 
2. Clear Current Check-Out 
 
If you, as facilitator, want to check it back in, follow steps a through b above. 

a. Select the Clear current check-out lock. 

 


