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Introduction

When no further edits / revisions should to be made to a document, its Edit Status should be set to Final.
Documents should be made Final in instances when the document has been sent out externally, or has
been approved. The finalised HPE Content Manager record is the Final version of the document.

Documents can be made Final on registration into Content Manager, or later after multiple revisions
have been created.

Note: Only the Records Services team can ‘un-finalise’ a document, so only make a document Final
when you are sure no further editing will be required. All emails are finalised by default when added to
HPE Content Manager (because you cannot edit an email).

Procedure

Finalise a record already registered in Content Manager

1. Locate the document you wish to finalise. Click its title to select it (it'll be highlighted blue). In the
properties pane, check that the Edit status is Checked In (you can’t finalise it if it's Checked Out).
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2. On the HOME ribbon in the Document Management section, click “Final”.

EB8 ove  sEARCH  ACTIONS  FYBRESOURCEKIT  MANAGE

EL-IL ﬁ(’)féﬂnﬁ"k:%ﬁtlﬁffﬁf

Go Go  Properties Container Records Contained Records Close Refresh Reload = Notes Create  Mail Favorites Current Retrieve - Edit Check Checd hIl Related Relate Revisions
Back Forward (+ Alternative) (+ Alternative) All Search Reference Location Tempaorary In Out Records
Quick Navigation Records Management Document Management
Shorteuts Search for search by Matching criteria Final
Recent 4 Records ~ Record Number i i Make Final
[@ £ Records - number:d2017/103641 - 1 R... ‘
n [ Records - number.d2017/103641 - 1 Record found E
Containers. —
v ’i.‘l 4 Container 2 Record Number Title Date Registered

L} |2015/4791 D2017/103641 Adding a UofA grading scheme to an assign... 29/06/2017 at 1:00 ...

I

CRICOS PROVIDER 00123M

adu.au Last updated July 2017 seek LIGHT

adelaide.e



Finalise Documents

3. Inthe ‘Make Final’ window select the ‘Final’ option and click OK.
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This function allows you to finalize a record. An unfinalized
record is a draft in progress. A finalized record cannot be
routinely changed and can have no further revisions created.
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. The Edit Status of the document will be Finalised. This can be viewed in the record view pane at the

bottom of screen. No further edits can now be made to the document.
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Make Final upon registration (excluding documents registered via Office integration)

1. When completing the Document Registration Form, select Declare as Final tick box to finalise on

registration.
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Note: Documents added to HPE Content Manager directly using Office Integration (Word, Excel, PowerPoint) cannot be
finalised upon creation. After adding, open Content Manager, and finalise using the Final button on the Home ribbon.

Contact Us

For further support or questions, please contact Records Services on 8313 5334 or

records.services@adel

aide.edu.au
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