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Checkout and Replace Records 
Users with this permission enabled can download records from SEARCH. Records download as 

individual documents in the specified location. The download option also allows records to be “checked 

out” for editing or replacement, with the ability to upload the overwrite the document using Upload 

Docs. Each downloaded record’s file name is the Search ID number followed by a space, and then text 

in the Summary field (if any). Do not change the name of the file if the record has been checked out. 

The file name must remain the same to use the Upload Docs feature. 

The most common use case is when you want to completely overwrite a record as opposed to editing 

it. The simplest way to do this is to take the new file that you want to replace the original with and 

Save As… then point to the checked-out file name, choosing to replace or overwrite. Close the 

document before using the upload feature. 

To perform these tasks, follow the steps below: 

Download/Checkout 
1. Go to the SEARCH page. 

 

2. Filter and/or search for the record(s) to download, and then click the Download/Checkout button. 

This feature will download/checkout all the records in the search results. 

 

3. At the prompt, click OK to proceed. 
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4. To check out the record(s) so that you can edit them and check them back in (overwrite), check 

the option Checkout Files For Editing. 

 

5. Click the Browse… button to select a destination folder for the record(s). 

 

6. Choose the destination folder, and then click OK. 
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7. Click the Save icon to complete the download. The system will check out the records as individual 

documents into the designated folder and will open the folder when complete. 

 

TIP 

 Use Save Search to save the filter so that you can easily open it when you are ready to check 

in the replaced records. 
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Modify Documents 

Once you have checked out the documents you are ready to either modify them or overwrite them 

with new versions. Since the most common use case is overwriting a record as opposed to editing it, 

the simplest way to do this is to take the new file that you want to replace the original with and Save 

As…, then point to the checked-out file name, choosing to replace or overwrite. Finally, close the 

document before using Upload Docs. 

1. Open the document that will replace the checked-out document. 

2. Go to the File menu and choose Save As…. 

 

3. Browse to the location where the checked-out files were downloaded and single click to select the 

file name. DO NOT CLICK Save YET. 
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4. With same dialog window open, browse to a new location for records you want to check in, and 

then click Save. 

 

5. Close the document. 

6. Repeat steps 1-5 until you have completed all records you want to replace. 

Upload Docs (Check In Updated Records) 
1. Go to the Search page. 

 

2. Click the Upload Docs icon. 
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3. Click Select Files…. 

 

4. Select the records to check in (use the CTRL or SHIFT to choose multiple), and then click Open. 
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5. Wait for the files to load, and then click the Upload icon. When the process is complete the window 

will close and the process is complete. 

 

Once the documents have been uploaded (and checked in), the window will close. The documents for 

these records have now been entirely overwritten. 

TIP 

 Use Open Search to open the filter you saved previously so that you can update attributes 

globally—like Date Expires, Last Verified, etc. 
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 Use Global Attributes to update the attributes for all your checked in records—at once. 

 

 



 

 

 


