
Checked Out Records held in Content Manager -  

Browser Users: 

Link to Content Manager 

Step 1: Open Content Manager in Edge and click on Search Methods 

 

Step 2: Select Checked Out to: 

 

Step 3: In <Enter Search Query> type me: 

 

 

The records checked out to you will display.  

 

 

http://cmlive/contentmanager


Step 4: Select an individual record by placing a tick next to the record and the Update button will show in the 

right-hand section. Select the arrow to check it back in to Content Manager: 

 

Step 5. If you have made changes to the record select ‘Make a new revision’ and Click on the Attach 

electronic document to browse to the location the record is checked out to (default area is downloads). If no 

changes have been made to the record select ‘Discard any modifications made’ and the record will 

automatically check in. 

 

 



 

6. Select downloads and select the record to check in: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Desktop Version 

Open Content Manager Desktop 

Step 1. Select Trays from the Shortcuts menu and then select Offline Records: 

 

Step 2. Right click on the record and select Check in.  

 



Step 3. Ensure Make a new revision is selected and click ok. Select Discard any modifications made if there 

are no amendments. 

 


