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Unlocking Locked Documents 
 

Sometimes a UTT or ACC gets inadvertently LOCKED in manager if the form 
is selected when a user does a Start-shift. 

 

How to Unlock a Form 

1.  In the Forms Manager perform a search to find your locked form(s).  

Click the form to select it.  You can also select multiple forms by holding 

down the control key and left-clicking. 

 

2.  From the Ribbon Bar near the top of the screen select the Actions Tab, 

then select Unlock from the menu. 
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3.  Select Yes if multiple forms are selected. 

 

4.  Your Forms are now unlocked. 

 

 

Note:  In TraCS 10 Users now have the ability to perform actions by 

right clicking on a highlighted form.  To unlock a Form a user can 

now Right click a form and select Unlock from the list of options 

provided. 


