View a File's History

To view the history of a file in the Documents Module, open the Home Page in Documents from the
Main Menu and navigate the repository to access the file whose history you wish to view. Click the
vertical three-dot icon to the right of the file opening the file's context menu and select View.
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RESET TABLE SETTINGS
Title Revision Type Revisiondate  Size owners Tags *
D Emergency Response.pdf 2 pdf 4/8/2026 3.4MB Mary Winchester
Dr EnTac Attendance Policy 2 pdf 4/8/2026 893.6 KB Mary Winchester View
Properties
D. EnTac Code of Conduct 3 pdf 4/8/2026 893.6 KB Mary Winchester .
Upload new revision
D' EnTac IT Acceptable Use Policy 2 pdf 4/8/2026 893.6 KB Mary Winchester Move to
Delete
D. EnTac Workplace Safety 2 pdf 4/8/2026 893.6 KB Mary Winchester Download
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Click on the History Tab to access the file's historical information.
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Revision Date User Update
3 Apr9,2026 at 10:38 AM Mary Winchester Revision 3 was published with the following notes: Version captures concerns voiced in 3/2036 HR meeting.
3 Apr8,2026 at 2:12 PM Mary Winchester User voted to accept this revision with conditions: Concerns addressed by HR at the 3/26 admin meeting have been addressed in this revision.
3 Apr8,2026 at 10:21 AM Revision 3 was uploaded
3 Apr8,2026 at 10:21 AM Revision 3 was rejected: test
3 Apr 8,2026 at 10:17 AM Revision 3 was uploaded Q
Apr8,2026 at 10:14 AM Partially uploaded document was deleted
2 Apr 8,2026 at 10:08 AM Revision 2 was uploaded Q

Clicking the magnification icon on the History Tab will open the document's detail page for
the previous versions of the document.
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