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2. Select the records to perform Bulk Edit operation.

3. From the More dropdown menu, select Bulk Edit 

option to edit the properties of multiple records 

that are the same or different categories.

1. You need to Lock all documents 

before bulk edit.

Go back to Section 15: Bulk Edit or continue.



Fields will be greyed out 

where you cannot make 

changes. 
System will load the Properties screen 

of document category in new tab.

4. Make the changes you wish to 

apply to all selected records.

5. Click Save to apply the 

changes across all records.

Select Lifecycle/Status 

Go back to Section 15: Bulk Edit or continue.



Bulk Edit Confirmation 

window will display.

6. Click Apply Edits to proceed.

7.   Confirmation message will be 

display that all selected records 

have been successfully updated.



8. You will see the changes have 

been applied to both records.

Go back to Section 15: Bulk Edit or continue.

By performing any bulk action, Job number will be 

created, and notification sent. Job Status Report will 

be available on the header navigation. 



9. You will see the report of records 

in job status grid.

10.  Click on job status link will open 

popup where user can  see the 

status of bulkedit records.

11. Click on the Rids link will open a 

popup where user can see the 

records which has been selected 

for bulkedit.





Go back to Section 15: Bulk Edit.


