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Enable Version Control in a Document 

Version control Allows users to automatically archive, track an access previous versions of their files. The 
system creates separate copies after each collaborator makes changes, and users can go “back” and 
access older copies from before the changes were made, providing an automatic backup for overwritten 
files. The history function provides a view of all of the versions that have been created along with 
creation date, author and other information. 

 

Turn on Versioning 

Step 1:  Navigate to the file you wish to use versioning for in Content Collection: 

Content Collection:  Institution>Courses>Deployed>… 

Step 2:  Select Modify next to the file: 

 

Step 3:  Click Properties: 
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Step 4:  Select Enable Versioning and click Submit. 

 

Step 5:  You will see the Versioning is now turned on.  To update a file, Click Modify and use the 
Overwrite File function. 

 


