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Remove Edit Locks

Removing Edit Locks

A document becomes *edit-locked when a user, working on an open document, experiences a system or application crash, or when the user exits Travel Manager without closing the document.  Edit-locked documents are in view-only mode, and no changes can be made to the document until the edit-lock status is removed. The “Remove Edit Lock” utility removes the edit-lock status from the document.    

Note: Users can only remove edit-locks from their own documents AND those that they themselves caused to be applied.  If an edit lock cannot be removed from a document, call the Help Desk and they will remove it for you.

If another user has opened your document and his/her computer crashes or if you open another traveler's document and your computer crashes, an edit-lock results; in these cases "orphan" edit-locks must be removed by calling the Help Desk. 


Edit Locks Window

To remove edit locks.

1. Click Remove Edit Locks from the Admin menu under Setup. 

2. A table shows a list of all documents that are in edit-lock status. It shows the TYPE of document, the DOCUMENT NAME, the LOCK DATE and LOCK TIME.  

3. Click on the DOCUMENT NAME you wish to unlock.

4. Once the lock is removed, the screen shows "Document lock has been removed." 

5. Close the Edit Locks window. 

*An edit lock will also occur when, for example, you leave your system for an extended time in the midst of creating a document and Travel Manager times out. Timeout is currently set at 30 minutes.
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