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O Editors @ Study Start-Up

O Readers O myTl

1. Go to the Settings
menu in the
Navigation Grid.

QC Review Communication

CRA _
Reconciliation Quality Review

b & General

&2 Milestones
& Inbox
O Forms Settings

2. Expand the Required

> General Integration

Documents menu and the > W Documents
choose Required il
Documents sub-menu.
¥ Export |
» @ Countries

3. Choose which category of document in
order to add to, or edit, the list of Required
Documents.

B About B Required Documents *

Country Specific | IRB/EC Specific General Document Types

4. Click Add Document Types
©Add © Delete | 4 Assign Milestone
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5. Select thg docu ment “ : :
type by drilling down inthe | -= s

fo | d e r Str u Ctu re a n d y T:‘tﬁ:a:::?:nagemem

Checking the bOX. » % OJ 02 Central Trial Documents

» % (J 03 Regulatory

~ ‘ s ) » % (J 04 IRB or IEC and Other Approvals
/(y\ Expand the folders to view document types. T -

» % (J 06 IP and Trial Supplies
|

Ny Required For:

"(g) Use the search box to find a document type. O] Site Activatior s
: l = Languages: -
6. Select from the Required
For options: eTMF and/or Site
Activation
\/(g)/At least one must be selected before saving.
e 7. If necessary, open the To be
Required For: To be submitted by: .
v submitted by drop-down
o M A menu and select a contact
Clinical Research Project Manage
IT Contact ty p e .
Laboratory Contact -
Pharmacy Contact
|
Regulatory Contact . To be submitted by is optional, unless
Study Coordinator contact type is a required metadata field
Savestigati for the document type.

8. Click Save (to add another e BT
document type) or Save & Close

- The document type will now be included in the eTMF
Health dashlet and eTMF completeness reports
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