l @xT R A L How to Copy a Document to

INTl:RACTIVI: All Sites

Applicable to: ﬁAdministrators ﬁ Editors [] Readers ﬁeTMF [] Study Start-up

& &
A4 v

=== Training Room 1 =
eTMF / Documents

& Manage Security

1. Login to a room and navigate to the

< eTMF application from the navigation grid.
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w [& Customize your Index name
b Bm 01 Trial Management 18

b B 02 Central Trial Documents 17
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2. Navigate to the Documents module.

'-@: The terms copy and clone are interchangeable in these steps.

h d ’ eTMF Filing Plan Final 01 Trial Management\01.... 491421 J
3. Locate the Ocument(S) | . % & & | elMFFilingPlan - ------- s
to be C0p|ed * (A Filenote Master List  QC 1. 01 Trial M © Add Bocument
[T Copy Link o
X Delete

& View document security
& % Replace Attachment / URL

_\The document does not have = Add to Cart
to be Final to be copied. % Add to Favorites

Right-click on the document and select Add to Cart.

Title Document Type Name Index
% Test Master List three eTMF Filing Plan

4. Open the Documents Cart.
- Click Copy
Iyl - Click to Investigative Sites
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Clone Documents to Investigative Sites x
Select Investigative Sites 5. Choose between site options
Choose investigative sites to where Selected Documents will be cloned to: fo r C | O N i N g .
(®) All sites
Specific Sites
oo Click Next

Clone Documents to Investigative Sites x

6. Select the Folder where you

Select Folder

want to copy the document. Plesee celec ol e documence wil be et
EY
. Final documents will be cloned to the  Index Root
- rdler a2 Firel dleeurant, [» 05.01 site Selection | << AFolder selection
» 05.02 Site Set-up Documentation
Non-Final documents will be cloned and b 05.03 Site Initiation

included in the Workflow. )} 05.04 Site Management

p 05.05 General

Previous

Click Clone s [N

7. When the job is done, the notification will appear.

Notifications 1

All Background Jobs Queries 2

Clone Documents to Investigative Sites

Finished
Operation was successfully completed!

For any additional
assistance, click ... @ Help & Guide
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