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How to Mark a Communication

as Relevant or Non-relevant

Applicable to: MAdministrators ﬁEditors [] Readers M eTMF
1. Login to a study room and Traring Raom 1 ~
eTMF / Documents
navigate to the Communication Bt ,

application by clicking the grid on
the top left.

Contact the room Administrator if this module
@’ is not visible; see related job aid:
How to Enable the Correspondence Inbox

Training Room 1 -
Communication / Inbox

Inbax

A =) [ =

Start-Up eTMF QC Review Communication

2. Click on Inbox.

3. Under the By Status area, click Pending.

o I - 20T Z{Uselected]
b [ By Date | Sent Date Title Sender Name Sender Address  Status
) B By User % 1 19 Dec 2019 Jiiiiii sravan.kompel... sravan.kompel... Pending
w B By Status %1 08 Feb 2019 FW: Conf room rstear@transp... rstear@transp... Pending
_I & Pending ﬁ
& Relevant
& Non-relevant
. Pending status signifies that the communications received have not been marked

) as Relevant or Non-relevant.
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l |NTERACT|VE as Relevant or Non-relevant

4. Select a Communication record.

L] Sent Date Title Sender M.. Sender Ad.. Status I FRI 08/02/2019, 5:22 AM

% 1 19 Dec 20.. didiiii sravan.ko.. sravan.ko...  [[Pending rstear@transperfect.com
<rstear@transperfect.com>

30 onezors o cort | e | e | RS

& Ew Confroom.pdf

I I [=] ?ele\.-‘antl ID NMon-Relevant I

In the right-hand panel, the email and any attachments are visible.
Choose to mark the communication as either:
e Relevant (green icon) indicating that the communication is
significant and relevant to the study. Metadata will be required and
the record will be filed in the eTMF.

* Non-relevant (red icon) The communication should not be moved
to the eTMF; it will remain stored in this application.

* Proceed to step #5, if marking as Relevant

* Or jump to step # 6, if marking as Non-relevant

Once a communication record is marked as Relevant or Non-
relevant, it can not be updated or changed
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as Relevant or Non-relevant

. New Document Profile Stepl @ X
5. After marking a
Relevant,
Category ™ A
com plete the This field is required
document profile. Country -
L3
Document Type
Submitted Name * | FW_ Conf room.pdf
Comments @
o e File Name
Click Finish.
Index
Generated Name
Skip this document Cancel Finish
Communication inbox
/ & . . . i ¥ Enable Communication inbox \
~ Based on Communication Inbox Settings, if attachments are Communication inbox ematl
" not merged, each attachment will be created as a separate Documents as Final

. . . Check duplicates by hash value
communication record. The user will be prompted to enter e
metadata for each attachment. [© Merge attachments ]
Unpack Zip-archives

- /

The communication record is now moved to the Relevant folder.

P ™ By Date

b BB By User

v I= By Status
& Pending

& Relevant

& Non-relevant
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Communication marked as Relevant (cont.)

»  If Documents as Final is checked in Settings, the Document Status Communication inbox
becomes “Final” but the document does not get routed to the final ¥ Enable Communication inbox

Communication inbox email:

folder location. S
I Documents as Final I
—  An Admin user will need to manually move the document to its Check duplicates by hash value
. . . ¥ Convert email body
final folder destination. T .
erge attachments

Unpack Zip-archives

»  When Documents as Final is not checked, the document is routed
to the Workflow (if one is enabled) for review and approval.

» This setting works with the Enable auto indexing setting. When auto-indexing
is enabled and Documents as Final is checked, the record is placed in the
A default index position.
» When auto-indexing is disabled and Documents as Final is checked, the user
selects the index position and the document will be moved to that location.

6. When a communication is marked as Non-relevant, a Warning
window displays to verify the selection.

Warning x

Do you want to mark this communication as Non-relevant?

Click Yes.

v  EEEE

The communication record is now moved to the Non-relevant folder.
" Non-relevant communications will not move to the eTMF index. Any
attachments are accessible in the folder By Status > Non-relevant

» [ By Date I L] Sent Date Title

b BB By User %1 08 Feb 2019  Testingin...

w = By Status 22 Aug 20... PTO next ..
80 Lo | ||
£ Relevant

For any additional
assistance, click ... @ Help & Guide Tl v10.0 Jan 2020
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