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Applicable to: ﬁAdministrators ﬁEditors [ Readers ﬁeTMF [ Study Start-up

o
v

1. Login to the room to perform the Quality Check
(QC) of a document. Navigate to the eTMF module

&
- - or the QC Review module.

Users
Management Q&A FAQ

Note: users must first be added to the Workflow group(s) by the room

Administrator

I Document ~ & Manage Security 2] Move to Study Start-
2. NaVigate tO the View by Reviews I 0- 0 of 0 (0 selected
Documents module View Documents By
in the eTMF. a
. ndex ubmission
Select Reviews from the ' -
filter views. e 2
Site Audit Findings
Country E-Signature Que
*The QC Review module defaults
to this. e
T
3. Click on Available for Review.
I Approved 0
.Ava\'lab\r Review 303
B8 Claimed [aysiable for Review
B Clarification 0
M8 In Progress Q
M Overdue 0
M Rejected 0
£ Move to Study Start-U ' Release 4+ rt .
PR "l 4. Select the document(s) to be reviewed.
1-50 of 303 (1 selected) . . .
Click Claim above the grid.
Index Sub)
2 Staglng 30)'OJ\'\'é'“.!O(al"\J':SE'E('.E:GOCL"\EHIL? Click Yes
2 Staging Jen o
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5. Click on Claimed to view all your
P .  2step QC - revised
documents waiting for review. = foproved

8 Available for Review 302

B Claimed 2

BB Clarification 0

M In Progress 0

1-10 of 10 (1 selected)

Submitted Name Index

6. Select the claimed document you
Copy of CRARe...  Upload\Arya Stark Wa nt to reVieW.

Dummy Docum...  UploadvArya Stark

fd [ [

Dummy Docum...  Upload\Arya Stark

Document Metadata -

Sanipls < s 7. Confirm the camgy )
amenns N PedJObs document is o )
gy NG A Do m o o ‘

- complete. B

OFFICE ADDRESS
Chadren's Hospital of Calformia

1234 Doctor's Lane
Sunny, CA 00199
$851123-7777

Enter, review, or

o ‘ update all

e required

S B Metadata Fields o
8. In the Metadata pane, scroll down to . v
select the applicable document Status nromess

Approved

|

Comments

Below the pane, click Save

See related guide How to create a Workflow Query
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