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Users who receive Query messages from Trial Interactive can respond
via email with information and/or new versions of documents.

The reply email, will be captured within the unique Query ID thread
for resolution review so long as the responder does not change the
Subject line of the email when replying.

. Training Room 1 »
eTMF / Documents

1. Login to the room to resolve a query.

Select eTMF within the Navigation grid
and navigate to the Documents module

on the left.

I Document ~ & Manage Security

- ™ Note: users must first be added to the Workflow
group(s) by the room Administrator
v = Customize your Index name
¥ B 01 Trial Management 18 WD%OW
» B 02 Central Trial Documents 17 Select Query By By Status
- Sender or Query By By Reviewss
Recipient from the oo
drop down menu.
Query By Sender
Query By Recipient
+ B Admin 103 3
— el | 3. Find the In Progress query to be resolved.

I B9 In Progress 1 I

Note: Pending = query sent; In Progress = response received; Resolved = closed

B Resolved 1

Query Id = Query Date Submitted Na...  Query Document Id

)

206-2396 12 Nov 2019 SIV Report Thank you for your message. | a... 427514
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4. Select the record and click Queries in the

Metadata section. @ ettt view - | D & More -
——— Metadata Versions History

m A27514 997_TI_SIVReport_20191104

Query [206-2396] Subject Training Room 1 - Site

Initiation Visit Repart - SIV

escription Repo H
pesere P 5. View the reply and any
To “@transper{ect.com A
PLEASE DO NOT CHANGE THE EMAIL SUBJECT AND N _ attachments by eXpandIng the ln
RESPOND TO THIS EMAIL WITH A DOCUMENT frEenments ;7 - S010110
. Eport_.
- e Progress query.
Following issues were found in the document, If an Out-of‘office message is
please resend it. Response from Steve 12 Nov 2018, 9:20 .
Core = received, the user can reset the
2 step QC - revised: Approval stage 1 .
Poor Scan status using the Return back to

Pending button.

##ReviewComments## Return back to Pending

If the response adequately address

e USRI the issue, click the Resolve Query
button.
6. Choose from multiple options: Resolve Query x

a. Select Resolve.

Please choose a query resolution

and replace using selected attachment

b. Select Resolve and replace using Resolve and create new document
selected Attachment.

Comments

c. Select Resolve and create new
document.

Cancel
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7. The query will then move to the ”Resolved’f folder.

2. 22.. CopyofFDF Resolved
I Resolved 2
<ET | | B, 2. 12.. SIVReport | Testing

The document icon will update in the Grid to reflect the fact that the query is
now resolved.

Ope|=-— O X

w 2 step QC - revised

I ~Approved 0O
8. Complete the Workflow review for

the resolved document.

B Available for Review

B Claimed 1

For any additional

My Profile Settings

assistance, click ... rey——
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