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APPLICABLE TO: @® Administrators @ cTMF
@ Editors @ Study Start-Up
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Training Room 1 ~
eTMF / Documents
I Document ~ & Manage Secur
1. Login to a room and navigate
to the Documents module on e

the left.

w I& Customize your Index name
b W@ 01 Trial Management 18

» BB 02 Central Trial Docu... 17

1-30f 3(0 selected) ©  Yrilters | [ Select Columns | @ Default View ~

2. Click any folder to view
the document grid then
click Select Columns.

DocumentTypes  Docu..  Index Docume

-

eTMF Filing Plan Final 01 Trial Management\01... 491421
eTMF Filing Plan 01 Trial Management\01... 660674

Filenote Master List  QC1.. 01 Trial Management\01... 304994

Select Columns x

selected Columns

3. Click and drag or
use the Up and
Down arrows on the

rlg ht to chan get he . i
Column Titles
appear. o
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Selected Columns

Order By Document Type

-

=

4. Change the default

L Title Name Width

— column Width by double

8  Dpocument Type Document_$$DocumentTyp... 150

Document Status Document_$$Documentstat...
Index Document_$$indexss 200

Document Id Document_$$Documentid$s 150

clicking the numerical
value and entering a new
value.

Selected Columns

Order B;

5. Use the drop-

L Title Name

rder By | Document Type '| Desc s up
é ] Down
Tit Width .
Document Type Document_$$DocumentTyp...

Document Status Document_$3DocumentStat... 75
Index Document_$$index$$ 200

Document Id Document_$3Documentid$s$ 150

down menu to
change the
Default sorting
column.

6. To add additional columns
for viewing, drag and drop or
use the + sign next to each
Column Title in the left pane.

7. Click Save when editing is
complete.
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Select Columns

Available Columns Selected Columns

L} Title Title

Submitted Name . Docurr

OCR Document Status

Category

Investigative Site Document Id Document_$35Documentld$s
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