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1. Enter a room and navigate tothe
‘ Documents module.
| J -l b8 = B

2. Use the view filter to change the
view if necessary.
Documents can be dragged for
uploading to either the Index

or eTMF Completeness view.
*Documents can also be dragged for =
uploading via the Upload dashlet on the O
Dashboard

s Dragging a document into the eTMF, does not bypass any room QC Workflow requirements.

Dropping into the Index View
3. Drill down to the desired folder. B SUSOTE YORE MIOe Nee

» Bm 01 Trial Management 18

b BB 02 Central Trial Documents 17

destination folder or the Staging folder depending upon ~ ;
. i ; . ; v Bs 03.01 Trial A |
room settings. They will not be published as final until dee

approved in the Workflow. B 03.01.01 Regulatory Submiss... 0

E Documents dropped to the Index will appear in their v & 03 Regulatory 2
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4 . Favorites I B
4a. Locate the file(s) to be uploaded e -4
4 Downloads
on your computer and open the 5 Recentpiaces % C
2
fO|der. 4 ] Libraries F
> Documents TF
> 4. Music 2H
» = Pictures : I
> l Videos = in
4b. Drag and drop the file(s) tothe W Computer bl
destination index folder @ Network B
B Document = d I t 4 import *
Please Select a Document Type x
0-00f0(0sq
w B2 Customize your Index name
b B 01 Trial Management 18
F BB 02 Central Trial Dscun‘eﬂ:m
w E= 03 Regulatory 2 '
w E= 03.01 Trial Approval 0 / >
B8 02.01.02 Regulatory Approval... 0—| % Move_-j Cancel

. TIwill offer to code documents based on document
types normally coded to the selected folder. Choose a
document type or press Cancel to skip this step.

4c. Complete any required fields based on the chosen documenttype.

For single document For multiple document
upload upload

| = o © - o
Click Finish Click Import and Apply
Metadata
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Dropping onto the eTMF y
Completeness view
b W Country
5a. Todrag to eTMF Completeness, Biaia
locate and select the document’s final v B Investigative Site
location. > BB *Not Specified
4 . Favorites ] v B Canada
B Desktop I P B 103 Boges
I3 Downloads pAe
<» Recent Places e
[ == § Cl

= . Sb.Locate the file(s) to be uploaded
= o/  onyourcomputer and open the

4 | libraries

‘. Documents

2 gy folder.
» .~ Pictures : 5
. B Videos =
= In
> ‘& Computer jjﬁ | PDF |
5c. Drag and drop the file to the : e
correct missing required document
or placeholder.

Only one file can be added per placeholder/ missing
document.

Attach Documen t

5d. Complete any required fields
based on the selected document
type and click Finish when done.
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