How to Export a Document

TIv10.4

APPLICABLE TO: @ AllUsers ® eTMF

@ Study Start-Up

- Training Room 1 -
- Start-Up / Dashboard

——— 1.Login to a room and
i havigate to the eTMF or
Study Start-Up (SSU)
= Navigation Grid on the left.

2a. In the eTM F, B Document = 4 Import > W% Export *
nhavigate to the 0-0.0f 0 (0 selected)
Documents module. - e -
w B HAL
Training Room 1 =
Start-Up / Sites
- 2b. In SSU, navigate to the
By Status v .
< Sites module to access
- B All

site documents.

W Active [7]
@ Non Participating [3]

@ Pending [10]
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In the eTMF

& Manage Security

View by Index
Filters Show Empty Folders

(0

A Import = & Email "o
§ lMetadata
| @M Select Columns

1-50of 5 (1 selected)

&L Documents

= . () I Security  me Dd
SR Akl - 0O @ . ®AudinTrall oo LA Muj rocks
" E5 HAL [ '_. &2 - InfermedConsent_samplel
w B 01 Trial Management 20 D @ . rest Email for Demo

w» B 01.01 Trial Oversight 11

@ * @ B - | TEST®20eTMF .
BB 01.01.01 Trial Master File P a2

3a. Select the document(s) and then click the
Export button in the upper actions bar,
followed by the Documents option.

Export Documents

3b. The Export R
Documents window Orewsermassms
appears. Select your
preferred Source and
Metadata options.

Click Export when ready.

cance' E
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In SSU

Training Room 1 -

Start-Up / Sites

4a. To export documents
- =l “ | from SSU, open a site
ji e profile and go to the
o Hon ey Essential Documents tab.

@ Pending [10]

— Training Team eTMF Room »
B Start-Up / Sites :]
By Status ¥ C Medical Insfitute of Medical Med tial Documents || All Documents | ‘Communication Log || Institutions

All Site

All Site RB ar |

All Site: Accepl cipal | I
All Site | Curr cipal | |

I Site: incipal |
Export ag)| Sne
Source: (®) selected Records
(O Al documents m grid

4b.Select the documents to be exported from
the documents list and then click the Export
button.

The Export screen will appear. Choose your
prefeered Source and click Export
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5. Regardless of chosen location, after clicking the Export
button, a pop-up notification will alert you as to the
progress of the Export action.

Exporting Documents (Multiple Documents) x
[ Room: Training Team eTMF Room

InQueue

| cancel | 7 Nov 10:21

6. Once the documents are processed successfully,
click on Get Job Result to start the download of
selected records to your local drive.

Exporting Documents (Multiple Documents) x
Room: Training Team eTMF Room
Finished: Export: 2 of 2 completed
Operation was successfully completed!
Get Job Result 7 Nov 10:21

® | Pro Tip: if you miss the instant pop-up, you can still download your
documents. Access the Username Menu at the upper right of the

page an.d Iocate the i About This Room Show Room Info Zoom = 80% <+ Light
appropriate
notification. Click Nowfesnon. 4 Clear Al

Get JOb Result there. All Background Jobs  Queries

Exporting Documents (Multiple Documents) X

‘o q Room: Training Team eTMF Room
- Finished: Export: 2 of 2 completed
Operation was successfully completed!

7 Nov 10:21
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