How to Create an Event Type

ACTIVE

Tl version 10.6

@ Admin
@ Manager
@ Editor
O Reader

APPLICABLE TO:

n Log into a room and select Event
Manager from the Navigation Grid

Note: Event Manager must be enabled in
the room and the Event Manager action
must be assigned to the user
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a Click on the gear wheel icon
located on the bottom left of the
screen (Event Types)

Room

B To create a new Event Type click :
the Add button. I

Tl Training Team ... ( @' w

& Edit

/ \
[ Create New Event Type x \

n Enter the name of the Event Type : :
and fill out the additional fields l e :
such as Category, Due Date | o — :
Period, and Description. I A L :

: Description p |
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{ Create New Event Type X :
: |
L3 L3 L3 L3 I
a CIICk Add to begln aSSIgnIng I Event Type® Protocol Amendment :
document types to your Event : I = : :
l
| Due Date Period® @ | 30 ) I
!
I Descriotion This 2 Protocol Amendment Event Type I
| 2
| Document Types associated to this event type I
\ OAdd | @ Remove /
) /
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, Browse Document Types x
a Select the Document Types that I x :
you want to associate with your | !
Event Type, then click Select I :
|
| :
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: |
: |
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l Document Types associated to this event type
. I Q@ Add @ Remove | I
n The list of selected Document I | soocumentrypes '
o o Document Type Name I
Types WIII appear In the Event : E Trial\02 C :IplT'ID ts\02.01 Product and Trial D I
Type creation window. L :

. . I Trial\02 Central Trial Documents\02.01 Product and Trial Docum...

Click Create to issue the Event T |
Type which can now be used to ! | | | :
I O Trial\02 Central Trial Documents\02.01 Product and Trial Docum... I
create Events. I S |
‘ Close l
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