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1 Definitions/ Acronyms

Term
/ Explanation Definition
Acronym
Clinical Trial . . . . .
CTMS An application used as a centralized location to manage clinical trial data.
Management System
Clinical Stud A key clinical study team member that assists in the conduct of clinical trial
CSM y activities in accordance with all applicable regulations governing the
Manager . .
conduct of clinical trials.
CRA Clinical Regulatory A CRA is a clinical study team member that monitors the progress of
Associate investigators in a clinical study.
An ICF is used to ensure everyone involved in clinical research is a willing
Informed Consent . . S .
ICF Form participant, with full knowledge of the potential risks and benefits to the
extent that is possible.
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2 Organizations

2.1 Pre-Requisites

Company administrators will need to assign CREATE, UPDATE, EDIT and DELETE permissions/privileges
to users’ accounts so that they can perform these steps.

2.2 Creating an Organization
1. Click on the organization link in the Navigation Menu in the panel at the left side of the screen.
a. This opens the “Organization” window, and all the organizations at the domain level are
displayed.

Q add Y Filters
122 Organizations (€]
o
Name Status Parent Organization Type Subtype Primary Contact o
Trialinteractive Z
4 -
ARl = Partner
Dashboard
FEETE Central Lab of China —
Products
) Jiahu! International Hospita = jospital
Studies
B organizations Astroville Corporation Pharmaceutical Company
Contacts R — Sponsor
User Management
Wickie and Jack Farber Insti v Thomas Jefferson Univers westigative Site Local
Activities Library «
Activity Plan Templates Thomas Jefferson Universi.. () Thomas Jeffersan University Hospital Local
Milestone Templates
5 Thomas Jefferson University University Local
Scotts Labels partner
Scolt Works & Jordan Mart
Sydney Neurology cini central and local
4 Previol 1] of 10 Next b

2. Click the Add button at the top-left of the screen.
a. This opens the “Create Organization” window.

3. Here we need to enter the mandatory metadata to create an organization i.e., Name, Number,
Type and Status as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information, as necessary.

4. If any of the required fields are missing, an error will appear when we click on the Create button
displaying the fields which need to be filled to create an organization successfully.

Page 8 of 127
Proprietary and Confidential © 2021 TransPerfect Translations International, Inc. (TransPerfect).



T R |

m INTE RAC-?\lVIE_ ‘ Trial Interactive CTMS v1.1 — User Guide v1.0

L3 Organizations e =

“ P Organization 0%

# Edit _ Y Fiters
L3 General Information Press to exit full screen

. Name. Sublype Primary Contact
Triallnteractive N
- Number
&
ARI
@& Dashboard arent Organizarion
B sponsors china Holding €| v
& Programs central Lab of ¢l Subtype
M Products - -
Jiahui Internatiof
A studies
B organizations Astroville Corpof F,,y
& v
2 conmcs
Dermeron
S — Primiary Contact
Wickie and Jack F & Local
Activities Library
Activity Plan Templates Ihomas jefferss  Phone Numbers Local
Milestone Tamplates
P Thomas jeffersd ~ © add Local
Scotts Labels
5
Scott Works B/I U & Jordan Martin
Sydney Neuroloj Central and local
Cancel Select and Add Another

4 Previous | 1 [of 10 Next b

5. (Optional) Click on the Add symbol below Phone Number to add a contact number to that
organization.

Note: When creating an organization record with at least one phone number, you will need to
designate one phone number as the primary number.

6. (Optional) Click Include Address, select a type for the address, and enter the address
information.

Note: The Search functionality can be utilized to search for addresses.

7. Finally, before clicking Create, verify all the fields are entered correctly in the Create
Organization window.

8. Click Create or Select and Add Another depending on whether you intend to create another
organization right away.
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= A Organizations e -
o x
« P—y Organiz{ -
Q add | | Phone Numbers Q search T Fiters
© A
122 Organiza (€]
Primary v B 1 v OG0 Ext T 9
) . Name. Sublype Primary Contact il
Trialinteractive =
& Notes
=== S
B ==[=][3 1 Ul
@& Dashboard
[ sponsors Chinak
S Programs cém%
M Products
JAU I |cse cenress @
A sudes Include Address @)
B organizations Astrevll | address Information
G o .
E22  User Management ~
- Wickie Local
Activities Library
search
[H  Activity Plan Templates Thoma Local
@ Milestone Templares Thoma{ -
rimary Address®
Scotts |
s(uttv+ Address Line 2 & Jordan Martin
Sydney Central and local
ne 2
Day &
e | [ Cancel Select and Add Another | —
|
4 Previous |1 of 7 Next b

2.3 Editing an Organization

1. Click on the Organizations link in the Navigation Menu in the panel at the left side of the screen.
a. This opens the “Organization” window.

2. Click on the checkbox next to the organization name.
a. A quick-view panel will display on the right side of the screen.

3. Now, click on the Edit button (pencil icon).

4. Make any necessary changes.

5. Click on the Save button to apply the changes.
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Triallnteractive

Dashboard
Spansars
Programs
Products
stdies

B organiations
Contacts
User Management
Activities Library
Activity Plan Templates

Milestone Templates

@'

Q ~dd 2 Edit & Activale fil Delete Y Filters
122 Organizations 1 Selecied X .
B Astroville Corporation 4
Name Status Parent Organizati..  Type Subtype Primary Contact.
_ 08 Sep 2021
O w Hospila!
ARI Partner Qrganization Information L]
China Halding [ cive | Partner

Central Lab of C--

Lab
S

Jiahui Internatio

Dermeron

Number Status
1247982021 Approved [i]
Namme

Astroville Corporation

Parent Orpanization

H Type

Vickie and Jack Thermas Jeffers... Local
Subtype
Themas Jeffers = Thormas Jeffers... Hospital Local Pharmaceutical Comps
Thomas Jeffers. Active University Local Description
Scotts Labels nctive Partner
Scott Works ctive Spansar & Jordan Martin
Sydney Neurolo... Clinic central and local oo
Day & Day Ship Partner
acve &
4 Previous [ 1]of7 Next b

6. (Optional) Clicking on the organization name will open the “Organization Details” page. Editing
an organization may also be done on the organization details page.

Organizatian

Central Lab of Ching =

Organization Details

@'

% Expand All < kdit Histary
Central Lab of China Organization Information S
Number Status Description
i Organization Details -
Studies Central Lab of China
Sites
Parent Organization
Related Organizations
Contacts
ype subtype Notes
Lab
&

Contact Information

Additional Information @

2.4 Associating an Address to an Organization

1. Click on the Organizations link in the Navigation Menu in the panel at the left side of the screen.
a. This opens the “Organization” window.
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2. Locate the organization to which you want to associate an address and click on the
organization’s name.
a. This opens “Organization Details” window.

3. Click the Edit button in the Organization window.

4. Click on the [+] sign next to Contact Information to expand that section.

5. Click on the Add button in the Addresses section.
a. This opens the “Add Address” window.

6. Here we need to enter the mandatory metadata to create an address i.e., Address Type,
Primary Address, Country, and Postal Code which have an asterisk (*) symbol next to the field
title. Enter any additional information, as necessary.

Note: The Search functionality can be utilized to search for addresses.

7. If any of the required fields are missing, an error will appear when we click on the Add Address
button displaying the fields which need to be filled to create an address successfully.

B organization . .
o Organization Details v

ARI
¥ Expand Al D tdit History

ARI Organization Info =

Contact Informati e

Primary Contact

Related Orzanizations

contacs :.g M e

Wiew All Contacts

Addresses

Phone Numbers

Additional Information @

8. (Optional) Click Add and Create Another if you intend to create another address right away.

2.5 Associating an Organization to a Parent Organization
1. Click on the Organizations link in the Navigation Menu in the panel at the left side of the screen.
a. This opens the “Organization” window.
2. Click on the Name for any non-sponsor organization record from the list displayed.
a. This opens the “Organization Details” window.
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Grganizatian .
L. Organization Detai o
Farmacia merulana dei dotiori pue... *

«
# Edit ¥ Expand All D Edit Histary
Farmacia merulana Organization Information S
dei dottori guerra &
del pio snc Number Status Description

i Organization Details Name

Studies Farmacia merulana dei dottori guerra & del pio snc

sites

Parent Organizatian
Related Organizations .

B Farmacia Internazicnale
Contacts

ype Subtype Notes

Pharmacy

Contact Information

Additional Information 8

3. Click the Edit button in the “Organization Detail” window, within the Parent Organization field
select a parent organization.

4. Click the Save button.

5. The association can be verified by navigating to the Related Organizations area for the selected
parent organization. (See the screenshot below)
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Organizatian
# Related Organizations v
Farmacia Internazionale = :

Q ~dd Y Filters

2 Organizations

Farmacia
Internazionale Naus Status Parent Organization ype Subtype Primar

Farmacrimi ative Farmacia Internazionale Pharmacy

Farmacia merulana dei dottori guerra & del pie snc Farmacia Internazionale Pharmacy
Organization Detalls

Studies
Sites.
B related organizations

Contacts

2.6 Associating a Contact to an Organization

1. Click on the Organizations link in the Navigation Menu at the left side of the screen.
a. This opens the “Organization” window.

2. Click on the Name of any organization record in the list.
a. This opens the “Organization Details” window.

3. Click on the Contacts link in the Navigation Menu in the panel at the left side of the screen.
a. This opens the “Create Contact in Organization” window.

4. Click Add and enter the required contact details.

5. Click Create.
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[ organization

L . Contacts
Jiahui International Hospital =

< Contacts B %
1 Contacts

SFefaufir 5 I General Information
iahui Internationa

—— fians Prafix Widdle Name Eml

osplta & Zhang Les Lee@email.com
. Suffix
i Organization Details
L  studies
Sites lobTitla

~ -

[ Related Organizations

Active e

Phone Numbers

O add

Include Address

ev

Q Search |

Fhone

2.7
1.

Reviewing Studies Associated to an Organization
Click on the Organization link in the Navigation Menu at the left side of the screen.
a. This opens the “Organization” window.
Click on the organization’s name in the list.
a. This opens the “Organization Details” window.
Click on the Studies link in the Navigation Menu at the left side of the screen.
a. This opens the “Studies” window.
The list of studies is displayed.
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3 Sponsors

3.1 Pre-Requisites

Users creating or managing Sponsors in an organization should have CSM user access. Company
administrators will need to assign CREATE, UPDATE, EDIT and DELETE permissions/privileges to users’
accounts so that they can perform these steps.

3.2 Defining a Sponsor
1. Click on Sponsors link in the Navigation menu at the left side of the screen.
a. This opens the “Sponsors” window, and Sponsors list is displayed.

DOQgpoonOOpgpOORORED:

2. Click the Add button in the top-left of the screen.
a. This opens the “Create Sponsor” window.

3. Here we need to enter the mandatory metadata to create a sponsor i.e., Name, Number, Type,
Status, as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information, as necessary.

4. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a sponsor successfully.

5. (Optional) Click on the Add button in the Phone Number area to add a contact number to that
sponsor.

Note: When creating a contact record with at least one phone number, you will need to
designate one phone number as the primary number.
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6. (Optional) Click Include Address, select a type for the address, and enter the address
information.

Note: The Search functionality can be utilized to search for addresses.

7. Finally, before clicking Create, verify all the fields are entered correctly in the create sponsor
window.
8. Click Create or Select and Add Another depending on whether you intend to create another
sponsor right away.
a. After clicking Create, the “Create Sponsor” window will close, and the sponsor record will be
displayed in the list.
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3.3 Defining Sponsor Settings
1. Click on Sponsors link in the Navigation menu in the panel at the left side of the screen.
a. This opens the “Sponsors” window, and the Sponsors list is displayed.
2. Navigate to the sponsor’s name you want to edit and click on it.
a. This opens “Sponsor Details” window.
3. Click on the Settings button in the top-right of the screen.
a. This opens Sponsor settings window Milestone Templates screen.
4. Click on the milestone you want to edit.
a. This opens Edit Milestone Template window.
5. Make any necessary changes required in the Edit Milestone Template window.
6. Click Save for the changes to apply.
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3.4 Associating a Product to a Sponsor
1. Click on Sponsors in the Navigation menu at the left side of the screen.
a. This opens the “Sponsors” window, and the list of sponsors is displayed.
2. Click on the name of the sponsor to which you want to associate a product.
a. This opens the “Sponsors Details” window.

3. Click on the Products link in the Navigation menu at the left side of the screen.
a. This opens the “Product” window.

4. Click on the Add button at the top-left of the screen.

a. This opens “Create Product” window.

5. Here we need to enter the mandatory metadata to create a product i.e., Product Name, Type,
Status, Status Date, Sponsor as indicated by an asterisk (*) symbol next to the field title. Enter
any additional information, as necessary.

6. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a product successfully.

7. (Optional) Click Create or Create and Add Another depending on whether you intend to
associate another product to this sponsor immediately.
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3.5 Creating a Program for a Sponsor

1.

Click on Sponsors link in the Navigation menu in the panel at the left side of the screen.

a. This opens the “Sponsors” window, and the list of Sponsors is displayed.

Click the name of the sponsor to be associated with the new program.

a. This opens “Sponsor Details” window.

Click on the Programs link in the Navigation menu at the left side of the screen.

a. This opens the “Program” window.

Click on the Add button in the top-left of the screen.

a. This opens the “Create Program” window.

Here we need to enter the mandatory metadata to create a program i.e., Program Name,
Number, Status, Status Date, Sponsor, Products as indicated by an asterisk (*) symbol next to
the field title. Enter any additional information, as necessary.

If any of the required fields are missing, an error will appear when we click on the Create button,
displaying the fields which need to be filled to create a program successfully.

(Optional) Click Create or Create and Add Another depending on whether you intend to create
another program right away.
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3.6 Creating a Study for a Sponsor

1. Click on Sponsors in the Navigation menu at the left side of the screen.

a. This opens the “Sponsors” window, and the Sponsors list is displayed.

2. Click on the name of the sponsor for the new study.

a. This opens “Sponsor Details” window.
3. Click on Studies in the Navigation menu at the left side of the screen.
a. This opens the “Study” window, and the Studies list is displayed.
4. Click on the Add button in the top-left of the screen.
a. This opens the “Create Study” window.

5. Here we need to enter the mandatory metadata to create a study i.e., Protocol Number, Study
Name, Protocol Title, Status, Status Date, Primary Product, Phase, Design as indicated by an
asterisk (*) symbol next to the field title. Enter any additional information, as necessary.

6. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a Study successfully.

Note: Sponsor field is already populated with the name of the sponsor you are working with.
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3.7 Reviewing Sites for a Sponsor
1. Navigate to the Home and click on the Sponsors link in the Navigation menu at the left side of
the screen.
2. Click on the name of the sponsor.
a. This opens the “Sponsor Details” window
3. Click on the Sites in the Navigation menu at the left side of the screen.
a. This opens the “Sites” window

A+ Drugs

goggooooo:
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4  Contacts

4.1 Pre-requisites

Each organization will need to decide who should create Contacts. It may be a specific group of people
in the organization who are assigned to handle this to reduce the chances of creating duplicate records.
Company administrators will need to assign CREATE, UPDATE, EDIT and DELETE permissions/privileges
to user’s accounts to that they can perform this step.

4.2 Levels of Contact Creation in the Application

There are multiple levels of creating and managing a contact, one is at the Domain Level, if a contact is

created at Domain level it can be accessed and used anywhere in the system. The other way of creating
and managing a contact is at their respective sub level (Site, Organization, Product, etc.). Contacts may

be used at the level at which they are created as well as any lower levels of the data hierarchy.

4.3 Creating a Contact

ted States 8.82%

5.88%

Australia 2.94%

1. Navigate to the appropriate level in the data hierarchy (i.e., Domain, Study, Site).

2. Click on the Contact link in the Navigation menu at the left side of the screen.
a. This opens the “Contact” screen.

3. Click on the Add button at the top-left of the screen.
a. The “Create Contact” window is opened.

4. Here we need to enter the mandatory metadata to create a contact i.e. First Name, Last Name,
Email Address and Status which have an asterisk (*) symbol next to the field title. Enter any
additional information, as necessary.
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5. If any of the required fields are missing, an error will appear when we click on the Create button
and it displays the fields which need to be filled to create a contact successfully.

6. (Optional) Click on the Add symbol below Phone Number to add a contact number to that
person.

Note: When creating a contact record with at least one phone number, you will need to
designate one phone number as the primary number.

7. (Optional) Click Include Address, select a type for the address, and enter the address
information.

Note: The Search functionality can be utilized to search for addresses.
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8. Finally, before clicking Create, verify that all the fields are entered correctly in the Create
Contact window.
9. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another contact right away.

4.4 Editing a Contact at Domain, Site and Organization Levels
e The user must have been assigned the necessary permissions by the Company Administrator.

4.5 Editing a Contact
1. Click on the check box before the contact’s name.
a. A quick view panel will display on the right side of the screen
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2. Click on the Edit button (pencil icon) and make any necessary changes to the contact
information.
3. Click on the Save button at the bottom of the quick view panel.
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4. Make sure to check the all the fields and click on the Save Button for the changes to apply.
5. (Optional) Clicking on the Contact’s name will open the Contact Details page. Editing a contact

may also

be done on the Contact Details page.
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5 Studies

5.1 Pre-Requisites

Users creating or managing Studies in an organization should have CSM user access. Company
administrators will need to assign CREATE, UPDATE, EDIT and DELETE permissions/privileges to user’s
accounts so that they can perform these steps.

5.2 Creating a Study
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.
2. Click on the Add button at the top-left of the screen.
a. The “Create Study” window will open.
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3. Here, we need to enter the mandatory metadata to create a study i.e., Sponsor, Protocol
Number, Protocol Title, Status, Status Date, Primary Product, Phase, Design and Blinded as
indicated by asterisk (*) symbol next to the field title. Enter any additional information, as
necessary.

4. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a study successfully.

5. Finally, before clicking Create, verify all the fields are entered correctly in the Create Study
window.

a. The Create Study window closes, and the study record is displayed in the list.
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5.3 Editing a Study
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window, and the study list is displayed.

2. Click on the check box next to the name of the study and click on the Edit button at the top-left
of the screen.

a. The “Study Details” window is displayed.
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3. Make any necessary changes to the Study information.
4. Click the Save button for the changes to apply.
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5.4 Entering Study Settings
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.
2. Click on the name of the study in the list.
a. The dashboard for the study is displayed.
3. Click on the Study Details in the Navigation menu at the left side of the screen.
a. The “Study Details” window is displayed.
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4. Click Settings in the top-right corner of the study details window.
a. This opens Study Settings General window.
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5. Click Edit from the study settings window at the top-left of the screen.
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6. Make any necessary changes in the Study Settings General window.
7. Click on Save at the top-left of the window.

Study
# Study Settings re -
KingDerm1 =

H King Research

5(-.‘_ » Colapse All D Edit History
KingDerm1 .
General Settings s
Sublect Tracking @)
£ General
Regions I
e ek Monitoring information =
SVR Submission Days SVR Approval Days

Site Visit Frequency

© Add

0 Types

Visit Type Frequency

Reviewers E

Note: Turning off Subject Tracking will prevent the creation of subject records. Actual subject
enrollment statistics are still rolled-up from the site level.
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5.5 Defining Study specific Regions

1. Click on the Studies in the Navigation Menu at the left side of the screen.
a. This opens the “Studies” window.

2. Click on the name of the study for which you want to define regions.

a. This opens the dashboard for the study.
3. Click on the Study Details in the Navigation menu at the left side of the screen.
4. Click on the Settings button in the top-right corner of the screen.
a. This opens the Study Settings window.
5. Click on Regions in the Navigation menu at the left side of the screen.
a. The “Regions Window” is displayed.
6. Click on the Add button at the top-left of the screen.
a. This opens the “Create Region” Window.

7. Here we need to enter the mandatory metadata to create a Region i.e., Region Name, Countries
as indicated by an asterisk (*) symbol next to the field title. Enter any additional information, as
necessary.

8. Click Create or Create and Add Another depending on whether you intend to create another
Region right away.

A siudy . "
® & - Study Settings Regions -
INTEGRITY_IV_001 ~

* Regions
1l Delete # Edit Q Search | Y rilters
0 Regions
INTEGRITY_IV_001 o x
Regio Cits
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Note: To enter the State/Province and Cities values you must select only a single country for your region
definition.

5.6 Editing Study Regions
1. Navigate to the Regions area for the study you wish to edit.
a. The necessary steps are found here.
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2. Click on the region name from the list you want to Edit.
a. This opens “Region Details” window.
3. Click on the Edit button in the-top-left corner.

Study Region
@ dy S : -
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& Collapse All
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65 INTEGRITY_IV_001 o
1 Region Details Country1 Country™ S

@ United States
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4. Make any necessary changes in the Region Details window.
5. Click on Save button in the top-left for the changes to apply.
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5.7 Defining and Editing Countries Within a Study.
1. Click on Studies in the Navigation Menu at the left side of the screen.
a. This opens the “Studies” window.
2. Click on the name of the study in which you want to define countries.
a. This opens the dashboard for the study.

3. Click on Countries link in the Navigation menu at the left side of the screen.
a. This opens the “Countries” window, and countries list is displayed.

4. Click Add in the top-left of the screen.

a. This opens Create Study-Country window.

5. Here we need to enter the mandatory metadata to create a Region i.e., Country, Owner, Status,
Status Date as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information, as necessary.

6. Click the Create button, the country is created, and the “Create Study-Country” window is
closed.
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To edit the country, click on the check box before the name of the country you want to edit.
8. Click Edit in the top-left of the screen.
a. A quick view panel will display on the right side of the screen.
9. Make any necessary changes in the quick view panel.
10. Click Save.
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5.8 Associating Organizations to a Study
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window.
2. Locate the study to which you want to associate an organization and click on it.
a. This opens the dashboard for that study.
3. Click on the Organization link in the Navigation menu at the left side of the screen.
a. This opens the “Organization” window, organizations associated to the study are displayed.
4. Click on the Add button at the top-left of the screen.
a. This opens the “Add Organization” window.
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5. If you need to create a new organization, follow these steps showing how to create an
Organization.

6. If the organization has already been created, use the search area to locate and select the
organization.

7. Click Add or Add and Add Another depending upon whether you need to associate another

organization to this study.

5.9 Defining Study Partners

1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.

2. Click on the name of the study to which you want to add partner information.
a. The dashboard for the study is displayed.

3. Click on the Study Details in the Navigation menu at the left side of the screen.
a. The “Study Details” window is displayed.

4. Click on the [+] sign next to the Partner Information to expand that section.

5. Click on the Edit button in the top-left of the screen.

Study
KingDerm1 ~

B King Research

» Expand All
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i Study Details
Dashboard Project Management
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o Subject and Recruitment
Sites
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Contacts

e [Partner Information

Activities

Activity Plans
v Mornitaring Partnar

Data Management Partner

Lab Handling Partrier

Additional Information

D Edit History

M

6. Make the necessary changes in the partner information section.
7. Click the Save button in the top-left of the screen.
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5.10 Associating Contacts to a Study
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.
2. Click on the name of the study to which you want to associate contacts.
a. The dashboard for the study is displayed.

3. Click on the Contacts link in the Navigation menu at the left side of the screen.

a. This opens the “Contacts” window and all the contacts for the study are listed.

4. Click on the Add button at the top-left of the screen.

a. This opens the Create Contact in Study window.

5. Here we need to enter the mandatory metadata to create a Contact i.e., Organization, First
Name, Last Name, Contact Role, Email Address, Status as indicated by an asterisk (*) symbol
next to the field title. Enter any additional information, as necessary.

6. (Optional) Click on the Add symbol below Phone Number to add a contact number to that
person.

Note: When creating a contact record with at least one phone number, you will need to
designate one phone number as the primary number.

7. (Optional) Click Include Address, select a type for the address, and enter the address
information.

Note: The Search functionality can be utilized to search for addresses.

8. Finally, before clicking Create, verify all the fields are entered correctly in the Create Contact in
Study window.

9. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another Contact right away.

Page 37 of 127
Proprietary and Confidential © 2021 TransPerfect Translations International, Inc. (TransPerfect).



2T R I A L . : ;
m INTERACTIVE Trial Interactive CTMS v1.1 — User Guide v1.0

Note: Contacts can only be created for organizations associated to the study.

10. When editing one of the contact records from the list, only data that is part of the contextual to
study can be updated.

A study
L « . . Contacts -
KingDerm1 ~

« Contacts | o %
B ) Q Search
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ol

Activity Plans.

Phone Numbers

© add

5.11 Creating Sites within a Study

1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.

2. Click on the name of the study to which you want to add Sites.
a. The dashboard for the study is displayed.

3. Click on the Sites link in the Navigation menu at the left side of the screen.
a. This opens the “Sites” window, and all the sites are listed for the study.

4. Click on the Add button at the top-left of the screen.
a. This opens the Create Site window.

5. Here we need to enter the mandatory metadata to create a site i.e., Site Number, Principal
Investigator, Site Organization, Site Location, Owner, Status and Status Date as indicated by an
asterisk (*) symbol next to the field title. Enter any additional information, as necessary.

Note: The Site Number field is limited to 5 characters.
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6. Finally, before clicking Create, verify all the fields are entered correctly in the Create Site
window.

7. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another Site right away.

5.12 Reviewing Subjects Within a Study

Note: Subjects is only available if the study is tracking subjects within CTMS. This list will be populated
with the current list of subjects for the study.

1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window and study list is displayed.

2. Click on the name of the study whose subjects you wish to review.
a. The dashboard for the study is displayed.

3. Click on the Subjects link in the Navigation menu at the left side of the screen.
a. This displays all the subjects for the study.
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5.13 Study Sites Pre-Requisites

The user who is responsible for creating or managing sites in any study should have CRA user access.
Company administrators will need to assign CREATE, UPDATE, EDIT and DELETE permissions/privileges
to users’ accounts so that they can perform these steps.

5.14 Editing a Site in a Study
1. Click on the Studies link in the Navigation menu at the left side of the screen.
2. Navigate to the study you want to access.
3. Click on Sites in the Navigation menu at the left side of the screen.
a. This opens the “Study Site” window and study site list is displayed.
4. Click on the name of the site you want to edit.
a. This opens the dashboard window for the site.
5. Click on Site Details in the Navigation menu at the left side of the screen.
a. This opens the “Site Details” window for the site.
6. Click on the Edit button at the top-left of the screen.
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7. Make the required changes in the site details window.
8. Click on the Save button at the top-left of the screen for the changes to apply.
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5.15 Tracking Informed Consents (ICFs) for a Site
1. Navigate to the Site Details area for the related site.
a. The necessary steps are found here.
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2. Click on the [+] sign next to the Informed Consent to expand that section.
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3. Click on the Edit button in the top-left of the screen.
4, Click on the Add button in the informed Consent section.
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5. Enter site specific Name and Effective Date.
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6. Click Create.
7. Click on the Save button in the informed consent section to save the record.
a. This creates site level ICF for the site.

5.16 Tracking Site Addresses
1. Navigate to the Site Details area for the related site
a. The necessary steps are found here.
Click [+] next to the site addresses to expand that section.
Site location within the site addresses section is displayed as primary address.
Site Location is listed as a primary address for the site.
Click on the Add button under Site Addresses section.
a. This opens the Add Address window.
6. Here we need to enter the mandatory metadata to create an Address i.e., Address Type,
Organization, Address as indicated by an asterisk (*) symbol next to the field title.
7. Click on the Save button.

vk wnN

Note: Only addresses associated to the selected site organization are available for selection.
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5.17 Associating an Organization to a site
1. Navigate to the Site to which you wish to associate an organization.
2. Click on the Organization link in the Navigation menu at the left side of the screen.

a. This opens the “Organization” window.
Click on Add button at the top-left of the screen.
a. This opens “Add organization” window.

General Information

4. Here we need to fill the required metadata to create an organization with an address.
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5. Click on the Create button.

5.18 Change of Principal Investigator (PI)
1. Navigate to the Site Details area for the related site.
a. The necessary steps are found here.
2. Click on the [+] sign next to the Site Information to expand that section.
3. Click on the Change button in the site information section.

H Boke OBGYN& Donna Baker

Baker - 740
Danna B Site Information =

Site Management @

Informed Consent L)

Site Addresses L

Subject and Recruitment @

4. Confirmation window is popped up, select Yes in the confirmation window.
a. This opens “Change Principal Investigator” window.

Note: Use the search box to find the contact.

5. Click on the Save button.
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5.19 Creating Site Visits

1.
2.

Navigate to the site for which you wish to create a site visit.

Click on Site Visits in the Navigation menu at the left side of the screen.

a. This opens “Site Visits” window.

Click on the Add Visits button at the top-left of the screen.

a. This opens “Create Site Visit” window.

Here we need to enter the mandatory metadata to create a Site Visit i.e., Visit Type, Visit Name,
Owner, Planned Date, how was the visit Conducted as indicated by an asterisk (*) symbol next
to the field title.

If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a Site Visit successfully.

Finally, before clicking Create, verify all the fields are entered correctly in the create Site Visit
window.

a. Create Site Visit window closes, and site visit record is created and displayed in the list.
(Optional) Click Create or Create and Add Another depending on whether you intend to create
another Site Visit right away.
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5.20 Updating a Site visit

1. Navigate to the site whose visit you need to update.

2. Click on the Site Visits in the Navigation menu at the left side of the screen.
a. This opens “Site Visits” window.

3. Navigate to the Site Visit record you want to update and click on the name.
a. This opens “Visit General Information” window.

4. Make the required changes in this window for the site visit.

5. Click on the Save button which is at the bottom of the screen.
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5.21 Tracking Subjects

1. Navigate to the site whose subjects you wish to track.

2. Click on Subjects in the Navigation menu at the left side of the screen.
a. This opens the “Subjects” window.

3. Click on the Add button at the top-left of the screen.

a. This opens Create Subject window.

4. Here we need to enter the mandatory metadata to create a Subject i.e., Subject ID, Status,
Status Date as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information, as necessary.

5. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a subject successfully.

6. Finally, before clicking Create, verify all the fields are entered correctly in the create subject
window.

a. Create Subject window closes, subject record is created and displayed in the list.

7. (Optional) Click Create or Create and Add Another depending on whether you intend to create

another subject right away.

Note: Subjects will not be displayed for navigation when Subject Tracking is turned off within
Study > Settings for the study.
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5.22 Editing a Subject

1. Navigate to the site whose subject requires editing.

2. Click on the Subjects in the Navigation menu at the left side of the screen.
a. This opens the “Subjects” window.

3. Click on the checkbox before the Subject name.
a. A quick view panel will display on the right side of the screen.

4. Now, click on the Edit button (pencil icon) in the top-right of the screen.
a. This opens the “Subject Details” window.

5. Make any necessary changes to the subject information.

6. Click on the Save button at the top-left of the screen.
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5.23 Tracking Subjects Visits
1. Navigate to the site in question.
2. Click on the Subjects in the Navigation menu at the left side of the screen.
a. This opens the “Subjects” window.

3. Navigate to the subject name you want to access and click on it.

4. Click on the Subjects Visits in the Navigation menu at the left side of the screen.
a. This opens “Subject Visits” window.

5. Click on the Add Visit button in the top-left of the screen.

a. This opens Create Subject Visit window.

6. Here we need to enter the mandatory metadata to create a subject visit i.e., Visit Status, Visit
Type, Visit Date as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information, as necessary.

7. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a subject successfully.

8. Finally, before clicking Create, verify all the fields are entered correctly in the create subject visit
window.

a. Create Subject Visit window closes, subject visit record is created and displayed in the list.

9. (Optional) Click Create or Create and Add Another depending on whether you intend to create

another subject visit right away.
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5.24 Editing a Subject Visit
1. Navigate to the site whose visit needs to be edited.
2. Click on the Subjects in the Navigation menu at the left side of the screen.
a. This opens the “Subjects” window.
3. Navigate to the subject name you want to access and click on it.
4. Click on the Subjects Visits in the Navigation menu at the left side of the screen.
a. This opens “Subject Visits” window.
5. Navigate to the Subject visit record you want to edit and Click on the checkbox before the
Subject visit name.
a. A quick view panel will display on the right side of the screen.
6. Now, click on the Edit button (pencil icon) in the top-right of the screen.
Make any necessary changes to the subject visit information.
8. Click on the Save button in the right bottom of the screen.

™~
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5.25 Reviewing and Tracking Country Details

1. Navigate to the country whose details you wish to edit.
a. This can be done via the navigation menu at the left side of the screen.

2. Navigate to the country in the list you want to edit and click on it.
a. This opens the dashboard for the country.

3. Click on the Country Details in the Navigation Menu at the left side of the screen.
a. This opens the “Country Details” window.

4. Navigate to the section you want to review in the screen and click on the [+] sign next to the
name to expand it.

5. Click on the Edit button on the top-left of the screen to make any changes and before returning,
click on the Save button for the changes to apply.
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5.26 Tracking Country Informed Consents (ICFs)
1. Click on Countries in the Navigation menu at the left side of the screen.
2. Navigate to the country in the list you want to edit and click on it.
a. This opens the dashboard for the country.
3. Click on the Country Details in the Navigation Menu at the left side of the screen.
a. This opens the “Country Details” window.
4. Click on the [+] sign next to the informed Consent to expand the section.
Click on the Add button in the informed consent section.
6. Click on the dropdown in the Name field.
a. Study level ICF is displayed and a country specific ICF can be created.

o
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7. Select the study ICF from the list and click on the save button in the informed consent section.
8. You can add country level ICF by adding name and effective date in the informed consent
section and click on the save button.
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5.27 Creating Site within a Country
1. Click on Countries in the Navigation menu at the left side of the screen.
2. Navigate to the country in the list you want to edit and click on it.
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a. This opens the dashboard for the country.

Click on the Sites link in the Navigation menu at the left side of the screen.
Click on the Add button in the top-left of the screen.

a. This opens the “Create Site” window.

Fill in the required information and click Create.

a. More detailed instructions regarding this step can be found here.
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5.28 Associating an Organization with a Country
1.

ik wN

Select Countries from the menu at the left side of the screen.
Click on the name of the country to which you wish to associate an organization.

Click on the Organization link in the Navigation menu at the left side of the screen.

This open the organization window, and organization list is displayed.
Click on the Add button in the top-left of the screen.
a. This opens Add Organization window.

Search for an Organization or create a new one if necessary.
a. More detailed instructions for this step may be found here.
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5.29 Associating Contacts with a Country
1. Navigate to the country to which you wish to associate a contact.
2. Click on the name of the country to which you wish to associate a contact.
3. Click on the Contacts link in the Navigation menu at the left side of the screen.
a. This opens the “Contacts” window, and contacts list is displayed.
4. Click on the Add button in the top-left of the screen.
a. This opens the “Create Contact in Country" window.

Note: Search field can be used to locate and select existing CTMS contacts.

5. Here we need to enter the mandatory metadata to create a contact i.e., Organization, First
Name, Last Name, Contact Role, Email Address, Status, Start Date as indicated by an asterisk
(*) symbol next to the field title. Enter any additional information, as necessary.

6. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a contact successfully.

7. Finally, before clicking Create, verify all the fields are entered correctly in the create contact
window.

8. Create contact in country window closes, contact record is created and displayed in the list.

9. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another contact right away.
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6 Site Visit Documentation

6.1 Pre-Requisite
The user who is responsible for creating and managing Site Visit Documentation in an Organization
must have Clinical Regulatory Associate user access.

6.2 Navigation to Site Visit
1. Click on the Studies link in the Navigation menu in the panel at the left side of the screen.

a. This opens the “Studies” window.

Navigate to the Study you want to review site visits for and click on the name field.

a. This opens the dashboard for the study.

3. Click on the Sites link in the Navigation menu at the left side of the screen.
a. This opens the “Sites” window.

4. Navigate to the site you want to review site visit for and click on the Name filed value.
a. This opens the dashboard for site.

5. Click on the Site Visits in the Navigation menu in the panel at the left side of the screen.
a. This opens the “Site Visits” window.

N

Bash-961 T e (= I

2 1MV 10Jun 2021 Not Completed

1 0 o/ 0 [

6. Navigate to the Visits you want to review and click on it.
a. This opens the Visit General Information window.

7. Review the site visit information and make any necessary changes if required and click on the
Save button in the bottom of the screen, for the changes to apply.
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6.3 Site Visit Attendees

1. Navigate to the Site Visit area for the related site.
a. More detailed instructions on this step can be found here.

2. Click on the Visit Attendees link in the Navigation menu at the left side of the screen.
a. This opens the “Visit Attendees” window.

3. Click on the Add Attendee button in the top-left of the screen.

4. Click on the Add Attendee from the dropdown of “Add Attendee” button.
a. This opens the “Add Attendees” window.

5. Select an existing site contact and click on Add button in the bottom of the Add Attendees
window.
a. Attendee is added to the visit report and the “Add Attendees” window is closed.

Note: Clicking Create New will create a new/additional site contact.
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6.4 Site Visit Locations
1. Navigate to the Site Visit area for the related site.
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a. More detailed instructions on this step can be found here.
2. Click on the Locations link in the Navigation menu at the left side of the screen.
a. This opens the “Locations” window.

Note: If the visit was stated as being conducted remotely, a location will not be required to
generate a final visit report.

3. Click on the Add Location button in the top-left of the screen.
4. Click on the Add Location from the dropdown of the “Add Location” button.
a. This opens the “Add Locations” window.

Note: Clicking Create New will create a new/additional site address.

5. Select an existing location and click on the Add button in the bottom of the “Add Locations”
window.
a. Location is added to the visit report and the “Add Locations” window is closed.

— A sty & sie == sice visic
E L] o Locations -
KingDerm1 = Bash-961 ~ My -
IMV ==
0 Locations
IMv
No records available
Visit General Informarion
0%
= Selected Locations 1
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Previous Locations ]
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1 Locations
Subgecss
B ety Clinic- Atianta 4 1455 Parkoway Cae, Lincoln Parkway East,
Enrolimens Summary

6.5 Site Visit Activities
1. Navigate to the Site Visit area for the related site.
a. More detailed instructions on this step can be found here.
2. Click on the Activities link in the Navigation menu at the left side of the screen.
a. This opens the “Activities” window.
3. Click on the Add button in the top-left of the screen
4. Click on the Add Activities from the dropdown of the Add button.
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a. This opens the “Add Activities” window.
5. Select an existing site activity from the list of All Site Activities.
6. Click on the Add button in the Add Activities window.

Note: Clicking Create New will create a new activity for the site.
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Note: When a previous visit has occurred a user can select Previous Visit to select Activities that
were associated with the previous visit report.

6.6 Site Visit Subjects

1. Navigate to the Site Visit area for the related site.
a. More detailed instructions on this step can be found here.

2. Click on the Subjects link in the Navigation menu at the left side of the screen.
a. This opens the “Subjects” window.

3. Click on the Add button in the top-left of the screen.

4. Click on the Add Subject from the dropdown of the Add button
a. This opens the “Add Subjects” window.

5. Select an existing site subject from the list of All Site Subjects.

6. Click on the Add button in the Add Subjects window.

Note: Clicking Create New will create a new subject for the site.
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Note: When a previous visit has occurred a user can select Previous Visit to select subjects that
were associated with the previous visit report.

Add Subjects window is closed, and the subject is displayed in the list.
To Verify navigate to the subject and click on the check box before subject ID field value.

9. Click on the Verify button in the top-left of the screen.

a. This opens”

10.
11.
12.

Select a subject

Select an ICF to

‘Subject Verification” window.
visit to verify during the site visit.

verify and click on the Save button.

Click on the Go to ICFs button in the bottom on the subject verification window.
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6.7 Site Visit Enrollment Summary
1. Navigate to the Site Visit area for the related site.
a. More detailed instructions on this step can be found here.
2. Click on the Enrollment Summary link in the Navigation menu at the left side of the screen.
a. This opens the “Enrollment Summary” window.
3. Click on the Add button in the top-left of the screen.
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6. Click on the Save button in the top-left of the screen.
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Note: By turning off Calculated by System, the system will allow the user to manually enter the
site's enrollment statistics for the site at the time of the site visit.

6.8 Site Visit Confirmation Letter Creation
1. Navigate to the Site Visit area for the related site.
a. More detailed instructions on this step can be found here.
2. Click on the Confirmation Letter link in the Navigation menu at the left side of the screen.
a. This opens the “Generate Confirmation Letter” window.

Note: Confirmation letter content will be based on the visit preparation data selected.

3. Review the sections within the confirmation letter that are relevant
4. Click on the Next button in the bottom of the Generate Confirmation Letter window.

Note: A user can turn off any section that is not relevant to a visit related confirmation letter.
Regardless of user selection/incorporation a letter will only display content that there is a
location within the template to display that data.
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Select Locations ocati [ @]
Locations Locations
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5. Click on the Create button in the bottom of the Generate Confirmation Letter window, once all
the selections are made for the letter.
6. This generates the site visit confirmation letter as per our selections.

6.9 Site Visit Draft Report Generation
1. Navigate to the Site Visit area for the related site.
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a. More detailed instructions on this step can be found here.

2. Click on the Visit Report link in the Navigation menu at the left side of the screen.
a. This opens the “Visit Report” window.

3. You can update the Report Status to In Progress and click on the Save button.

~ Collapse Al

MV Visit Report °

4. Click on the Generate Draft Report button in the screen.
a. This opens the “Generate Draft Report” window.
5. Click on the Yes, Generate Draft button in the bottom of the window.
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7. Draft visit report is generated, and origami is opened displaying the draft report.

6.10 Site Visit Final Report Generation
1. Navigate to the Site visit area for the related site.
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a. More detailed instructions on this step can be found here.

Click on the Visit Report link in the Navigation menu at the left side of the screen.
a. This opens the “Visit Report” window.

Click Generate Report in the visit report window.

a. This open the “Generate Visit Report” window

Click on the Yes, Generate button in the Generate Visit Report.

Note: A final visit report can be routed through the submission/review/approval process within
origami.

6.11 Site Visit Follow-up Letter Creation

1.

Navigate to the Site Visit area for the related site.

a. More detailed instructions on this step can be found here.

Click on the Follow-up Letter link in the Navigation menu at the left side of the screen.
a. This opens the Follow-up Report window.

Note: Follow-up letter content will be based on the final visit report data selected.

Review the sections within the confirmation letter that are relevant.

Generate Follow-up Letter window displays the selected sections and the selected content from
the final report

Click on the Next button on the screen.

Note: A user can turn off any section that is not relevant to a visit related follow-up letter.
Regardless of user selection/incorporation a letter will only display content that there is a
location within the template to display that data.

Click on the Create button of the window.
Follow-up letter is generated, and origami is opened displaying the letter
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7 Product

7.1 Creating a Product
1. Click on the Product link in the Navigation menu at the left side of the screen.
a. This opens the “Products” window, and the products list is displayed.
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2. Click on the Add button in the top-left of the screen.
a. This opens the “Create Product” Window.

3. Here we need to enter the mandatory metadata to create a product i.e., Product Name, Type,
Status, Status Date, Sponsor as indicated by an asterisk (*) symbol next to the field title. Enter
any additional information, as necessary.

4. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a product successfully.

5. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another product right away.
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7.2 Reviewing and Editing a Product
1. Click on the Product link in the Navigation menu at the left side of the screen.
a. This opens the “Products” window, and the products list is displayed.
2. Click on the name of the product you want to edit.
a. This opens the “Product Details” window.
3. Click on the Edit button in the top-left of the screen.
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4. Make the necessary changes in the product details window.
5. Click on the Save button in the top-left of the screen.
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7.3 Associating an Organization to a Product
1. Click on the Product link in the Navigation menu at the left side of the screen.
a. This opens the “Products” window, and the products list is displayed.

Page 72 of 127
Proprietary and Confidential © 2021 TransPerfect Translations International, Inc. (TransPerfect).



—
T R I A L . - .
Trial Interactive CTMS v1.1 — User Guide v1.0
fd INTER

ACTIVE

2. Click on the name of the Product you want to associate to an organization.
a. This opens the “Product Details” window.

3. Click on the Organization link in the Navigation menu at the left side of the screen.
a. This opens the “Organization” window.

4. Click Add and either search for an existing organization or create a new one.

5. Press Create when done.
a. More detailed instructions on this step can be found here.
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7.4 Associating a Contact to a Product

1. Click on the Product link in the Navigation menu at the left side of the screen.
a. This opens the “Products” window, and the products list is displayed.

2. Click on the name of the product to which you wish to associate a contact.
a. This opens the “Product Details” window.

3. Click Add and either search for an existing Contact or create a new one.

4. Press Create when done.
a. More detailed instructions on this step can be found here.
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8 Program

8.1 Pre-Requisites

Each Organization will need to decide who should handle Program creation and managing. It may be a
specific group of people in the organization who are assigned to handle this to reduce the chances of
creating duplicate program records. Company administrators will need to assign CREATE, UPDATE, EDIT
and DELETE permissions/privileges to user’s accounts to that they can perform this step.

8.2 Create a Program
1. Click on the Programs link in the Navigation Menu at the left side of the screen.
a. This opens the “Programs” window, and the programs list is displayed.

© 4 Y
20 Programs

pogoopaogonaaocaaEAAn’

2. Click on the Add button in the top-left of the screen.
a. This opens the Create Program window.

3. Here we need to enter the mandatory metadata to create a program i.e., Program Name,
Number, Status, Status Date, Sponsor, Products as indicated by an asterisk (*) symbol next to
the field title. Enter any additional information, as necessary.

4. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a program successfully.

5. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another program right away.

Note: Program records can be created in multiple locations within the system:
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1. Programs
2. Sponsors = Programs
3. Product = Programs

8.3 Reviewing and Editing a Program
1. Click on the Programs link in the Navigation Menu at the left side of the screen.
a. This opens the “Programs” window, and the programs list is displayed.
2. Navigate to the program you want to review or edit and click on the name.
a. This opens the “Program Details” window.
3. Click on the Edit button in the top-left of the screen.
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4. Make any necessary changes in the sections you want.
5. Click on the Save button on the top-left of the screen, for the changes to apply.
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8.4 Associating an Organization to a Program
1. Click on the Programs link in the Navigation Menu at the left side of the screen.
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a. This opens the “Programs” window, and the programs list is displayed.

2. Click on the name of the program to which you wish to associate an organization.
a. This opens the “Program Details” window.
3. Click on the Organization link in the Navigation menu at the left side of the screen.
a. This opens the “Organization” window, and the organization list is displayed.
4. Click Add and either search for an existing organization or create a new one.
5. Press Create when done.
a. More detailed instructions on this step can be found here.
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8.5 Associating a Contact to a Program

1.

Click on the Programs link in the Navigation Menu at the left side of the screen.
a. This opens the “Programs” window, and the programs list is displayed.
Click on the name of the program to which you wish to associate a contact.

a. This opens the “Program Details” window.

Click on the Contacts link in the Navigation menu at the left side of the screen.
a. This opens the “Contacts” window, and the contacts list is displayed.

Click on the Add button in the top-left of the screen.

a. This opens Create Contact in program window.
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5. Here we need to enter the mandatory metadata to create a Contact i.e., Organization, First
Name, Last Name, Contact Role, Email Address, Status, Include Address as indicated by an
asterisk (*) symbol next to the field title. Enter any additional information, as necessary.

6. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create a contact successfully.

7. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another contact right away.

Note: The search bar at the top of the “Create Contact in program” window can be used to
search for an existing CTMS contact record for associate to the program.

Note: The system will restrict the level of data that can be updated to only information relevant
to the association of the contact to the program. All other data will need to be updated at the
Home > Contacts level.
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8.6 Associating a Product to a Program

1. Click on the Programs link in the Navigation Menu at the left side of the screen.
a. This opens the “Programs window”, and the programs list is displayed.

2. Click on the name of the program you want to associate to a product.
a. This opens the Program Details window.

3. Click on the Products link in the Navigation menu at the left side of the screen.
a. This opens the “Products” window, and the products list is displayed.

4. Click the Add button in the top-left of the screen.
a. This opens Add Product window.

5. Select a product from the available products list.

Astromediva
Astromelia
Diagnava
Dragon Steel
Gastrotube
Integucaine

Kings Cream
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9 Activities

9.1 Associating Domain library Activity Records to a Study

1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window.

2. Click on the name of the study.
a. This opens dashboard for the study.

3. Click on the Activity Plans link in the Navigation menu at the left side of the screen.
a. This opens the “Activity Plans” window.

4. Click on Templates in the top-left center of the screen.
a. This opens the “Templates” window.

5. Click on the Add button in the top-left of the screen.
a. Now click on Associate from the dropdown menu.

Plans InUse  Scheduled Plans

Diagnova

© Create  mplates Sart By Unknonn

6. This opens the Associate Activity Plan Templates to study “Study name is displayed”.
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7. Click on the check box before the plan name you want to associate to a study.
8. Click on the Associate button in the bottom of the Associate Activity Plan Template.

9.2 Creating Domain library Activity Records

1. Click on the Activities Library link in the Navigation menu at the left side of the screen.
a. This opens the “Activities Library” window.

2. Click on the Add button in the top-left of the screen.
a. This opens the Create Activity window.

3. Here we need to enter the mandatory metadata to create an Activity i.e., Activity, Type, Sub
Type, Description as indicated by an asterisk (*) symbol next to the field title.

4. Initially Sub Type is greyed out, once you select a value for the Type from the dropdown menu
the related values for the sub type will appear in the dropdown menu.

5. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create an activity successfully.

6. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another activity right away.
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9.3 Editing Domain Library Activity Records

1.

Click on the Activities Library link in the Navigation menu at the left side of the screen.

a. This opens the “Activities Library” window.

Navigate to the activity name you want to edit and click the check box before the activity name
or click directly on the activity name.

Click on the Edit button in the top-left of the screen.

a. This opens the quick view panel on the right side of the screen.

Make necessary changes in the quick view panel.

Click on the Save button in the bottom right of the screen.

Note: Updates to an activity record will not be reflected within activity plans already actively
applied or tracking. Updated activity records will be used for any new application or tracking of
an activity plan containing the updated record.
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9.4 Deleting Domain Activity Records

1.

Click on the Activities Library link in the Navigation menu at the left side of the screen.

a. This opens the “Activities Library” window.

Navigate to the activity name you want to delete and click the check box before the activity
name or click directly on the activity name.

Click on the Delete button in the top-left of the screen.

This deletes the Activity record.

Note: The system will restrict the ability to delete an activity record that is being used within the
system, the user should inactive such records and not delete them.
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9.5 Inactivating Domain Activity Records

1. Click on the Activities Library link in the Navigation menu in the panel at the left side of the
screen.
a. This opens the “Activities Library” window.

2. Navigate to the activity name you want to set as Inactive and click the check box before the
activity name or click directly on the activity name.

3. Click on the Set Inactive button in the top-left of the screen.

4. This Inactivates the Activity record.
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9.6 Creating Domain Library Activity Plans

1.

Click on the Activity Plan Templates link in the Navigation menu in the panel at the left side of
the screen.

a. This opens the “Activity Plans Templates” window.

Click on the Create Template in the top-left of the screen.

a. This opens the Create Activity Plan Template window.

Here we need to enter the mandatory metadata to create an activity plan template i.e., Activity
Plan Name, Level as indicated by an asterisk (*) symbol next to the field title. Enter any
additional information, as necessary.

If any of the required fields are missing, an error will appear when we click on the Next Add
Activities button, displaying the fields which need to be filled to create an activity plan template
successfully.
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5. This opens the Associated Activities window.

6. Click on the Create button in the associated activities window.
a. This opens Create Activity window.

7. Here we need to enter the mandatory metadata to create an activity for the template i.e.,
Activity, Type, Sub Type, Description as indicated by an asterisk (*) symbol next to the field
title.

8. Initially Sub Type is greyed out, once you select a value for the Type from the dropdown menu
the related values for the sub type will appear in the dropdown menu.

9. If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create an activity successfully.

10. (Optional) Click Create or Create and Add Another depending on whether you intend to create
another activity right away.

Note: The activity records created in this location will be records within the Activities Library,
available for future selection.
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11. Click on the Save Activities button in the create activity plan template window.
a. The create activity plan template closes and a template is created.

Note: Activity plans default to Draft status to allow for review and updates before making the
plan available for selection by the user community throughout the system.

9.7 Editing Draft Activity plans

1. Click on the Activity Plan Templates link in the Navigation menu in the panel at the left side of
the screen.
a. This opens the “Activity Plans Templates” window.

2. Navigate to the plan you want to edit.

3. Click on the Edit button in the top-left of the screen.
a. This opens the Edit Activity Plan Template window.

4. Make any necessary changes in the Edit Activity Plan Template window.

5. Click on Save Activities in the bottom of the edit activity plan template window.
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9.8 Publishing Activity Plans
1. Click on the Activity Plan Templates link in the Navigation menu in the panel at the left side of
the screen.
a. This opens the “Activity Plan Templates” window.
2. Navigate to the plan name which is in Draft status you want to publish it and click on it.
3. Click on the Publish button in the top-left of the screen.
4. Activity plan is displayed with a status of published and can no longer be updated.
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9.9 Retiring Activity Plans

1. Click on the Activity Plan Templates link in the Navigation menu in the panel at the left side
of the screen.
a. This opens the Activity Plan Templates window.

2. Navigate to the plan name which is in Published status you want to retire and click on it.

3. Click on the Set to Retired button in the top-left of the screen.
a. Confirmation window for activity plan retirement is displayed.

4. Enter a reason for retiring the activity plan.

5. Click on the Set to Retired button in the window.
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Click on the Activity Plan Templates link in the Navigation menu in the panel at the left side of

the screen.

a. This opens the “Activity Plan Templates” window.

Navigate to the plan you want to copy and click on it.

Click on the Copy button in the top-left of the screen.

a. This opens the Copy Activity Plan Template window.

Update the necessary fields and click on Next Add Activities.

a. This displays all the associated activities.

Click Browse All Activities in the Copy Activity Plan Template window.
Select an existing library activity for association to the activity plan.
Click Save Activities in the Copy Activity Plan Template window.

Note: Draft and Retired activities are not available for selection for any entity.
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Associating Activity Plan Templates to a Study
Click on the Studies link in the Navigation menu in the panel at the left side of the screen.
a. This open the “Studies” window and the studies list is displayed.
Navigate to the study you want to associate to an activity plan template and click on it.
a. This opens the dashboard for the study.
Click on the Activity Plans link in Navigation menu at the left side of the screen.
a. This opens the “Activity Plan” window’s Plans in Use section.
Click on Templates in the top-left of the screen.
a. This opens the “Templates” window and templates list is displayed.
Click on the Add button in the top-left of the screen.
Now click on the Associate from the dropdown menu.
This opens the Associate Activity Plan Templates to study window.
Click on the check box before the plan name you want to associate to a study.
Click on the Associate button in the bottom of the Associate Activity Plan Template window.

Note: Activity plans default to Draft status to allow for review and updates before making the
plan available for selection by the user community throughout the system.
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9.12 Scheduling Activity Plans

1. Click on the Studies link in the Navigation menu in the panel at the left side of the screen.

a. This open the studies window and studies list is displayed.
2. Click on the name of the study to which you want to associate an activity plan template.
a. This opens the dashboard for the study.
3. Click on the Activity Plans link in Navigation menu at the left side of the screen.
a. This opens the Activity Plan window’s Plans in Use section.
4. Click on the scheduled Plans button in the activity plans screen.
a. This opens the Scheduled Plan window.
5. Click on the Add button in the top-left of the screen.
a. This opens the “Scheduled Activity Plan for Study: “Study Name” Sites” window.
6. Navigate to the activity Plan you want to schedule, click on it.
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7. Now click on the Next button in the bottom on the window.
a. This opens the “Schedule Plan” tab on the window.

8. Select at least one level of status by clicking on the dropdown.
a. Select one value from the dropdown.

9. Click on Schedule button on the bottom of the window.
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11.
12.

If you want to cancel the scheduled plans which was scheduled.
Navigate to scheduled plans window and click on the scheduled activity plan you want to cancel.

Click on the Cancel Schedule button in the top-left of the screen.
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9.13 Tracking Activities Outside of Activity plans

1.

Click on the Studies link in the Navigation menu in the panel at the left side of the screen.

a. This open the “Studies” window and studies list is displayed.

Click on the name of the study for which you need to check the activities.

a. This opens the dashboard for the study.

Click on the Activities link in the Navigation menu at the left side of the screen.

a. This opens the “Activities” screen.

Click on the Add button in the top-left of the screen.

a. This opens the Create Activity window.

Here we need to fill the mandatory metadata to create an activity i.e., Activity Name, Type, Sub
Type, Description as indicated by an asterisk (*) symbol next to the field title.

Initially Sub Type is greyed out, once you select a value for the Type from the dropdown menu
the related values for the sub type will appear in the dropdown menu.

If any of the required fields are missing, an error will appear when we click on the Create
button, displaying the fields which need to be filled to create an activity successfully.
(Optional) Click Create or Create and Add Another depending on whether you intend to create
another activity right away.
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To edit any activity, select the activity name and click on the Edit button in the top-left of the
screen.

10. This opens the quick-view window on the right side of the screen, make necessary changes in
the activity.
11. Click on the Save button in the bottom right of the screen.
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10 Milestones

10.1 Pre-Requisites
Any users who are responsible for creating and managing Milestones must have been granted
appropriate access rights by the Company Administrator.

10.2 Creating Domain Library Milestone Template

1.
2.

Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.

Click on the Milestone Templates link in the Navigation menu in the panel at the left side of the
screen.

a. This opens the “Milestone Templates” window.

Click the Create button in the top-left of the screen.

a. This opens the “Create Milestone Template” window.

Here we need to enter the mandatory metadata to create a milestone template i.e., Level,
Template Name as indicated by an asterisk (*) symbol next to the field title. Enter any
additional information as necessary.

If any of the required fields are missing, an error will appear when we click on the Create button
displaying the fields which need to be filled to create a milestone template successfully.
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The Create Milestone Template window will close, and milestone template will be displayed.
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10.3 Creating a Study Milestone from a Template

1. Click on the Studies link in the Navigation menu in the panel at the left side of the screen.
a. This opens the “Studies” window, and study list is displayed.

2. Click on the name of the study for which you want to create a milestone.
a. This opens the study.

3. Click on the Study Details link in the Navigation menu at the left side of the screen.
a. This opens the “Study Details” window.

4. Click on the Settings button in the top-right of the screen.
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5. Click on the Milestone Templates link in the Navigation menu at the left side of the screen.
a. This opens the “Milestone Template” window.
6. Click on the Add button in the top-left of the screen.
7. Click on Add from Sponsor in the drop-down menu.
a. This opens the “Add Milestone Template from Sponsor” window. A list of all the available
milestone templates is displayed, select one if you have the milestone template you are
looking for.
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10.4 Editing Domain Milestone Templates
1. Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.
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2. Click on the Milestone Templates link in the Navigation menu at the left side of the screen.
a. This opens the “Milestone Templates” window.

3. Click on the milestone template you want to edit.

4. Click on the Edit button in the top-left of the screen.
a. This opens the “Edit Milestone Template” window.

5. Make any necessary changes.

Click the Save button.

7. The Milestone Template is Updated and displayed in the list

o

Note: You can edit only milestone templates with Draft status.
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10.5 Deleting Domain Milestone Templates
1. Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.
2. Click on the Milestone Templates link in the Navigation menu in the panel at the left side of the
screen.
a. This opens the “Milestone Templates” window.
3. Click on the milestone template which needs to be deleted.
a. Please note that the template needs to be in Draft status to be deleted.
4. Click on the Delete button in the top-left of the screen.
a. This opens the “Confirmation” window.
5. Click on the Delete button in the confirmation page.
6. The Milestone Template will be Deleted from the list.
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10.6 Publishing Milestone Templates

1.
2.

Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.

Click on the Milestone Templates link in the Navigation menu in the panel at the left side of the
screen.

a. This opens the “Milestone Templates” window.

Select the Draft template you want to publish.

Click on the Publish button in the top-left of the screen.

a. This opens the “Please Review Milestone Template” window.

Click on the Publish Milestone Template button in the Please Review Milestone Template
window.

Milestone Template is Published and displayed in published status on the list.

Note: Milestone Templates are not available for selection by the user community until
Published.
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10.7 Retiring Milestone Templates

1.
2.

Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.

Click on the Milestone Templates link in the Navigation menu in the panel at the left side of the
screen.

a. This opens the “Milestone Templates” window.

Navigate to the milestone template you want to retire and click on it.

Click on the Set to Retired button in the top-left of the screen.

a. This opens the “Set to Retired” window.

Click on the Set to Retired button in the “Set to Retired” window.

Milestone Template is Retired and displayed in the list

Note: Only Published templates can be Retired.
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10.8 Copying Milestone Templates

1. Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.

2. Click on the Milestone Templates link in the Navigation menu in the panel at the left side of the
screen.
a. This opens the “Milestone Templates” window.

3. Navigate to the milestone template you want to copy and click on it.

4. Click on the Copy button in the top-left of the screen.
a. This opens the “Copy Milestone Template” window.

5. Click on the Copy button in the Copy Milestone Template window.

6. Milestone Template is Copied, and the copy is displayed in the list
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10.9 Associating Milestone Templates to a Sponsor

1.
2.

Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.
Click on the Sponsors link in the Navigation menu at the left side of the screen.

a. This opens the “Sponsors” window and list of sponsors is displayed.

Click on the sponsor to which you wish to associate a template.

a. This opens the “Sponsor Details” window.

Click on the Settings button in the top-right of the screen.

a. This opens the “Sponsors Setting Milestone Template” screen.
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Click on the Add button on the top-left of the screen.
Click on Add from Domain in the dropdown menu.

h g
sonsy oo - | (EH =
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'Im A
9 Final Protocol
- i 16 Sep 2021 admin admi
Milestane Templates
e &
o Q Initial Ethics Approval (IRB/IEC)
d 01 Sep 2021 admin ad:
£ :
—= 9 First Subject Enrolled 4 sy
This milestone will be achieved when the first subject for the study.
<d 01 Sep 2021 admin ad:
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7. This opens the Add Milestone Template from Domain window.
8. Select one of the milestone templates from the list and click on the Add button.
9. The Milestone Template is added to the list.

10.10 Defining Sponsor-Specific Milestone Templates

1. Navigate to the Home Screen by clicking on the home icon in the top-left of the screen.

2. Click on the Sponsors link in the Navigation menu in the panel at the left side of the screen.
a. This opens the “Sponsors” window, and the sponsors list is displayed.

3. Click on the sponsor that you want to associate with a milestone template.
a. This opens the “Sponsor Details” window.

4. Click on the Settings button in the top-right of the screen.
a. This opens the “Sponsors Setting Milestone Template” screen.

5. Click on the Add button on the top-left of the screen.

6. Click on the Create New button from the dropdown.
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9 Final Protocol
9 Initial Ethics Approval (IRB/IEC)

& s
Q First Subject Enrolled A stdy
This milestone will be achieved when the first subject for the study

7. This opens the Create Milestone Template window.

8. Here we need to fill the mandatory metadata to create milestone template i.e., Level, Template
Name as indicated by an asterisk (*) symbol next to the field title. Enter any additional
information as necessary.

9. If any of the required fields are missing, an error will appear when we click on the Create button
displaying the fields which need to be filled to create a milestone template successfully.

10. Click on the Create button in the Create Milestone Template window.
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10.11 Defining Study Milestone Templates (New)

1. Click on the Study link in the Navigation menu in the panel at the left side of the screen.
a. This opens the “Studies” screen.

2. Click on the name of the study for which you want to define a new template.
a. This opens the study dashboard.

3. Click on the Study Details link in the Navigation menu at the left side of the screen.
a. This opens the “Study Details” window.

4. Click on the Settings button in the top-right of the screen.
a. This opens the “Study Settings General” window.
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5. Click on the Milestone Template link in the Navigation menu at the left side of the screen.
a. This opens the “Milestone Template” window.
6. Click on the Add button in the top-left of the screen.
7. Click on Add from Sponsor from the dropdown.
.
Sort By ] [ = IS

Diagnova

Note: Clicking Add from Sponsor will allow for the selection of a milestone template that is
already associated to your study sponsor.
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8. Select an available Milestone Template from the list.

9. Click on the Add button in the bottom of the Add Milestone Template from Sponsor window.
10. The selected sponsor Milestone Templates are displayed in the list

A stuzy
Study Settings  Milestone Templates -
Disgrws +

= selected Milestones 0

‘sponsor Milestones

Level All + | | Classification Al

5 Milestones Templates

Milestone

11. To create a new Milestone Template, follow these steps.
12. Click on the Add button in the top-left of the screen.
13. Click on the Create New button form the dropdown list.

Note: Clicking Create New will allow for the creation of a new study specific milestone template.
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14. Here we need to fill the mandatory metadata to create a milestone template i.e., Level,
Template Name as indicated by an asterisk (*) symbol next to the field title. Enter any
additional information as necessary.

15. If any of the required fields are missing, an error will appear when we click on the Create button
displaying the fields which need to be filled to create a milestone template successfully.

A swdy °
" oA e Study Settings | Milestone Templates -
Diagnova =
Milestone Templates
© add ~ © Start Tracking. & Edu B Delete -} < Publish (=) Q Search | ¥ Fiers
mat o0 x o
t Sort By Unknown =
Diagnova
D Genersl
e

10.12 Tracking Milestones
1. Navigate to the Milestones you want to track.
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2. Click on Start Tracking in the top-left of the screen.
a. This opens the “Start Tracking” window.
3. Click on the Yes, start tracking button in the Start Tracking window.

Note: The milestone will not be displayed for tracking at any level until Start Tracking is clicked
for the desired milestone.

=B

Do you want to start tracking milestones for the study?
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11 Dashlets

11.1 The Portfolio Dashlet
1. Logintothe CTMS.
2. Click on the Dashboard link in the Navigation menu in the panel at the left side of the screen.
3. The Portfolio dashlet is displayed on the screen.
4. Click on the Details button in the top-right of the screen to expand the portfolio window.
5. We can use the dropdowns available in the portfolio to restrict our select list to view.

= &  Dashboard ° -

:
[ TRIALINTERACTIVE
it

Triallnteractive o ox

cE@EH®EE PP L

1 study

Canada 23.04%
Germany 20.16%

Mock Data

11.2 The Top Countries Dashlet
1. Click on the Dashboard link in the Navigation menu in the panel at the left side of the screen.
2. This displays 3 Top Countries on the screen.
3. This list shows the countries with most activities in the system.
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11.3 The Studies Dashlet

1.

e wnN

Click on the Dashboard link in the Navigation menu at the left side of the screen.
Scroll down to Studies in the dashboard screen.

This displays the Studies information in grid and in pie chart form.

We can use the Group by dropdown to select a value for grouping.

Click on the Details button to expand the Studies window.
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11.4 The CRA Visit Report Performance Dashlet
Click on the Dashboard link in the Navigation menu at the left side of the screen.

1.

2.
3.
4

Scroll down to CRA Visit Report Performance on the dashboard.
This displays the data in grid and pie chart format.
We can use the dropdowns available to filter the search criteria to view.
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11.5 Reviewing Studies via their Dashboard
1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window.
2. Navigate to the study you want to review.
3. Study Enrollment, Study Timeline, and Activities dashlets are displayed.
4. Navigate to Study Enrollment in the dashboard.
a. This reflects planned and actual numbers.
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5. Navigate to the Study Timeline in the dashboard.
a. This shows a red dot and a line indicating today on the timeline.
6. It shows the status of each milestone in the study.
o =] o
B A+ Drugs
Diagnova
Study Timeline m
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Navigate to Activities on the dashboard.

8. This shows data for Study General Activities, Site Total Activities, Country Total Activities in pie

chart, that can be changed to a bar graph if preferred.
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11.6 Reviewing Countries via their Dashboard

1. Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window.

2. Click on the name of the study you want to review.
a. This opens the dashboard for the study.

3. Click on the Counties link in the Navigation menu at the left side of the screen.
a. This opens the “Countries” screen.

4. Click on the name of the country you want to review.
a. This opens the dashboard for the country.

5. This displays the Country Timeline and Activities in the dashboard.
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Reviewing Site Dashboard
Click on the Studies link in the Navigation menu at the left side of the screen.
a. This opens the “Studies” window.
Click on the name of the study you want to review.
a. This opens the dashboard for the study.
Click on the Sites link in the Navigation menu at the left side of the screen.
a. This opens the “Sites” screen.
Click on the name of the site you want to review.
a. This opens the dashboard for the site.
This displays the Site Timeline and Activities in the dashboard.
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12 User and Team Management

12.1 Creating Users
1. Click on the User Management link in the Navigation menu at the left side of the screen.
a. This opens the “User Management” screen.
2. Click on the Invite button in the top-left of the screen.
a. This opens the Invite User window.
3. Here we need to enter the required mandatory metadata to create a user i.e., Email, First
Name, Last Name, Global Role as indicated by an asterisk (*) symbol next to the field title.
4. |If any of the required fields are missing, an error will appear when we click on the Invite button,

displaying the fields which need to be filled to invite a user successfully.

5. (Optional) Click Invite or Invite and Add Another or Invite and go to User Profile depending on
whether you intend to create another user right away.

#  User Management o -
« — User Management
Fto O Decme B B Permisions am T s
Hame Seanus Glokal Rale Email -
Trialinteractive [y=13 = yogiest@itcom
& Unda Munn - Linda@.com
@  Doshooord & yogrest — yogeest123Gs.com
) S & CRADEMO o rademedti com
2 Pogam
O & UAT First UAT Last dofourl@gmail.com
A swdes & Hoin Cusack Fill in information below ta create a user T .
B Fymm— ca ———
& Abhijt Kambie skamble@transperfect.com
= kuwmm.,, & Sufiya Sulana D : ssuhana@u ansperfect.com
[ Actvicy Plan Templaces & Lakshmi Ksdiyala Iradiyala@xransperfectcom
S e =
& Mr.Owen Omoguarto
& Mrs. Susan Geers Meiners
& Mrs. Sandesh Visoriya . I| Jite and Add
& Nancy Drew
& Hope Weisser =3
& Abdul Anwer
1o e [ o e
& fohn Dz [icrns macme, woeo |
4 previous (1] of2 Next b
User

12.2 Editing a

1. Click on the User Management link in the Navigation menu at the left side of the screen.
a. This opens the User Management screen.
2. Navigate to the name of the user you want to edit and click the check box before the username.

a. This opens the quick view on the right side of the screen.

3. Click the Edit button on the top-left of the screen or click on the Pencil Icon in the quick view
panel to make changes in the user account.
4. Make any necessary changes to the user account.

Page 121 of 127
Proprietary and Confidential © 2021 TransPerfect Translations International, Inc. (TransPerfect).



T R | A L
Trial | [ TMS v1.1 — i 1.
m INTERACTIVE ‘ rial Interactive CTMS v User Guide v1.0

5.

Click on the Save button in the bottom right of the screen, for the changes to apply to the user
account.

12.3 Editing a User’s Permissions

1.

Click on the User Management link in the Navigation menu at the left side of the screen.
a. This opens the “User Management” screen.

Navigate to the user whose permissions should be edited and click the check box.

Click on the Edit Permissions button in the top-left of the screen.

a. This opens the “Edit Permissions” window.

Note: Study membership role is inherited throughout the study team lists and can be updated
on the individual entity level to increase the user’s access.
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Navigate through the list of organizations below or use the search box to find the sponsor.
Expand the selected organization and select the appropriate product or study.

Assign the user a specific role associated with that product or study.
Click on the Save button the bottom of the edit permission window.
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Note: Turning on Invite/Manage Users under Global Permissions will allow for the user to
create and invite users to the system.
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12.4 Study Team Management
1. Navigate to the study name and click on it.
2. Click on the Team link in the Navigation menu at the left side of the screen.
a. This opens the “Team” window.
3. Select the username from the list displayed that has the status of PENDING.
4. Click on the Activate button in the top-left of the screen to activate the user.

1 users o
Diagnova Name stanas Email End Dace ]
(@ 4= [mem

12.5 Deactivating a User Account

1. Click on the User Management link in the Navigation menu at the left side of the screen.
a. This opens the User Management screen.

2. Navigate to the user you want to deactivate, click the check box before the username.
a. This opens the quick view on the right side of the screen.

3. Click on the Deactivate button in the top-left of the screen.
a. This opens the Deactivate Users window.

4. Click on the Deactivate button in the Deactivate user’s window.

Note: The reverse of this action can be done to activate a user.
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Do you wan: 1o deactivate the following user(s)?

12.6 Resending a User’s Invite

1.

Click on the User Management link in the Navigation menu at the left side of the screen.
a. This opens the User Management screen.

Navigate to the user whose invitation you want to resend and click the check box.

a. This opens the quick view on the right side of the screen.

Click on the Resend Invite button in the top-left of the screen.

a. This opens the Resend Invite window.

Click on the Resend button in the Resend Invite window.

Note: You can only resend an invite to a user with an Invited status.
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12.7 Removing Users from a Team list
1. Navigate to Studies screen and click on the name of the study whose team you wish to edit.
2. Click on the Team link in the Navigation menu at the left side of the screen.
3. Navigate the user you want to remove from a team list and select them.
4. Click the Remove button in the top-left of the screen.
a. This opens the Delete user from a Team window.
5. Click on the Remove button in the bottom of the Delete user from a Team window.
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