How to Initiate and Perform

Team Edits

Tl version 10.7

ACTIVE

@ Admin
@ Manager
@ Editor
O Reader

APPLICABLE TO:

n Locate the document you wish to
edit in the Documents Library.

a Open the Document Action
Menu and expand the selection
for Check Out.

a Select Team Edit.

Review the General Info and
assignh a Due Date. A default date
Is provided.

B If you wish to personalize the
Review Title, you can Disable
Auto-Naming.

TRANSPERFECT

LIFE SCIENCES

@ Collaborate
@ eISF

ding A Import ~ ¥ Export ~ = Email - v

1-7 of 7 (1 selected)

(m] Title Submitted... a [
O SOP Templat... 21 Jan 2022 A
O @ Data Injection... 21 Jan 2022 A
0 0 W Test Doc #3 16 Feb 2022 A
* ppecozo | dacabonn |,

© Add Document
[C] Copy Link

' X Delete

e A Viewdocumeantsequrity

T U Set as Restricted Document Content

u,
|
\

> >

€. [£]) |

>

= Check Out > @ Online
U Set as Restricted Document Content & Offline
B Add to Cart \ 2= Team Edit

| e A gegiespses Jeeem———

General Info

Collaborative Review Title

#GeneratedName# #CollabReviewOwner#

Preview Training Test Admin Workflow Lorenzo Vanzetto Wed
06/11/2024, 10:08:13 am
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Collaborators

. Select Collaborators
a In the next section, select r——=—=—-=-=--= \
. = o ;
Collaborators who will have Q Seavdh | e e !
access to this edit, by moving Users  Groups
names from left to I’Ight. All Users 10 Selected Users
(m] Full Name (] Full Name

. ] & CompanyAdmini
* | There is a helpful button to add — P
Igle

all available Editors in one click. T Na racards avai
| IZO.“-‘:DBH‘_."S:}"".Tﬁ:lf;'fftl.co'"ﬂ |

@ _________

|
Click Check Out to start the edit. Cancel [ Previous ] I  Check Out :
|

a Enter the Document View to )
i
access the document in edit

mode.

» B8 My Reviews
w ['= By Status
% Open 15

Documents open for collaborative
editing can be found under ‘Pending’,
‘Open’, or ‘In Progress’ in the

%5 In Progress 0
Collaborate module*.

% Closed 36
% Overdue 13
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a In the edit window, changes can be made in real-time by multiple users. Here's an
example of what that would look like, with each contributor marked in different ink.

ID:
— ‘ 341687
|fd TRANSPERFECT  Demo Doc #5 Ver. 0.3 PAGE: 20F2

DocuMENT Type: Blostats

1.0 INTRODUCTION & PURPOSE

Here are the changes that Editor 104 is making.

Here are the changes that I'm making as Admin 103

2.0 SCOPE

3.0 RESPONSIBILITIE
4.0 DEFINITIONS

5.0 PROCEDURES

51 Process Overview
5.2 Entry Criteria
53 Recommended Tools

m Users can update the review status in the metadata
panel, and the Review Owner can close the edit there.

1623590 / REVIEW ID 675

Training Test Admin Workflow
Training Test Admin Workflow " § Fes m/11/2024, 10:05:41 a
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