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Documents tags can be enabled in study rooms to provide an alternative way to identify,
filter, search, and group documents by means other than ‘traditional’ metadata fields.

To View Tags

n Navigate to the Documents @ Dashboard
module.

D Documents

a Select the Tag documents view.

Document Type

a Existing tags will display as folders. e BT - rol
Click one to see a list of documents
that are currently associated with that o
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To Assign Tags

/Al Select a document and expand

the metadata panel. cC

VLYY LAW i

etadata

Language e

B Locate the Tags field (location 1 T E— 3

may vary), and start typing or : 1

select one of the existing £ | Audt |

i celated I v
options. S Document Issue | |
\ Data Reporting _I

a You may add new tags simply by Tags ‘| Financials € | Your Custom Tag

typing, then clicking the ‘plus’ ' Your Cuctorn TasTa

button. St 'e

For the changes to take effect, do
not forget to click on the Save or

Save&Next buttons at the
bottom of the panel.

Page 2 of 2

TRANSPERFECT

LIFE SCIENCES May 2025



