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SSU: How to Activate a Site

1. Navigate to Start-Up and select 
the Sites module. 

2. Use the drop down to filter your sites.

3. Select the 
site to 
activate.  

Click Edit.

The site 
profile opens

Applicable to: Administrators            Editors           Readers                eTMF                Study Start-up



SSU: How to Activate a Site

When all required documents are approved, 
the Essential Documents Progress bars 

within the site profile show 100%.

The system will now allow the site to be 
activated.

4. Click Activate/Reject.

5. In Site Investigation Site Status
window, select Activate.

Enter any Comments.

Click Activate.

Room administrators can … 
Select which documents are published to eTMF Index or Workflow
Modify the activation email template
Select recipients of activation emails

For any additional 
assistance, click …

Essential documents will be published to the eTMF 
or workflow, per the room settings.
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