How to Perform a Team Edit

Tl Collaborate v10.4

@ Administrators
@ Room Managers

@ Editors @ cISF
O Readers

APPLICABLE TO: @® Collaborate

1. Locate the document you wish to edit in the

Documents Library &

2a. Click on the Document Action Menu and expand
the selection for Check Out

I Document - & Manage Security £ Mass Coding 4 Import = ¥ Export - Email —
View by Index 1-7 of 7(1 selected)
Filters Show Empty Folders
(m] Title submitted... a (]
Q Search by folder name c om i
O SOP Templat... 21 Jan 2022 A
¥ & Index . o
O @ - DataInjection.. 21 Jan 2022 A

¥ E= study Collaboration 19
B= Riostatistics 15 Test Doc #3 16 Feb 2022 A

W Controlled Documents 8 mm

B Working Documents 7 © Add Document

O &
¥ & clinical Operations 1 0 [T Copy Link
I8 Controlled Documents 1 " % Delete
B working Documents 0 OJ = I8 Make Obsolete
P BB Datz Management 0 & View document security
P T
P BB xRS Management 0 U Set as Restricted Document Content
[]
2b. Select Team Edit ® Check Out * @ online
U Set as Restricted Document Content £ 3 Offline
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3. Next, in the Team Edit window, select the team members
who will work on the document by adding them to the right-
hand column.

Team Edit x

Select Collaborators

Q search (] Add All Editors
(™ Full Name (] Full Name
O Admin 103 O  Editor 102
(J  Ashley Parik (]  Editor 103
U Don John
U
U
(J  Editor 104
4 4 Previous of2 Nexthk MW 4 4 Previous of'l"-.%'-i'.P M

4. In the same window, assign a due date for the
collaborative edit and, optionally, add comments for the
team. Click Check Out to start the session.

s

Due date to complete the collaborative edit 13 Apr 2022
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5. You can start editing immediately, or leave it for later

Confirmation

A Collaboration Review has been created. Would you like to open the collaboration review profile now?

v

' Should you wish to edit at a later time, you can find your document

under your ‘Pending’ reviews in the Collaborate module...

|

&= My Reviews
V4 ~ B InProgress 0
i Completed 0

B Review Closed 0
¥ = By Status

7
L=

Collaborative Workspace

Documents to Approve IPending Collaborative Reviews I Docu

All Open Reviews A

1-10of 1(1 selected)

Review Title Due Date

Protocol Demo #57 Lorenzo Va... m

Fal TRANSPERFECT

..and also in your Dashboard, in
Collaborative Workspace, under
Pending Collaborative Reviews
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6. In Team Edit, changes can be made in real-time by many
users. Here’'s an example of what that would look like

1D:
e 341687
|ETRANSPERFECT Demo Doc #5 ver. 0.3 | Pace:20r2

Document Type: Biostats

1.0 INTRODUCTION & PURPOSE

Here are the changes that Editor 104 is making.

Here are the changes that I'm making as Admin 1037

2.0 SCOPE

3.0 RESPONSIBILITIE
4.0 DEFINITIONS

50 PROCEDURES

51 Process Overview
5.2 Entry Criteria
5.3 Recommended Tools

* | The color-coded text was added for clarity and does not
reflect default working conditions.
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7. The collaborative interface allows you to leave comments
or even chat with other editors while you work on your

documents Editor 107 Sl v
3/30/2022 5:10 pm
ﬂ @ 2 Hey Team, let's go get'sm!
Add Reply
L Enter your comment here
Q
= . .
Comments (Ctri+Shifi+H) P —— Cancel
Sry
= Chat (Al+Q .
= [ FATE ~ Editor 107
i Hil
@ _ Editor 104
Hellal
Editor 107
Shall we add a chapter & to the doc?

8. When you are done editing the document, you can close
the review. To do this, navigate to your Pending Reviews in
the Collaborate module

e |
L=

.

¥ = My Reviews
B Pending 2

' B InProgress 0 h

B Completed 0

B Review Closed 0

¥ [ By Status
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9. Select the document you wish to close Team Edit for, then
switch to Collaborate Status in the metadata pane. Click on
Close Review Session and Check In

Profile  Collaborate Status  Versions
d

10. Choose the kind of version change and press Save to
close the session.

Close Review Session and Check In x

What kind of version would you like to check in?

Y N Eel e Y N TaTaln £y Moy TF Fas
@) Majo {_ Minor () Mo Changes

Comments

* | The document now shows under ‘Completed’ reviews in
. the Collaborate module.
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