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How to Upload Documents

via Drag and Drop

® eTMF

TIv10.4

(O Study Start-Up

O myTl

1. Enter a room and navigate tothe
Documents module.

2. Select either the Index or eTMF
Completeness view in the view selector.

@0 Dashboard

‘ Documents

0 Training Team eTMF
eTMF / Documents

Documents to be Signed Popular Documents

0

. : a
w = 01 Trial Management 7

Upload

Drag and Drop Files Here

Viewby Index e * | Documents can also be dragged for uploading via
Filrers Show Empty Folders - the Upload dashlet on the Dashboard.
Pinned View x
Documents
& All Views Upload My Submissions
[ me ] S
P 1
Query By Recipient > e site-
 Bs Site -0 e Harry 26
Submissions
¥ = 01.01 Trial Oversight &
B8 01.01.06 Recruitment 5
eTMF Completeness = 01.01.11 Debarment : 1
B 01.01.14 Audit Certific 0
Be 010115 Eilenote Mac 0

Method 1: Dropping into the Index View

3. Drill down to the desired folder.

Documents dropped to the Index will appear

A in their destination folder or the Staging
folder, depending upon room settings. They
will not be published as final until approved
in the Workflow.

§a TRANSPERFECT

w B Customize your Index name

b Bm 01 Trial Management 18

w = 03 Regulatory 2

w E= 03.01 Trial Approval 0

b W 02 Central Trial Documents 17

Im 03.01.01 Regulatory Submiss... 0

-

= TR

Tl v10.4 November 2022

Page 10of3




How to Drag and Drop

Documents When Uploading
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[ This PC Acknowledgement IB Signature Page_pd...
4a. Locate the flle(S) tO be _J 3D Objects Acknowledgernent IB Signature Page_pd...
uploaded on your device I Desktop Certificate of Liability Insurance_pdf-r

= Confidentiality Agreement_pdf-r
and select them [ Documents e o fgreement.p
Adob Contact Details_List
obe
. CTA
Custom Office Templ Data Privacy Agreement_Czech
elSF DataPrivacyAgreement

4b. Drag and drop the file(s)

. . Mock Docs DataPrivacyfgreement_3pages
to the desired index folder

® | Tlwill code documents based on document types

" A | associated with the selected folder. If multiple types are
o d a possibility, you will be prompted to choose a document
e e . type. Select one, or press Cancel to skip this step.
Q Search by folder nan = o Please Select a Document Type x
¥ & HAL
¥ B= 01 Trial Management 22 There are multiple document types assaclated to this

folder. Please select a document type.
P BB 01.01 Trial Oversight 11

w B 01.02 Trial Team 3 ‘Site\.-:-E Site Management\05.02 Site Set-up\05.02.14 Other

EooCsocooooooo:: Financial Agreement\institutional Agreement

I8 01.02.01 Trial Team Detams}

L R Site\05 Site Management\05.02 Site Set-up\05.02.14 Other
B8 01.02.02 Trial Team Curricul... Financial Agreement\Other Financial Agreement

Q@ Sitel05 Site Management\05.02 Site Set-up\05.02.14 Other
Financial Agreement\Pharmacy Agreement

4c. In the next window, complete all
required fields (requirements change

b d h d Cancel
ased on chosen documenttype).
New Document X Import Documents | X
1
Category Site - Eile Name I () Documents Metadata @
1
Comments [0 [3 confidentiality Agreement_pdf-r.pdf :‘\ Category
O [ contact Details_List. pdf 1: Site -
Contact Not specified : [0 comments
1
Date Type  Latest Signature Date x !
1
Document Date * | o5 [MIYIY yyyy £ x : [ contact
This field is required 1 Not specified -
1
Document Description : [ Date of visit
Generated Name : dd MMM yyyy o x
I' [ pate Type
Document Type 05 Site Management\05.02 Site Set-up\05.02.10 Financial % 1
srument i Disclosure Form\OtherFDF * I .
I
1 [ pocument Version
Investigative Site a I
Upload Progress 1
This field is required : e
- Unpack zu.m-:m%s
Cancel Clear (3 convert the Non-PD Cance)
. .
For single document upload For multiple document upload
. o e .
-Click Finish -Click Import
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Method 2: Dropping into the eTMF Completeness View

5a. Use the View By dropdown to browse
folders by eTMF Completeness.

Q

b B8 Country

I General

5b. Locate and select the file(s) to be
uploaded on your device.

w E= Investigative Site

P BB *Not Specified

Only one file can be added per placeholder/ ¥ & Canada
missing required document. B 103 Boges

5c. Drag and drop the file to the correct missing
required document or placeholder.

Subject ICF Log

P| Financial Disclosurg

5d. Complete all required fields per the selected document type
and click Finish whendone. Attach Document x

Document Metadata

@ File (O URL
SubIML_01Dec2021.pdf

Set as Restricted Document Content IJ

Attachment

Site -
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