How to Export a Document

TIv10.3

APPLICABLE TO: @ AllUsers ® eTMF
@ Study Start-Up

- Training Room 1 -
Start-Up / Dashboard

m" T R 1| A L
- &
Start-Up eTMF

1.Login to a room and
navigate to the eTMF or
Study Start-Up (SSU)
module from the
Navigation Grid on the left.

B Document ~ 4 Import ~ ¥ Export -~

2a. In the eTMF, navigate |
0-00f0 (0 selected)

to the Documents
module.

v B HAL

Training Room 1 »
Start-Up / Sites

Site Activation : 2b. In SSU, navigate to the

By Status ]

Y Sites module to access
v & Al the documents.

W Active [7]
@ Non Participating [3]

@ Pending [10]
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In the eTMF

& Manage Security = A Import = ¥ Export » & Email -
View by Index . 1-50f5 (1 selected) B Meradara 0 Select Columns
Fitters Show Empty Folders & Documents
() I Security | me Dy
Q Search by folder n: — - . .
J . ® Audit Trail on _CLIA_Muj rocks
L] - _viug
B HAL
O = th InformedConsent_samplel
w B 01 Trial Management 20
% Test Email for Democ
w» E& 01.01 Trial Oversight 11 .
* @ B - | TEST%20eTMF
B9 01.01.01 Trial MasterFile P.. 2

Select the document and then click the Export
button, followed by the Documents option.

Export Documents

Export Options

Source @ Selected records
The Documents Export
Wi n d OW a p pea rs M Se I eCt D :::z ::Z: ;n:c-j:::_ Versions

from Source and
Metadata options.

Click Export when ready.
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In SSU

Training Room 1 -

Start-Up / Sites
Site Activation

By Status Y
- B Al

i Active [6]

@ Non Participating [3]

@ Pending [10]

To export documents from
SSU, open a site profile
and go to the Essential

Documents tab.

Training Team eTMF Room ~
Start-Up / Sites

Export %|| Snowy Ow
Source: (&) Selected Records
(O All documents in the current grid

Select the documents to be exported from the
documents list and then click the Export button.
The Export screen will appear.

@ Exporting Metadata (Investigative Sites)
Finished

§a TRANSPERFECT

This message will appear
to confirm that the
export job has been

completed.
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