How to Perform a Search

TIv10.4

@ Administrators
@ Room Managers
@ Editors

@ Readers

@® eTMF
@ Study Start-Up
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APPLICABLE TO:

1. From any location in Tl, open
the Search function using the
button located near the top-right
of the screen.

Q Search © Add ~ A @ Reader 103

Simple Search

2a. For a simple search, enter keywords directly in the search bar,
then hit Search. You may restrict the search to document content or
metadata only, using the buttons underneath the search bar

Search

‘ K Documents w | Search Q ‘ ‘ Training Team eTMF Room.

Document Content Only Metadata Only

= Advanced Search

* | While examples in this guide are based on a document search, you may
be able to search for Queries, Sites, and Users - this is subject to user

access level restrictions. P | e
1-100 of 167 (0 selected)
H 1 Filters v
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populate with documents | . ol Oe > sera1e
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keyword(s). You can further 0% 3 907422
refine results by using the [ . g : i 077
o A 2> 955787
filters located on the left Document status "5
a o X 2 955789
side of the interface. O » S
You can also use Advanced |- s | O 3 655501
Search-like fields. (] QC1 Rejected s |0 secens
[ QC 1 Approved 4 s 955305
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Advanced Search

3a. Use the Advanced Search button located under the search bar if
you wish to set additional criteria for your search.

Search

EDocuments w

= Advanced Search

3b. Use Add More Fields to enable
criteria by which the search will be
performed. Select the ones you
need from the dialog box, then
click Save.

X Close Advanced Search

@ Add More Fields & Remove All ) Reset All

Fal TRANSPERFECT

Pro Tip: Advanced Search does
not require entering keywords in

the search bar.

Configure Form

(J converted Document Hash
(] eSigned Document Hash
(] Redaction Status

(] Training Status

Added By

(] Current Workflow Stage

(7] Deleted By

() Document Hash
Document Id

(7] original Document Hash
() Rejection Reason
Submitted On

(] Document Type Is Auto Predicted
Country

1 Document Owner
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3c. Fill the criteria you need for the current search, then
click Search at the top right.

© Add More Fields & Remove All ) Reset All

Added By

= Document Id | m

Submitted On dd MMM yyyy Mx

M

o

Country

-

Training Team eTMF Room. ‘ m

You can perform cross-

room searches or look into I Cross-Room Search " ‘

other rooms you have

access to, by using the Favorites 5 All Rooms 12 Select All Clear
room selector located next
to the search bar. You can
select multiple rooms at
once.

Search Q

» (J ®m studyStart Up (S5U)

w [ ] B Trial Master File (eTMF)
(] W& customer Sandbox 10.x
(] & pemo Room 10-1_OLD

4. You can Save a search for future use anytime after launching it.
Saving will include any currently selected filter.

B Save Search
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5. Access Recent and Saved searches from the top ribbon, near the
close window ‘x’ button. The Saved searches drop-down also allows
for access to the Manage searches interface. Click on it.

) Recent Saved » D Recent Saved

£ Manage

Site 101
Thu 10/11/2022, 4:29:44 pm

FDF search by content

Tue 08/11/2022, 8:46:15 am

6. Manage Saved Searches allows you to favorite, share, edit
previous searches, and more.

Manage Saved Searches x
All2 | Favorites 2 Created By Me 0 Shared By Me 0 Shared With Me 0
il Delete # Edit r* Share
MName Search Scope Created By Shared with Creation Date Field/Filter
Site 101 509 Lorenzo Admin (me) Thu 10/11/2022, 4.... 2
FDF search by content | "] Lorenzo Admin (me) Tue 08/11/2022, 8:4... 3

7. Admins have the ability to set which metadata fields are available
for use in searches.

Open the Forms Settings menu in the Settings module and check
boxes under the Searches column to enable specific fields.

Field Title Searches
Document Date J
Submission Date v

Approval Date
Name v

Expiration Date

Document Version
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