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Users who receive Query messages from Trial Interactive can respond via email, as well as 
within TI,  to supply required information and/or new versions of documents.

When using email as a response method, the reply will be captured within the unique Query 
ID thread for review, so long as the responder does not change the Subject Line of the 

email when replying.

1. Login to a room. Select 
Queries within the 
Navigation Grid.

2. The default view for this module is 
‘My Queries’, showing queries 
assigned to or created by the current 
user. Select the In Progress group.

Remember: Pending = query sent; 
In Progress = response received; 
Resolved = query closed
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3. Select a record from the Grid list and expand 
the metadata panel.
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4. Scroll down the side panel to review the query-related activity 
for this document. 
You can add more responders to your query by using Add 
Assignees.
Click on the filetype icon within an activity to open attachments 
(when present).
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5. In case the response is insufficient and you wish to ask additional 
questions, use Respond to write an additional inquiry to the query 
assignee(s). Hit Save to send.

If an out-of-office message is received, users can reset the query 
status using the Back to Pending button.
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6. If the response received adequately addresses the issue, click 
the Resolve button instead.
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7. Add Comments (required), then choose from the following options:

a. Resolve – use this option when you received a final answer 
to your question and just wish to close the query

b. Resolve and replace using selected attachment – helpful if 
you intend to carry on the existing Workflow review with 
new document content you have received 

c. Resolve and create new document – use this if you intend to 
generate a new document for later review (the current 
review will typically be rejected) 
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8. Among these option, only c. will offer extra options: you may 
create a new document using an attachment received via query 
response, and you may copy existing metadata.
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The related document’s icon will update in the Grid to reflect 
the fact that there are no pending queries for this document.

10. Remember to manually complete 
the Workflow review for the related 
document, changing its review status 
within the Metadata tab.
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9. Finally, any completed queries will move 
to the “Resolved” subfolder.
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