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2. Click on the Departments
Icon on the left-side vertical
bar.
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3. Select the Department which
you want to assignh document
types to, then click Edit in the
ribbon above the grid OR open
the item action menu (three dots)
and click Edit.
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4. Select Document Types, Edit Responsible Department x
then click Add to begin
assigning document types to Members
the chosen Responsible i
Department. Document Type Name
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5. Select the document types you
wish to assign by typing into the
Search box, or by drilling down
into folders.

* | Note: Document Types already associated

| with other Responsible Departments will
not be available for selection.

6. Click the box next to a
document type and hit
Select to add.

Select Document Type

@ Document Types associated with other Departments are not available for selection
I Search I
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Select Document Type

@ Document Types associated with other Responsible Departments are not available for selection

» [ Trial 11
b @ Country 11
» A Site 9

7. The document types displayed
are associated with the chosen
Responsible Department.

Click Save to close the interface.

* | To maintain visibility on Departments for

each document, you can add the column
Responsible Department to any Grid
View.
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- Tip: To assign all document types

¢ =~ Wwithin a specific zone or section at
once (e.g. Trial, Country or Site), click
the box next to it.

Edit Responsible Department x
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Members Document Types
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Document Type Name
Trial\01 Trial Management\01.02 Trial Team\01.02.02 Trial Team Curr...

Triah\01 Trial Management\01.03 Trial Committee\01.03.04 Committe...
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