How to Reply to a Query

ACTIVE

Tl version 10.8

APPLICABLE TO: @ Admin
@ Manager @ eTMF/ssuU
@ Editor @ cCollaborate
@ Recader

Replying via email

n Open the email item for the query || &5 Reply 1% Reply Al
you received, and click Reply. | é

We recommend checking your Spam/Junk filters if
you're expecting to potentially receive any queries.

a Do not change the subject line o
whatsoever. | W &~ -7 =7==" I

\
. |
a Write your reply as you would any : = l
email, then Send. 1| Ssend |
‘ )
Replying via My Queries dashlet
My Queries
Select the query you wish to reply
Query Type | Any ¥ Status | Pending ¥ View Type Received
to.
66{1 selected)
r |
® | You may use the Status:Pending, and = submitted Name
Sent/Received filters to assist you with
identifying queries requiring response. I3, % 1P Accountability Record

F— === ===
¥ Export I = Respond fo Quer}fd

- M Select Columns @& Default =

On the opposite side, click on ~

Respond to Query.
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a A new window will open. Address the query Use Add Attachment (optional)
matter by writing in the Response frame. to provide any supporting
documentation.

Respond to Query X
on Em mm mm o Em o Em o Em o Em Em Em o Em o Em Em Em Em = = ~
Query [206-496] — [ Response \
— I |
Description

| I

PLEASE DO NOT CHANGE THE EMAIL SUBJECT AND I |

RESPOND TO THIS EMAIL WITH A DOCUMENT | |

| |

. : l I
Following issues were found in the document, please

resend it. I I

I I

)

2 step QC - revised: Approval stage 1 i
—————————————————————— -
Missing Field Pttachment

Expired Document

Incorrect date (s

: © Add attachment |
Thank You. ., ===

a Click on Respond to Query
to issue your response.

Replyving via the metadata panel

a Locate a document with query.
Expand its Metadata panel.

We recommend doing this in the
Queries module.

-
=

W LYY L3

Metadata

m Select the Queries subpanel.
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i Queries
m Expand the Query entry. nfo
(T~ —~===——~- \
¥ Query [725-33834] | General Pending
¢_ _________ J
1n:t_£1::.| Query History
1 r— = =71
Near the bottom of the panel, click on the Respond | Resolve
Respond button. -——=
a Write your message in the Response { Respanse @

frame. | confirm the correct data is..

|
|
|
|
|
Use Add Attachment (optional) to '\
provide any supporting

. AL Cme
documentation.
—————
. . 1 Q) Add attachment |
a Click on Update and Save tojssue | === ====-=-
your response. éLIpdate and SavE:
Users will receive email notifications for each
response sent to them after the first.
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