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1. About Trial Interactive

TransPerfect customers have used TransPerfect’s Trial Interactive successfully for over 10 years in hundreds of
Clinical Trials for the storage of critical trial documents as part of the Electronic Trial Master File. Trial Interactive’s
Platform is a web-based and mobile-enabled software-as-a-service (SaaS) application that provides eClinical solutions
for eTMF as well as E-Feasibility, Content Management, Learning Management, Study Start Up, Clinical Trial
Management, and a variety of other tools used in the conduct of a Clinical Trial. The Trial Interactive Platform has the

following features:

e An electronic Trial Master File archive that meets all regulatory, security, access and storage requirements in

all countries and regions.
e Afully hosted solution that is 21 CFR Part 11, Annex 11, ERES, GDPR, HIPAA, and GxP compliant.
e Asingle access point for all trial content and documentation for both sponsor and site personnel.

e Support of a series of TMF workflows including document import and coding, quality review, audit and

inspection, document certification, and the capture of other Clinical Trial documentation.

e Athin-client, consumer-grade user interface that supports most major browsers as well as a mobile app that

supports both iOS and Android phones and tablets.

e Aflexible, configurable document management solution for Clinical, Quality, and Regulatory documentation

that supports a series of review and authoring solutions.
e  ASite Identification, E-Feasibility, and Study Start Up product suite.

e  Afull-featured eLearning system designed specifically for GxP compliance.
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2. About Tl E-Feasibility

Electronic Feasibility (E-Feasibility) is a system intended to create, maintain, retrieve and distribute feasibility
questionnaire records related to clinical studies.

E-Feasibility enables Sponsors and CROs to evaluate the possibility of conducting a particular clinical
program/trial in a particular geographical region in a certain site. CROs/Sponsors can perform operations (add,
choose) from the existing database of investigators/sites on the platform and build questionnaires/surveys to be
sent out to prospective investigators.

E-Feasibility provides end-to-end solutions to the Clinical Managers with integration to Trial Interactive eTMF
module.
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3.

B

About This Guide

This help guide will assist users with Manager access in understanding and using the TransPerfect Trial
Interactive Electronic Feasibility (E-Feasibility) platform, which is used by life science companies to conduct
eTMF, study start-up, licensing, due diligence, and clinical trial collaboration activities in a secure online
environment. This guide contains a descriptive overview of the Trial Interactive E-Feasibility tool and step-by-
step procedures of the Trial Interactive E-Feasibility functions.

This guide is intended solely for the use of clients who have purchased the Trial Interactive platform. This guide
and its contents are the intellectual property of TransPerfect Trial Interactive and are not to be distributed
without the expressed consent of TransPerfect Trial Interactive.

Getting Started

Find the below sections to get started with Trial Interactive E-Feasibility:

e  System Requirements

e Launching the Web Application

e LoggingIn
e  Forgot Password

e Logout/Sign Off

4.1. System Requirements

Electronic Feasibility (E-Feasibility) is fully functional in standard browsers -- Internet Explorer 10, Internet
Explorer 11, Chrome, Firefox, Opera, and Safari, and recommends Chrome for PC users and Firefox for Mac
users. E-Feasibility requires Adobe 7.0 or higher. It is also fully functional in the Windows Operating System.

E-Feasibility restricts the usage of versions of Internet Explorer with version number less than 10 and also on
Windows operating system with versions of Windows XP and earlier.

4.2. Launching the Web Application

To login to E-Feasibility use your preferred internet browser and navigate to the E-Feasibility Application.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
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4.3. LogginglIn

1. Navigate to the E-Feasibility link.
2. Enter your Trial Interactive Login credentials. The Username is a full email address of the user.

3. Click Login.

HTHIAL

LOGIN

Username
Password

Remember me Forgot Your Password?
Login
or

# Log In with $50O FHI

= Log In with $50 stage5-intemal

4.4. Forgot Password

To retrieve a forgotten password, click at this link Forgot Your Password? You are redirected to the Password
Reset page. Refer to the screenshot below.
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Note: Users do not need to contact the Help Desk. In most cases, the user can perform the
Password Reset operations without any outside help.

Commented [AD1]: Unable to insert a new screenshot for
this as the functionality was not available this time

1‘ O [ == B
NTERACTIVE R AL
KG] INTERACTIVE .a NTERACHIVE

Username We'll emall you a link to a page where you can easily create a new password

’ Password Reset

Password

Remember me on this computer

Enabling Trial Collaboration in the Cloud

To reset the password, follow the below steps:
1. Enter your email address in the field provided.
2. Click Send Request. The link for Password Reset is sent to your mail.

3. Open the link and the follow further instructions to reset the password.

e
( & ) ga+manager@
\E/ ga+managerE

Sign Off
Reset Password

ETRIAL

Password Reset

We'll email you a link to a page where you can easily create a new password.

To assure our messages are not accidentally filtered out, please add
support.demo@trialinteractive.com to your Address Book or Safe Sender List.

Enter your email:

Send request

Back to the login page
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To log out from E-Feasibility:

1. From the E-Feasibility Dashboard, click the User Account dropdown.

2. Click Sign

Off.

0 2

N

Reset Password

5. System and Process Overview

E-Feasibility defines the following components:

Component Description

Projects A project in an E-Feasibility a space assigned to the client in Tl instance. To create a
project, users have to create a room in multi-tenant eTMF application.

User Roles E-Feasibility defines below mentioned roles for the users in a project:

Administrator: Administrator has access to all functionalities and projects,
including user permission management.

Manager: Manager has access to all the functionalities within a project
Editor: Editor has the ability to create and edit forms in a project.

Publisher: Submitter is a registered user contact with the ability to complete a
survey within a system.

Submitter: Publisher has the ability to send and review responses for created
forms.
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Component Description

Categories Categories in E-Feasibility are used to segregate questions and forms with particular
shared characteristics under specific groups. E-Feasibility defines following
Categories:

e Question Category

e Form Types

Forms/Survey Forms are questionnaires or brief interview and discussion with individuals about a
specific clinical trial.

Questions Every form in a project consists of questions, which allows the user to conduct a
survey for clinical research.

Sections in Survey Sections in a Survey divide questions into distinct parts. For example, in a Site
Selection Questionnaire, below sections can be provided:

e  Protocol
e  Prior Information

e  Staff and Site Profile

Response Response is the answer to questions sent back by the Submitter or participants of
the survey to the Publisher.

Settings Settings are basic configurations required to create, publish and complete Surveys
in a project.

Reports Reports are used to display activities of the user in a project.

CDA CDA is the Confidentiality Disclosure Agreement that the Sponsor/CRO and the

Submitter agree upon and sign for Site feasibility.

6. The E-Feasibility process in TI

The process of E-Feasibility in Tl involves the following:

1. Configuring Settings

2. Creating categories for forms and questions

3. Creating Forms for surveys — new forms, cloning from existing forms

4. Creating Sections and Questions in forms
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5. Publishing forms

6. CDA

7. Sending Forms and Approving the CDA
8. Viewing and handling Form responses

9. Creating Reports

7. The E-Feasibility Dashboard

Logging in to E-Feasibility opens the dashboard which gives you a complete overview of an

opened project.

PROGRESS OF TOP 20 MOST ACTIVE FORMS

Every E-Feasibility dashboard broadly is divided into
e Title Bar
e Dashlets

e Toggling Menu Bar
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7.1. Title Bar

The Title Bar consists of the following:

e Logo
e Project Dropdown
e Background Jobs

e User Account

7.1.1. The Logo

This appears on the upper left corner of a dashboard. Click the Logo on the title bar to open the dashboard of
the current project if you are not on the dashboard.

~

.1.2. The Project Dropdown

This appears as a dropdown. It displays the list of projects, which are assigned to you, and allows you to switch
between projects, if you are assigned to multiple projects. It also allows you to mark a project as favorite by

clicking the star ~ next to the project name which then changes its color to grey *

The E-Feasibility dashboard displays the favorite project by default. If no any project is
favorite, the dashboard displays the first project from the list.

To switch a project:
1. From the Title Bar, click the Project dropdown.

2. Click the required project to switch. Refer to the screenshot below.
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7.1.3. User Account

This appears as a dropdown with the name of the user logged in. It allows you to reset your password or to
logout of the application.

O 2

Sign Off
Reset Password

Reset Password

To reset password:
1. Click Reset Password from the dropdown.

2. Proceed to section Forgot Password for further procedure.

7.1.4. Background Jobs

Background jobs appear as a clock with a counter on the Title Bar, which allows you to view summary of all
executed jobs, which you have initiated. User can see only his/her job task.

Background Jobs display the jobs for the following:
1. Import Survey: This displays the summary of the survey that is imported through a source file form system.

2. Export CDA: This displays the summary of CDA that is exported.
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3. Edit Surveys by importing:

4. Send Form Emails:

For each above mentioned job, the background jobs display the progress of the Import/Export, along with the
Start date, Completed date, Total number of files imported/exported, Number of failed imports/exports,
Number of Successful imports/exports and Close button to dismiss the dialog.

Background Johs

Import Surveys x

Start date: Jun 10, 2021 23:09:05
Completed date: Jun 10, 2021 23:09:06

totak: 1 failed: 0 succeed: 1
Edit surveys by importing x

seevs: [ cemiees
Start date: Jun 10, 2021 23:02:06
Completed date: Jun 10, 2021 23:08:07

total 1 failed:0  succeed: 1

Send Form Emails x

Start date: Jun 10, 2021 23:01:43

Completed date: Jun 10, 2021 23:01:46 <

Close

All roles other than Submitter have at least one job task in background jobs.
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7.2. Dashlets

E-Feasibility dashboard is divided into the following dashlets:
1. Favorite Forms
2. Latest Responses

3. Progress of Top 20
4. View More Link

7.2.1. Favorite Forms

The table under Favorite Forms dashlet summarizes a list of favorite forms in the project. Each favorite form is

designated witha ~ staricon to the left of the Form Title. You can also remove a Form from the favorite list by
clicking a star and making it un-favorite.

Click a row in the table to open the form.

Favorite Forms

Title Date Last Updated
ddd Nov 2, 2017
ewre Nov 2, 2017
New Test Nov &, 2017

7.2.2. Latest Responses

The table under Latest Responses summarizes a list of forms that have received the latest responses. This table
displays the columns with Title, Date of Last Update and Number of Responses. Click a row of the required form
to open it. Refer to the screenshot below.
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Latest Responses
Title

Test

NewTest

Test Hidden Question
choices

Test1

Test
HiddenQuesTest
Hidden Questions
import

TestReport

Date Last Updated Number of Responses

Feb 21, 2018 3
Feb 14, 2018 1
Feb 13, 2018 2
Feb 12, 2018 1
Jan 5, 2018 6
Dec 29, 2017 1
Dec 28, 2017 3
Dec 26, 2017 2
Dec 22, 2017 1
Dec 22, 2017 1

View more

7.2.3.

Progress of Top 20 Most Active Forms

Page 22 of 167

The graph displays the 20 most active forms in a project. Different colors used in a graph represent the type of
response for each form. Hover the mouse over a bar to view the count of each response type and to open the

form.

Questions
Sent, no responses - 2

Test  sq

aaaabbb Questio
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7.2.4. View More Link

The View More link in the top right corner of the Latest Responses dashlet opens the Forms Dashboard,
which displays the table of Forms. You can also land on this page by clicking Forms from the Toggling on the left
of the dashboard. Refer to the screenshot below.
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7.3. Toggling Menu bar

The Toggling Menu Bar on the left of the dashboard allows you to access several functionalities. The

«
functionalities appearing here are based on the accessibility level of the user. Click the double arrow to
expand or collapse the Toggling Menu Bar. Click each marked area for further details of the functionality.

Categories

8. Settings

E-Feasibility requires basic settings to be configured to perform actions on a Form.

Click Settings from the Toggling Menu Bar to configure the global project settings. The Settings menu contains
the following tabs:
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General (highlighted by default)

Contact Settings
System Generated Questions

Integration Settings
Templates

8.1. General Tab

The General Tab contains the following settings:

General Settings
Country Settings

Email Domains

8.1.1. General Settings

This tab contains the checkboxes for the following:

1. Include Date Submitted when printing form response to PDF: Selecting this checkbox displays the current
date of a Survey response on a form that is downloaded/printed in PDF.

2. Restrict to send form to a recipient only once: Selecting this checkbox restricts the Manager to send the
form multiple times to the same recipients.

General Settings

nclude Date Submitted when printing form response to PDF
Electronic signature

Docusign

Electronic Signature panel

1. Digital Signature (checked by default): This is default signature process that is used to sign the CDA.

2. DocuSign: Selecting this checkbox displays the DocuSign eSignature panel to allow you to enter the
following configuration details to activate the feature:

e Application URL: Application URL for the DocuSign account.
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e Username: Username for the DocuSign account.
e Password: Password for the DocuSign account.
e Integrator Key: DocuSign Integrator Key of the account.

3. The Cancel and Save buttons (visible only when the DocuSign fields are entered). Refer to the screenshot
below.

Electronic signature

Digital signature (Default) |
DocuSign

Application url* | Application url 2
User name:* User name 2
Password * Password ?

Integrator key* tegra

Each of the above fields provides the help question mark ? at the end clicking which displays the tooltip as

below.
DocuSign

Please enter the URL you see on your

Application url*  Application ur| browser after you sign into your DocuSign ?
account

User name:* ser name Please enter the username for your DocuSign ?

i o account
. S Please enter the password for your DocuSign

Password:* ssword ERET T 7
Please enter your DocuSign Integrator ke

Integrator key* teg €Y| mMore info ¥ 9 9 Y T

Below is an example for the DocuSign Settings.

Application url*  https://appdemo.docusign.com ?
User name:* adihtysar@aimprosoft.com T
Password:* ssssssensss ?
Integrator key:*  3433f39c-45%a-4748-9bed-1479cfbb6asb0 T
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8.1.2. Country Settings
This tab allows you to define Countries list which is used while adding Country Field in Form. You can add
Countries manually or import them in a bulk.
You can add countries in the following ways:
e Adding countries manually

e Importing countries in a bulk

8.1.3. Adding countries manually

To add countries manually:
1. From the Settings menu, go to General>Country Settings.
2. The Country Settings tab displays the following:

a. The Import country button

b. The textboxes to add the country in a list

3. Enter the country name in the textbox with the text Another....and hit Enter. The country gets added to the
list with a green tick next to it.

4. Click cross next to the Country name to remove the country from the list.

Country Settings

A Import country

usa x
UK x
Belarus x

8.1.4. Importing countries in bulk

Import country
1. Click the Import country button from the Country Settings. The Bulk Countries dialog box
opens which provides a long text box to enter the list of countries and two buttons: Cancel and OK.

2. Enter the countries list as specified in the message above the textbox and click OK.
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Bulk Countries

| Enter new line, comma or semicolon separated countries.

Qatar, Sweden, USA, UK

Cancel

3. The Countries gets added to the Country list.

India

New Zealand
Japan
Singapore

China

Australia

Qatar
Sweden

USA

X X X R|X X X X X X

€ © € ¢|€

UK

8.1.5. Email Domains

This tab allows you to define Email Domains that are used to send a Survey. These are the domains from which
the manager sends a survey to the submitter. The Manager cannot send a survey until the domain for the Email
is set.

To add new Email domain:
1. From the Settings menu, go to General >Email Domains

2. Enter a new email domain in the textbox with the text Another... and hit Enter or click the mouse button.
The domain gets added to the list with a green tick next to it.

3. Click the cross at the end of the domain name to remove it from the list.
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Email Domains

trialinteractive.com x

efeasibility.ecisys.net x

8.2. Contact Settings

This tab allows you to define the Custom Contact Fields that are used to map form questions with the Contacts
while creating a new form. You can also map these fields while importing a new or existing survey from a source
file.

To create Custom Contact Fields:
1. From the Settings menu, click Contact Settings.
2. The Contact Settings tab displays two textboxes:
a. Custom Field Name: A textbox to add a new Custom Field.
b. Custom Field Type: A textbox with a dropdown to set the Custom Field type for the Custom Field.
3. Enter the name of the field in the textbox below the Custom Field Name.
4. Select the Field Type for the Custom Field Name from the Custom Type Field dropdown list. The allowed

field types are text, date, and number.

5. Click the plus + icon next to the Custom Field Type textbox to add the Custom Field to the list.

Custom Fie & Custom Fie T + EZR
El Q00 x
@n 0 0 x
=] 00 x

8.2.1. Editing Custom Field

'y

&
1. Click the Edit icon r next to the field to edit the Custom Field Name to make it editable.

2. Enter the new name and hit Enter or click the + sign. The changes made to the field are saved.
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8.2.2. Changing the sequence of Custom Field
1. Click the Up and Down o Arrows to change the sequence of the Custom Fields. You can also
drag-and-drop the field to the required position.
2. Click cross x to remove the Custom Field from the list (Refer to the screenshot above).
8.3. System Generated Questions
This section contains Questions Group in which various question groups can be created. The list on the main
page displays the questions groups.
General  Contact Settings Integration Settings  Templates
Questions group
1 one quession x
empty x
3 All types - all required x

Site Feasioility
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Click on any listed question group name and screen with details opens. The question can be edited by clicking on

Edit icon and editing window opens.

Groupname: 1 One question @

1. FIRST QUESTION

Question: + Question type: Content restriction:
FIRST QUESTION TextField v No Restriction v
Answer options Contact Field Association

vox

Make required

Back

Clicking on Create New Questions Group button on the main screen opens below screen. Enter the name and

click Add to create a new group.

Add System Generated Questions Group

8.4. |Integration Settings

Origami Integration settings allows you to map a form and replicate it with the integrated Tl folder. These
settings can be enabled only for published forms.

When a submitter submits a response, not only does the sponsor receive the form but also the submitted form is
saved to the integrated Tl folder when the Integration Settings are enabled. The system will map the form
metadata to the metadata of the document type existing in the Tl room. The form itself will be saved as a PDF.

To integrate Origami setting, follow the guidelines as below:

1. From the Menu Bar click Settings to go to.
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2. The Settings Dashboard opens.
3. Click Integration Settings, and then the Select form button.

4. The Published Form Search dialog box opens.

Published Form search

Qsearch Type: Date Created: ] o 3]
Ghaose form ype. v

e Seudy Name.

Tyee

j102 10ne question qa¢manager@ecisys.com
101 34l oypes - 3l required gs+manszer@ecisys com Jun 10,2021
New Farm Monitoring Visit Form assmanazer@ecisys com Apr 24,2020

10 phones emery Feb 20, 2021

501 1 0ne quasien e, 2020
send par 1 0ne question aa*manager@acisys.com May 31,2021

aa 1 0ne question assmanazer@ecisys com ;s

m2721 1 0ne quession gamanszeresisyecom

numb req 1 One quesion

May 13,2021

mmmm 1 0ne question Feb 20, 2021

show 10 v €<123435>» =

Cancel

5. From the list of forms displayed in the window, click the required Form

6. Then click Add selected. The button is deactivated by default and is activated only when a form is selected.

You may also search for a form and select it.

7. You are redirected back to the Integration Settings window.

8. Notice that the selected form title appears in the Selected Form textbox.

9. Select the Enable/Disable origami integration checkbox, to enable the settings for Origami Integration.
10. The fields for entering the settings parameters appear.

11. Enter the information as discussed.

For more details on how to enter each parameter, proceed to section Origami Settings.

12. Once all the fields in the settings are entered, click Save Settings.
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Enable/Disable origami integration

13. The Metadata Mapping dialog box opens which displays the following dropdowns:
a. Document Category: This allows you to set the Document Category for a Form in Tl system.
b. Document Type: This allows you to set the Document Type for a Form in Tl system

14. From the Metadata Mapping window, select the Document category and Document type.

15. Map the Questions with the appropriate field from Tl field dropdown as shown in example below.

Metadata Mapping

Document category: Document type

Question Tl field

] [T

‘

The Form fields and TI field dropdown appear only when the Document Category and

Type is selected.

16. After mapping the fields, click Accept to save Origami Integration settings and integrate the form with the
Tl system. The success message dialog box appears when the mapping is done.
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17. When a Manager sends a form as PDF in a survey mail, the submitter downloads it, completes the survey
and submits it. When the form response is submitted, the response is sent to the Sponsor/CRO and also

submitted to the Tl room to which the form is integrated along with a Survey Completion mail to the
submitter. Refer to the screenshot below:

Boocument - Pt @E-Mal | W Manago Securty | #import + & Expart - | 7 Mass Coting

By Inciex v @@E= Submtied Mame File Name Generated Mame Dosument . Submitied .. Document Date

L o carban_nanatubes. eleciro. 21 Mar 2017

Managemant [0]
il Dacuments [5]

Fuldc_Properties. of Car 21 Mar 2017

P mapping test doc2 CBpZned 1703201146065 Merkar_CDA_Nerkar_A

Unicalry.pat i

2docx DocType n... 21 M

NP8 pat Unique

Print_9404a77-9442-401...

Print 9404877 242 401

. Do | need to knaw medical .. Do | need to know medical .. Admin_ i en Number_20170126 formed ¢
8 01009 Third partias [0]
sdical ., Markar_ICF_Version Numbar_20170126 nformad C

0o I nesd to Do nesd to

B 011 10 Dats Mansgement. (6]

Do | need to FOA Form

012 11 Seatissies 0]

Unique

FOA Form

Big size ackd test doc

8 019 _Folder 1o change name_Changed [0]

B 020 Valid specil charactess for Falder name are

8.4.1. Origami Settings

The Origami Settings contains the following fields:

e  Origami Domain: The Origami domain, which is the portion of the Tl room link.

e User Login: User Login is the Tl Login of user who created the form in E-Feasibility.
e User Password: User Password is the Tl password for the user login

e Site ID: The ID of a site. This Id is available on the TI room link

e Parent ID: The Parent ID of a site. This id is available Tl room link

e Topic Type ID

e  Application Domain: The domain of Tl application.

To enter the Origami Setting information, follow the below guidelines.
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1.

The login credentials for E-Feasibility and Trial Interactive should be the same.

Open Trial Interactive account in a different browser.

2. Open a Room which you want to integrate with the Form.

3. Copy the URL from the room till /Origami and paste it in the Origami Domain field in E-Feasibility. An

example of Origami Domain is shown below:

<« c o @& |1iips: stageS.trialinteractive.com D'\ga’n}'\ index.htmi#402/etmf/dacuments?v=08n=296437

£+ Most Visited [] WireframePro - TIMO s Dashboard - Transperf... () TRANSPERFECT TRAN... # Testlink1916 (Moka .. [fJ Technical

| —
Integration Settings

General Contact Settings

Test

e riterctoe comOrgars |

4.

In E-Feasibility, enter the same Username and Password as used for both accounts.

User Login:*

pehakraborty@transperfect.com

eeesssensce

User Password:*

5. From Trial Interactive room, copy the Site ID from the URL and paste it in the Site ID field in E-Feasibility as
shown below. The Site ID is the ID of a Site in a Room.
c @

sited [E] WireframePro - TIMO i Dashboard - Transperf... () TRANSPERFECT TRAN... % Testlink19.16 (Moks ... [[J Technical Writing Tea... §
_ S s

402

@@ hitps://stages trialinteractive.com/Origami/ti/indexhtmi#a0Fetmf/documents?v=08n=296437

Site ID:*

6. In Trial Interactive room, open the folder where you want the form to be saved when the response is sent.

Copy the Parent ID that appears in the URL and paste it in the Parent ID field in E-Feasibility as shown
below.
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c o D@ ht tageS trialinteractive.com tifinde #402/etm, {5647

sted [ WireframePro - TMO 4 Dashboard - Tanspert.. () 4 Teslink 1516 (Moka... (] Technical Writing Tea.. @ Feasivity [ ADP Y

Search for lect a

um

B Document Wi print BE-Mail | W Manage Security 4 Import ¥ Export B° Mass Coding
By Index v ol(@l [+ +[c Submitted Name File Name
0 W INdex_mod n4] carbon_nanotubes_electro.

@ il 01 01 Trial Management [0]
i 0202 Central Trial Documents (5]

Fluidic_Properties_of_Carb..

_ - Pl mapping test doc2 Clip2net_170320114806.p..
= i 03 Coutries [0]

. i Unicalny 1 308836 Unicalny.pdf
= i 0403 Regulatory (0]

i 05 05 Site Management (0] Unicalny 3 Unicalny 2.docx

8 06 04 IRB/IEC and other Approvals [0] ’ Page count doc 1N961.pdf

i 07 06 1P and Trial Supplies [0] ] Print_9404a7d7-94d2-4b1...

B 08 07 Safety Reporting [1) = Print_9404a7d7-94d2-4b1...

8 09 08 Central and Local Testing [0]
8 01009 Third parties [0]

Dol need to know medical .. Do | need to know medical ...
= Do | need to know medical Do | need to know medical
i 011 10 Data Management. [0]

@ i 012 11 Statisties [0] Do | need to know medical Do | need to know medical

i 013 Staging [25] o] Print_9404a7d7-94d2-4b1...
i 014 Rejected Documents [0] 1] Big size add test doc 141 MB archive.zip
© il 015 x2A_Upload [0] @B M. Tech. project PDF

8 016 Test folder [11]
017 Temp [50]

018 _Add folder_[15]

Test1_amaddel@transperfe... origamiPdf115178236347.

Parent ID:*

7. In E-Feasibility, enter the Topic Type ID.

8. Enter the Application Domain.

Application Domain*  demo

9. Click the Save Settings button. Proceed to steps 13 to 17 mentioned above to continue the further
procedure.

8.5. Templates

This tab defines the templates that are predefined and used in mail while sending a Survey.
Templates tab is divided onto two sections:
e Email Templates

e Page Templates
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General  Contact Settings  System Generated Questions  Integration Settings | Templates

Email Templates Page Templates

Template Type:  Email response for duplicate submissions v Templste Type:  CDA isin progress’ page template v

Deseription: TExTThat will s useG .20 Email SeNt to SUDMItEar When Ne/sne SUDMITS 2 survey Deseription: Notification pags for recipient, that his CDAs in progress
alre:

ady been submitted befare
Verification in progress
Subject  Duplicate questionnaire submission
CDA verificetion header
e
Normal - - A B 4

Verification in progress
Dear S{recipientEmait,

CDAverification in

We have already reseived a submission for S(formTilis} questionnaire from your email account i the past. Only ane. ece et
submission is allowed per email account. If you did not submit any response in the past, please contact progress message tex

Sinc

e

insertions: To use an insertion, placs
© and select 2 desirad in

rsor where you would like the insertion ta happen, press on the insertion icon
<ion.

concet | prevew | (D

8.5.1. Email Templates
You can use the Email Templates section to view and modify the predefined email templates while sending
various types of emails related to surveys.

The types of predefined email templates that are available in the system are depicted in the screenshot below:

Email Templates

Description:

Email response for duplicate submissions J\T'J—

Select item for editing...

Email response for duplicate submissions

Subject:

Default email text for sending survey as POF
Normal - A- B | pefault email text for sending surveys

Dear SfrecipieniEmail, | PosTsubmission Thank-You response email

‘e have already receive S Py si
submission iz allowed per| ReEsponse receipt notification email
m

Sincersly, Closed Form automatic email response
Trial Interactive Team
Error email when submitting as PDF

nsertions: To use an inse|

© and select o CDA receipt notificati:

on email

CDA acceptance notification email

CDA rejection notification email

CDA template was changed notification email to recipient

Before discussing on how to edit a predefined email template, let us take a look at the various components of
the email template window:

e Template Type: A dropdown, which display the list of predefined email templates.
e Description: The non—editable textbox that describes where the selected template is used.

e  Subject: A textbox, which allows you to enter/modify the Subject for an email.
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e Email Text Editor (Body): An editable text editor, which allows you to enter/modify the content of an email.
e Toolbar: The ribbon, which provides you different formatting options in the email text editor.

Refer the table below for more details on the formatting options:

Toolbar Description
icons
Normal Text Format: Allows you to select the font style for the text.
1 Font Size: Allows you to change the text size.
i Font Color: Allows you to change the text color.
B Allows you to make the text Bold.
I Allows you to make the text Italics.
u Allows you to make the text Underlined.
= Ordered List: Allows you to insert ordered list.
= Unordered List: Allows you to insert unordered list.
X3 Subscript: Allows you to insert the subscript.
x2 Superscript: Allows you to insert the superscript.

liil
il

Outdent: Allows you to align text to the Left.

Indent: Allows you to align text to the Right.

IIIII
v

Justify Left: Allows you to align text to the left justified.

Justify Center: Allows you to align text to the center.

Justify Right: Allows you to align text to the right justified.

&5 Strike Through: Allows you to strike the text.
co Add Link: Allows you to insert a link to surveys or other
references in a mail. Refer section Adding a Link in the
mail for more details on this.
Eﬁl Remove Link: Allows you to remove the link.
L Cleaner Style: Allows you to remove the text formatting.
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_— Horizontal Rule: Allows you to insert a line below the text.
< Source: Allows you to view the text in html format.
Q Insertions: Allows you to insert in between text. Insertion

contains two types:

Survey Title: Allows to insert the Survey title.

Recipients Email: Allows to insert the Recipients Email.

e The Cancel and Save buttons, and an Eye icon to preview the template. Refer to the screenshot below.

Email Templates

Template Type” | Email response for duplicate submissions v

Description: TEXT thi | be used in &n email sent to submitter when he/she submits & surv:
already been submitted before.

Subject  Duplicate questionnaire submission

Normal - A-B F U

Dear S{recipientEmail}

e have already received a submission for SgformTitle} questionnaire from your emall account in the past. Only one
submission is allowsd per email account. If you did not submit any responsé in the past, please contact

Sincerely,
rial Interactive Team

nsertions: To Use an insertion, place cursor where you would like the insertion to happen, press on the insertion icon
© and select a desired insertion

Cancel reven ([N

Editing a predefined email template

1. Click the Template Type dropdown to reveal a list of pre-defined Email Templates.
2. Select the required template and edit the content of the email in the text editor as required.

3. Click Save to save the changes.

Hormal iT-A- B F U

Dear S{recipientEmail},

‘We have already received a submission for S{fermTitle} questionnaire from your email account in the past. Only one
submission is allowed per email account. If you did not submit any response in the past, please contact

Sincerely,
rial Interactive Team

Adding a Link in the email

To add a link in the email:
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1. Select the Template Type from the Email Template section to which you want to add a link.

2. Select the text for which you want to add the link.

3. Click the Add link tool from the toolbar ribbon. A new row below the toolbar opens which provides:
a. Adropdown, which contains options Web Address, Email Address, and Picture URL.
b. A textbox to enter/copy the link

4. Select the required option from the dropdown

5. Enter/Copy the required link and then click the OK button. This binds the link to the text.

6. Click the Save button. The changes made in the email are saved and when Submitter clicks the link in a mail
sent to him by manager, he/she is prompted to the particular page of a link on the browser. Refer to the
screenshot below.

Email Templates

Template Type~  Email response for duplicate submissions hd

Description: Text that will be used in an email sent to submitter when hefshe submits a survey that has
already been submitted before.

Subject  Duplicate questionnaire submission

Normal TABJ UjsEx, @ EEEEE Scogo e — & 0

Dear S{rgcipisntEmail,

We have already received a submission for S{fermTitle] questionnaire from your email account in the past. Only one
submission is allowed per email account. If you did not submit any response in the past, please contact

Sincerely,
rial Interactive Team

nsertions: To use an insertion, place cursor where you would like the insertion to happen, press on the insertion icon
© and select & desired insertion.

el - |

8.5.2. Page Templates

These templates are used to display the progress of the CDA and CDA Signing process when the submitter signs
the CDA and sends it for CRO/Sponsor Signing. Here also you can edit only the header text as required.

The Page Templates is divided into the following:

e Template Type: A dropdown, which display the list of templates that are used to display the text when the
CDAis in progress.

e Description: The non-editable textbox that describes the information where the page is used.
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e Initial Instructions: The text editor, which allows you to enter/modify the headers/instructions for the page.

e The Close and Save buttons, and an Eye icon to preview the template.

Page Templates

Template Type:  'CDAisin progress' page template i

Descriprion: Notification page for recipient, that his CDA is in progress

Verification in progress
CDA verification header
text

Werification in progress
CDA verification in
progress message text

concet | preven | (NI

9. Categories

Categories allow you group questions under different categories and forms under different Form Types.
Categories tab is divided into two sections:
1. Question Categories: This allows you to add, delete or edit Question Categories.

2. Form Types: This allows you to add, delete or edit Form Types.

9.1.1. Question Categories

To create categories:

1. Click Categories from the Menu Bar. The Categories dialog box opens with two sections: Question
Categories and Form Types.

2. Click the Addbutton from the Question Categories section. The Add Question Category dialog box
opens.
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»

+
Category Name
catl & x
ererer & x
New category @ %

B
-
o
o
e=2)

3. Enter the Question Category. You can also set the color for the category.

4. On the Add Question Category dialog box, select the Category Color checkbox to open the Color Picker.
Add Question Category

\ fR—
S

5. Select the color and the click the OK button.

6. You are redirected to the Add Question Category dialog box which displays the selected color in the
Category Color checkbox.

7. Click the Add button to add the Question Category to the list.

Add Question Category

Categary calor:
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Category Name

. catl

cat2

. ererer

Mew category

B & & W
X X X X

8. You can also update the Title and Color of the Category by clicking the Edit 4 icon next to the Category
name. The Update Category Question dialog box opens.

9. Update the Title and/or color as required and then click Update to save the changes.

Update Question Category

10. Click the cross x next to the Category name to remove it from the Category list.

9.1.2. Form Types

Form Type is a mandatory field that is set while creating a new form.
To add Form Types:

1. Select Categories from the Menu Bar. The Categories dialog box opens.

+ Add
2. Click the Add- button from the Form Types section. The Add Form Type dialog box opens. Refer to
the screenshot below:
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Form Types Er

Form Types
1 One question

3 All types - all required

[N
x X x

empty
Monitoring Visic Form
Rater Questionnaire

Site Feasibility

Add Form Type

3. Enter the Form Type and then click Add to add the Form Type to the list.

Form Types m
Form Types
1 One question @ x
3 All types - all required @ x
empty @ %
Menitaring Visit Form
Rater Questionnaire
Site Feasibility
Test Form & =

4. Follow the same procedure as discussed in Steps 8 -10 in section Question Category to update and
delete the Form Type.
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10. Contacts

Contacts are the members in a Survey. You can add, delete or edit the contact/groups. The Contacts dialog box
is divided into below sections:

e Groups
e Contacts

e  Contact Details
ﬁ TERA 24 v

@

2

8 a8 K

10.1. Groups

This section displays all Groups of contacts. By default, All Contacts group is selected.
Groups allow you to:

e Create new groups

L Delete contact groups

& Groups | +A-:-:| |1j:|3ee:e|

All Contacts

8r (£4

Mew List
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10.1.1. Creating New Group

1. Click the Add button from the Group Section
2. The Create New Group opens.

3. Enter the Group Name and then click the Create button to add the group to the list.

Create New Group

Group Name:

Create Additional Configuration :

email

Cancel

. To add contacts to the Group, type contact name in ‘Search Contacts’ and click Add.
5. Click Create

6. Click the required Group view the added contacts to the group.

10.1.2. Deleting Group

1. You can delete only the newly created group. The All Contacts group

ceanot be deleted.

To delete the group:
1. Select the Group which you want to delete.

2. Click the Delete button in the bottom left corner from the Groups section. The Delete Group dialog box
opens asking for the confirmation of group deletion. Refer to the screenshot below.
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Delete Group

® Are you sure you want to delete the group?

3. Click Delete to delete the group or Cancel to cancel the action.

10.2. Contacts

10.2.1. Add Contacts

1. In Contacts section, click Add button. Create New Contact screen opens.

Create New Contact

First name:
Last name:
Emait
Orgsnization
Phone:

Fole:

Groups:  Saiect Groups

2. Enter details in all the fields on the screen.

3. Click Create button to create a new contact which will be added in the list on Contacts main screen.
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10.2.2. Import Contacts

Import Contacts

 Please. select import source file in CSV format

Q search

Create new group with imported contacts?

Continue

1. Click Import button. Import Contacts screen opens.

2. Locate the CSV file for importing contacts and click Search.

3. The Search box with a magnifying icon to import the source file from the system

4. The Create New Group with imported contacts? checkbox allows you to create new group and import
contacts simultaneously in the group.

5. The Cancel and Continue buttons. The Continue button is deactivated by default and is activated only when
the source file is imported.

6. Click the magnifying glass icon next to the textbox to import the source file. The File Upload dialog box
opens to allow you to import the file from the system, which contains the list of contacts.

7. Select the required file to import and click Continue.

Import Contacts

€ Please. select impaort source file in C3V farmar

Q, Search

Create new group with imported contacts?

Cancel Continue
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2. The Source file and the E-Feasibility should have at least few common fields.

B T T

8. The Field Association dialog box opens. Setup the mapping between E-Feasibility fields and the Source file
fields. Below screenshots show an example of mapping fields.

FILE
o, ¥ Cut
Bz Copy ~

Paste .
. ¥ Format Painter ru

HOME INSERT PAGE LAYOUT

Calibri -1

Clipboard &

First Name LastName Email
namel@gmail.com
name2@gmail.com

Fname 1
Fname 2

Lname 1
Lname 2

FORMULAS DATA REVIEW VIEW

KA S== ¥ EfWepTe General i,d
H-A- === £ EMagesCeaner - § - % 2 Gf 4 Conditional Formatas
Formatting = Table -

r. Alignment [ Mumber [

D E F G H 1 J K
Phone Number Mobile Number Address City State Zip Country
India
India

[ EFSITRENE

o

Field Association

Organization

Role

In eFeasibility In File

First Name First Name H

Last Name First Name H

Email * Email H

Phone Phone Number H
J
J

Pl

9. Once the mapping is done, click the Import button. A dialog box opens displaying the progress of the import
result along with the total count of Contacts, Imported contacts, Updated contacts and Failed import.
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Import Results

Total: n Imported: n Updated: Failed: n

Import process was completed

10. Click OK to import contacts to All Contacts list.

& Groups Q
All Contacts Mahanty, Sunita
Group1 Maddel, Amruta

LName, FName

Fname 2, Fname 2

Fname 1, Fname 1

Chakraborty, Polly

b.a

Import Contacts in a Group

You can create a group and import contact from the source file simultaneously as explained below.

1. Select the Create New Group with imported contacts? check the box from Import Contacts dialog box. A
textbox with the text New Group Name displays above the checkbox.

Import Contacts

Please, select import source file

Please, print new group name for importing contacts

Create new group with imported contacts?

=

4

2. Enter the Group name, select the Source file and then click Continue to import the Source file as discussed in
section Import Contacts.
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Import Contacts

Please, select import source file

[ o |

Please, print new group name for importing contacts

| Group1 Contacts |

Create new group with imported contacts?

cancel m

3. The Group and Contacts are added to the list.

& Groups Q sea
All Contacts Lname 1, Fname 1
Group1 Lname 2, Fname 2

Group1 Contacts

]

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



m FNTERAC-?H/I% E-Feasibility v2.5 — Manager User Guide v1 Page 51 of 167

10.2.3. Search Contacts

To search contacts:
1. Select the Group from the Groups section from which you want to search contact.

2. Enter the Contact name or email in the search box. The contact is displayed in the search section if
available.

& Contacts + Add A Import
lastName ¥  newton x

| lastMame: newton X

Wewton, Isaac

10.3. Contact Details

You can View, Edit and Delete the Contact from Contact Details section.

EZ contact Details

Firstname: John
Last name:  Smith

Email: ga2+1@ecisys.com

Phone

[empty | [3 AN types -all required | (1 One question

Additional Information v

Completed Surveys v

The Contact Details section displays the following sections:
1. Contact Details: This section displays the Contact Name along with the contact fields.

2. Additional Information: This section displays the Custom Contact Fields.
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3. Completed Surveys: This section displays the table of completed Surveys by the contact with the columns
Title, Date Completed, and View (eye icon) option to view a Survey and Download option to download a
Survey.

Click the Plus + sign to the right of every section header to expand it (Refer to the above screenshot). This +
x

sign gets converted to red cross
the following screenshot).

El Contact Details l:l

Maddel, Amruta

Email: amaddel@transperfect.com

after expanding the section. Click the cross to collapse the section (Refer to

Phone:
Organization:

Role: Signer

Additional Information x

Domain:

Department:

10.3.1. Editing Contact

To edit the Contact:

1. Click the Edit button in the top right corner of Contact Details section

2 contact Details

First name: John

Last name: 5mith

2. The Contact Details section displays all Contact fields that are editable along with three buttons:
e Cancel (Edit button changes to Cancel) in the top left corner
e Delete Contact in the bottom left corner
e Save Contact in the bottom right corner.

3. Edit the fields as required and click Save Contact to save and update the changes. Refer to the screenshot
below.
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[E2 Contact Details l:l

Last name: |

Maddel

First Name:

Amruta

Email:

amaddel@transperfect.com

Phone

I

Organization:

Role:

Signer

Domain
Department:

Date of Birth:

01/04/2017

Years of Experience: J

Delete Contact Save Contact

10.3.2. Deleting Contact

You can delete contact in the following ways:
1. Through the mouse right-click on the contact from the list

2. Through the Edit button

To delete the contact through mouse right-click:
1. Select the required contact from the Groups section.

2. Right- click the contact. The Delete Contact(s) option appears.
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& Groups Q se
All Contacts Mahanty, Sunita .
Group1 Maddel, Amruta
Group1 Contacts Lname 2, Fname 2

Lname 1, Fname 1
LName, FName
Chakraborty, Polly

afadsf, sdfsdf
Delete contact(s)

hbjkn

3. Click the Delete Contacts(s) option. The Delete Contact(s) dialog box opens asking for the contact delete
confirmation.

4. Click Delete to delete the Contact from the list.

Delete Contact(s)

Are you sure you want to delete contact(s)?

#

To delete the contact through Edit button:
1. Select the required contact from the Groups section. The contact opens in the Contact Details section.
2. Click the Edit button from the Contact Details section.

3. Click the Delete Contact button in the bottom left corner. The Delete Contact dialog box opens asking for
the contact delete confirmation.

4. Click Delete to delete the Contact from the list and Groups. Refer to the screenshot below.
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Delete Contact

11. Creating a Form for a Survey

Forms are the Questionnaires, or a predefined series of questions used to collect information from the
individuals. Every project has forms created in it for a survey.

You can create new forms and perform actions on it, or clone from an existing form. Only an Admin, Manager
and Editor have the ability to create a Form.

Every Form needs to complete the following to start a survey:
e Title: It is an editable text filed and a unique name of a Form. This field is mandatory.

e Type: A dropdown that displays all the available surveys/form types. These Form types are created by a
Manager in Categories section of E-Feasibility. This field is mandatory.

e  Study: It is an editable text field and needs to be filled if a form is directly associated with a specific study.

e Organization: It is an editable text field and needs to be filled if a form is directly associated with a specific
organization.

e Instructions: It is an editable long text field which is used by user to display instructional notes to each
recipient Form
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11.1. Creating Form

To create a new Form:

1. Open arequired project.

2. Click New Form from the Menu Bar.

3. Enter the fields and click Continue.

Create new form

Test

Feasibility Study

ease follow the below instructions before entering the details

You can also create a new form from the existing list of forms by clicking Create from
E Existing Form checkbox. Proceed to Cloning a Form for further details.

Clicking Continue leads you to the next page of the Create New form dashboard that consists of the following
components:

e Changing Logo

e Add questions

e Add Sections

e (Close
e Actions
e Publish

e  Editing Instructions
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TRIAL Test Feasibility Study

Please follow the belaw instructions before entering the detais.

General a3 %

o

ADD SECTION

11.2. Changing Logo

You can change the Logo of a Form from the upper left corner of a form. To change Logo:
1. Open a required draft project.

2. Open a Form whose logo you want to change. The form opens in an Edit mode.

THIAL
3. Clickthe "™ " Logo. The File Upload dialog box opens.
FATRIAL Test

Please follow the below instructions before entering the details.

4. Select any picture of choice and then click Open. Refer to the screenshot below.
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® Fic Uplosd
SO~ > Sl Pt T%
Onganize v Newfolder 2 3 @
B Desicop Pictures library 4
& Downiosds SR
J Recent Places
—
4 Libraries - ey
J ':W Chrysanthemum Desent Hydrangess Jelfish
il Pitures e =
H videos . "
™ Computer §
& woows 6 [ Koala Ughthouse Penguins Tobps
Fle name: Tulps ™ -
 Gance
Clicking Open uploads the picture and applies it to the Form Logo.
Test
General
[ wiow ]

Note: You can change the logo of a Form only when it is in Draft
mode.

11.3. Adding Questions to a Form

Click the Add Question Tab to add questions to a form. This action reveals the Add Question panel as shown in
the screenshot:

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of

TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



m FNTERAC-?H/I% E-Feasibility v2.5 — Manager User Guide v1 Page 59 of 167

+ Question From Library

Create Question:

Question:

Question Type:
Text Field -
Content Restriction:

No Restrictior &

Answer options

Category
Make Required
Hidden Question

Answer choices must be the same

+ Library m

Notice that the panel has three sections:

1. Question from Library: This allows you to select and add question from the list of saved questions. This
allows you to clone question.

2. Create Question: This allows you to add questions manually.

3. Library: This section allows you to save the question to the list of question, which can be later retrieved from
the library.

The Create Question dialog box provides an interactive way that guides you through various options/features
that you might want to associate to a question while creating it.

The Create Question dialog box, that appears when you click the Add Question tab on the Draft Form page,
provides the following components/features, each of which goes into creation of a question type:

1. Question — A text field to enter the question.

2. Question Type — This appears as a dropdown when you click the down arrow next to the field and provides
the following options:

e Comments field: This provides a textbox, which allows you to enter comments for the question.

e Date Field: This allows the submitter to select the appropriate date from a calendar.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



m FNTERAC-?H/I% E-Feasibility v2.5 — Manager User Guide v1 Page 60 of 167

e Multiple Choice- Checkbox: This allows you to select the appropriate answer by selecting the
checkbox.

e Multiple Choice- Dropdown: This allows you to select the appropriate answer from the dropdown.

e Multiple Choice-Single Selection: This provides a radio button, which allows you to select only one
answer.

e Multiple Choice-Single Dropdown: Dropdown with radio buttons which allows the user to select
only one answer from the dropdown.

e Text Field: This provides a textbox, which allows you to enter the answer for the question.

e Country Field: A dropdown with list of countries, which are defined in Country Settings.

Question Type:

Comments Field I

Date Field

Multiple Choice-Checkbox
Multiple Choice-Dropdown
Multiple Choice-Single Selection
Multiple Choice-Single Dropdown
Text Field

Country Field

You can provide extra functionalities to a question and its type through the following sub-sections in the Create
Question dialog box:

1. Answer Options — This appears as a sub-section inside the Create Question dialog box. The behavior of this
section changes as per the option selected from the Question Type dropdown.

2. Content Restriction — This appears as a dropdown only for Text Field type of questions and is especially
important if you want to provide restrictions to the type of answer that the submitter would be allowed to
enter in the published form. The various options that appear on clicking the arrow next to the field as:

e No Restriction

e Alpha
e Email
e Phone

e Phone with Extension
e Number

The usage of this option along with the Text Field type of question is discussed in the section Content
Restriction.

3. Checkboxes: The white space at the end of the dialog box provides various checkboxes that allow you to
provide extra functionalities to a question. Refer to the screenshot below:
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Category

Make Required

Hidden Question

Setup last sub-question as text answer

Include In Ranking

Below is a detailed description of the checkboxes:
e  Category: This allows you to set the Category for the question.

e Make Required: This allows you to make the question required and restricts the submitter to proceed
further without entering answer to this question.

e Hidden Questions: This allows you to display a specific question only after a specific answer option is
selected. Proceed to Hidden Question for detailed information on this.

e Answer choices must be the same: This prevents the submitter from submitting a survey if the answers
entered for a question with this restriction is different. This is applicable only for the Text Field type as
shown below. Below is an example for the Answer choices.

Enler your name

Amiuta M

Enter your Email Id

Email a@gmail.com

Confirm Email *  a@yahoo.com

In which countries do you conduct trials? *

india

4. Setup last sub-question as text answer: This allows you to provide the last answer option as a text field.

5. Include in Ranking: This provides a question with certain score based on the ranking applied for the sub
questions. To know more on this, refer to Reports. This checkbox is applicable only for types

The combination of functionalities through the checkboxes also change behavior with the
type of question selected by you. From the above, we can conclude that a question is
finally the effect of combinations of the various components/features.
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Behavioral patterns of the questions can be broadly classified into:

e  Others: This includes country field, text field, comments, and date fields.

e Multiple choice questions: This includes all Multiple-Choice Questions.
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11.3.1. Steps to add a question:

1. Onthe Form Draft page, click the Add Question tab.

2. Enter the question.

3. Select the Question Type.

4. Enter the Answer Options.

5. Select the required checkbox to apply the property to the question.

6. Click Add.

Below Screenshots show examples of question types:
Others — Text, Comment, Date and Country

Question Type — Text Field

General o x

— /:Zoex

HEZEOOx

Resources

MZOOx

Create Question:

Answer optians,

Answes chotces st be the same

Required

Question Type — Comments

HEZOOx

soling d HEQOx

Create Question.

Question

lquestion Type

Anzwar ptions

Question Type — Date Field
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HZOOx

Create Question:

froestion rype

Anzwer options

ﬂoox x

Question Type — Country Field

Create Question:

HZOOx

_hzoox : J

—_

Answer options

Resources HEZO00x

[ ] MEZOOx

Multiple Choice Questions

For the question type as Multiple Choice, the sub-section Answer options provide the following:

e Answer Options textbox: This allows you to enter the options for the answers for the question. You can add
multiple answer options as required.

e Behavior: This allows you to set the behavior of the question: Visible and/or Hidden. Refer to Hidden
Question for the detailed information.

e Is Default: This allows you to set the selected answer option as default. Refer to the screenshot below.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



Page 65 of 167

T R | A L T .
E-F | 2.5-M 1
m INTERACTIVE easibility v2.5 anager User Guide v

Question Type
Multiple Choice-Checkbox H
Answer options Behavior Is
default
£ First B x
£ Second B x
£ First & Second =] x

Create Question:
rw o Type J
6. Enter the dates when the trials were con 1 HEZOO % Answer options Behavior  Is
a Field Tt e *
T / = x
ate Feld 3 § HispaniciLat x
/ P oAso x
M
Demographics HEFOOx
Moo X [—
[o—
Question Type — Multiple Choice Dropdown
Create Question:
2 fuct MZOOx Queston:
wrials HMEZOO X Multiple Choice Drop
- Answer options Behavior I3
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\ \ awoox I

Question Type — Multiple Choice- Single Selection
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Refer section Checkboxes for information of each checkbox.

11.3.2. Adding Content Restriction

Content Restriction — Alpha

This allows the submitter to enter only symbols, spaces, period and commas within the provided length. Refer to

the screenshot below.
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Create Question:
Question:

Enter Password

Question Type
Text Field

Content Restriction:

Alpha

Answer options Min Max
Length Length

7 9 x

Content Restriction — Email

This allows the submitter to enter only valid email id.

Question:

Enter Email id

Question Type:

Text Field

[Content Restriction:

Email &

Answer options

Content Restriction — Phone

This allows the submitter to enter phone number only in the format [XXX-XXX-XXX-XXXX].

Question:

Enter the Contact number

Question Type:

Text Field H

IContent Restriction:

Phone

Answer options
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Content Restriction — Phone with Extension

This allows the submitter to add the phone with extension.

Content restriction:

Mo Restriction A

No Restriction

Content Restriction — Number

This allows the submitter to add numbers only within the provided range.

Question

Enter the number of trials conducted

Question Type

Text Field
ontent Restriction:
Number H
Answer options Min Max
1 10 x

Below screenshot display the errors with restrictions at the submitter end.
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Username:

Enler the Password

Enter email Id

Email

Confirm Email

Enler Contact number

Enler the number of irials are conducied

Number
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11.4. Editing Instructions

To edit the instructions:

1. OnaForm Draft Page, hovers a mouse over the Instruction textbox. The Edit icon appears to the right of the
textbox.

2. Click Edit. The textbox is enabled to allow you to edit the text.

Please follow the below instructions before entering the details.

11.5. Adding Sections to a Form

To add sections:

1. OnaForm Draft Page, click the Add Section tab on the right. The Add Section tab contains the following
options:

a. Title: This allows adding the Title for the section.

b. Description: This allows to add the description for the section is any
2. Enter the Title for the section.
3. Enter Description if any.

4. Click Add Section. Refer to the screenshot below.
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[mw—— Add Section:

Mormal WA B F UEER *IEEET
Sease s — @ O

General B Ox

First Name HEFOOx

ADD SECTION

2 Last HEFOOx

Medical History HEZOoOox

tyour blood group. « HEOOx

ypointmer O %

You can change the sequence of the Section in the following ways:

1. Using Up and Down Arrows

2. Drag-and-drop the Section to the required position.

11.6. Adding Questions to Form from library

To Add Questions to Form from Library:

1. Click the Question Librarym button from the Add Question tab. AQuestion Search dialog

boxdisplaying a list of questions opens.

2. Select questions and then click Add Selected to add them to a form. Refer to the screenshot below.
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Question Search

Question Titie category Tags Aanswer Type Date Created Description

mT RIAL Test Feasibility Study
Research
Organoizatior
Survey Instructions
First Name [l o x
2. Last Name fhEZ o x
o |

3.  You can also search for questions depending upon the answer type and category as shown below.
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Question Search

Date Created Deseription

11.7. Cloning a Form

Cloning is nothing but creating a New Form from a list of existing forms. You can clone a Form that has been
already saved to the library.

To clone a Form:

1. Open arequired Project

2. Click New Form from the Menu Bar. A Create new form dialog box opens.

3. Select the Create from Existing Form checkbox. A Search existing from textbox appears.

4. Click the Magnifying (Search) Icon. The Form Search Dialog box opens listing all the forms.
3

Create new form
+ NewForm

@ Forms

Create From Existing Form
# Categories

* Contacts

ﬂ Settings

5. Enter the Form Title in the search box or select a Form from the list which you want to clone.

6. Click the Add Selected button to add all fields from the cloning form to the New Form. The Add Selected
button is deactivated by default and activated only when the form is selected.
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Form Search

Type pe - Date Crestad

Shawing 10 entries ot of 1) Actions v

e stuy Name Organization Type Date Created comments Delete

Haw Suney? Tost Tost Research Hov 8. 2017 Al quasticns are mandat

RO I N IR )
X X X X X X|[%| X X

0.

=3 =

7. You are redirected to the Create New Form page. Notice that the selected Form Title appear in the Search
textbox.

8. Enter all required fields on the Create New Form page and then click Continue. All fields from the cloned
form get added to a New Form. Refer to the screenshots below.
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om Existing Form

New Survey2 Q

Title*  New Survey3

Research H

T RIAL New Survey3
Personal Profile ez o
HEFQOxX
HEFOOx
-] HEZOOx
= HZoOox
Medical History @zoOx
o= HEZO %
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11.8. Editing the Question

To edit a question:

1. Click the Edit icon next to the question in a form you want to edit.

General e Ox
1. Enter First Name Eal OO0 x

2. Edit the required details and then click Update to update and save changes to the form.

Answer options

11.9. Editing the Section

To edit a section:
1. Click the Edit icon from the Section header. A dialog box opens.

2. Edit the Title and Description (optional) in a dialog box and then click Update to update and save changes to
a form. Refer to the screenshot below.
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Title*
General

Description (optional)

Normal *

11.10.Making the Question Hidden

A survey can have some questions hidden, which are visible only on selecting specific Answer Option for the

question.
There should be at least one Multiple Choice Question to make the question hidden.
Hidden Question is not applicable for Question Types other than Multiple Choice
Questions.

visible in a survey.

To make the question hidden:
1. On the Form Draft Page, click the Add Question tab on the right.
2. Add questions to the Form.

3. Select the Hidden Question checkbox for the question, which you want to make hidden. Refer to the
screenshot below.
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T R I A L
K& NTERACTIVE

Create Question:
Question:

How many doctors will be involved?

uestion Type:
Multiple Choice-Single Selection H
Answer options Behavior Is
default
HE (] o x
20 o x

Category

Make Required

Hidden Question

4. This hidden question is invisible on the survey by default when the submitter opens it.

5. Click Add to add the question to the Form. The hidden question appears with the blue text as Hidden next
to the question.

Resources

Type
Type 2
Type's

HEZoOx

HEZEOQOxX

MEZOOx

6. Apply the logic to the question to make it visible in a survey as discussed in following steps.

7. Click Edit icon next to the Question to which you want to apply logic to make the Hidden Question visible.
The Edit Question dialog box opens.

Resources

hZzoOx
OO

aEo o x

8. Click the Behavior icon next to the answer option for which you want to make the hidden question visible.
Refer to the screenshot below.
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Question

S—
Answer options. Rank Behavior Is
default
- | O x

9. Adialog box opens which displays the following:
1. Position: The position of the question.
2. Questions: Available questions in the Form.

3. Visibility: The options Visible and Hidden to change make the question hidden.

Position Questions Visibility
Enter your name
Enter your Email ld

tries do you conduct triais?

Haw many doctars will be invalved?

il Hili]i

Winat s the cost sstmate for cocling devices?

10. Notice that the Hidden Question displays the Visibility as Hidden.

11. Click Hidden button next to hidden question. The Hidden button changes from Hidden to Visible. Similarly,
you can also hide other questions by changing the visibility of the question.

12. Click Apply. Refer to the screenshot below.

Position Questions Visibility

1 Enter your name

countries do you canduct trials?

. HOW many doctors will b Invalved?

ilififili

5 What is the cost estimate for caoling devices?

13. You are redirected to the Edit Question page.
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14. Click Update to save the changes. You are redirected to the Form Draft Page.

Question

What is the cooling device available?

Question type

Answer options Rank Behavior  Is
default
pe 3 x
Type - x
Type - x
Categary
Make required

et

15. Click Publish and send the survey to the submitter. When the submitter opens the survey and selects the
option, the hidden question is visible as per the logic specified. Below is an example of hidden question.

Resources Resources

Whal s the cooling device available? *  Besst answer How many doctors will be involved? * - Reset Ananmr

s 10

20

Tvpe3

s e conlag devion avalabial &
Wha is the cost astimate for conling devices?  Resst Ananer il g o K

® 10200
20-30L

Wihat s the cost estimate for cooling devices? — Resst Answer
Before Selecting Answer Option
& 10200

20301

hfter selecting Answer option

12. Actions on Forms before publishing

The Form Draft page provides the following options before publishing it.
e  Previewing Forms
e Test Email

e  Contact Configuration
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12.1. Previewing Forms

Preview provides an overview of the created form before publishing.
To preview a Form:
1. Click Actions on a Form Draft page.

2. Select Preview from the pop-up window. This will display a Form preview with all the fields in it.

| Preview |

Test Email

Contact Configuration
Actions A

3. You can also Save the form as PDF from the Form Preview page.

12.2. Test Email

Test Email allows you to send a test mail when a survey is created. You can send a test mail to single or multiple
receivers. The template for this email is defined in Templates.

To send a Test Email:

1. Click Actions on the Form Draft page.

Preview

Test Email

Contact Configuration
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2. Select Test Email from the pop-up window. This opens Email window.

3. Add Recipients and then click Send to send a Survey.

& Recipients & Email Configuration

Homal T A B S UEEs FEEFTI Soome —c0 @0

G TechnoKgEs i Senvees. We 7 CONUEENG KSR I o of cUr UPESING SRS e we wou (e 12

4. You can also select Recipients by importing them or from Existing Contacts from the Insert Recipients
dropdown. To know more on this, refer section Send Survey.

All test related items will expire within 24 hours after receiving an Email.

12.3. Contact Configuration

Contact configuration allows you to map Question Types related to the Contact information with the
corresponding Custom Contact Fields. When a form is sent to the submitter, these mapped contact fields are
pre-populated in the form making all mapped fields non-editable. When a response is sent by the submitter, the
Contact information is saved, and the survey is visible to the manager in the Contacts tab from the Menu Bar.

To map the Contact information:

1. Click Contact Configuration option from Actions dropdown on the Form Draft page. Contact Configuration
dialog box appears which displays Questions and Contact field dropdowns.

2. Setup the mapping between Question and Contact fields

3. Click the Save button to map the fields.
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Contact configuration
Question Contact field
First Name
Preview Enter name | First Name Hl
Test Email (2
[ pete ot B B
Actions Enter email
Enter contact email: H
Experience
Experience in years Years of Experience B|
=3

4. Below is an example for Contact configuration when the submitter opens the form.

wThAL NewTest

First Name

Enter name: Amruta ‘
Date

[Enter date: 01/04/2017 |
Enter email

Enter contact
email:

Experience

Experience in years

13. Publishing Forms

You can publish a form when all questions and sections are added to it. Once the form is published, the user can
then send a survey to the submitter.
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To Publish a Form:
1. Click the Publish button from a Form Draft page. The Publish Form? dialog box opens which displays a

message asking for confirmation to publish form along with the following form types:

e Simple Form
e Monitoring Visit Form
e Anonymous form
And Additional options with checkboxes
e Save form to the library

e Require attachments from recipients

Publish Form?

© Once you Publish the form, it cannat be edited further. Please confirm that you would like o
publish the form.

Form type:

(® simple form
Monitoring Visit form.
Anonymous form.

Additional options:

Save form te the library.

Require attachments from recipients.

Sanc -

2. Select the required checkbox and then click the Publish button to publish the form.

3. The Form Statistics Page opens which displays an overview of the form. You can also visit this page by

clicking the Form Title from the Form Dashboard. Refer to the screenshot below.
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TestForm1 @

Set Due Date

General  Overview Report  Analyze Report

Abaut this Form General settings

icate Respanse:

General Infarmation

g Link
Type: 1 Cne question

Forward all notifications

« Select v Salncted torm v
Recipient

oats Respondsa

Recipeent

[reey—

Date Sent

Date Rasponds:

toms Par Page

Statistic Information .
ATRIAL NewTest Dermatology
© Setove Date
4 Snd @ Priew B Comfom o S m wen o

SortBy. w Actions v »

No Data to Display

You cannot edit a Form after it is published.

13.1. Save form to the library

This allows you to save the published form to the Library. You can view and open these forms to send for the

response from a library.
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13.2. Require attachments from recipients

Selecting Require attachments from recipients on a Publish Form dialog box restricts the submitter to submit
the questionnaire without the attachment.

When this option is selected, the Do you want to require attachments form submitter? Checkbox is selected by
default on an Email Page while sending a survey. Refer to the screenshot below.

= Email Configuration [Commented [i-[2]: Screenshot needs to be updated.

NO_REPLY ticom

Bomal T A B J UIEE g SEESTS Soocbe— 0@ "
Helo,

Ve are Tnal INteractne. 3 pramier Provider of eCIMIcal TECHIQES Bnd SEVICES. W are CONDUCING EaSIDAtY o7 ONe Of Ur UPCOMINg SIUCIES aNd we Wolsd Bke 10
e you

This link is uniquely tied to s GUESBINNAYE and your emall a0dress. Please 40 ot fonward Inis message.

ul Ine questionnaire o Trial Interactive please visi us al of &-mal s at

e an insertion, place curser where you weuld Uike the insertion to happen, press on the insertion icon @ and select a desired
insertion

&

7 Do you wanl 1o requae allachments from recpents?

e Ea

13.3. Monitoring Visit

Selecting Monitoring Visit checkbox on a Publish Form dialog box leads a submitter to the Monitoring Visit
Report dashboard of his/her account.
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14. Viewing Forms

14.1. The Form Dashboard

The Form Dashboard displays the list of all Published, Draft and Closed Forms.

The Form Dashboard provides the following:

e Searching for Forms

e Filtering of Forms

e Refreshing Forms page

e Pagination in Forms Dashboard

e Editing Form Draft

14.2. Searching for Forms

To search a form:
1. The search bar is at the top right corner of the page.

2. Enter the Form Title and hit Enter. The table displays a list of all forms containing the search text. Refer to

the screenshot below.
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3. Click the cross that appears in the search box to edit the search criteria.

14.3. Filtering of Forms

Filtering allows you to search forms depending upon the applied filters.

To filter Forms:

1. Click the Filter nicon at the top right corner of the page. A textbox below each column appears to allow

you to filter Forms.

2. Apply required filters to search for a Form. The

Title Study Name Organization Type Created By Date Created Date Updal
x

3o test Sita Feasibility Garmanager@edsys.com  Jun 23, 2021 Jon 23,202

444 ADDITIONAL AUTOMATIGN F...  gatmanager@ecisys.com Jun 17,2021 Jun 17,202

3 ADDITIONAL AUTOMATION F...  ga+manager@ecisys.com Jun 17,2021 Jun 17, 202

RandomAUtoFOrmS823379016...  FormAuteTeststudyB03760778... FormAutoTestOrga237410269... DEFAULT AUTOMATION FOR..  ga+manager@ecisys.com Jun 15,2021 Jun 15,202

14.4. Refreshing Forms Page

Refreshing a Forms page resets all the changes and settings made to the page. To refresh a Form page, click

Refresh ~ icon at the bottom right corner of a draft form page.

)

Show 10 v €(12345)%»
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14.5. Editing Form Draft

Newly created forms are saved as draft before publishing them. You can edit these draft forms later as required.

14.5.1. Changing the Study, Type and Organization of a Form

To edit Study, Type and Organization:

1. OpenaForm to edit.

2. Hover a mouse over the Study field to edit. This enables the Edit[? icon next to the field.
3. Click the Edit icon. A textbox next to the Study field appears.
4. Edit the field and hit Enter. This saves the changes to the Form.

5. Similarly, you can edit the Type and Organization fields.

auto test (Zf'l/\\5

14.6. Pagination in Forms Dashboard

Pagination allows you to manage/change the number of entries of forms that appear on a Form Dashboard.
To change the number of entries of Forms:

1. Click the Show dropdown at the bottom left corner of the page.
2. Select the number of entries from the list to appear on the Forms Dashboard.

3. You can also switch pages to view further list of Forms by clicking the numbers between the arrows. A single
arrow navigates the user to the previous page (<) or next page (>) whereas the double arrow navigates the

user to the very first page (<<) or very last page (>>)
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0 |- €< >» =
10
50
100
When entries of 100 is selected, the arrows with numbers disappears from bottom of the
page.

15. Form Statistics Page

When a Form is published, you are redirected to a Form Statistics Page which display the complete overview of a
Form.

The Form Statistics page includes the following functions:
e Send

® Preview
e (Close Form

e Share

e Overview

e CDA
® Reports
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e Pie Charts

e Set Reminders

e Recipients

e Change Question Titles
e Import Answers

e Contact Mapping Schema

15.1. Sending a Survey

The Manager sends a Survey Form in the form of link in a mail to the submitter. The Submitter fills the survey
and submits it to the Manager.

To send a survey,

1. Open the Form to send for a Survey.

2. Click Send on a Form Statistics page of an opened survey. This navigates you to the Email page, allowing you

to send a survey.

4 Send

The Email Page contains:

1. Recipients: This section allows you to insert recipients in an email.

2. Email Configuration: This section contains the body of an email. Refer Email Templates for more details on
this.

3. The Cancel Send buttons and an attachment icon in the Email Configuration section.
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15.1.1. Email Recipients

Recipients are Contacts to whom a Survey is sent.

The Recipients section allows you to add the recipients in the following ways:

1. Manually: This allows you to add the contacts manually. Type the recipient’s email address manually in the

textbox with the title Another..... and hit Enter.

2. Insert Recipients: This allows you to add the recipients in two ways:

e Import Contacts: This allows you to import contacts in a bulk.

e  Existing Contacts: This allows you to insert contacts from the available list.

Recipients:

To Import contacts:

1. Click the Insert Recipients dropdown. A list appears which displays two options: Import Contacts and

Existing Contacts.

Select Import Contacts. The Bulk Emailing dialog box opens which provides a long text area to enter emails

of recipients. Follow the instruction mentioned above the textbox to enter emails.
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Bulk Emailing

@ Ente

ew line or commaz separated emails

qateditor@ecisys.com, ga+reader@ecisys.com

3. Click Ok. The list of recipients gets added to the recipient’s section to whom a survey is to be sent.
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To add Existing Contacts:

1. Click Insert Recipients dropdown.

2. Select Existing Contacts. The Add Existing Contacts dialog box opens which provides the Contacts dropdown

with types: Contacts and Groups.

Add existing contact

Select Existing Contacts EESST Oresedrop contacts into this column

3. Select Contacts from the dropdown.

4. Drag-and-drop required contacts from the existing contacts from the left panel to the column on the right

panel. Refer to the screenshot below.

Add existing contact

Select Existing Contacts m Drag-n-drop contacts into this column

Qa+117@esisys.com x

5. Click Import.

6. You can also search for contacts form the Search textbox above the Contacts list.
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Select Existing Contacts
qa+124|

15.1.2. Email Address

This is the Email Address from which a Survey is sent. You can define the sender in a Form (email address) other
than NO_REPLY and can set the domain name from the dropdown.

From {email address):

NO_REPLY @ trialinteractive.com hd

15.1.3. Email Subject

This section allows you to type the Email Subject. The default subject for the Email is defined in Email
Templates.

Email Subject:

New eFeasibility questionnaire request

15.1.4. Email Text

This section allows you to enter/modify the Email text in the Email Text area. Proceed to Email Templates for
detailed information.

15.2. Additional Email settings

You can define the additional options in an Email by selecting the checkbox from the below:
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Do you want to get notified when form responses are received?
Do you want to display form confirmation page?

15.2.1. Checkboxes

Send surveys as PDF: Enabling this option enables you to send surveys as PDF. When this option is enabled, the
Email changes behavior of fields along with the checkbox options. This mail is automatically generated by the
system.

Below screenshot, show the difference between the Email content when the PDF option is enabled and [disabled].
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Get notified when form response is received: Enabling option allows you to receive notification messages by
email when a survey response is submitted.

Display form confirmation page: Enabling this option displays a confirmation message when the submitter
submits a survey. This option is selected by default in the email page.

Require Attachments: Enabling this option restricts the submitter to submit a survey without attachments.
Refer Require Attachments for detailed information.

2.2. Attachments

You can add single or multiple attachments to an Email by clicking add attachment button below the Text area.

Commented [i-[3]: This option is grayed out, unable to
update screenshot
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Cancel Add anﬁhment m

15.2.3. Form Processing Background Job Notification

Form sending is processed as a background job and a notification gets displayed to the user. When user sends
out a form, small pop-up appears on the screen shown in below image:

Sending emails...

@ Email statistics can be viewed under
background jobs

Then the user gets navigated to the main screen and notification appears in the notification area.

&b Fa
4 r
O - (&)a

+Manager@ecisy. .. w

[s1]

Click on the notification icon and background jobs processing details will be displayed in Background Jobs
screen. Details include email processing status, dates when the emails were sent and completion of that job,
count of total emails sent, and counts of failed and succeeded jobs. Refer to the below screenshot of Background
Jobs:
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Background Jobs

Send Form Emails

Status:
Start date: 15 minutes ago

Completed date: 15 minutes ago
total: 1

failed: 0 succeed: 1

Send Form Emails

Status:

Start date: Jun 17, 2021 20:18:3%

Completed date: Jun 17. 2021 20:18:42

total: 2 failed: 0 succeed: 2

Send Form Emails

Status:
Start date: Jun 17, 2021 20:16:10

Completed date: Jun 17, 2021 20:16:14
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x

Completed

x

Completed

®

Completed

Close

15.3. Previewing a published form

Click the Blue eye icon on a Forms Statistics Page to preview the form. Preview gives you an overview of a form

with all the questions and sections added to it.

Report Analyze Keport

B Close Form (D Enable CDA

You can also save this Published Form as PDF bf clickin
C@jse
Cancel the action by clicking a Cancel button

g Save as PDF button on a Preview page or

. Refer to the screenshot below.
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15.4. Restricting Duplicate Responses

When an email is sent out to the recipients, this newly added feature of Restrict Duplicate Responses will check
if the recipient has already been added into the mailing list or not. If yes, then it will restrict the entry of
duplicate recipient. This feature has been added in the Forms overview screen under the General Settings, refer
to the below screenshot:

® Preview 2] Edit form B Close Form D Enable CDA

About this Form General settings

Restrict Duplici

General Information
TERabIE Sharing LNk
Type:  DEFAULT_AUTOMATION_FORM_TYPE_DONT_DE

Ee Forward all notifications

Study: FormAutoTestStudyB0376077! Users #

Organization: FormAutaTestOrg3237410269830532097 m

To make this feature work, it has to be enabled first. Click on the Duplicate Responses button and below screen
will appear. Check the box Restrict Duplicate Responses that pops up the confirmation message as ‘Duplicate
Responses were restricted’. Refer the screenshot below.

Duplicate Responses

€ Duplicate Responses were restricted

Click ‘Ok’ to make the popup disappear.

While sending out an email when user enters the duplicate recipient email address in Insert Recipient’ s field,
system displays below warning message.
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Attention

Recipients with the same email address was already
added to list

Email

amruta deshpande83@gmail.com

15.5. Form/Survey Responses

The Manager sends a survey in the form of an email link to the submitter. When submitter clicks the link, the
form is opened in the browser at the submitter end. Below is an example of an email for Survey.

Hello,

We are Trial Interactive, a premier provider of eClinical Technologies and Services. We are conducting feasibility for one of our upcoming studies and we would like to invite you to participate
Here is a bk to the questionnaire

This link is uniquely tied to this questionnaire and your email address. Please do ot forward this message
To forward the questionnaire, use this link.

If you have any questions about the questionnaire or Trial Interactive please visit us at www com or e-mail us at help@itr e.com

Thank you for your participation!

Sincerely,
Trial Interactive Team

On receiving the response from the submitter, the Manager can view it under Overview tab on the Form
Statistics Page. Refer to the screenshot below.

General CDA  Report  Analyze Report

Select v Selected Items v & Export & import

) response A x
Jun 0 x
Jun 0 x
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15.6. Closing a Form

Closing a Form stops receiving responses and will no longer be available for a Survey.
To close a Form:

1. Click Close Form on the Form Statistics Page. The Close Form dialog box opens.

Generlal Overview CD Bralyze Report

D Enable CDA

B Close Form

O

@ Preview £ Edit form

2. Click Yes to close the Form or No to cancel the action.

Close Form
€ Are you sure you would like to stop receiving responses for this
farm?

No Yes

15.7. Reopening a Closed form

Reopening a Closed Form resumes back the responses of the Form.
To reopen a closed form:

1. Select the Closed Form which you want to reopen.

2. Onthe Form Statistics Page of this form, click Reopen Form. Refer to the screenshot below.

General Qverview CDA Repg Analyze Report

& Preview £ Edit form
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The Closed Form does not display Send and Share tabs because you cannot send an email and
receive responses of a closed form.

3. The Reopen Form dialog box opens.

4. Click Yes to reopen form

Reopen Form

you sure you would like to continue receiving responses for

15.8. [Enabling shared link [Commented [i-[4]: This is not present in the application J

Enabling a shared link allows you to share the link with any person (needless an E-Feasibility user) to create a
Survey and send it to the recipient. When any other person shares the link, a new instance of survey is created
and sent to the recipient. When the submitter sends a response of this survey, the manager, who is the owner of
the survey, receives the response. However, the person who shared the link will not be able to view the response
of the Survey.

Click the Share icon on a Forms Statistics Page to Enable shared link. A dialog opens displaying a checkbox,
selecting which displays the link that can be shared with other Contacts.

ﬁ Send @& Preview Close Form

Enable shared Link

https:/ y /share_ _survey:htmi?siteld="fae41ed-
28eb-468d-8377-c753ac0beabeformid=1fc1729a-a6df4a1e-a11d-88e80c88did2
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15.9. Actions on Forms (Overview)

Click the Overview tab on the Form Statistics Page to view the Form details.

General Owverview CDA

Overview section of a Form is divided into:

1. The Recipient, Date Filters and Page list on the left of the page
2. The Form Recipients table along with dropdowns in the center of the page

3. The Responses pie chart on the right of the page

The Recipient, Date Filters and Page list

Proceed to section Recipients for further information on this.

Form Recipients table and dropdowns

Proceed to section Recipients for further information on this.

The Responses Pie Chart

Proceed to section Pie Charts for detailed information.
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15.10.Decline a Survey

The Manager and Submitter both can decline a survey if required.

To decline a survey:

1. Open the required form and select the Recipient from a table on a Form Statistics Page to whom a Survey is

sent.

& impore

Selectedlems v & Export

Sent, no response. NA

Responded, n

Responded, n

2. Click Selected Items dropdown. A list of actions displays.
Seectv Lbpot  Aimport & Massupdete & Triters
. Lest Updated ¢ Date Responded & Status Files
Jun24,2021 Sent, no response A
Jun 1! Responded, not d 0
Jun 15, Respondet 0
3. Select Decline. The Decline Form Dialog box opens which has following sections:
1. Recipient: This display the name/email of a Survey recipient.
2. Along text field to enter the Reason for Declining a form.
Decline Form
@ Review selected items and specify reason for declining
Recipient Reason For Declining *
ga+117@ecisys.com x
!
PR i | )

4. Click Decline. The Success dialog box opens displaying the confirmation of decline.
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Success

& Form(s) was(re) declined successfully. Form state is
being indexing, that's why it's status will be changed
on next reloading

On declining a survey, the status of the recipient in a recipients table changes to Declined and the Date
Responded column displays a date when the survey is declined after reloading the page.

show TR i ]
Nt - LastUpdated ¥ Date Responded = Stats Files Actions
Jun 2 Dedined N/A x
Juni Responded 0 x
All recipients of declined form will receive a message about survey decline.

CDA is the Confidentiality Disclosure Agreement that Sponsor/CRO and Submitter agree upon and sign for Site
feasibility. It is an agreement, which states that both the parties will not disclose any sensitive information to
any other parties that are not included in the study. This topic is discussed in detail in Confidentiality Disclosure

Agreement (CDA)

15.12.Report

You can view the responses and activities of a Form from the Report Tab on the Form Statistics Page of an
opened survey. Proceed to Reports for details information.

Overview CDA

15.13.Changing Question rTitIes‘ Congnted [i-[5]: This section is not present in the
application

Change Question Titles allows you to edit the Question Titles by clicking the Gear icon on the toolbar of the
Form Statistics page.
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e 2 [

To change Question Titles of a form:

1. Click the Settings (Gear icon) from the Form Statistics page. The dialog box opens with the list of options.

2. Click Change Question Titles from the list.

@ CDA 2 Report [#]

Change Question Titles |

Import Answers

Contact Mapping Schema

3. The Change Question Titles dialog box opens which displays all the questions of the form with an Edit s

icon next to each question.

4. Click the Edit icon next to the question. The question becomes editable with a long text field.

Change Question Titles
1 Enter your name
2. Inwhich countries do you conduct trials? &
3. How manv doctors will be involved? &£
Update

5. Update the question title and click Update to save and update the title.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



T R | A L
m INTERACTIVE E-Feasibility v2.5 — Manager User Guide v1 Page 107 of 167

15.14.Importing Surveys/Answers

Importing Surveys/Answers allows you to import submitted Form Surveys for a recipient into a published survey.
Once the source file is uploaded and Contact Mapping is done, a background job is started which display the
progress of Survey Import.

You can upload only CSV and .xIsx files. The system displays an error message for the file
format other than CSV or .xIsx.

To import the Survey:

1. Click the Import from the Form Statistics page. The Dialog box opens.

-

General Overview CDA Report  Analyze Report

Select w Selected lterns w

2. The Import Answers dialog box opens which provides an Upload button to import the file along with two
buttons: Cancel and Continue. The Continue button is deactivated by default and activated only when the

source file is uploaded. Refer to the screenshot below.

Import Answers

@ Please, select import source file (Microseft Excel or C5V)

| impaort File * |

®

Upload file

Cancel Continue

3. Click Upload to upload the source file.
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Import Answers

@ please. select import source file (Microsaf: Excel or C5)

®

Replace

4. Click Continue. The Imports Answers dialog box opens which to allow you to map the fields of E-Feasibility

with the fields of the source file.

Import Answers

@ Please map the columns 1o available fields
In eFeasibility In File

|Recu:|em email >
Recipient ip o
Responze date &
Sender email >
Senmtdste ™
NEWA152434645335785857 P
Auto32523341253040129-33 v

e ([0

5. Click the Accept button to view the import status in Background Jobs.

15.15.Contact Mapping LSchema‘ [Commented [i-[6]: Couldn’t find this section.

Contact Mapping Schema specifies the relationship between Questions and Contact Information. Refer section
Contact Configuration for detailed information on mapping.

To view the Contact Mapping Schema:

1. Click the Settings (Gear) icon from the Form Statistics Page.

2. Click Contact Mapping Schema from the list.
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A EB Report El

Change Question Titles

Import Answers

Contact Mapping Schema

3. The Contact Mapping Schema dialog box opens which display the mapping between Questions and Contact

Information.

Contact Mapping Schema

Question Contact field

First Name

In which countries do you conduct frials?

India Work Domain

How many doctors will be involved? Role

What is the cooling device available?

Contact Mapping Schema is visible only when Questions are mapped with the Contact
Information in Contact Configuration.

15.16.Setting Reminder (Set Due Date)

For a Survey, a Manager can set up Reminder Emails to be sent out automatically to submitters who have not
responded to a Survey.

To set Remainder:

1. Click the Set Due Date from the Form Statistics Page. The Set Due Date dialog box opens.
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General Overview CDA Report  Analyze Report

2. The Set Due Date dialog contains the following panels:

a. The Due Date textbox along with the Enable button next to it.

b. Configure Reminders: Allows you to set the reminder due dates

c. Reminder Templates: This template is built-in and defined in Email Templates.
d.

The Cancel, Add Reminder and Finish buttons

Set Due Date

Configure Reminders

Reminder Email Template

No Reminders

Hello

We are Trial Interaciive. 2 premier provider of eClinical Technologies and Services Ve
are conducting feasibilty Tor one of aur upcoming studies and we would fike (o invite
you to pariicipate
This link is uniquely fied to this questionnaire and your email address. Please do not
forward this message.
We recommend using Intemet Explore 9 or above, Chrome or Firefor browsers for
completing this survey

Als you can forward this questionnaire to other participants. For this you should have
appropriate permissions. To complete questionnaire forwarding

If you have any questions about the questionnaire or Trial Interactive please visit us at
o e-mail us at

for your participation!

3. Click Enable to set the Due Date. The button changes its text to Disable and a message is displayed as shown
below.

rent date

Disable

Jun 24, 2021 B Disable

4. Click Add Reminder to set reminder on Due Date or prior to Due Date. This enables the Reminder textbox in

the Configure Reminder panel along with the following buttons:

a. Remove: Removes the reminder
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b. Edit: Allows to edit the reminder dates
c. Disable: Disable the reminder

Set Due Date

Jun 24,2021 £  Disable
Configure Reminders # Add Reminder Reminder Email Template
il e ol - T Av 8 LUK SHUBEBH V=S
—«w0Qn

Hello,

e are Trial Interactive. a premier provider of eClinical Technologies and Services. Ve
are conducting feasibiity for one of our upcoming studies and we would ke o invite
to participate.

‘This link is uniquely fied t this questionnaire and your email address. Please do not
forward this message.

We recommend using Intemet Explore 9 or above, Chrome o Firefox browsers for
completing this survey

Alk0 you can forward this questionnaire 1o ofher participants. For this you should have
appropriate permissions. To complete questionnaire forwarding

I you have any questions about the questionnaire or Trial Interactive please visit s at
‘or e-mail us al

Thank you fc

our participation!

e [EEE
5. Click the Edit button next to the Remind on textbox to set/change the reminder for the Due Date.
6. The Edit button disappear and the Remind On dropdown enables which has following options:
a. Remind On: To set reminder on selected date.
b. Remind before: To set reminder prior to the Due Date.
Remind on: Jun 24,2021 B Ex -
7. Select the required option from the dropdown and set the reminder. Notice that for Reminder Before
option, a scroll bar for the days enables.
8.

Click Save to save the reminder and then Finish. The reminder count is displayed next to the Due Date on
the Form Statistics Page.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of

TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



T R | A L
m INTERACTIVE E-Feasibility v2.5 — Manager User Guide v1 Page 112 of 167

mTRIAL

Test Feasibility Study
Research

Organoization

(@ Due Date : May 31, 2020 | Reminders: 2
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15.17.Recipients

Recipients are the Contacts to whom a survey is sent. The table on a Form Statistics Page displays the recipients
list to which the survey is sent.

15.17.1.Recipient, Date Filters and Page List

You can also search for the recipients from the report section of the Form which provides the following:

e Recipient textbox: This allows you to search for a particular recipient.

e Date sent: This allows you to search for the surveys by sent date.

e Date Responded: This allows you to search for the survey responses by responded date.
e Items Per Page: This allows you to set the number of recipient’s entries on the page.

e Refresh: This allows you to reset the changes. Refer to the screenshot below.

Qsearch Y

s @ NEW4192404645330769857 @ Aute3252334125304012933 @ AutoB076698867287786457  © Auts

15.17.2.Form Recipients Table and dropdowns

This table summarizes a recipients list to which a form is sent. This table contains below columns:

e Recipient: This display the recipient name to whom a form is sent.

e Last Updated: This display the date when a form was latest updated.
e Date Responded: This display the date when the form was responded.
e  Status: This display the status of form responses.

e Files: This display the count of the attached file to from in a response.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



T R | A L
m INTERACTIVE E-Feasibility v2.5 — Manager User Guide v1 Page 114 of 167

Showing 2 entries Selected 0 entries

Recipient Last Updated Date Responded Status Files

n Nov 20, 2017

amaddel@transperfect com Nov 20, 2017 Sent, no respons NIA x

You can also hide the columns as per the choice by clicking a Show/Hide Columns dropdown below a table and
selecting a checkbox next to the column name.

Showing 2 entries Selected 0 entries
]
Recipient Last Updated Date Responded Status — A
@ v 20, 20
a@ti.com Nov 20, 2017 Sent, no response ———
amaddel@transperfect com Nov 20, 2017 Sent, no response
% Date Responded

The Form Statistics Page also provides the following dropdowns above the recipients table:

e Select: This allows you to select or deselect the forms for further actions.

e Selected: This allows you to resend, export or decline a selected form.

e Sort By: This allows you to sort the forms by Recipient, Last Updated, and Date Responded.
e Actions: This allows you to Resend the Responses to all not responded or Export the forms.

Below screenshot shows the options provided by all the dropdowns.

Select w Selected ltems v SortBy: w Actions
Sent, no response Resend Recipient Resend to all not responded
All Export Last Updated Export all
Deselect all Decline Date Responded
. The behavior of all dropdowns changes depending upon the Status of the
Form.

15.17.3.Export Recipient

You can export the recipients list and their responses into a CSV file.
To Export a list of recipients:

1. Select the recipient form the recipients table.
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2. Click Selected Items dropdown.

3. Click Export. The survey is exported in .CSV file.

Select w Selected ltems v o Export Form Into CSV File SortBy: v Actions v

9 To view the survey resf processing form records for report...
Showing 7 entries Selected 1entries

o

comnuser2017@gmail.com Nov 23, 2017 Sent, no response NIA x
amaddel@transperfect. com Nov 23, 2017 Sent, no response NIA x

| amaddel@transperfect.com n Nov 22, 2017 Nov 22, 2017 Responded, not viewed 0 x |
amaddel@transperfect.com Nov 22, 2017 Sent, no response NIA x
amaddel@transperfect com Nov 21, 2017 Nov 21, 2017 Responded, viewed 0 x
a@ti.com Nov 20, 2017 Nov 21, 2017 Declined NI/A x
amaddel@transperfect. com Nov 20, 2017 Sent, no response NIA x

On Exporting into CSV file, the following information will be displayed in the excel sheet that is exported.

o Title

e Type

e Sponsor (Form Organization)

e  Study

e Comment (Form Instructions)

e  Recipient\Submitter

e Submitted date

e IP: The recipient’s IP address is determined automatically by the system.

e Country: The recipient’s country is determined automatically based on the IP.

e  City: The recipient’s city is determined based on the IP.
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e Questions and answers to the
o

AGELAYOUT  FORMULAS

o -l w = - pTen Genent ¥ | Hormal Bad

ol Format 35 : X

Formatting + Table~

Goad Neutral

= Merge & Center ~ input otz

Far ] grment

u I
1 [ritle Test1

2 [rype test

3 |spansar Organization

4 [stay eFeasibility Study

5 | camment

Recipient\submitter
maddel@iranspertect com

submiteddate 1P Country Crty
11/22/2017 49.240.247.28, 172.18.2.41 India

Enteryour name In which countries do you conduct trials?
Amruta

Hiow many doctors will b2 invalved? | What is the cooling device svallsble?)

15.17.4.Export All Recipients List

Likewise, single recipient export, you can also export multiple recipients list.
To Export a list of all recipients:

1. Select the Actions dropdown on the Form Statistics Page.

2. Click Export All. A dialog box opens which provides the options for the export along with the radio buttons.

Refer to the screenshot below.

Select w Selected Items Sort By: w >
@ To view the survey response, please double click on the record row. Resend to all not responded
Showing 7 entries —
Recipient Last Updated Date Responded Status Fiies
comnuser2017@gmail. com Nov 23, 2017 Sent, no response N/A ® 4
amaddel@transperfect com Nov 23, 2017 Sent, no response N/A x
amaddel@transperfect.com Nov 22, 2017 Nov 22, 2017 Responded, not viewed 0 x
amaddel@transperfect.com Nov 22, 2017 Sent, no response N/A x
fect com Nov 21, 2017 Nov 21, 2017 Ry viewed 0 x
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Export Form Into CSV File

€} Pleaze, zpecify appropriate type of expar: file:

(@) M5 Excel file (xlsx)
simple comma-separated values (.csv)

€Y Pleaze, zpecify data to include into expaort file:
Form Title

Current Export Date

3. Select the options for export and click OK. The below screenshot shows the export based on All information

about sent forms and Information by status.

WOME | TNSEAT  PAGELAVOUT  FORMULAS  DATA  FEVEW  VEW
i = 2 5 Wrap Text Genersl Good Neutra
u- @H- HeA- == BVttt - § - % Input Note L
o3 fe
A o 3 3 [ "

1 [Tiwe Testl
2 [Type test
3 | spansor Ongamization

Study eFeasibility Study
5 | comment
7 | Recipient\submitter submitted date 1P Country City  Enter your name In which countries o you conducttrials?  How many doctors will be involwes? What i the coling device available?
& | amaddel @transperfect.com 11/21/2017 49.248.247.38, 172.18.5.169 Amruta
13 - fr

0 H 1 J . ; 0 ’ R

1 [Fite Testl

Type test
| spenser Organization
3 [study eFeasibility Study
© | comment
7 [Emait SentEmail Dates _ Last Updated Status Response Date Files
& | amaddel@transperfect.com 1/20/2007 11/20/2017 Sent, no response q
5 | amaddel@transpertet.com 1212017 14/21/2017 Responded, viewed | 11/2/2017
10| a@ti.com 11/20/2017 Declined 11/21/2007

15.17.5.Resend to all not responded recipients

To Resend form to all not responded:

1. Onthe Form Statistics Page of an opened survey, click Actions dropdown. The list of options appears.

2. Click Resend to all not responded. An Email Configuration page opens.
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Select w Selected ltems v Sort By: w Actions v

@ To view the survey response, please double click on the record row. Resend toall not responded

Showing 7 entries

Export all

Re: Last Updated Date Responded Status

comnuser2017@gmail.com Nov 23, 2017 Sent, no response NA x
amaddel@transperfect.com Nov 23, 2017 Sent, no response N/A x
amaddel@transperfect. com Nov 22, 2017 Nov 22, 2017 Responded, not viewed 0 %
amaddel@transperfect.com Nov 22, 2017 Sent, no response N/A x

3. The list of all the recipients whose responses are not received gets added to the Recipients column in the

Email Configuration Page.

4. Click Send. Refer to the screenshot below.

8 Reciplents: & Email Configuration
x| o peny ! ]
| hewer
ot WA B I UEE G PTEEES Soncba— w00 K

essonnare an s Piease da

¥ o v any uesiions 3bout e quesioenaine o Tria neacive pease vl us 2 ore-ma s 2

15.18.Pie Charts

Pie Charts give a complete graphical overview of the Form Responses and Statuses.
This panel displays two the following graphs:

e Form Responses Pie Graph

e Message Status Pie Graph

15.18.1.Form Responses Pie Graph:

This graph displays the percentage and the number of forms with and without responses. Hover a mouse over
the graph to view the count of forms and numerical percentage with and without responses.
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Clicking a pie on a graph detaches it from the graph and displays a form with specific responses in a table. You
can also click an item in a legend to exclude it from calculation in a graph.

. . b
~ 1(33%)

2(67%)
2(67%)

@ With responses
I without responses

L 1o

B with responses

15.18.2.Message Status Pie Graph

This graph displays the percentage and the number of forms in different status: Responded, Viewed;
Responded, not viewed; Sent, no responses; Declined. Hover a mouse over the graph to view the count of
forms and numerical percentage with and without responses.

Clicking a pie on a graph detaches it from a graph and displays a form with the specific responses in a table. You
can also click an item in a legend to exclude it from calculation in a graph.

0% - 0(0% 7

.. 16339 . 1635
2 (67%) — ~ o@x 2679 0 (0%)

B Responded, viewed
B Responded, not viewed

2(100%)

M Sent, no responses

= BB Responded, not viewed
Declined

@ Sent, no responses
@ Declined

16. Confidentiality Disclosure Agreement (CDA)

CDA is attached in an email that is sent for a Survey. The Submitter can complete a Survey only when the CDA is
signed by Sponsor/CRO. When the CDA is signed by Sponsor/CRO, the submitter gets notified and then he/she
can complete the survey and submit it.

Manager can create CDA by clicking CDA in the toolbar on a Form Statistics page of a published form.
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General Overview CDA

CDA provides the following functionalities:

e Creating CDA

e Enabling Digital Signature for CDA

e Enabling DocuSign for CDA

e Enabling Manual Verification for CDA

16.1. Creating CDA

To create CDA:

1. From the Form Statistics Page, click the CDA tab. The Enable link appears when the new CDA is created.

General Overview CDA Report Analyze

@& Preview €1 Edit form = Close Form D Enatle CDA

7

2. Click the Enable link. The Confidentiality Agreement Settings dialog box opens.

Confidentiality Agreement Settings

Main Settings

General Agreement Template

E-Signature

Fle @ Upload fle

Verification
Send CDA

Send CDA to only those recipients where CDA is not on file
Agreement Submission Page Text
Description: Page for collecting CDA from the recipient

[ Pless dewnioad sign 2nd submit 2 sanfidentislity sgreemant Templats ofthe sgrasment is avalisble for domncad n s seetien

Once signed and scanned, the comfdentialty agresment can be submitied i this secton
Upload relared tex . Ve

“

By chacking b low, | Ssknowiadge st | have rase and Understond the contant of the confidentialiy sgreemant | agras with the zentent and -

3. The Confidentiality Agreement Settings dialog box is divided into following sections:
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e Main Settings Tab on the top

e General (highlighted), E-Signature, and Verification tabs on the left
e Agreement Template

e Agreement Submission Page Text

e  Verification in Progress Page Content

e The Cancel and Save buttons

Agreement Template
This section provides an Upload button to allow the user to upload the CDA file.
When a CDA file is uploaded:

1. The Update button displays the name of uploaded file.

2. The Blue Up-arrow ﬂ is displayed which allows the user to replace the uploaded CDA file.

Agreement Template

File. | Tickerdocx |

You can upload only doc or docx file in the agreement.

Agreement Submission Page Text
This section provides the following textboxes:

e Initial Instruction: This allows the user to set the initial instructions for the CDA.

e Upload Related Text: This gives the instructions regarding the CDA submission.

e Consent text: This allows the user to agree and confirm the content of the agreement.

e Signature option related text: This provides the user with options for signing the document.
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Agreement Submission Page Text
Descripsion: Page for collecting CDA from the recipient

\ntial instructions; | 1625 download. sign and submit 3 confidentialiy agreement. Templste of the sgreement is avalable for download in this seciion.

Once signed and seanned, the confidentiaity agreement can be submitied in tis seation
Upload related text: o e

By checking below, | acknowledge that | have read and understood the santent of the canfidentility agreement. | agree with tne content and
confir that the confidentiality sgreement | am about o SUbMIL has been signed by me.

Consent text

Signsture oprion relsted

e The Preview button in the bottom of the section provides a preview of the section.

Verification in Progress Content
This section provides the following:

e  CDA Verification header text: This displays the header for CDA verification progress.

e  CDA verification in progress message text: This provides the message for verification in progress.

Verification In Progress Page Content

Vesfication in progress

Vesification in progress
g

e The Blue eye icon in the bottom right corner of the section provides a preview of the section.

Verification in progress

Verification in progress
If you have any questions about the questionnaire or Trial Interactive please
visit us at www trialinteractive.com

e-mail us at help@trialinteractive.com

3. After uploading the CDA file, click Next. The Confidentiality Agreement Settings page opens which display

the following:
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1. The pages: Main Settings (Highlighted), General Settings, Verification Email, Signed CDA Reply, Manage

Signers, and Notification for signers on the top
2. The tabs: General, E-Signature (Highlighted), and Verification on the left
3. The e- signature options:
a. Digital Signature: This signature is enabled by default for the e-signature process.
b. DocuSign: To enable this signature, you need to configure the DocuSign in

Settings->E-Signature.

4. The Cancel, Previous and Next button

Confidentiality Agreement Settings
Main Settings General Settings Verification Email Signed CDA Reply Manage Signers Notification for Signers
General
ESignature

verfication

Please select the type of -e-signature that you would like

& Digital Signature (Default)

DocuSign
& The E-Signature page displays only when the DocuSign settings are configured in Settings,
else Digital Signature is selected by default.

5. Select the required option for E-Signature and click Next. The E-Signature options are discussed in the

subsequent sections.
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16.2. Enabling Digital Signature

To enable the Digital Signature:

16.2.1. General Settings Page

From the E-Signature tab, clicking Next to redirects you to the General Settings page which provides the
following:

1. The pages: Main Settings, General Settings (Highlighted), Verification Email, Signed CDA Reply, Manage

Signers, and Notification for signers on the top
2. The tabs: General, E-Signature (Highlighted), and Verification on the left
3. The sections:

a. Allow user to view the survey while sponsor is in the process of signing the CDA with two radio

buttons:

i. Yes: Selecting this radio button allows submitter to view the survey when the sponsor is in

process of signing the CDA.

ii. No (selected by default): Selecting this radio button restricts the submitter view the

survey till it is signed by the CRO.

b. Expiration period for verification link (in minutes): A textbox with increment and decrement

buttons to choose the minutes for the expiration of the link.

c. List of default reasons for signature: A textbox to allow you to enter the reasons for signature. You

can add multiple reasons for the signature.
4. The Cancel, Previous and Next button.

5. Enter the required information and click Next.
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Confidentiality Agreement Settings

Main Settings Verification Email Signed CDA Reply Manage Signers Notification for Signers

General

E-Signature Allow user to view the survey while sponsor is in the process of signing List of default reasons for signature
the CDA.
verification *
Yes
® No

Expiration period for verification link (in minutes)

-

16.2.2. Verification Email Page

From the General Settings page, clicking Next redirects you to the Verification Email page which provides the
following:

1. The pages: Main Settings, General Settings, Verification Email (Highlighted), Signed CDA Reply, Manage

Signers, and Notification for signers on the top
2. The tabs: General, E-Signature (Highlighted), and Verification on the left
3. Two sections along with a heading Verification Email Template.

a. Subject: A textbox which allows the Manager to set the subject for an E-Signature verification mail.

The E-Signature verification link subject is displayed by default.
b. Content: A text editor with a toolbar and a default template body for the email.
4. The Cancel, Previous, and Next buttons.

5. Click Next.
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Confidentiality Agreement Settings

Main Settings General Settings Verification Email Signed CDA Reply Manage Signers Notification for Signers

General Verification Email Template
E-Signature

E-Signaturs vrifcation link
Verification [

Mormal - W A- B F U SiE % » FEEEFE Sooab o — « O
Helo
This is the verification email, 1o verify your personality, 1o proceed with the signing process, please use
For the best experience. please use Intemet Expiorer 10 or above, Chrome of Firefox browsers

If you have any questions about this nofification or Trial Interactive please visit us at yuw nalnteracive or e-mail us at help@iriainteractve com

Thank you for your participation!

Sincerely.
Trial Interactive Team

16.2.3. Signed CDA Reply Page

From the Verification Email page, clicking Next takes you to the Signed CDA Reply page which provides the
following:

1. The pages: Main Settings, General Settings, Verification Email, Signed CDA Reply (Highlighted), Manage

Signers, and Notification for signers on the top
2. The tabs: General, E-Signature (Highlighted), and Verification on the left
3. Two sections along with a heading Verification Email Template.
a. Subject: A textbox which allows the Manager to set the subject for Signed reply Email Template.
b. Content: A text editor with a toolbar and a default template body for the email.
4. The Cancel, Previous, and Next buttons.

5. Click Next.
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Confidentiality Agreement Settings

Main Settings General Settings Verification Email signed CDA Reply Manage Signers Notification for Signers

General Signed reply Email Template
E-Signature

Verification

Normal + - A- B 7 U

SEx cTEEES Scochea — 0

De

Confidentiaity agreement has been signed by bo

arties A copy of the signed agreement is attached 1o this email

st avail

wsers for viewing

or e-mail us at help@trialineractive com

if you have any questions about this fée or Trial Interactive pi

Thank you for your partiipation!

sincerely
Tral Interactve Team

16.2.4. Manage Signers Page

From the Verification Email page, clicking Next takes you to the Manager Signers page which provides the
following:

1. The pages: Main Settings, General Settings, Verification Email, Signed CDA Reply, Manage Signers
(Highlighted), and Notification for signers on the top

2. The tabs: General, E-Signature (Highlighted), and Verification on the left
3. Two sections along with a heading Manager Signers:

a. Available Signers: This provides a textbox to search for signers and the list of available signers for

the CDA.

b. Selected Signers: This provides a textbox to search for signers and display the list of added signers

from the list of available signers.
4. The Cancel, Previous, and Next buttons.

5. Drag-and-drop the required signers form the Available Signers section to the Selected Signers section. Refer

to the screenshot below.

6. Click Next.
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Confidentiality Agreement Settings

Main Settings General Settings Verification Email Signed CDA Reply Natification for Signers

Manage Signers

Available Signers Selected Signers

...

The Available Signers scroll-list displays only the list of Manager roles in E-Feasibility.

16.2.5. Notification for Signers Page

From the Manager Signers page, clicking Next takes you to the Notification Signers page which provides the
following:

1. The pages: Main Settings, General Settings, Verification Email, Signed CDA Reply, Manage Signers, and

Notification for signers (Highlighted)on the top
2. The tabs General, E-Signature (Highlighted), and Verification on the left
3. Two sections with a heading Signers notification Email Template:

a. Subject: A textbox which allows the manager to set the subject for the notification of e-sign
verification. The subject ${recipientEmail} signed the confidentiality agreement! Log-in to review

is set by default.
b. Content: A text editor with a toolbar and a default template body for the email.

4. The Cancel, Previous and Next button.
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5. Click Next.

Confidentiality Agreement Settings
Main Settings General Settings Verification Email signed CDA Reply Manage Signers Notification for Signers

General Signers notification Email Template

E-Signature

Verification

Mormal - M- A B 7 UEE % *» FEEEJ Scogba — > 0

Heto

Dear 8

S{cecipientEmail) signed the

nfidentiaity agreement for S{formTitie}

I you would like

of Firefox browsers for viewing |

We recommend using intemet Explorer 10

It you have any questions about this fle or Trial Interactive please visit us at yuw rainieracly or e-mail us at help@trialinteractve com

Thank you for your participation!

Sincerely

Trial Interactive Team

16.2.6. Manual Verification Page

From the Notification Signers page, clicking Next takes you to the Manual Verification page which provides the
following:

1. Main Settings tab on the top left
2. The tabs: General, E-Signature, and Verification on the left

3. A message in the center as 'Manual verification is Disabled. Would you like to Enable manual verification of

the agreement?' and
4. The Enable button below the message.

5. The Cancel, Previous, and Finish button.
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Confidentiality Agreement Settings

Main Settings
General

E:sig

Manual verification is Disabled

Would you like to Enable manual verification of the agreement?

m

6. Click Finish to create the CDA. This CDA is attached in the survey link. The submitter will not be able to

submit the survey unless CDA is signed by the CRO/Sponsor and Submitter.

16.3. Digital Signature Signing Process:

1. Manager sends a survey to submitter which includes the CDA in a survey link.

2. When submitter opens the link and the Confidentiality Agreement page opens in the browser at the

submitter end as shown below.
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Confidentiality Agreement

pecline

3. Notice that the Sections on the left contain the CDA tab when CDA is created for the survey. Refer above

figure.

4. Expand the section ‘Sign Electronically’ and there are two options available ‘Sign’ and ‘Sign Via SSO’.

Submitter clicks the Sign Via SSO button from the Sign Electronically section to sign the CDA.
5. A new window pops up where the user is directed to login Sign Via SSO credentials.
6. Click on Login Via SSO Credentials and enter the credentials for SSO for the organization.

7. The CRO/Sponsor receives an email for the CDA signing with a survey link. Open the email and click on the
survey link and CDA will open. In Signature Details column, enter the credentials and fill in the other

required details and click Sign.

8. When the CRO/Sponsor signs the CDA, the submitter gets a notification mail along with the PDF copy of
signed survey. The link to survey is also available in this mail to complete the survey and then submit it.

Below is an example of signature at the CRO/Sponsor end.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



m lTN-l-E R/L\C-ﬁ VE E-Feasibility v2.5 — Manager User Guide v1 Page 132 of 167

UAT 001.docx

Signature Details

First name*

Ammnues

Last name*

r signature

 Send me a copy of the signed agresment

AL Teminersctive eressiniiy 2.4 - UAT 901

B L User Verification

Email*

16.3.1. Registering for eSignature

When user is not a registered user then registration can be done through these instructions.

1. Click on the link Register as New User. Refer to the below screenshot.

User Verification

Email*

Password*

2. After clicking on Register as New User link, below User Sign Up screen appears. User needs to fill out all the

details and click Submit in order to do the registration.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



m |TN TER)&\C:%VE E-Feasibility v2.5 — Manager User Guide v1 Page 133 of 167

User Sign Up

83ggmall.com

First Name "2

Amnuta

Last Nsme " (B

Deshoande

Confirm Password ™

)

=3

3. Upon successful registration, user receives acknowledgement like shown below.

v

Your user account has been successfully created.

Please follow the ins

you in an email in order to

4. Account activation email will be sent to the user. Open that email and click on the link provided in it. Once
the user clicks on it, account activation happens, and user gets activation successful message on the screen

like shown below.

Account Activation Successful

Your account has been successfully activated.

Finish
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16.3.2. Password Reset for eSignature

1. |If user forgets the password used while registering for the account, then click on Forgot Password? link to
reset it. Clicking on that link will display Reset User Password screen. Enter registered email address and

click Send.

Reset User Password
Email: *

amruta deshpand=83@pmail.com

& sent to that address containing a Link to reset ye

2. Email will be received on the entered email address with a reset password link like shown below.

noreply@trialinteractive.net
tome =

Hi. a password reset was request for amruta. deshpande83@gmail.com

In order to complete this request, you need to visit this link.
If you did not request this reset, just ignore the present e-mail.

Best regards.

3. Click on the link and below screen will appear to reset the password.

Reset password
Please enter yous nd confirm it

Password (2

Confirm Password

Once the user enters the new password and resets it, a confirmation message will appear on the screen and also
an email will be sent to the registered email address.
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o

Password was successfully updated
Use you W p ices.

Password Reset successful D insox x

noreply@trialinteractive.net
tome ~

Hi, we are happy to inform you that the password request was successfully executed for your account

Best regards.

16.4. Enabling DocuSign

DocusSign is an application that is used for signing the CDAs.
To enable DocuSign:

1. From the Main Settings page of the E-Signature tab, select the DocuSign radio button to take you to the

DocusSign Settings page.
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Confidentiality Agreement Settings
General
E-Signature

Verification

Please select the type of -e-signature that you would like

Digital Signature (Default)

2. Notice that when the DocuSign radio button is selected, all the pages those were visible for Digital Signature

on the E-Signature tab are replaced by DocuSign page.
3. Click Next to take you to the DocuSign Settings page which provides the following:

a. Approver email textbox with a red asterisk and tooltip below it. This allows you to enter the

Approver email for the CDA approval.

b. Subject with a red asterisk and tooltip. The subject heading ‘CDA DocuSign signature needed' is

displayed by default and is editable.

c. Three buttons — Cancel, Previous, and Next. Refer to the screenshot below.
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Confidentiality Agreement Settings

Main Settings

General,
E Signature

Verification

4. Click Next to take you to the Manual Verification page.
5. Click Finish. You are redirected to the Customize your DocuSign template page.

6. Drag and drop the Signature field from the Standard Fields section to the text area and click Proceed.

Customize your DocuSign template

approver . 4 12a% ¥
Standard Fiekds Documents. L -
= Jira (sprint 1,71 10.0)
P £ sgnatue Testdoox ~
htps./ rechqal.translation: 1096
= DS i
[ Datesignea
3 N
= Hame For flowcharts:
= Email hittps://drive.mindmup.com (drawing maps)
Qompan =
A pany o |
Title
- Drag and Drop
T Text ¥
Checkbox
[ Oropdoan
@ Radio
B Payment tem

SHORTCUTS | FEEDBACK

o
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You are redirected to the Form Statistics page with CDA tab.

16.5. DocuSign Signing Process

1. Follow steps 1 -4 from the Digital Signature signing process.
2. The notification mail for signing CDA is sent to the approver added while creating CDA.

3. When the approver signs the CDA using DocuSign, the submitter gets a notification of CDA acceptance.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required
Full Name™ Initials™
amaddel@transperfect.com AM
SELECT STYLE DRAW
PREVIEW Change Style

2230D412944D1443,.,

By selecting Adopt and Sign, | agres that the signature and initists will be the electronic representation of my signature and initisls for il purposes when | (er
my agent) use them on documents, including legally binding contracts - just the same &s & pan-and-paper signature or initial

ADOPT AND SIGN CANCEL

4. The submitter is now able to complete the survey provided in a link and submit it.

16.6. Enabling Manual Verification CDA

Manual Verification is used to sign CDA in Wet Ink. It allows the manager to specify the user outside the site
(other than manger) to review CDA sent by a submitter. This reviewer has the ability to accept or reject CDA
depending upon the topic.
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When submitter signs the CDA using Wet Ink and submit it, a notification is sent to an approver specified in
Manual Verification who can further accept or reject it. Below is an example of signing CDA at the approver end.

TRIAL

Email
CDA AGREEMENT |
study.
Phone
Type.
Organization
Organisation
Role

Signed By

Amnuta

The submitter gets a notification mail for CDA acceptance or rejection depending on which he/she can proceed
to complete and submit a survey.

To enable Manual Verification:

1. From the Manual verification page, click the Enable button.
2. The Enable button changes to Disable and the following appears on the page:

a. The pages: Main Settings (Highlighted), Approved Email, Rejected Email, Manage Approvers,

Review email template on the top.
b. The tabs: General, E-Signature, and Verification (Highlighted) to the left.

c. The message Manual Verification is Enabled. Would you like to Disable manual verification of the

agreement? along with the Disable button.

3. The Cancel, Previous and Next buttons. Refer to the screenshot below.
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Confidentiality Agreement Settings

Main Settings Approved Email Rejected Email Manage Approvers Review email template

E-Signature

Verification

Manual verification is Enabled

Would you like to Disable manual verification of the agreement?

s 3

16.6.1. Approved Email page

From the Manual Verification page, click Next to take you to the Approved Email page which provides the
following:

1. The pages: Main Settings, Approved Email (Highlighted), Rejected Email, Manage Approvers,

Review email template on the top.
2. The tabs: General, E-Signature, and Verification (Highlighted) to the left.
3. Two sections with a heading Approved Email Template:
i. Subject: A textbox which allows the manager to set the subject for CDA acceptance.
ii. Content: A text editor with a toolbar and a default template body for the email.

4. The Cancel, Previous and Next buttons. Refer to the screenshot below.
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Confidentiality Agreement Settings

Main Settings Approved Email Rejected Email Manage Approvers Review email template

Approved Email Template

Normal - WA B /7 UEE 4 IEEZE T Scocbee— 00

Your COA was approved. for o

m m

16.6.2. Rejected Email Page

From the Approved Email page, click Next to take you to the Rejected Email page which provides the following:
1. The pages: Main Settings, Approved Email, Rejected Email (Highlighted), Manage Approvers,

Review email template on the top.
2. The tabs: General, E-Signature, and Verification (Highlighted) to the left.
3. Two sections with a heading Rejected Email Template:
i. Subject: A textbox which allows the manager to set the subject for CDA acceptance.
ii. Content: A text editor with a toolbar and a default template body for the email.

4. The Cancel, Previous and Next buttons. Refer to the screenshot below.
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Confidentiality Agreement Settings

Main Settings Approved Email Rejected Email Manage Approvers Review email template

Approved Email Template

Normal - WA B/ UEE 4 IEEZE T Scocbea— 00

m r'm.r. m

16.6.3. Manage Approvers page

From the Rejected Email page, click Next to take you to the Manage Approvers page which provides the
following:

1. The pages: Main Settings, Approved Email, Rejected Email, Manage Approvers (Highlighted),

Review email template on the top.
2. The tabs: General, E-Signature, and Verification (Highlighted) to the left.
3. Two sections along with a heading Manager Signers:

i. Available Approvers: This provides a textbox to search for approvers and the list of

available approvers for the CDA.

ii. Selected Approvers: This provides a textbox to search for signers and display the list of

added approvers from the list of available signers.

4. Drag-and-drop the required approvers form the Available Approvers section to the Selected

Approvers section. Refer to the screenshot below.

5. The Cancel, Previous and Next buttons. Refer to the screenshot below.
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Confidentiality Agreement Settings

Manage Approvers

General
ESignature Available Approvers Selected Approvers

verification

mmoms@transpertect com Drag and Drop

b

16.6.4. Review email template page

From the Manage Approver page, click Next to take you to the Review email template page which provides the
following:

1. The pages: Main Settings, Approved Email, Rejected Email, Manage Approvers, Review email

template (Highlighted) on the top.
2. The tabs: General, E-Signature, and Verification (Highlighted) to the left.
3. Two sections with a heading Review Email Template:

i. Subject: A textbox which allows the manager to set the subject for availability of new CDA

review.
ii. Content: A text editor with a toolbar and a default template body for the email.

4, The Cancel, Previous and Finish buttons. Refer to the screenshot below.
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Confidentiality Agreement Settings
Main Settings Approved Email Rejected Email Manage Approvers

Review Email Template

Wormal - T A B 4 UiSiZ u P TEEET I Scocee — > 0@

Dear $(senderEmall),

S{iscipiealEmail has sLOmited & COA for 3 T fevie the COA fle, please e M ik

Sincerely
Trial Interactive Team

.

16.7. Viewing CDA

The CDA tab displays the list of all the recipients to whom the CDA is sent in a survey.

@rRlAL Test Dermatology
@ Set DueDate
4 Send @ Preview [EClseform  «§ Share i Overview [MESGINE & Report @
« Select Selected ltems
Sexarh Exrcal Shening 4 entre Selected
[— status hctions
tcom Signe ® &
Status: T i =
— sign " @
" anspertect Sign ® i

Items Per Page:

The CDA tab is divided into the following:

1. The Manage and Disable links below the toolbar

2. The left section which Provides:
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a. Search Email textbox: This allows you to search for the recipient.

b. Status dropdown: This allows you to search for the CDA depending upon the status. The Status

dropdown displays the options as below.

Status:

All

Signed

Rejected
Pending Verification

In Review

Signature Needed

c. Page List dropdown: This allows you to manage the recipient’s entries in a table.
d. Refresh icon: This allows you to reset all the changes to the form.

e. Download arrow: This allows you to export CDAs. Proceed to section Export CDA for detailed

information.

3. The middle section: Provides a table which display the Recipients, Status of CDA and Actions that are

performed on the CDA.

4. The right section: Displays the Pie Charts for the CDA status.

16.8. Actions on CDA

When the submitter signs CDA and sends it to the Manager for signing, the manager not only gets notified about
the signature in mail but also can view and sign CDA from the CDA tab. The manager can perform the following
actions on CDA:

e  Preview and Sign CDA.
e Sign CDA

e Export CDA
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16.8.1. Preview and Sign CDA

Click the eye icon ® next to CDA status of the recipient to review and sign CDA. The manager can perform the
following actions on CDA for different Statuses:

1. Signed: When the status is signed, the Actions column displays two buttons: Preview and Export. The

manager can preview and export CDA.

2. Signature Needed: When status is Signature Needed, the Actions column displays two buttons: Preview and

edit. The manager can preview and sign CDA.

3. Rejected: When the status is signed, the Actions column displays two buttons: Preview and Export. Can

preview CDA.
Select w Selected Items  w ==

Showing 7 entries Selected 0 entries
Recipient Status Actions
amaddel@transperfect.com Signed @® L
amaddel@transperfect com Rejected @® I
amaddel@transperfect com Signature Needed @
amaddel@transperfect com Signed ® L
amaddel@transperfect.com Signature Needed
amaddel@transperfect com Signature Needed @
amaddel@transperfect com Signed @® X

16.8.2. Sign CDA

You can sign CDA in the following ways:
1. Sign using Preview icon: Clicking Preview icon opens the document and allows you to sign CDA as shown

below:
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CDA AGREEMENT docx

% Signature Details

CDA AGREEMENT

User Verification

|

2. Sign using Edit icon: Clicking edit icon opens the CDA Signature page to allow you to sign CDA as shown

below.

Signature Details e
First name*
Polly|
Last name*
Chakraborty
Role*
Manager
Reason for signature*

Select the reason

User Verification

Email*

pehakraborty@transperfect com

Password*

Cancel
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16.8.3. Export CDA

Click the blue down arrow L from the Action column of required recipient to export CDA in PDF.

Select Selected Items ==
Showing 7 entries Selected 0 entries
Recipient Status Actions
amaddel@transperfect com Signed @ E
amaddel@transperfect.com Rejected @ _‘.
amaddel@transperfect com Signature Needed @
amaddel@transperfect com Signed @ _t

16.9. Export All CDA

Export All CDA allows you to export CDA of all recipients of the Form. To export all CDA, follow the below steps:

1. From the Form Statistics of an opened survey, click the CDA tab.

2. From the left section, click Export All (blue down arrow).

4 send @ Preview [ CowForm o Shae

Search Emat
= saons
® &
Sta ® &
@ 0
= &
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® @
® &
o

3. The CDA file name template dialog box opens which provides two sections:
a. Name Template: This section contains:
i. Along textbox to add the components of CDA file name template

ii. Preview icon to view the CDA file name template.
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b. Available Components: This section contains:
i. The list components that are used for CDA file name template.

ii. The Words Delimiter dropdown to separate and identify components of CDA name

template.

c. The Cancel and Export button. Export button is deactivated by default and activated only when you

add components from the Available Components section to the Name Template section.

CDA file name template

Name Template: @ Preview

Available Components: Words Delimiter: | Underscore H

Cancel

4. Drag-and-drop the components from the Available Components section to the Name Template section

which you want to display for CDA file name template. Refer to the screenshot below.
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CDA file name template

Name Template: @ Preview

Drag-and -
drop

Available Components: Words Delimiter:  Dash H

5. Click the Preview icon from the Name template section to view the CDA file name template as per added

components. Below is an example of CDA file name template preview.

CDA file name template

Name Template:

CDA file name template

Name Template: | #" Edit template

Test_Signed_amaddel@transperfect.com_CDA AGREEMENT.docx |

6. Notice that the Preview icon changes its name from Preview to Edit Template and the CDA file name

template is displayed as per the components added.

7. Click the Words Delimiter dropdown from the Available Components to change the delimiter between

words as per your choice. The dropdown displays options as shown below:
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Available Components: Words Delimiter:  :Underscore I

Whitespace

Dash

(=]

Below is an example showing difference between delimiters- Underscore and Dash from the list.

Name Template: # Edit template

Test_Signed_amaddel@transperfect.com_CDA AGREEMENT.docx

Available Components: Words Delimiter: H

Name Template: " Edit template

Test-Signed-amaddel@transperfect.com-CDA AGREEMENT.docx

Available Components: Words Delimiter: | Dash H|

8. Once all settings are done, click Export to export CDA of all recipients. The exports start in the Background

which displays the details about the export.

9. Click the Download Document link from the Background Jobs dialog box to download CDA export. Refer to

the screenshot below.
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Background Jobs
Export CDA x T
Status: Completed
Start date: Dec 15, 2017 16:03:40
Completed date: Dec 15, 2017 16:03:41
total:3 failed: 0 succeed: 3
Download document
Import Surveys x |
Status: Completed
Start date: Dec 15, 2017 15:30:47
Completed date- Dec 15, 2017 15:30:51
total: 16 failed: 0 succeed: 16
Export CDA x |
Status: Completed
Start date: Dec 12, 2017 11:57:33

You can also export CDA of a particular recipient by clicking the down arrow in the
Actions column next to the recipient.

17. Reports

Report displays all activities of the form. You can also customize the report as per your choice. Report Menu is
divided into following tabs:

1. Analytics

2. Project Activity

17.1. Analytics

This allows you to customize and view report of the Form that is selected.
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To view and customize Report:

1. Click Reports from the Menu Bar.

2. From the Analytics tab, click the Select Form button. The Published Form Search dialog box opens which

displays the list of published forms.

3. Select the Form from the list and click Add Selected button. The Add Selected button is deactivated by

default and activated only when the form is selected.

Published Form Search

Tite Stsdy Hame Grganization Tipe Creates By ate Crented

frem eremsty sty Crganzanon =t [ — TP

4. You are redirected to the Reports page and the selected Form Title displays in the textbox next to the Select

Form button.

5. The selected form opens and displays the table with the Form metadata and questions and the following

icons are displayed above the table:
a. Export Form icon
b. Report Configuration (Gear icon)
c. Search icon
d. Filter icon.

Each of these are discussed in subsequent sections.
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LY
=

@ Reapient Email [LE— @ Enter your name.

1. Select the option form the Show - dropdown from the bottom left corner of table to manage the

list of Form entries in the table.

2. Click the refresh ™ icon to reset the changes and refresh the page.

The table displays the list of only responded surveys for a particular Form.

17.1.1. Export Form

This allows you to export the form into CSV file.

To export a Form:

1. Click the Export Form icon |:| on the toolbar of a Reports dashboard. The Export Form into CSV File dialog

box opens which display the following checkboxes:
a) Form Title: Selecting this checkbox displays the form title in an Excel file.

b) Current Export Date: Selecting this checkbox displays the current date and time of the export in the

Excel file.
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Export Form Into CSV File

Please, specify data to include into export file:

Form Title
Current Export Date

2. Select the required options and then click Export. The exported form opens in the excel file which displays

all the details of the form. Notice that the selected checkboxes also display in the file.

Calibri Sl - A = & Gemers gad Gacd Neutral * 7
Vi .a- - =
Je

> ot ome e 2 56536 reerieh g T 2017

py Te— oata rasponded Scors Blockars Atiachments Sntar your nsma inwhich countries 40 you conductmials? How many doctorswill b involved? Wt s the cooling davice avalianis?

5 amaddel@transpectect.com Nov 21 05:55:08 Greenwich Mean Time X017 oMo Ameuts

17.1.2. Report Configuration
Clicking the Gear icon on the toolbar of the Report dashboard opens the Report Configuration dialog box

which allows configuring the Report.

[]

Report Configuration dialog box contains

e Available Columns: This panel contains a Search box to search for the column fields and the cells of
Contact Field type with the button in blue color. These contact fields are defined in Settings—= Contact
Settings.

e Visible Columns: This panel displays the cells of Metadata type in Red color and the cells of Question type

in Violet color. Refer to the screenshot below.
e Cancel and Save and

e Atextbox with a dropdown to add new field with its heading for a Note, or Formula to the report along with

a '+'icon in the Available Columns panel.
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Report Configuration

Available Columns visible Columns

Note

Adding Fields from Available Columns to Visible Columns

Drag and drop the field of your choice form the Available Columns panel to the Visible Columns panel. The
report displays these added fields in the table and also in the excel file which is exported.

You can also change the sequence of the fields by dragging and dropping the fields in both the panels.

Report Configuration

Available Columns Visible Columns

H H

Adding Custom Fields as Note

Follow the below steps to add a new custom field as Note:

1. Type afield name in the textbox below the Available Column fields.

2. Select Note form the dropdown. A + sign appears next to the dropdown.

This controlled document is proprietary and is protected by U.S. and international copyright laws and trade
secret laws. Copyright © 2020 TransPerfect International, Inc. (TransPerfect). All rights reserved. No part of this
document may be reproduced, copied, adapted, modified, distributed, transferred, translated, disclosed,
displayed or otherwise used by anyone in any form or by any means without the express written authorization of
TransPerfect Senior Management and/or Quality Assurance Department. Other names may be trademarks of
their respective owners.



Page 157 of 167

=T R | A L
E-Feasibility v2.5 - M i 1
m INTERACTIVE easibility v2.5 anager User Guide v

Available Columns

Note g *

Location

3. Clickthe * icon to add the field to the list.

4. The new added Note field appears in a green color with edit icon and cross next to it.

Available Columns

Last Name

Domain

Department

Adding Custom Fields as Formula

1. Enter the custom field name in the textbox and select Formula form the dropdown. A + sign appears next to

the dropdown.

[ome [+

2. Click + icon to add a field to the list. The Formula Editor dialog opens which displays two panels:

a. The search box, Column Name and Column Idol the fields in the left panel.
b. The formula calculator with the functions in the right panel.

c. The Cancel and Apply buttons. Refer to the screenshot below.
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Formula Editar

[i]

1

Column Name Column 1d
Recpient Em 0000
r 0008

et ux0025

wn0001
w0002

ko w0003
rachment w000
w02

k000

: w0010

Inwhich count y uct il ux0005

3. Click the Column Name in the left panel to which you want to apply formula. The Column Id of the selected
question displays in the right panel (editor). You can also search for the Column Name in the search box

above the Column Name.

4. Create formula for the question using the functions

Formula Editor

Years of Experienc ux00M
ion ux000f

mul ux0022
ux000d

w06

5. Below table defines the symbols of the Formula editor.

Symbol Function Symbol Function

Equal to (== AND condition
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Not Equal to (! =) Add
Greater than Minus
Smaller than Multiply
Greater than equal to Divide

Smaller than equal to

Percentage %

IF—Else condition:
IF(your
condition)(true)(false)

(your condition). You can
define your own
conditions in the formula.

OR condition

6. Click Apply. The Report Configuration page opens. The Formula as a column is added to the Visible Columns

which is displayed in Orange color along with the edit icon and a cross. Refer to the screenshot below.

Visible Columns
Recipient Email
Date responded
Score
Blockers
Attachments
Enter your name
In which countries do you conduct trials?
How many doctors will be involved?
What is the cooling device available?

First Name

z
:
g

H HH
sl

7
:
g

Question

Formula
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7. Click Save. The Formula displays the answer in True or False for the appropriate result in the Report table.

Selected entries

© In which countries do yau @Howmany doctorswill be | @ What Is the cooling device | @ First Name @ Formula
conduct trials? involved? available?

Amruta Amruta true

Amruta Amruta true

1. On creating custom field additional property for the survey, all surveys for specified

form are able to store some information in new property

2. The new added custom fields are editable which allows you to enter the value for
the field dynamically.
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17.1.3. Search

You can search for the report of particular Recipients by clicking magnifying icon on the toolbar above the
Report table

(o]

You can search for the form reports with the Recipient’s name in the search box. Refer to the screenshot below.

Showing 2 entries Selected entne:

@ Recipient Email @ Date responded @ Blackers © Attachments @ Enter your name @ In which countries da you © Hiow |
conduct trials? involve|

Nov 21, 2017 o No n Amuta

Nav 22, 2011 I No [ Amruta

17.1.4. Filter

Filter allows you to search for a particular form report by applying the filter to the columns in the table.

To apply Filter:

1. Click Filter icon on the toolbar. A textbox under each column appears to search the report depending upon

the filter option.

2. Enter the filter criteria and hit Enter. Refer to the screenshot below.

® Redipient Email © Date responded ® Attachments ® Enter your name i which countres da you
conduct trials?

x

Nov 71,2017 0 No N

Nov 22, 2017 o No Ne
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17.2. Project Activity

Project activity displays all the activities and the updates that are performed on a particular form in a Project.
The Page contains the following:

1. TheFilters: ID, User and Date and Show Results in the top left corner.
2. The Report Parameter B next to the filters to allow you to download the Report.
3. The Table displaying the activity on a from which displays following columns:

e Id: The Id of an activity performed on a Form.

e User: The Name of the user who performed the activity on a Form.

e Date: Date on which the activity is performed

e Time: Time at which the activity is performed

e  Activity: Details of the activity that is performed

e 0OId Value: The old value in the form before updating it.

e New Value: The new value in the form after updating it.

Analytics Praject Activity

Ol Value New Value

15034 UpmecaEPropenes

pehasraborty@transpertect com Dee 2, 201 1503 4 Send new survey

17.2.1. The ID, User and Date Filters

The ID filter provides two text boxes: ID from and ID to which allows you to search the activity depending upon
the ID.
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Id from 2648980 x
Date Time Activity
Id to: 2648986 x
sperfect.com Dec 29, 2017 15:03:00 Update form data
2648980 pchakraborty@transperfect.com Dec 29, 2017 15:02:59 Update Email Template For Form: Test

The User filter provides a textbox which allows you to search the activity by Username

akraborty@tr
Tme Activiey ol value MHew Valug

o user

[pehakrabarty@iranspertect com Jpdate form data

pcha

2648004 [hakrabony@iranspentect com Dec 20, 2017 150340 upaateNadeRrops

2548880 [pehakrabortyftransperfect com Dec 20, 2017 150340 Send new survey

tering the detals., Form Type:
N. Stugy Name=Feasindty S

The Date filter provides two text boxes: Date from and Date to which allows you to search the activity
depending on the Date.

e
= . —~ B show xSy
o User oate actiny ol valus. How Vatus
Deteto
40T penawaboy@iransperest com Dec 20,2017 Update form data
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17.2.2. Report Parameters

Reports Parameter allow you to download the Project Activity Report depending upon the filters applied in the
Report Parameters.

To get the Report:
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1. From the Project Activity tab, click the Report ParameterE icon. The Report Parameters dialog box opens.

2. Enter the parameters for which you want to get the Activity Report. Refer to the screenshot below.

Report parameters

User:

pehakraborty@transperfect com

Date from: Date to:
1d from: Id to:
Show:

100

o

3. Click Get Report. The report gets downloaded in .xslx file displaying the records as per the parameters

entered.
z
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18. Form Analytics

This allows user to customize the view of the responses received to this form by changing the chart types which
are ‘Bar’, ‘Column’, ‘Donut’, and ‘Pie’.

Select ‘Forms’ tab in the left pane and click on ‘Analyze Report’ tab.
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10 phones @ Set Due Date

General Overview CDA Report |Analyze Report

+ Select Questions & Export All » Collapse Al

L Please, add the questions for analyze

Then select option ‘Select Questions’ for configuring the report.

Report Configuration

Check the ‘Select All Questions’ box to select all the questions and just select specific desired questions.
Also, the box of ‘Select default view for all questions’ enables user to select the desired type of chart in

which the user needs to view the graphical representation. Click ‘Ok’ to save the selection and close the
window.

Report is configured based on the selections done.
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Report can be downloaded, and the sequence order of the questions can also be changed. Select #1 option

from the following image to download the report and select #2 for changing the sequence order of the

questions.
Site Feasibilty @ et Due Dt B
[+ seec quesiors [ S
e ————————— RESP ,’e

Click ‘Save’ at the bottom to save the report.
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