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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.

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 TransPerfect
International, Inc. (TransPerfect). All rights reserved. No part of this document may be reproduced, copied, adapted, modified, distributed,
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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.

3. About This Guide

This user 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.

4. Getting Started
Find the below sections to get started with Trial Interactive E-Feasibility:

e  System Requirements

e lLaunching the Web Application

e loggingIn
e  Forgot Password

e Logout/Sign Off
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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.

Dashboard X ﬁ Launching the Web Application X | +
&« (&} 8 | ef-stg.trialinteractive.net/tief/indexhiml;jsessionid=13di0oxsznvi3 19s6msdsgn2wB#!
—
T R | A L
m INTERACTIVE qa2d v
4.3 Logging In

Follow the steps below to login the E-Feasibility application.

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.

4 Lag In with S50 stageS-internal

Enabling Trial Collaboration in the Cloud

www.trialinteractive.com
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4.4 Forgot Password

To retrieve a forgotten password, click at the forgot Your Password? Link. The user is redirected to the Password

Reset page. Refer to the screenshot below.

Note: The users need not contact the Help Desk. In most cases, the user can perform the Password Reset

operations without any outside help.

S=T R | A L
ld INTERACTIVE

Username
Password

Remember me on this computer

Powered by Tnal Interacive

Enabling Trial Collaboration in the Cloud

@ =T R | A L
m\NTERACTIVE

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

Follow the steps below to reset the password:

1. Enter your email address in the field provided.

2. Click Send Request. The link for Password Reset is sent to your registered email address.
3. Open the link and follow further instructions to reset the password.

Password Reset

Well email you a link to a page where you can easily create a new password.

Enter your email
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4.5 Logout
To log out from E-Feasibility, follow the steps mentioned below:

1. From the E-Feasibility Dashboard, click the User Account dropdown in the top right corner.
2. Click Sign Off. Refer to the screenshot below.

@ &l

Sign Off

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:
e  Administrator: Administrator has access to all functionalities and projects,
including user permission management.
e Manager: Manager has access to all the functionalities within a project
e  Editor: Editor has the ability to create and edit forms in a project.
e  Publisher: Submitter is a registered user contact with the ability to complete
a survey within a system.
e  Submitter: Publisher has the ability to send and review responses for created
forms.
Categories

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

o Question Category

e Form Types
Questions Every form in a project consists of questions, which allows the user to conduct a
survey for clinical research.
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Sections in Survey L . . . . .
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 . . . o
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 Tl

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

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.
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Latest Responses

Simple form - mut sub 1 un 16, 2023

PROGRESS OF TOP 20 MOST ACTIVE FORMS

Every E-feasibility Dashboard is broadly divided into:

1. Title Bar
2. Dashlets
3. Toggling Menu Bar
7.1 Title Bar
The Title Bar consists of the following:
1. Logo
2. Project Dropdown
3. Background Jobs
4. User Account
E ITNTER)QC'?WIF: qa2d w @5}‘ @ Qga+manager@ecisy...w

7.1.1 The Logo

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

@ =T R | A L
K& INTERACTIVE

ga2d w
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7.1.2  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 * .

Note: By default, the E-Feasibility Dashboard displays the favorite project. If none of the 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.

———
T R | A L
m INTERACTIVE qaf’—‘l-
24
» gd
Favorite Forms QAAUtOE
ga_auto_1

Title QAmanual2s

a_auto_2

23 Ge- -
@ QAmManual25r
RLE QAmanual25d

7.1.3 Background Jobs

&
Background jobs appear as a clock with a counter on the Title Bar, which allows the user to view
summary of all executed jobs, which the user has 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 from the
system.

2. Export CDA: This displays the summary of CDA that is exported.
3. Edit Surveys by Importing: This displays only when the forms are imported.

4. Send Form Emails: For each above-mentioned job, the background jobs display the progress/status 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
popup window.
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Background Jobs

Send Form Emails

Start date: 39 minutes ago

x

Completed date: 33 minutes 2go

totak 1 failed: 0 succeed: 1

Create Investigative Site For Approved form

Start data: 58 minutes ago

x

Complated date: 58 minutes ago

totak 1 failed: 0 succesd:1

Create Investigative Site For Approved form x

sacus: ([ o=

Start data:

1 hours 7 minutss ago

Note: All roles other than Submitter have at least one job task in background jobs.

7.1.4 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.

ga+manager@ecisy...w

Sign Off

Reset Password

Reset Password
Follow the steps below to reset the password:

1. Click Reset Password from the dropdown.

2. Proceed to section Forgot Password for further procedure.

7.2 Dashlets

The E-Feasibility dashboard is divided into the following dashlets:
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1. Favorite Forms
2. Latest Responses
3. View More Link

4. Progress of Top 20 most Active Forms

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
23 Mar 29, 2021
title Mar 24, 2021

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 View more
Title Date Last Updated Number of Responses
Type002 Jun 20, 2023 5
monitoring test123 Jun 19, 2023 1
hh Jun 19, 2023 2
11 Jun 12,2023 1
rec form test May 4, 2023 1
new al May 20, 2022 1
EF-2.5.1 May 20, 2022 1
test Nov 16, 2021 2
m27 21 Aug 27, 2021 1
j1o02 Jun 10, 2021 2

7.2.3  Progress of Top 20 Most Active Forms

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.

PROGRESS OF TOP 20 MOST ACTIVE FORMS.

Randoma

| I sent. no respanses M Respanded, not viewed W Respanded, viewed I Declined

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 screenshots below.

Latest Responses
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B rtrachive S G @
»

General Forms  Supplementary Farms.

*

published

published

@ R &k & B

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

Contacts

Settings

Reports

8. Settings

E-Feasibility requires basic settings to be configured to perform actions on a Form.
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Click Settings from the Toggling Menu Bar to configure the global project settings. The Settings menu contains
the following tabs:

General (highlighted by default)

Contact Settings

System Generated Questions

Integration Settings
Templates

v o W

Refer to the screenshot below.

Contact Settings  System Generated Questions  Integration Setdings  Templates

General Settings Country Settings Email Domains

x

X %X x %

8.1 General Tab

The General tab contains the following settings:

1. General Settings

2. Country Settings
3. 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.

General Settings

Dlnclude Date Submitted when printing form response to PDF

Electronic Signature Panel

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



F-T R | Version 1.0

eFeasibility v2.6 — Manager User Guide

A L
K& INTERACTIVE

Page 21 of 197

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.
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

DocuSign

Application url *
User name *

Password *

@ © © ©

Integrator key *

Each of the above fields provides the help question mark v at the end clicking which displays the tooltip as
below.
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General Settings

Include Date Submitted when printing form response to PDF

Electronic signature

Docusign

- & | Please enter the application url for
Application url = httpg) your DocusSign account

User name *

Password *

 © O 2

Integrator key *

Below is an example for the DocuSign Settings.

Application url*  https://appdemo.docusign.com ?

User name:* a.dihtysar@aimprosoft.com T

Password:* LYY ?

Integrator key*  3433f39c-459a-4748-9bed-1479cfbb6ab0 T
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8.1.2 Country Settings

This tab allows the user to define Countries list which is used while adding Country Field in Form. You can add
Countries manually or import them in a bulk. Refer to the screenshot below.

Country Settings

4 Import country

Belarus »®
Germany x
India x
Spain x
UK x
UsA x

You can add countries in the following ways:
e Adding countries manually: Enter the Country name in the empty field. Refer to the above screenshot.

e Importing countries in a bulk: Click the Import Country button displayed at the top in the Country settings
panel. Refer to the screenshot below. Click OK.

8.1.3 Adding Countries Manually
To add countries manually:
1. From the Settings menu, navigate 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 press Enter on the keyboard. The
country gets added to the list with a green tick next to it.

4. Click cross EI next to the Country name to remove the country from the list.
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Country Settings
4 Import country
Belarus x
Germany
India
Spain

UK

X X x x x

UsA

Another

8.1.4 Importing Countries in Bulk

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.

Bulk Countries

| @ Enter new line, comms or semicolon separsted countries: |

Australia;
New Zealand;
(China;

ingia;
Germany

Cancel

3. The Countries are added to the Country list.
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Country Settings

A _Import country
Australia @ X
Belarus x
China 9%
Germany o %
India 9%
New Zealand X
Spain ®
UK x
USA ®

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 is added to the list with a green tick next to it.

3. Click the cross EI icon at the end of the domain name to remove it from the list.

Email Domains

trialinteractive.com »®
efeasibility.ecisys.net ®
transperfect.com w X
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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 Add button next to the Custom Field Type textbox to add the Custom Field to the list.

B& hrtrAciivt a2t v G @uwmmaasc.
>
System Generated Questions  Integration Settings  Templates
+
- - =
8 [===]
@ zoex
- 0O x
ta Zoox
Ll oo oo x
B ZooOx
o Zoox
]

8.2.1 Editing Custom Field

~

1. Click the Edit icon (<« next to the field to edit the Custom Field Name to make it editable.

2. Enter the new name and hit Enter on the keyboard. The changes made to the field are saved.

General ared Questions  Integration Settings  Templates

3 i : Pt o EZB

vl

@ Zlo o x
ta 700 x
Es Q0 x
[=EE 0O x
700 x
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8.2.2 Changing the Sequence of Custom Field

o O

1. Click the Up and Down Arrows to change the sequence of the Custom Fields. You can
also drag-and-drop the field to the required position.

2. Click the Cross El icon 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.

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.

BZO O

The edited question and answer are displayed at the end of the page.
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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

osA

Cancel

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 icon from the left navigation menu.
2. The Settings Dashboard opens.

3. Click Integration Settings, and then the Select Form button.

4. The Published Form Search dialog box opens.
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Published Form Search

5. From the list of forms displayed in the window, click the required Form.
6. Click Add selected. The button is deactivated by default and is activated only when a form is selected.

7. You are redirected back to the Integration Settings window.
Note: The user can also search for a form and select it.

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 are displayed.

11. Enter the information as discussed.

Note: 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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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.

Metadata Mapping

Document pe

Investigative Site v Principal Investigator Gurriculur v

Question Tifield

Last Name

Middle Name

First Name

Email

Institution Name
Insitution Address 1
Insitution Address 2

City
cancel

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.

Integration Settings

Integration settings was saved successfully

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.

8.4.1 Origami Settings

The Origami Settings contains the following fields:
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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 Tl room link

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

e Topic Type ID: This is a ID of the topic.

e Application Domain: The domain of Tl application.

o @ © © © @ ©

To enter the Origami Setting information, follow the below steps.
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Warning: The login credentials for E-Feasibility and Trial Interactive should be the same.

1.

2.

Open Trial Interactive account in a different browser.
Open a Room which you want to integrate with the Form.

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.

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

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.

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.

In E-Feasibility, enter the Topic Type ID.
Enter the Application Domain.

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

NTERACTIVE v G @

Email Templates Page Templates

Nomsl (W AB/UEERFIEEES Scowea—0

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.
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General Contact Settings System Generated Questions Integration Settings Templates

Email Templates

Email response for duplicate submissions | v |
Select item for editi
[pl=Saglei il Email response for duplicate submissions
Default email text for sending survey as PDF
Default email text for sending surveys
Default email text for sending supplementary surveys
Post-submission Thank-You response email
i A. B | Response receiptnotification email
= Closed Form automatic email response
Error email when submitting as PDF
Dear ${recipientEmail). | pa receipt notification email
Ve have already received CDA acceptance notification email
allowed per email accoun| CDA rejection notification email
Sincerely, CDA template was changed notification email to recipient
Trial Interactive Team CDA template was changed notification email to sender
Email for user verification while E-Sign
Email to signer that Investigator signed CDA
Email notification about signed CDA with copy
Thank-You page default text
Form Closed page text
Default Instructions text for survey forwarding -

Subject:

Normal

Insertions:  To useanin
a desired ins|

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.

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 Icons Description
Normal Text Format: Allows you to select the font style for the text.
L E Font Size: Allows you to change the text size.
&- Font Color: Allows you to change the text color.
B Allows you to make the text Bold.
7 Allows you to make the text Italics.
u Allows you to make the text Underlined.
i= Ordered List: Allows you to insert ordered list.
Unordered List: Allows you to insert unordered list.
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Subscript: Allows you to insert the subscript.

Superscript: Allows you to insert the superscript.

Outdent: Allows you to align text to the Left.

Indent: Allows you to align text to the Right.

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.

@

Strike Through: Allows you to strike the text.

9
o

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.

&

Remove Link: Allows you to remove the link.

Cleaner Style: Allows you to remove the text formatting.

Horizontal Rule: Allows you to insert a line below the text.

s

Source: Allows you to view the text in html format.

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, Preview and Save buttons, to preview the template. Refer to the screenshot below.
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Email Templates

Template Type:  Email response for duplicate submissions v

Description: Textthat will be used in an email sent to submitter when he/she submits a survey that has already been
submitted before.

Subject:  Duplicate questionnaire submission

Normal - 71+ A- B Ff U = i= x

Dear ${recipientEmail}

We have already received a submission for ${formTitle} 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,
Trial Interactive Team

Insertions:  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 Preview m

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.
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ursor where you would like the insertion to happen. press on the insertion icon © and select

cancel

Adding a Link in the Email

To add a link in the email:

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.
c.  OKbutton.

Normal - - A- B [

badres T
WebAddress >
E-mall Address
Picture URL

:SEI“E":_""’

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.
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Email Templates

Template Type:  Email response for duplicate submissions R

Description: Text thatwill be used in an email sent to submitter when he/she submits a survey that has already been
submitted before.

Subject:  Duplicate questionnaire submission

Normal - 4]+ A B f U i= = x

= = Scoch e — <> 0

Dear ${recipientEmail}

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

sincerely.
Trial Interactive Team

Insertions:  To use an insertien, place curser where you would like the insertion te happen, press on the insertien icon @ and select
a desired insertion.

Cancel Preview

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
CDA is in progress.

e Description: The non-editable textbox that describes the information where the page is used.

e Initial Instructions: The text editor, which allows you to enter/modify the headers/instructions for the
page.

e The Cancel, Preview and Save buttons, to preview the template.
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Page Templates

Template Type:  'CDA is in progress' page template bt

Description; Motification page for recipient, that his CDA is in progress

Verification in progress

CDA verification header
text:

Verification in progress

CDA verification in
progress message text:

Cancel Preview

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.

G @~ .

o x <

# x z %
# x

= x e

Z x

Test Form Z =

9.1 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 Add

dialog box opens
g P

button from the Question Categories section. The Add Question Category
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3. Enter the Question Category. You can also set the color for the category.

Add Question Category

Cancel

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

Thems Colors

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.
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Question Categories m
Category Name
B catl @ x
cat2 Z x
ererer @ x
New category & x
Testdemo @ %
” x
=

8. You can also update the Title and Color of the Category by clicking the Edit 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.

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

9.2 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.

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

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

Add Form Type

Supplementary Forms

cancel

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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Form Types Ce=]

Form Types
1 One question @ %
3 all types - all required = x
empty = %
Monitering Visit Form
Multiple Choice @ %
New Supplementary Form title @ %
Q&A Z %
Rater Questionnaire
Site Feasibility

@ x
Test Form @ %

10. Contacts

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

1. Groups
2. Contacts

3. Contact Details

E Contact Details yeon ®

348ty i | (emory | [TOne o

10.1 Groups

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

Groups allow you to:
1. Create New Groups
2. Delete New Groups
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& Groups | +Add @ Delete |
All Contacts

ar

New List

Tech Docs 4

10.1.1 Creating New Group
1. Click the Add button from the Group Section
2. The Create New Group pop up window is displayed.

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

Create New Group

Group Name:
Tech Docs
Create Additional Configuration

email v

firstName

lastName Cancel
role
phone
organization
investigation types

4. 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
Note:

1. You can delete only the newly created group.
2. The All Contacts Group cannot be deleted.

|
3. TheBin icon is visible only for the newly created groups.
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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.

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

Delete Group

@ Are you sure you want to delete the group?

10.2 Contacts

This section guides the user to Add, Import, Edit, and apply Filters contacts in a group.
10.2.1 Add Contacts

1. In Contacts section, click Add button. The Create New Contact pop up window is displayed.
2. Enter details in all the fields on the screen.

3. Click Create button to create a new contact that is added in the list on Contacts main screen.
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Create New Contact

First name:  Ash

& oez22023 .

Domain:  06/20/2023 &

conee!

10.2.2 Import Contacts
1. Click Import button. Import Contacts pop up window is displayed.

2. Click the Search button to locate the CSV file for importing contacts.

Import Contacts

@ Please, select import source file in CSV format
Q Search
O Please, print new group name for importing contacts

New group Nam

Create new group with imported contacts?

Cancel

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.
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Q
6. Click the magnifying glass (Search button) m 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.
Note:

a. Youcanimportonly a.CSV file.
b. The Source file and the E-Feasibility should have at least few common fields.

c. The system gives an error if there are no matching fields in Source file and E-Feasibility.

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.

John Doe 120 jefferson st. Riverside N 8075
Jack McGinnis 220 hobo Av. Phila PA 9119
John "Da Man" Repici 120 Jlefferson St. Riverside M) 8075
Stephen Tyler 7452 Terrace "At the Plaza" ro SomeTown SD 91234

Blankman SomeTown SD 298
Joan "the bone", Anne et 9th, at Terrace plc Desert City co 123

Field Association

In eFeasibility In File

Last name v

First name v

Email # efeasibilty v

Phone v
Organization v

Role v

" M -

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: 2 Imported: 2 Updated: 0 Failed: 0

@ Import process was completed

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

& Groups + Add & Contacts + Add 4 Import Y Filters

All Contacts Someone, John

Someone, Kate

athapar@transperfect.com
thapar.tpt@gmail.com
anuj71274@gmail.com
ovasilenko@ecisys.com

ipetrochenko@ecisys.com

ipetrochenko+1@ecisys.com

Syahmed@transperfect.com

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, selectimport source file in CSV format

efeasibility.csv QSearch

@ Please, print new group name for importing contacts
DocTWS

Create new group with imported contacts?

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

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

ﬁGroups + add @ Delete & Contacts + Add Y Filters
All Contacts

DocTWS 4

gr

New List

Tech Docs

10.2.3 Search Contacts
To search contacts:

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

2. Click the Filters icon from the Contacts pane. The Search option is enabled.

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

available.
i Groups +Add @ Delete & Contacts +Add
All Contacts firstName v ®
s
| firstName: Amra x|
8r
Tech Docs

10.3 Contact Details

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

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.

3. Completed Surveys: This section displays the table of completed Surveys by the contact with the columns
Title, Date Completed, and Preview (eye icon) option to view a Survey and Download option to download
a Survey.

4. CDA: This section displays the Title, Status, the last updating of the form and the actions to take on the

form.
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@
a. Preview: Click the Preview - icon to open the form in a new tab.

b. Download: Click the Download icon to download a PDF of the form.

Click the Down Arrow icon to the right of every section header to expand it (Refer to the above

screenshot). This arrow icon is converted to horizontal line after expanding the section. Click the I:I
icon to collapse the section. Refer to the below screenshot.
(3 Contact Details
First name: ]Uhﬂﬂﬂei
Last name: GU[EHbETg
Email: ga2+3@ecisys.com
Phone:
Organization:
Role:
nvestigation types: |3 Alltypes-all required | [Newtype | (10ne question
Groups:
Title Date Completed View Download
PDF_Testing 23 06 Jun 23, 2020
Form with DocusSign Jun 26, 2020 @ £
23 Mar 26, 2021 @ *
CDA v

10.3.1 Editing Contact
To edit the Contact:

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

Edit Contact

EY Contact Details @ Delete

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.
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3. Edit the fields as required and click Save Contact to save and update the changes. Refer to the screenshot
below.

EZ Contact Details [ Cancel 1 Delete

FirstName:  Amra

Lastname: p
Email:  Olivethedog@fakeemail.com
Phone

Organization:
Role:

Investigation types: 3 All types - all required New type 1 One question

Groups:  Select Groups -
P:
no21
d: 06/22/2023 ]
=

Domain:  06/29/2023 =]

k23

cancel

10.3.2 Deleting Contact
You can delete contact in the following ways:

1. Click the Cross IZI icon displayed on the right side of Contacts section.
a. Select the contact from the Contacts section.

b. Click the cross icon to delete the contact.

c. The Delete Contact from this Group pop up window is displayed. Refer to the screenshot below.

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



~—1 Version 1.0
T R I A L ibili - i
ﬂ INTERACTIVE easibility v2.6 — Manager User Guide Page 51 01 197

Delete Contact from this Group

@ Are you sure you want to delete the contact from

this group?

d. Click Delete to execute the action.

Delete Contact

1 Delete

2. Through the Delete button displayed in the Contact Details section.
a. Click the Delete button from the Contact Details section. The Delete contact pop up window is

displayed.

b. Click Delete to execute the action. Refer to the screenshot below.

Delete Contact

@ Are you sure you want to delete the contact? It
will be deleted from the system!

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

e Organization: Itis 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.

Create new form

Create From Existing Form

Tithe

Type* | choose type

Study

B & & ® | %

Organization

Instructions

11.1 Creating Form

To create a new Form:

1. Open arequired project.

[

= NewForm

2. Click New Form from the Menu Bar.

3. Enter the fields and click Continue.
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=

2 8 =

Note: You can also create a new form from the existing list of forms by clicking Create from 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 C(Close
e  Actions
e  Publish

e  Editing Instructions
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test form

1-one quastion

1. Firse question - Taxt Flaid

L]
ADD SECTION ADD QUESTION

B A =

11.2 Changing Logo

You can change the Logo of a Form from the upper left corner of a form. Note: You can change the logo of a
form only when it is in Draft mode.

To change Logo:
1. Open arequired draft project.
2. Open a Form whose logo you want to change. The form opens in an Edit mode.

3. Double click the Logo that is next to the form name. The File Upload dialog box opens.

®

Test123

100 question

1.FIRST QUESTION MO0 x

]
£
:
o
g
2

= T quEsTION NZOOx
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4. Select any picture of choice and then click Open

. Refer to the screenshot below.

@ cpen

x
T & ThskC » Domiascs

B 30 0vjscts
- oo
Oocuments

¥ Downcazs

e pame: undefiers

Cancel

5. Clicking Open uploads the picture and applies it to the Form Logo.

T R AL 5
EII\TFRAC'IVF Gt &

Test123
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11.3 Adding Questions to a Form

Click the Add Question Tab displayed vertically on the right side of the screen.

ADD QUESTION

This action reveals the Add Question panel as shown in the screenshot.

Create Question:

'ADD QUESTION

v [

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:
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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.

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 Matrix of Radio Buttons: This allows the user to fill the question title in columns and rows and
receives several answers or corresponding answer values.

e Acknowledge Field: This allows the user to fill only the question title and choose a prefix type.
This question later displays the number of received responses.

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.

Create Question:

Question: *

Please enter a valid question.
Question Type:

Text Field

Comments Field

Date Field

Multiple Choice-Checkbox
Multiple Choice-Dropdown
Multiple Choice-Single Selection
Multiple Choice-Single Dropdown
Matrix of Radio Buttons
Acknowledge 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.
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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

Create Question:

Question: *

Please enter a valid question.
Question Type:

Text Field v

ontent Restrictiol

No Restriction

No Restriction
Alpha
Email
Phone

Phone With Extension
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.

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.
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Category
Make Required
Hidden Question

Answer choices must be the same

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.

Note: 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.

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.

On the Form Draft page, click the Add Question tab.
Enter the question.

Select the Question Type from the dropdown menu.
Select an option from the dropdown menu of Content Restriction.

Enter the Answer Options.
Select the required checkbox to apply the property to the question.

Click Add at the bottom of the screen.

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

Question Type — Text Field
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Bl i Test768 Clinical Trial

Monitoring Visit Form

Hoty Hospital

8. Pluase provide the details of the deviations, i

9. Wha

70, Whatis Stage  clinica iais? 2

ADD QUESTION

Create Question:
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Question Type — Comments

Bl Erichv Test79% Clinical Trist +

Menitoring visit Form
Create Question:

Holy Hospital

8. Please provide the detall of the deviations.

69, What are cinical trials?

70. What is Stag § clinical triaks?

o -~ =3 + |
Question Type — Date Field
R 1 A L Test798 Clinical Trial " +
Menitoring visit Form z
Create Question:
2
o
. H
2
69 What are clinical trials? & F Qe x
70. What s Stage § clincal trials? NZFO O x
71, what ks the dus dats o fic madicing? Bz o x
close ~ 3 + [ ]
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Question Type — Country Field

ml RLAL TERETeE clinicat Trial +

Manitaring Visit Farm
Create Question:
Haly Hospital

70, What is Stage 5 clinical trials?

71. what Is the due date of allergic medicine?

7210 which country aré the clinical trials conducted for stage 1 HE o x

| Qsearch
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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.

Question Type — Multiple Choice Checkbox

Clinical Trial N +

Bl iErichivt Test7s

Manitaring Wisit Farm

E Create Question:

s
E

Holy Hospital

71, what is the due date of allergic medicing?

72, In which cauntry are the clinical trials conducted for stage 17

1lals are conducted on?

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



Version 1

T R |

A L T _ H
l INTERACTIVE eFeasibility v2.6 — Manager User Guide Page 64 01 197

Question Type — Multiple Choice Dropdown

mY R I _A L Test798 Clinical Trial - *0
janitarir isit Form z
el g Create Question:
oy Hospial
i
- .-
‘ <
72, 1n which country are tha elinical trisls conducted for stags 17 HEZE QO
*
second x
73. clinical trials ars conducted on? HZ OO x | First & Second x
74, last stage trials ars conductad on? MEZEO O x
Qsearch
Question Type — Multiple Choice- Single Selection
R AL Test798 Clinical Trial . +
Monitoring Visit Form z
Create Question:
- §
E
.
‘ <
72.In whieh country are the clinical rials condueted for stage 1 MF OO X -
7. chnical il ar conducted on? o "D ,
x
74 last stage triaks are conducted on’ HZ OO x " e
75 clinical trials are MTed in india HZ o x
Close ~ EI3 + [ add
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Question Type — Multiple Choice — Single Dropdown

TR AL . —— o
Monitaring visit Form z
E Create Question:
oty Mot
74, last stage trials are conducted on? @ F Qe x Ll
x
78, clincal ol ae sonductd i cia HZo O x
®
76. clinical trials ars conduted worldwids? HEo x
e
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Question Type — Matrix of Radio Buttons
\ R AL Test798 Clinical Trial A + Que:
—— 5 [—
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@ !
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Question Type — Acknowledge Field

=
+ Question From Library

Create Question:

Question: *

ADD QUESTION

Question Type:

Acknowledge Field v

Attention: The Acknowledge question type isn't compatible with
Supplementary forms

prefix Option
® Generate auto prefix.
Create own prefix.
DEFAULT

Category
Hidden Question

+ Library m

Refer section Checkboxes (step 3) for information of each checkbox.
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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.

+uay ([

Content Restriction — Email

This allows the submitter to enter only valid email id.

N +
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Content Restriction — Phone

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

Es
d _—

e - |

Content Restriction — Phone with Extension

This allows the submitter to add the phone with extension.

Create Question:

ADD QUESTION

Content Restriction — Number
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This allows the submitter to add numbers only within the provided range.

+ Questi '
=
E Create Question:
<
Type
Field v
[Content Restriction:
Number v

Answer

Below screenshot displays the errors with restrictions at the submitter end.

lcenea ] ”

1 Clinkal tral are crurialfor mew medicines to being in market?

2 What s phase 4

5. What happens in ghase  of clinkcalerisis?

4. What appass n phase 2 o clinical rsts?

£.Tall the mumbar of phasas

11.3.3 Adding Default Answers
A form when created by the Manager selects default answers, and publishes it. The submitter or the end user finds

attt-answ W S answ anon a
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Note: While creating the questions, this option is not applicable to the - Comments, Date, Acknowledge, Text and
Country fields.

Follow the steps below to set the default answers:

Click the Add Question button displayed in the right corner of the screen.

The Create Question window is displayed.

Manually enter the Question field mark with an asterisk (*).

Select any of the following options - Multiple Choice-Checkbox, Multiple Choice-Dropdown, Multiple
Choice-Single Selection, Multiple Choice-Single Dropdown.

Eall A o

+ Question From Library

Create Question:

Question: *

Does CT start in phase 1?

Question Type:

Multiple Choice-Single Selection

Multiple Choice-Checkbox
Multiple Choice-Dropdown

Multiple Choice-Single Selection
Multiple Choice-Single Dropdown
Matrix of Radio Buttons

Make Required
Hidden Question
Setup last sub-guestion as text answer

Include In Ranking

+ Library m

5. The Answer Options field displays three options with rows of Behavior and Is Default.
6. Select a checkbox for one option. Observe that the other options are disabled in 'Is Default' row. Refer to
the screenshot below.
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- -
+ Question From Library

Create Question:

Question: *

Does CT startin phase 12

Question Type:

Multiple Choice-Single Selection

Answer options

i Yes

2 No [ Q x

Category
Make Required

Hidden Question

Setup last sub-question as text answer

Include In Ranking

+ Library m

Click Add button displayed at the bottom of the window. The question is added in form. Refer to the

7.
screenshot below.

NE OO X

75, what Is T

B0 Does CT startin phase 12

@ve

8. Click Publish button displayed in the center at the bottom of the screen.
9. The form when opened by the Submitter, disagrees with the default answer; they can change the answer
and update the form and submit it. Refer to the screenshots below displayed at the Submitter’s end.
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Test798

7. cinicltias e condusted workdwide? [Ft e |

7a. chinical Trials ars sate? D

79, Boss €T start in phaze 1 l:]

@

0. what i CT!

IFes

Bt Test798 Share Gownload Saved Gecline

[ sseorirs Documeriaion [ -

TIUseGuides Template doc 351 X8
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Test798 Download

This is a Confirmation Page

2. Are clinical trials safe ta canduct on humans?

3. Pratocol ID

Back to survey

78, Clinical Trials are safe?

79. Does CT start in phase 17

80. what is CT?

TI_UserGuldes-Template.docx461 KB

Back to Survey
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Test798
Thank You for completing the questionnaire!

If you have any questions about the questionnaire or Trial Interactive

please visit us at w

or e-mail us at he

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.

T ErActive Test12345

1 One question

)
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11.5 Adding Sections to a Form
To add sections:

1. On a Form Draft Page, click the Add Section tab on the right.

ADD SECTION

2. 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
3. Enter the Title for the section.
4. Enter Description if any.

5. Click Add Section. Refer to the screenshot below.

J— e eees

Soaskh e — @ O

2 Indication

]

© 0 x

&, viskt Date &

5. Pravious Visit Dats.

Note: 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.
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11.6 Adding Questions to Form from Library

To Add Questions to Form from Library:

1. Click the Question From Library '“ button from the Add Question tab. A Question

Search dialog box displaying a list of questions opens.

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

Question Search

Qsearch

To library Text Field

‘what is Clinical Triai? Text Field 2, Clinical trials are a type of research that studies new tests and
traatments and evaluates their effects on human hesith
outcomes.

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

Question Search

Qsearch I
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11.7 Cloning a Form

Cloning is 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 is displayed.

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.

A | g L terr Select Project
INTERACTl\'E InternalTes Select the Project

Create new form

W Create From Existing Form

Seart orm Q search

Organization

Instructions

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

Form Search
| Qsearch Ghoase form type... v Date Created: & = =] |
0 enrie Actions v
View  Title Study Name Organization Type Date Crested  Comments Delete
@ PDF_Generation Chris Testing Julg, 2021 x
@  test Site Feasibility Fab 1,2021 x
@ For Countersigning CDA Site Feasibility Jan 17, 2019 x
@ TiPride Surveyql 2018 Strategy Chris Testing Feb 11,2012 Q12018-one questionsurveyl %
@ Testing Every question type required Tenzing's Type Jan 18, 2018 x
n Firefox
@ internal Survey client Satisfaction  Nov 17,2017 x
@ Training for Ses SETraining 0ct 26,2017 x
@  FormAutoTest16104755780306064...  FormAutoTestStudy1730505193035..  FormAutoTestOrg81477764281478...  Dermatology Apr27,2016 x
@ FormAutoTests8713149625043015...  FormAutoTeststudyS730014214778..  FormAUtoTestOrg62570554256057..  Oncology Phase 1 Apr 27,2016 x
@ FormAutoTest48568424671083237...  FormAutoTestStudyS317520764748... FormAutoTestOrg77019117416635..  Oncology Phase3  Apr 27,2016 x
show 10 v €<¢123455» o
cancel

7. You are redirected to the Create New Form page. Notice that the selected Form Type 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 are added to a New Form. Refer to the screenshots below.

Create new form

] Create From Existing Form

Search existing form  test Q search
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Fl 18k Sites Demo 1
sia Faasibility
” P
1. Last Name HEFOoOox
2 Middle Name BEOo e x
3 Frst Name BEO O x
4.6l HEO O x

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.

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

*. Question Edit

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



Version 1.0

@ 2T R I A L ibility v2.6 — M User Guid
M6 INTERACTIVE e

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.

Mol - -A B F UEE o " BTEEFT Soogp — <+ 0
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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.

Note: 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. Onthe 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 hide. Refer to the screenshot

below.
"y
+ Question From Library
Zz
(ol -
= reate Question:
E;
(@) Question:*
g Isit safe to conduct clinical trials on humans?
<

Question Type:

Text Field ¥

Content Restriction:
No Restriction v
Answer options
icipants experience complications that require medical atlemmm[ x

Category

Make Required

Answer choices must be the same

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 as Hidden next to the question.

Referto-the hot bel
Reter-to-the screenshot below:
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Sites Demo 1

TRIAL

site Feasibility

Select / Deselect All

General

Tech Docs
1.1s it safe to conduct clinical trials on humans? HE QO x
3l trials pose the
ashort time.
omplications that
2.1s dlinical trial required on animals? HE OO0 x
n animals before
cates, drug makers
s Using alternative
3. What is Phase 5 in clinical trials? HE O 0 x
Phase 5 Clinical Trials are commonly referred to as post-marketing
dinical trials

cose  actionsn (N
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To make the question visible again, follow the steps below:

Note: The below steps are applicable only if the 'Question Type' is selected as the following options: Comments
Field, Date Field, Acknowledge Field, Text Field, and Country Field.

(&
1. Select the question that you want it visible. Click the Edit icon next to the Question. The
Question Edit dialog box is displayed.

2. Unselect the checkbox next to Hidden Question. Click the Update button. Refer to the screenshot
below.

%, Question Edit
Question: *

Is it safe to conduct clinical trials en humans?

Question type:
Text Field hd

Content restriction:

No Restriction ~

Answer options

Clinical trials do come with some risks. Most clinical trials pose the risk of minor discomfort, whichc %

Category
Make required
Answer choices must be the same

Cancel Library

3. The question is now visible to the user.

To make the question visible again, follow the steps below:

Note: The below steps are applicable only if the 'Question Type' is selected as the following options: Multiple
Choice-Checkbox, Multiple Choice-Dropdown, Multiple Choice-Single Selection, Multiple Choice-Single
Dropdown.

@

1. Click Edit icon next to the Question to which you want to apply logic to make the Hidden Question
visible. The Edit Question popup window is displayed.
2. 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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"y Question Edit

Question: *

Is it safe to conduct clinical trials on animals?

Question type:

Multiple Ghoice-Single Dropdown v
Answer options Behavior Is default
Y D - *
! No O x
E Maybe (] x
Category

Make required
Hidden question

Include in ranking

cancet | Ly [T

3. 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.

"y Question Edit

Position Questions Visibility
2 FIRST QUESTION (" Hidden )
3 FIRST QUESTION ( )

[ mnactive |

5 " (nactvé )

St

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

5. 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.

6. Click Apply. Refer to the screenshot below.

7. You are redirected to the Edit Question page.

8. Click Update to save the changes. You are redirected to the Form Draft Page.

9. Unselect the checkbox of Hidden Question.
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=, Question Edit

Question: *

Is it safe to conduct clinical trials on animals?

Question type:

Muitiple Choice-Single Dropdown v
Answer options Behavior Is default

! oYes O x

! No O ®

T Maybe W x
Category

Make required
Hidden question

Include in ranking

Cancel Library

10. 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.

Matrix of Radio Buttons

This option is displayed in the Question Type field dropdown while adding a question to the form. Refer to the
screenshot below.
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+ Question From Library

Create Question:

Question: *

ADD QUESTION

Question Type:

Comments Field v

Comments Field

Date Field

Multiple Choice-Checkbox

Multiple Choice-Dropdown

Multiple Choice-Single Selection

Multiple Choice-Single Dropdown

Acknowledge Field

Text Field

Country Field
Hidden Question

+ Library |m|

Follow the steps below to add matrix of radio buttons option:

1. Select the Matrix of Radio Buttons option from the Question Type field and click Add.
2. The Create Question window is expanded and displayed in full screen.
3. Enter the question in the Question field that is marked with an asterisk (*).

uwnos ppy  +

4. (Optional) Click the Add Row and Add Column buttons displayed on the
screen to add rows and columns. By default, 3 rows and 3 columns are displayed. Refer to the
screenshot below.

w3 poy +

5. You can also manually set the rows and columns by entering the values in the rows and columns
fields displayed in the left corner.
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e Enter the values in the Rows and Columns field and click Create. Refer to the screenshot
below.

e  Click Approve in the Warning! popup window that is displayed. Refer to the screenshot
below.

e The rows and columns are added to the form.

i3
6. Click the Behavior icon to view and select the visibility of the questions.
a. Position: The position of the question.
b. Questions: Available questions in the Form.
c. Visibility: The options Visible, Hidden and Inactive to change make the question hidden.
Refer to the screenshot below.

Branching Settings

Position Questions Visibility

Indication (" Hidden )
2 Protocol ID (Cvisible )
3 Investigator Product (Cinacuve )
2 Visit Date (inacuve )
5 Previous Visit Date

(nactive )

6 Visit Purpose

( nac

7 Reason for Other (nactive )

8 Pl Last Name (nac

9 PI Middle Name (nactive )
10 Pl First Name (" nac

1 Site Name (Cinactive )
12 Site Address 1

13 Address 2

4 City

(nactive )

Cancel

7. Select the visibility of the question by clicking the Invisible button. Refer to the above
screenshot.

8. Click Apply. You are redirected to the Question Edit popup window.
Note: To select a checkbox for an answer, Only one answer per row and per column can be
selected.

9. Click Update. The question with matrix radio buttons is displayed in the form. Refer to the
screenshot below.
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Bl RrActvE Test758 Cllnical Trial

Monitoring Visit Form

Holy Haspital

1. Clinical Trials are conducted en guinea pigs in phaso1?

HEFO O x

10. The answer options can be selected as default options. If you want to add default answer - select
checkbox or unselect it to cancel default answer. Only one answer option per row and per
column can be selected.

Note: The option 'Matrix of Radio Buttons' for Question type field cannot be selected or edited for the questions
that are already created in the form.
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12. Actions on Forms before Publishing

There are certain actions that a user can perform on the forms before publishing it. Refer to the screenshot
below.

Sites Demo 1

mTFHAL

Site Feasibility

select / Deselect All

General HEZ o 0 x

Tech Docs HZ 00 x

1. 1s it safe to conduct clinical trials on humans? G o O x

nical trials pose the

ort time.
complications that

2,15 clinical trial required on animals? (Hidden | EZ 00X

FDA no longer re
human trials In a vi
can take their prod
testing methods tha

n animals before
cates, drug makers
Using alternative

man clinical
tinvolve animals.:

3. What is Phase 5 in clinical trials? e 0 O x

Phase 5 Clinical Trials are commonly referred to aspost-marketing
clinical s,

Preview -]
Test Email 2]
Contact Configuration @ -

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 displayed at the bottom of the screen.

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

e

Test Email (2]
Contact Configuration @

Close

3. You can also save the form by clicking the Save as PDF button from the Form Preview page. Refer to the
screenshot below.

f@TRIAL

.13 t safe to conduct clinieal trisis an humans?

2.1s cinical trial required on animals?

3. wehat s Phase s In clinical trisls?

Note: The user cannot make any changes in the form while previewing.
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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.

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

Preview [ 2]

o

Contact Configuration @

Close Actions

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

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 in 24 haur
Reciplents: [rerr——— Emall Canfiguration

subject

Monsl A B F UEE g " FEEET Soccha— 200 W

Note: All test related items will expire within 24 hours after receiving an email.
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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 displayed at the bottom of the window on the
Form Draft page. Contact Configuration dialog box appears which displays Questions and Contact field

dropdowns.
Preview 7]
Test Email 17

IContact Configuration QI

2. Setup the mapping between Question and Contact fields.

3. Click the Save button to map the fields.

Contact configuration

Question Contact field
I it safe to conduct clinical trials on humans?

Clinical trials do come with some risks. Most clinica Role o

trials pose the risk of minor discom
often lasts only a short time. How some study
participants experience complications that require
medical attention

Is clinical trial required on animals?

FDA no longer requires all drugs to be tested on — .

animals before human trials In 3 victory for animal
rights advocates, drug makers can take their
products to human clinical trials using alternative
testing methads that don't involve animals.

‘What is Phase 5 in clinical trials?

Phase 5 Clinical Trials are commonly referredt0 35 | ouaniation v

‘post-marketing clinical trials

Middle Name

First Name

Concel

Note: The fields mapped here are displayed in the General> Contact Mapping Schema of the form.
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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.

To Publish a Form:

1. Click the Publish button in the Form Draft page displayed at the bottom of the screen. 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 Supplementary Form
e Monitoring Visit Form
e  Recurring Form
e Anonymous form
And Additional options with checkboxes
e Save form to the library
e Require attachments from recipients

Select the required checkbox and then click the Publish button to publish the form. Refer to the screenshot
below.

Publish Form?

e 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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Note: 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. Refer to the screenshot below.

Publish Form?

anarymous form,

Additional options

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.
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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.

Publish Form?
000
Farm type:

@ Simple.

Addiional aptions;

concet (I
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13.3 Monitoring Visit
Selecting Monitoring Visit Form radio button on a Publish Form? Popup window leads the Manager to the Form
Overview Page.

Manager
Submitter

Click the User Profile icon displayed at the bottom left corner and select the Submitter option
to view the Monitoring Visit Report Dashboard that includes Forms, Monitoring Visit Reports and Recurring
Reports tabs of his/her account. Refer to the screenshot below.

visit Reparts  Recurring Reparts

Stucty Mame organizaton Type oue pate Sty artachements
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14. Viewing Forms

This section describes the form view in the application.

Qsearch T

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 a Draft Form
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14.2 Searching for Forms
To search a form:

1. The search bar is displayed 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.

General Forms  Supplementary Forms

3. Click the Cross El icon 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 icon 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 forms are displayed as result.

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 EI icon at the bottom right corner of a Forms page. Refer to the screenshot below.
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14.5 Editing a Draft Form

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. Open aForm to edit.

2. Hover the mouse to the top right corner of the screen to view the Study, Type and Organization of the

form. Refer to the screenshot below.

Bl TrBrAchivt Test12:45

Hinical Trial

Al types - all required

= oly Hospital )

1.1 Comments Field *

HEF QO x
2.2 Date Fiold HEQOx

3.3 Multiple Chaice-Checkbox

HEF QO x

Note: The fields — Study, Type and Organization are visible only after the mouse is hovered in the top right
corner.

&
3. Hover the mouse over the Study field to edit. This enables the Edit icon next to the field.

4 Click the Editicon.-A textbox-hext to-t
4 Hek-the-kaiticon: xt-tot

ppPearss
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5. Edit the field and hit Enter. This saves the changes to the Form.

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

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 (>>). Refer to the screenshot below.

14.7 Actions on Forms
The user can perform certain actions on the forms that display both ‘Published’ and ‘Draft’ status. Refer to the
screenshot below.

Actions

Save to Library

The user can perform the following actions on a form:

a. Save to Library
b. Convert to Draft
c. Delete Form
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14.7.1 Save to Library
The user can save a published form to the library.

i Click the ellipsis (three dots menu) in the Actions tab.
ii. Select the Save to Library option.
iii. A popup window displays a notification — Form was successfully added to Library. Refer to the screenshots
below.

Actions

Save to Library

Success

© Form was successfully added to library

]

14.7.2 Convert to Draft
The Convert to Draft option is enabled only when the form is published but not sent to any recipient. Once the
form is published and sent to the recipient it cannot be converted back to draft status.

14.7.3 Delete Form

The Delete Form option is enabled only when the form is not sent to any recipient. To delete the form with
recipients first delete the recipients and then delete the form. Follow the steps below to delete a recipient and
then the form:

Select a form that displays the ‘Published’ status and has recipients attached to the form.
The Form Overview page is displayed.

Click the ellipsis (three dots menu) in the Actions tab.

Click Delete Sent Form option. Refer to the screenshot below.

Eal ol

General  Overview Report  Analyze Report

v seeasdiemiv & E3 am. - [

Recipeent & Lastupdated & Date Responded $ Response staus Approving Status supl

5. The Delete Sent Form popup window is displayed.
6. Enter the reason for deletion in the field marked with an asterisk (*). Refer to the screenshot

hel

PDEIOW.
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Delete Sent Form
0 Dslet

Form Recipient: mkandhare@transperfect.com

7. Click Delete.

8. Click on the Forms

icon on the left pane.

9. Click the Refresh El icon displayed at the bottom right corner in the General Forms tab.
10. The actions conducted on the latest form is displayed first in the list.

11. Click the ellipsis (three dots menu) in the Actions tab.

12. Click Delete Form option. Refer to the screenshot below.

General Forms  Supplementary Forms

Tide Stuy Name Organizaton Type Creaty Dote Created Date Updated

Clinieal Trial oty Hospital Test Farm

jun 20, 2023

Aoty Hosgital

13. The Delete Form popup window is displayed.
14. Enter the reason for deletion in the field marked with an asterisk (*). Refer to the screenshot
below.
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Delete Form

© Deletion is final and the form cannot be restored once deleted

Please provide the reason for deletion *

Form no longer required

15. Click Delete. The form is deleted.
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14.8 Supplementary Forms

Supplementary Forms are forms that are added to a Parent /General form. Click the Forms icon to view the

General and Supplementary forms in the grid (in the center of the screen).

——
T R | A L

fﬂ INTERACTIVE GRS

»

General Forms Supplementary Forms
+
Showing 10 entries out of 114
@ Title Study Name
Test123

The user can Create, Approve, Reject, and Submit a Supplementary Form. The user can also save the form as PDF
if required.

Note: Once a supplementary form is rejected by the user it is no longer seen in the application. The user has to
create a new supplementary form to send to another user.

There are two ways to create a Supplementary form:

16. Create new form
17. Attach supplementary form to an existing form.

[Commented [SJ1]: Anuj, please check this section.
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14.8.1 Create a New Supplementary Form

Click the New Form icon displayed in the left panel. The Create New Form window is displayed.

1. Enter the Title for the new form to create. Field is marked with an asterisk (*).

2. Select the Type of form as ‘Supplementary’ from the dropdown menu. Field is marked with an
asterisk (*). Refer to the screenshot below.

Create new form

Tech Dem

Supplementary Forms

3. Click the Preview available System Generated Questions for selected type button displayed

below the Type field. You can edit the form by clicking the Edit icon displayed at the right
corner for each field.

4. (Optional) enter the details for the fields — Study, Organization, Instructions.

5. Click Continue.

Create new form

Supplementary Forms

Organization

Instructions

is required,
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6. The form opens in the grid with all the details filled.
7. Click the Publish button displayed at the bottom of the screen. You can add a question and a
section to the supplementary form by clicking the buttons — Add Question and Add section

displayed vertically in the right corner.

R . ¢ ®

[~ [ Tech Dema 798 ”

supplsmentary Farms

HEFOOx

Do secTion | ADD QuEsTIoN

HEFO e x

2 Middis Name

3 Frst ama HFO e x

4 Email HF o x

8. Select the Supplementary Form radio button in the Publish Form? Pop up window.

Publish Form?

@ Once you Publish the form, it cannot be edited further. Please confirm that you would like to
publish the form.

Form type:

Simple form.

(® Supplementary form

Monitoring Visit form
Recurring form.
Anonymous form.

Additional options:

Require attachments from recipients,

cancel

9. Click Yes in the Supplementary Form popup window.

Supplementary Form

Are you sure you would like to publish form as Supplementary?
y ¥ p! ¥

No

10. The form is displayed under the Supplementary Forms in the grid.
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To Create from Existing Supplementary Form

1. Select the checkbox of ‘Create from Existing Form’ displayed at the top of the new form.

Create new form

Create From Existing Form |

Search existing form

Title*

Type*  Choose type...

2. Click the Search button to open the form Search popup window.

3. Select a form from the list of available forms. You can also search for a form in the search bar and
apply the required filters like date and type if required.

4. Click Add Selected.

Form Search

Qsearch o form tyze - Date Cremted & o &8

5. The selected form is displayed in the Search Existing Form field. Refer to the screenshot below.
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Create new form

Create From Existing Form

Search existing form Type001 IO, search

To Edit Supplementary Form

1. Click the three dots (ellipsis) displayed in the actions column for each form.
2. The Edit Supplementary Form and Delete Form options are displayed.
3.

Click the Edit Supplementary Form option to make changes in the form.

tForm Actions

Edit Supplementary Form
Delete Form h

4. Again, each field has an Edit

73
icon to make changes in the form. Click Update Question to

reflect changes in the selected question, or Cancel to not make any changes in the selected
question.

3.1t 5afo 1o conduct clnical tials on humans

=
w
o
[
=

5. Click Close button displayed at the bottom of the screen after the changes are made. Refer to the

screenshot below.
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To Delete Supplementary Form

1. Click the three dots (ellipsis) displayed in the actions column for each form.
2. The Edit Supplementary Form and Delete Form options are displayed.
3. Click the Delete Form option.

Form Actions

Edit Supplementary Form

CETI

4. A Delete Supplementary popup window is displayed with the following question — Are you sure
you would like to delete Supplementary form?
5. Click Delete.

Delete Supplementary

© Are you sure you would like to delete Supplementary Form?

6. The formis deleted.

Note: Once the form is deleted it cannot be retrieved.

To Delete Supplementary Form attached to a Parent Form
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1. Select a form the that displays ‘Published’ status. The Overview page is displayed.

2. Select the recipient that displays the Responded, Viewed status in the “Supplementary Status”
column.

3. Click the ellipsis in the Actions column to view the options —
e Delete Sent Form
e Delete Supplementary
4. Click Delete Supplementary option. The selected form is deleted. Refer to the screenshot below.

[ T — & @ure

Simple form - 1 question @ se Dus Date [ asema |

General  Ovorview  COA  Report  Analyze Repart

Dane Respenced & Response Stus Approving Status Suplemartary Status

Sene o respome nn W
Jum 30,2023 Besponder viewed i Semponen, vewed &
Sere o respose ik WA
Sere g respamse i W
Sare o resparse Nt i Responod, viewed
Jum 30, 2023 Respanded viewed Agaroved Sare, o resgonse 3
Sert o response i s

A wa
Jon 27, 2003

jum 26, 2023
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14.8.2 Change Type to Supplementary Form of an Existing Form
The General Forms both that display a status of — Draft and Published can be edited to view as Supplementary
forms. Follow the steps below to change the general form to a supplementary form.

1. Select a form that displays Draft status.

2. The selected form opens in the grid.

3. Hover the mouse to the top right corner to view the Study, Type and Organization fields and an
Edit icon for each field. Refer to the screenshot below.

Study: Clinical Trial &
Type: 1 One question v @
Crganization: Holy Hospital #

4. Select the Supplementary Forms option from the dropdown menu. Refer to the screenshot
below.

5. Click Close button displayed at the bottom of the screen. You are redirected to the General
Forms screen.

6. Click the Refresh icon to view the changes made in the form.

Study: Clinical Trial =3

Type: Supplementary Forms v [

1 One question

3 All types - all required

empty

Monitoring Visit Form

Multiple Choice

New Supplementary Form title
Q&A

Rater Questionnaire
Site Feasibility
Supplementary Forms
Test Form

Testing 123

Organization: =3
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14.8.3 Approve or Reject a Supplementary Form
The supplementary forms that are published can be approved and rejected by the manager. Follow the steps
below to approve or reject a supplementary form.

1. Select a user/recipient that displays the status ‘Responded, Viewed’ in the Response Status
column.

Documentation @ Set Due Date

General  Overvie Report  Analyze Report

Response Status Approving Status Supplementary Status

Responded. viewed

2. The form opens in a new tab with the options — Close, Reject and Approve buttons at the bottom
of the screen.

[ FEPoE Documentation I |

Last Name
2 Middie Hame

3. First Mama

4. 6mail

5. Institution Name

& Institution Addross 1

7. institution Address 2

e Reject Approve

3. Click the Edit Response button displayed at the top right corner to enable the fields for entering
your responses. Notice that the Edit Response button is changed to Update Response button.

Send Supplementary Update Response I Save as PDF

4. Enter the required answers in the fields and click Update Response button displayed at the top
right corner.
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5. The Update Survey Response popup window is displayed. Enter a reason for updating of the
answers. Note: This field is marked with an asterisk (*).

6. (Optional) You can select the checkbox of — Send email notification to recipient. Click Submit.

Update Survey Response

@ Please provide the reason for updating *

Updated the answers

send email notification to recipient

7. A popup window is displayed — The responses are updated and the updated responses are
reflected in the form. Refer to the screenshot below.

[7] Documentation 15 =T

8. Click the Approve or Reject button as required displayed at the bottom of the screen.
9. Click OK in the Approving Site popup window.

Approving Site Reject Site
© Are you sure you would like to approve this O Are you sure you would like to reject this
survey? survey?

Cancel Cancel

10. A notification is displayed - Survey has been approved.
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11. Navigate back to the Form Overview page and click the Refresh E icon to view the status
as Approved or Rejected in the Approving Status column. Refer to the screenshot below.

Documentation  ©

General  Overview Report  Analyze Report

loct w lected tems L & impor o

Documentation O Set Due Date

Report  Analyze Report

v & Expor Limport @

polementa

15. Form Statistics Page

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Commented [SJ2]: Add screenshots from this section to
of a Form. XML-12/7/23
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+

Report  Analyze Report

B A & e =

The Form Statistics page includes the following functions:
e Send

e Preview
e (Close Form
e Share

e Overview

e CDA
e Reports
e  Pie Charts

e Set Reminders

e  Recipients

e  Change Question Titles
e |Import Answers

e Contact Mapping Schema

15.1 Send 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,
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1. Open the Form to send for a Survey.

2. Click Send on a Form Statistics page (displayed on the top right corner) of an opened
survey. This navigates you to the Email page, allowing you to send a survey.

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, Add Attachment and Send buttons in the Email Configuration section.

Recipients: Email Configuration

+

W

ol A8 fUEE % v BEEEI Socacbe— 00N

FYasting fERERY S ONE OF OUT DTN H1a3es AN e WELS IKe K0

@ & & »

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.
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Recipients:
mka act.com
perfect.com
yin t.com
HE: = fect.com

Import contact
Existing contacts

To Import contacts:

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

Existing Contacts.

2. Select Import Contacts. The Bulk Emailing pop up window is displayed which provides a long text area to
enter emails of recipients. Follow the instruction mentioned above the textbox to enter emails. Refer to

the screenshots below.

Insert Recipients

Import contact
Existing contacts h

Bulk Emailing

@ Enter new line or comma separated emails: l

m =t com,
a0 sact COM,yil

t.com,Sji

concel

3. Click Ok. The list of recipients gets added to the recipient’s section to whom a survey is to be sent. Refer

to the screenshot below.
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Recipients:
m ir.com x
al ar.com x
an r = com x
sj com x
yi = .com

To add Existing Contacts:
1. Click Insert Recipients dropdown.

2. Select Existing Contacts.

Insert Recipients v

Import contact
Existing contacts ‘“

3. The Add Existing Contacts pop up is displayed that provides the Contacts dropdown with types: Contacts
and Groups.

4. Select Contacts from the dropdown.

5. 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 Contacts |

| Drag-n-drop contacts into this column

Groups Searc

qa2+1 @ecisys.com a2+7@ecisys.com

qa2+2@ecisys.com Olivethedog@fakeemail.com

qa2+7@ecisys.com

admitotio@gmail.com

X X %X X

alprokopovich+aa@edisys.com
qa2+3@ecisys.com

Olivethedog@fakeemail.com

qa2+82@ecisys.com

qa2+4@ecisys.com

qa2+5@ecisys.com
admit oti1o@gmail.com
qaz+v@ecisys.com

n37sR@aricus cam e

concel

6. Click Import.
7. Youcanalsosearch for contacts form the Search textbox above the Contacts ist.
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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.

Email Configuration

From (email address):

NO_REPLY @ trialinteractive.com -

trialinteractive.com

efeasibility.ecisys.net
transperfect.com

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.

|Emai| 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.

Email Text:

Nomal - A B 7 U}

= Scochee — <> 0 @ W

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.

This link s uniquely tied to this questionnaire and your email address. Please do not forward this message.
I you have any questions about the questionnaire or Trial Interactive please visit us at or e-mail us at
Thank you for your participation!

sincerely,
Trial Interactive Team

Insertions: To use an insertion, place cursor where you would like the insertion to happen, press on the insertion icon @ and select a desired insertion.

Do you want to get notified when form responses are received?
Do you want to display form confirmation page?

Cancel add atachment | (TN
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15.2 Additional Email Settings

You can define the additional options in an Email by selecting the checkbox from the below:

Insertions: To use an insertion. place cursor where you would like the insertion to happen. press on the insertion icon @ and select a desired insertion.

Do you want to get notified when form responses are received?
Do you want to display form confirmation page?

15.2.1 Checkboxes

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.

Insertions: To use an insertion, place cursor where you would like the insertion to happen, press on the insertion icon @ and select a desired insertion.

Do you want to get notified when form responses are received?
Do you want to display form confirmation page?

15.2.2 Attachments

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

Cancel Add attachment m

|. ExportMetadata_Training Team eTMF Room_2023-06-28 00-16-50 787.xIsx:10.1 KB

Cancel Add attachment m
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15.2.3 Form Processing Background Job Notification

Form sending is processed as a background job and a notification is 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

The user is redirected to the form overview screen and a notification appears in the notification area.

Click on the notification icon and background jobs processing details are 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 screenshots below of Background Jobs:

@ 0a+Manager@ecisy...a

Background Jobs

Send Form Emails x

status: 100% Completed

Start date: 1 minute ago
Completed date: 1 minute ago

total: 4 failed: 0 succeed: 4

Send Form Emails x

Start date: Jun 23, 2023 19:11:31
Completed date: Jun 23, 2023 19:11:33

total: 1 failed: 0 succeed: 1

Send Form Emails x

Start date: Jun 23, 2023 18:43:48

Close
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15.3 Previewing a Published Form

Click the Preview 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.

Overview CDA Report Analyze Report

& Preview 21 Edit form = Close Form (D Enable CDA

You can also save this Published Form as PDF by clicking Save as PDF Y button on a Preview page

Close
or Cancel the action by clicking a Close button displayed at the bottom of the page. Refer to the
screenshot below.
Bt J—

1, FIRST QUESTION
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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:

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

Click Ok for the popup to disappear.

Duplicate Responses

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

Attention

Email

3@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.

CaRreply GReply All (3 Forward (SIM
Wed 6/28/202;

N NO_REPLY@trialinteractive.com

New eFeasibility questionnaire request

5:18 PM

To A
Suggested Meetings + Get more add-ins
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 link to the questionnaire |

This link is uniquely tied to this questionnaire and your email address. Please do not forward this message.
If you have any questions about the questionnaire or Trial Interactive please visit us at www.trialinteractive.com or e-mail us at help@trialinteractive.com
Thank you for your participation!

Sincerely,
Trial Interactive Team

Links contained in this email have been replaced. If you click on a link in the email above, the link will be analyzed for known threats. If a known threat is.
found, you will not be able to proceed to the destination. If suspicious content is detected, you will see a warning.

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.
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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 the General tab and click Close Form on the Form Statistics Page. The Close Form pop up window is
displayed.

monitoring test123 @ Set Due Date

Overview CDA Report Analyze Report

@& Preview A Edit form B Close Form D Enable CDA

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
form?

-

3. The Email Template pop up window is displayed. Verify the details in the template are correct. Click

A

Continue. The form is closed. Refer to the screenshot below.
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Email Template

Email Subject:
Questionnaire enrollment has been closed

Email Text:

Normal - - A- B [ U S cocht — < 0 Q@

Dear ${recipientEmail}

"We are sorry. The enroliment for this questionnaire, 'S{formTitle}, has been closed. If you have any questions,
please contact g

sincerely,
Trial Interactive Team

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

Caneel
.

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

monitoring test123

General Overview  CDA  Report  Analyze Report

@ Preview 2 Edit form Reopen Form D Enable CDA

Note: The Closed Form does not display Send, Save Notifications and Enable and Save buttons as you cannot
send an email and receive responses of a closed form.

3. The Reopen Form pop up window is displayed.

4. Click Yes to reopen form.
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Reopen Form

O Are you sure you would like to continue receiving responses for
this form?

15.8 Enabling Shared Link

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.

Form Share Link

@ Form Share Link was enabled

Click the checkbox available on a Forms statistics Page to Enable shared link. A dialog box opens and displays
the link that can be shared with other contacts.

15.9 Actions on Forms (Overview)

Click the Overview tab on the Form Statistics Page to view the Form details.
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General Overview | CDA  Report  Analyze Report

Select w Selected Items v & Export X Import < Mass update

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
monitoringtest123  © .

The Recipient, Date Filters and Page list

Refer to section Recipients for further information on this.

Form Recipients table and dropdowns

Refer to section Recipients for further information on this.

The Responses Pie Chart

Refer to section Pie Charts for detailed information.

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.
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2. Click Selected Items dropdown. A list of actions is displayed.

General Overview CDA  Report  Analyze Report

Select w Selected Items w & Export XL Import < Mass update

Showing 10 entries o Export >

Recipient $ Resend Last Updated % Date Responded %
o 2 IME Jun 28, 2023 Jun 28, 2023
admi10ti10 m Jun 28, 2023

3. Select Decline. The Decline Form pop up window is displayed that has the following sections:
a. Recipient: This display the name/email of a Survey recipient.

b. 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 *

mkandhare@transperfect.com b 4 Recipient no longer required)

e ncel
|

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

Success

# Form(s) was(re) declined successfully. Form state is
being indexing, that's why it's status will be changed
on next reloading
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General  Overview A Report  Analyze Report

Approving Status Supplementary Status

sneha jagavkar:

/A /A NA

WA NIA WA

admi WA NA WA

WA /A WA

Note: All recipients of declined form receive a message about survey decline.

15.11 CDA

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.

monitoring test123 O Set Due Date

General Overview  CDA| Report |Analyze Report

15.13 Changing Question Titles

Change Question Titles allows you to edit the Question Titles by clicking the Edit icon on the toolbar of the
Form Statistics page.

To change Question Titles of a form:

1. Click a form that displays a ‘Draft’ status. Refer to the screenshot below.

General Forms  Supplementary Forms

» )
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2. Inthe form that is displayed, click the Edit icon displayed at the right corner for each field. The
Question Edit popup window is displayed.

3. Enter the name as required in the Question field that is marked with an asterisk (*).

4. Click Update button displayed at the bottom of the popup window.

*\ Question Edit

5. The changes made in the question field are displayed in the form.

B iririch Testtas4s

Clinieal Trist
3 All types - all required

Haly Hospital

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.

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

To import the Survey:

1. Click the Import button from the Form Statistics page.

monitoring test123 O Set Due Date

General | Overview | CDA  Report  Analyze Report

Select w Selected Iltems w & Export X Import 2 Mass update

2. The Import Answers popup window is displayed that 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.
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3.

Click Upload to upload the source file. Refer to the screenshot below.

Import Answers

rEr———

Import File

®

pload file

Cancel Continu

@ Open b4
4 & ThsPC » Downioads v e Sesrch Downlos

Organize*  Hawfoldar -~ m @

Yesterday (2)
-
B¢ Exporthetadata Traming Team eTMIF o 8 s7aM NEcrosoft Excel W

Earlier this week (5;

Last week (7)
@ CDAT
05 adaresses [
0 daasiviity 822203 612PM Micro
v 0 s Ph crosoh Bxce v v

KB

File pame: [efessibilny w| [iFites

4. Click Continue. The Imports Answers popup window is displayed that allows you to map the fields of E-
Feasibility with the fields of the source file.

Import Answers

@ Please, select import source file (Microsoft Excel or CSV)

Replace

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

@ Please map the columns to available fields

In eFeasibility In File

Recipient email w
Recipientip ~
Response date o
Sender email o
Sent date

FIRST QUESTION

Cance'

15.15 Contact Mapping Schema

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. Select a form that displays a Draft status. The form Overview tab is displayed on the screen.
2. Click the General tab.

3. Scroll down to the Contact Mapping Schema to view the details of this field.

4. The Contact Mapping Schema fields display the mapping between Questions and Contact Information.
Refer to the screenshot below.
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Documentation O Set Due Date

Overview CDA Report Analyze Report

@ Preview €1 Edit form B Close Form @ Enable CDA

About this Form

Responded, not 0
viewed:

viewed:

Declined: 0

Declined: 0
Sentno 0

sent.no 0
response:

response:

Question Contact field
Last Name Email
Middle Name

First Name

Email

Institution Name
Institution Address 1
Institution Address 2
City

State/Province

Postal Code/Zip Code
Country

Education Level -

Note: 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 Reminder:

1. Click the Set Due Date from the Form Statistics Page. The Set Due Date popup window is displayed.

monitoring test123  @_Set Due Date %

2. The Set Due Date dialog contains the following panels:
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The Due Date textbox along with the Enable button next to it.

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

Reminder Templates: This template is built-in and defined in Email Templates.
The Cancel, Add Reminder and Finish buttons.

bl ol

Set Due Date

. =

Configure Reminders I [[Reminder Emai Template

No Reminders Nommal - - A- B J U

u*TEEET Scogo e — 0 0@

We are Trial Interact
feasibility for one of o

nis fink IS un

ny questions about the g

‘hank you articipationt

cancel (22D

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

Due Date:
ould be after current date
] Disable
Due Date: Jul 03, 2023 = Disable

4. Click Add Reminder button 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: The reminder is removed.
b. Edit: Allows to edit the reminder dates
c. Disable: The reminder is disabled
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Set Due Date

Due Date: Jul 03, 2023 Disabilo:

Remind an:  Jul 03, 2023 Remove E Drsabl Nomal - - A- B F UE S,  FEEE S Scoche — 0 @

| ] "

4. Click the Edit button next to the Remind on textbox to set/change the reminder for the Due Date.
5. The Edit button disappears 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:

Remind on: k

Jul03, 2023 B Cancel

d after current date

6. Select the required option from the dropdown and set the reminder. Notice that for Reminder Before
option, a scroll bar for the days enables.

Remind befors: v 1 days m Cancel

Date of reminding should |

nd after current date

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

Disaie

Configure Reminders ENTEST Reminder Email Template
Remind cn: ¥  JulD1,2023 f48 E Cancel Normal

We a
teasib

This ink is uniquel

nteractive please visit us at

If you have a s about the
o

Thank you for your panticipationt

Trial Ini

cancel

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:
Click the Filters button to view the below mentioned fields.

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.

monitoring test123 @ Set Due Date

General  Overview Report  Analyze Report

¢ opnaan % 8o @ :I E nded: jun28, 2023 X

Date Responded % Response Status

Supplementary Status

Jun 28, NiA WA NiA

23

Jun 28, 2023 NiA WA NiA
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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 displays the recipient name to whom a form is sent.
e last Updated: This displays the date when a form was latest updated.
e Date Responded: This displays the date when the form was responded.

e Response Status: This displays the status of form responses.
e Approving Status: This displays the status of the form approved by the user.

e Supplementary Status: This displays the status of forms that are attached as supplementary to the main

form.

e  Files: This displays the count of the attached file to form in a response.

Qsearch Date Sent 8 w [::]

Responded, not viewed NiA WA Delete Sent Form

sent. no resp N
om Sent s 23 2 NiA

ansperfect.com Approved Sent. no response N
Btranspertect com Approved Res ewed 3 NiA

WA WA [

K

"

Approved

e Select Columns: This allows you to select the columns that should be displayed/hidden in the grid. Select

the checkboxes of the columns that you want to be displayed. Refer to the screenshot below.

|ED Select columns |
Date o
Responded

Status

Approving
Status -

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.
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1. All: Click this option to select all the recipients of the form. All the recipients are highlighted in blue
color.
Note: Selecting this option disables all other options mentioned below. Click the Deselect all option to
enable all other options.
2. Responded, Viewed: Click this option to view only those recipients that have responded and viewed
the form. The recipients are highlighted in blue color.
3. Responded, Not Viewed: Click this option to view only those recipients that have responded but not
viewed the form. The recipients are highlighted in blue color.
4. Sent, No Response: Click this option to view only those recipients to whom the forms are sent, but the
user has not responded to the form. The recipients are highlighted in blue color.
5. Declined: Click this option to view only those recipients those have declined the form. The recipients
are highlighted in blue color.
6. Deselect All: Click this option to not select any form. The grid is displayed in white color. Refer to the

screenshot below.

General Overview
Selec Selected
oAl
Responded,
viewed |
oq
m

SENnt, no response | ¢
Declined

e Selected Items: This allows you to resend, export or decline a selected form.
Note: Select a form to enable the below mentioned options.

a. Export: Click this option to either export the answers of the form or to export the form for editing.
Clicking any of the options, the form is downloaded in the ‘Downloads’ folder of your system.

(1) Answers: This allows the user to export and download a .csv file to add answers.

(2) For Editing: This allows the user to export and download a .csv file to edit the answers.
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Overview CDA Report Analyze Report

Selected ltems w & Export X, Import

5 out Answers

t s

Resend For editing

age SendSupplementary Form gay 19, 2022

0 TMF
' ay 19, 2022
bmit

ko+ Jday 19, 2022

Decline

b. Resend: This allows you to Resend the form to the recipients who have not responded.

c. Send Supplementary Form: This allows you to send a supplementary form to the recipient. The
recipient receives a email with a link. Clicking the link redirects the user to fill the form and submit
their answers.

d. Resend to TMF: This allows you to send the form again to TMF. This option is enabled only when the
form is to be resent for integration with Origami.

e. Re-submit: This allows you to submit the form again to the recipient to answer the questions in the
form. Select this option and click Send in the pop-up window. This option is enabled only when the
following are displayed in the Response Status column:

(i) Responded, Viewed
(ii) Responded, Not Viewed

Overview CDA Report

Selected Items & Exp

Fs oul Export >
ht = | Resend

nage | Send Supplementary Form

hko+

f.  Decline: This allows the user to decline a recipient in the existing published form. It is mandatory to

mention a reason for declining the recipient. Refer to the screenshots below.
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General  Overview Report  Analyze Repert

Status Approving Status Supplementary Status Actions

NiB NiK

Nea
Nia Sent. no response
[
N
N

Decline Form
O Review selected items and specify reason for declining

Recipient Reason For Declining *

gaz+3@ecisys.com x racipient no longer required. |

cancel
|

e  Sort By: This allows you to sort the forms by Recipient, Last Updated, and Date Responded.

Last Updated & Date Responded 3 I Supplementary Status

e Actions: This allows you to delete the sent form and delete the supplementary form. Click the three dots
(ellipsis) to view the options mentioned below. Refer to the screenshot below.

Actions

iy

Delete Sent Form -

pplemen

s

a. Delete Sent Form: Select this option to delete the sent form.
b. Delete Supplementary: Select this option to delete the supplementary form that is sent. This button is
enabled only if a supplementary form is attached to the sent form.

Note: The behavior of all dropdowns changes depending upon the status of the form.

e Mass Update: This allows you to mass update the form and send email notification to the recipients of the
form. Refer to the screenshots below.
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Mass update responses

© Please. select fle

Reason For Updates *

@ Piease provide the res

Cancel

Mass update responses

Reason For Updates *

i
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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.

2.

Select the recipient from the recipients table.
Click Selected Items dropdown.

Click Export. The survey is exported in .CSV file.
Overview CDA Report Analyze Report

Selected Items v & Export & Import

B0 Export ¥ “ Answers

t % Resend For editing

age Send Supplementary Form May 19, 2022
Resend to TMF

Decline viay 19, 2022

ko+

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

Title

Type

Sponsor (Form Organization)

Study

Comment (Form Instructions)

Recipient\Submitter

Submitted date

IP: The recipient’s IP address is determined automatically by the system.
Country: The recipient’s country is determined automatically based on the IP.

City: The recipient’s city is determined based on the IP.

Question: The question that is mentioned in the form is displayed in this column. Refer to the screenshot

below.

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



Version 1.0

Page 144 of 197

i [Fie monitoring test123
2 | Type 1 One guestion
5 |Sponsor
|4 |Study
5 [Comment
(i

Recipient\Submitt
7 fer Submitted date 1P Country City FIRST QUESTION
1 : vkar@tr: 6/28/2023 114.143.159.74, 172.21.2! India Answer is 2
] ter+33@ 6/23/2023 114.143.159.74, 172.31.2 India 1234
i} ter@eci: 3/22/2022 176.98.73.164, 172.31.24( Ukraine Cherkasy 123
1 s@transg 6/22/2023 114.143.159.74, 172.31.2 India 12344
2 s@trans; 6/23/2023 114.143.159.74, 172.31.2 India 12345
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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:

m Export Form

1. Select the Export icon on the Form Statistics Page.
2. The Export Form Into CSV File pop up window is displayed.

3. Click a required radio button from the available options. Refer to the screenshot below.

Export Form Inta CSV File
®

Information about sent surveys

®n

ot et o

1 about responses

Note: The ‘Export all sub-field values as separate columns’ option is enabled only after selecting the ‘Form
responses by date range’ radio button. Same is applicable for the ‘Include surveys which have not
submitted yet’ option. Refer to the above screenshot.

4. 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.

A 8 c D E F

1 [Title |monitaring test123

2 |Type 1.0ne question

3 | sponsor

4 |stugy

5 | comment

6

7 [Email Sent Email Dates Tost Updated Status Response Date Files |
8 |qarsubmitier@ecisys. 3/22/2022 3/22]2022 Sent, o respons! 0
9 |ga2+alina@ecisys.com 6/1/2022 Sent, no respons| 0
110 | ga+manager@ecisys.c 6/19/2023 6/19/2023 Sent, no responsi 0
[11 Olivethedog@fakeem 6/28/2023 6/28/2023 Sent, no responsi 0
12 | ga2+3@ecisys.com 6/28/2023 6/28/2023 Sent, no responsi 0
113 |admitotito@gmail.cor 6/28/2023 6/28/2023 Sent, no responsi 0
[14 |sneha.jagavkar @trans 06/28/2023; 06/30/2023 6/30/2023 Sent, no responsi 0
115 | ga+submitter@ecisys.com 3/22/2022 Responded, view 3/22/2022 [
116 | mkandhare@transper 6/21/2023 6/21/2023 Responded, view 6/22/2023 0
117 | mkandhare@transper 6/23/2023 6/23/2023 Responded, view 6/23/2023 0
113 | gassubmitter+33@eci 3/22/2022 3/22/2022 Responded, view 6/23/2023 [
19 | mkandhare@transper 6/28/2023 6/28/2023 Declined 6/29/2023 )

15.17.5 Resend to all not responded recipients

To Resend form to all not responded:
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1. Onthe Form Statistics Page of an opened survey, click on the recipient with a status that displays ‘Sent, no
response’.

2. Click the Selected Items dropdown menu. Select the Resend option. An Email Configuration page is
displayed.

3. The list of all the recipients whose responses are not received is added to the Recipients column on the
left side of the Email Configuration Page.

4. Click Send on the right bottom of the page. Refer to the screenshot below.

Reciplents:

Emall Configuration

Normal - T A B/ UEEg FEEEFT Scobe—200»

Note: You can also add an attachment if required. The button is displayed before the Send button.

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

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



Version 1.0

I R 1A L ibility v2.6 — M User Guid
easipllity v = anager user Guide
ﬁ INTERACTIVE Page 147 of 197

>

=5 (42%)

@ With responses
I Without responses

I Responded, viewed
B Responded, not viewed

Sent, no responses
I Declined

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.

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.
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s

I With responses
B Without responses

1 (B3

—4 (33%)

—0 (03
7(58%)

M Responded, viewed
B Responded, not viewed
Sent, no responses

B Declined

700

I B0 Without responses —I

—4 (33%)

—0 (050
7(58%)

B Responded, viewed
B Responded, not viewed
Sent, no responses

I Declined

15.18.2 Message Status Pie Graph

This graph displays the percentage and the number of forms in different status:

a. Responded, Viewed;

b. Responded, not viewed;
c. Sent, no responses;

d. 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.
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I With responses @ With responses
B Without responses B Without respenses

7 (58%)

1 (13%)—

.3 3,;.

—0 (050

M Responded, viewed

I Responded, not viewed
Sent, no responses

B Declined

Esponded, Not viewe

Sent, no responses
B Declined

16. Confidentiality Disclosure Agreement (CDA)

CDA is attached in an email that is sent for a Survey. The Submitter can komplete\a Survey only when the CDA Cc ted [SJ3]: Add screenshots from this section to
is signed by Sponsor/CRO. When the CDA is signed by Sponsor/CRO, the submitter gets notified and then XML-12/7/23

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.

General Overview | CDA | Report  Analyze Report

Select » Selected Items w = Manage & Export all

Showing 1 entries out of 1

CDA provides the following functionalities:
e Creating CDA
e  Enabling Digital Signature for CDA

e  Enabling DocuSign for CDA
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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.

monitoring test123  © Set Due Date

General Overview  CDA  Report  Analyze Report

@ Preview 2] Edit form B Close Form

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

Main Settings

General Agreement Template

E-Signature
g1 Fie* @ Upload file

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

Please download, sign and submit a confidentiality agreement, Template of the agreement is available for download in this section.
Initial instructions:

©Once signed and scanned, the confidentiality agreement Gan be submitted in this section
Upload related text:

Comsentrext: Y Shecking below, | acknoviedge that | have read and understood the content of the confidentiality agreement. | agree with the content and confin that the >
" confidentiality agreement | am about to submit has been signed by me.

Signature option related  Please choose option for signing
text:

Cancel

3. The Confidentiality Agreement Settings dialog box is divided into following sections:
e Main Settings Tab on the top
e General (highlighted), E-Signature, and Verification tabs on the left
e Agreement Template
e Send CDA
e Agreement Submission Page Text with a Preview button

e Verification in Progress Page Content with a Preview button
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e The Cancel and Next 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 Upload File button displays the name of uploaded file.

2. The Blue Up-arrow a is displayed which allows the user to replace the uploaded CDA file.
Note: You can upload only doc or docx file in the agreement.

Send CDA
en

Send CDA

Send CDA to only those recipients where CDA is not on file

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.

‘Agreement Submission Page Text

e The Preview button in the bottom of the section provides a preview of the section.
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sign and submit a confidentiality agreement. Template of the agreement is availabie for download in this section

Agreement File

®

Please choose option for signing

Decline

Verification in Progress Content

This section provides the following:

e Description: This displays a one-line notification — the user’s CDA is in progress.

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 Fage Content

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

Verification in progress

ns about the questionnaire or Trial Interactive

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

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

Confidentiality Agreement Settings

Main Settings  Additional CDA Settings ~ General Settings  Signed CDAReply ~ Manage Signers  Notification for Signers

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

Verification

Note: 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.

16.2 Enabling Digital Signature
To enable Digital Signature, refer to the following sections below. The following sub topics are discussed in this
section:

e General Settings Page

e  Verification Email Page

e Signed CDA Reply Page

e Manage Signers Page

e Notification for Signers Page

e Manual Verification Page
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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.

Confidentiality Agreement Settings

Main Settings  Additional CDA Settings  General Settings  Signed COAReply  Manage Signers  Notification for Signers

General Include Managers in to countersigning process for CDA

@ ve

E:Signature

Verification
Allow User o view the survey while Sponsar is in the process af signing the CDA

@ ves
N

Cancel ;

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
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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.

Confidentiality Agreement Settings
Main Settings  Approved Email  Rejected Email  Manage Approvers  Review email template

General Approved Email Template

. Description: Notification email text to the recipients, that his CDA was approved
E-Signature

Subject:  GDA was accepted

Verification

Normal - - A' B 7 U}

*
liil
™

Hello
Your CDAwas approved, for continue working with survey, please

Thank you for your participation!

Sincerel,
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.

This document is proprietary and is protected by U.S. and international copyright laws and trade secret laws. Copyright © 2023 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 Product Management. Other names may be trademarks of their respective owners.



|

Version 1

T R |

A L T _ H
INTERACTIVE eFeasibility v2.6 — Manager User Guide Page 157 of 16

5. Click Next.

Confidentiality Agreement Settings

Main Settings  Additional CDA Settings  General Settings Manage Signers  Notification for Signers

General Signed reply Email Template

. Description: EMail notfication template about signed CDA with attached copy
E-Signature

Subject:  Your signed 6opy of the agreementt

Verification

Normal + I+ A- B 7 U}

Dear ${recipientEmail,

Confidentiality agreement has been signed by both parties. A copy of the signed agreement is attached to this email
If you would like to access the survey, it is still available at this

We recommend using Intemet Explorer 10 or above, Chrome or Firefox browsers for viewing

If you have any questions about this file or Trial Interactive please visit us at or e-mail us at
Thank you for your participation!

sincerely,
Trial Interactive Team

cancel Previous

16.2.4 Manage Signers Page

From the Verification Email page, clicking Next takes you to the Manage 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  Additional CDA Settings ~ General Settings  Signed CDAReply  Manage Signers  Notification for Signers
General Manage Signers
Ll Available signers Selected Signers

Verification

&

coneel —

Note: The available Signers scroll-list displays only the list of Manager roles in E-Feasibility.

16.2.5 Notification for Signers Page

From the Manage 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 ${recipient Email} 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.

5. Click Next.
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Confidentiality Agreement Settings

Main Settings  Additional CDA Settings ~ General Settings ~ Signed CDAReply ~ Manage Signers  Notification for Signers

General signers notification Email Template

. Description; Email template to signer after Investigator signed CDA
E-Signature "

Subject:  S{recipientEmail) signed the confidentiality agreement! Log-in to review
Verification

Normal - - A- B [ U §

= Scohe— w0

Hello,

Dear ${senderFirstName}

S{recipientEmail) signed the confidentiality agreement for S{formTitie}.

If you would like to view this form, please use this

We recommend using Internet Explorer 10 or above, Chrome or Firefox browsers for viewing.

If you have any questions about this file or Trial Interactive please visit us at or e-mail us at
Thank you for your participationt

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-Signature

- Manual verification is Disabled
Verification

Would you like to Enable manual verification of the agreement?

Ccancel Previous

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.
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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.

Confidentiality Agreement
Please download, sign and submit a confidentiality agreement. Template of the agreement is available for download in this section.
Agreement File

| Agreement File |

@

Change the agreement text

Please choose option for signing

Sign

Sign with Wet Ink v

Decline Submit

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.
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Signature Details

First name*

Sneha

Last name*

Jagavkar

Email*

snehi ct.com

Person's role in their

Role # organization. For example:
‘Principal investigator®

Sub Principal Investigator]

Reason for signature®

Accepted.

Cancel

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*

Cancel Sign
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2. After clicking on Register as New User link, below User Sign Up screen appears. ‘Useﬂ needs to fill out all
the details and click Submit in order to do the registration.

User Sign Up

Details

Username / Email @

gmail.com

First Name " (@

Amruta

Last Name " (2

Deshpande

Password " (@

seeveene ®

Confirm Password

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

& Details

Your user account has been successfully created.

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.

Cc ted [SJ4]: As discussed with Katya and Ekatrina
over skype, the esign, register new user and CDA options
are disabled. So used the same screenshots as seen in
previous OLH v2.5
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Account Activation Successful

Your account has been successfully activated.

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: *
amnuta deshpande83@gmail.com

il be zent 1o that address containing 3 Link to rezet your

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

g Reset password

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.

V)

Password was successfully updated

Password Reset successful & Inbox x

noreply@trialinteractive.net

tome -

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

Best regards.
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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
DocuSign Settings page.

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.

Confidentiality Agreement Settings

Main Settings  Additional CDA Settings  DocuSign Settings

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

BT Digital Signature (Default)

Verification

3. Click Next to take you to the Additional CDA Settings page that provides the following:
a. Include Managers in to countersigning process for CDA with Yes and No radio buttons.

b. Allow user to view the survey while sponsor is in the process of signing the CDA with Yes and No

radio buttons.
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Confidentiality Agreement Settings

Main Settings  Additional COA Settings  Docusign Settings
General Include Managers in to countersigning process for CDA
Eignature [T
Verification

w user to view the survey while spansor is in the process of signing the COA

4. 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 DocusSign signature needed' is
displayed by default and is editable.

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

Confidentiality Agreement Settings

Main Settings  Additional CDA Settings  DocuSign Settings

General Approver emall *

snenaj

E-Signature
@ This should be the emall of the application user with the manager access

Verification (NSRS

CDA DocuSign signature needed

@ Subject s related to the Docusign emails which are sent to the recipients on distributing CDA for signing

Cancel Previous

5. Click Next to take you to the Manual Verification Page.

6. Click Finish. You are redirected to the Customize your DocuSign template page
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7. Drag and drop the Signature field from the Standard Fields section to the text area and click Proceed.

Customize your DocuSign template

signer M o} 5] 129% v SHORTCUTS

Q, Search Fieids X # signature

Standard Fields

L

Recipient ~

signer v

]

J
DS initial Required Field

[ Date Signed

Formatting v
Data Label v
- Name
i v
& il “This dncument is proprictary and i proteeed by U and internationsl copyright lnws ond rade secret Inws. Copyright © 2017 e -
- “TransPerfoct Intorntional. Ine. (TransPorfoct). Al rights recervod. No part of this documient may be reproduced. coricd
adapted, modifed, diseributed, r osed, displaged or ot Ty anyone n an .
B company et ot Lk Sxpress weitten athorteation of Trinebertod. Sonier Mmoot nadlor Produst Mansgoment. Ot O 06 Y
“mames may be traemsarks of ther sespective owmers,
i e - DELETE
< »
BACK SAVE AND CLOSE
Englsh{US) ™ ConteotUs | Terms of Use | Frivecy | ntaectualProperty | Tust  Copyright © 2023 DocuSign,Ino. Allrighis reserved

8. You are redirected to the Form Statistics page with CDA tab.
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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 DocusSign, the submitter gets a notification of CDA acceptance.

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

Adopt Your Signature

Confirm your name, initials, and signature.
* Required

Full Name* Initials™
amaddel@transperfect.com AM

SELECT STYLE DRAW

PREVIEW Change Style

DocuSigned by: DS

MMLMMS(WW s

223D412944D1443

on of my sign.

paper signatt

ADOPT AND SIGN CANCEL

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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ality agresment. Template of

Agreement File

Agraemen

n be submitted in this section.

®

Decline Sub

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.

Sign with Wet Ink -

Once signed and scanned, the confidentiality agreement can be submitted in this section

(" inspiron-5518-setup-and-specifications-en-us.pdf |

®

Replace

By checking below, | acknowledge that | have read and understood the content of the confidentiality agreement. | agree with the content and confirm that the
confidentiality agreement | am about to submit has been signed by me

I Consent *

Rosine

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

Confidentiality Agreement Settings

Main Settings  Approved Emaill  Rejected Email  Manage Approvers  Review email template
General

E-Signature

Manual verification is Enabled

Wauld you like to Disable manual verification of the agreement?

Disable

Cancel Previot I

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
General Approved Email Template
Description: Notification email text to the recipients, that his CDA was approved
E-Signature g
Subject: CDA was accepted
Verification

Normal - - A B 7 U

Scoce e — 0 0

Hello
Your CDAwas approved, for continue working with survey, please

Thank you for your participation!

sincerel,
Trial Interactive Team

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

General

E-Signature

Verification

Main Settings  Approved Email  Rejected Email ~ Manage Approvers  Review email template

Rejected Email Template
Description: NOffication email text 2 the recinients, that his CDA was rejactad

Subject: | CDA was rejected

Normal « - A+ B 7 U

Seocb s — 0 0@

Hello
Sorry, but your CDA was rejected, with next message:

${rejectMessage}

Please, for resubmitting your CDA
Thank you for your participation!

Sincerely,
Trial Intéractive Team

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.

The tabs: General, E-Signature, and Verification (Highlighted) to the left.
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.

Drag-and-drop the required approvers form the Available Approvers section to the Selected
Approvers section. Refer to the screenshot below.

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
General Manage Approvers
E Signature .
& Available Approvers Selected Approvers
Verification

P —— — ga+manager@ecisys.com x
qatmanager@ecisys.com
jasmith@transperfact.com
a+publisher@ecisys.com -
azep! % qa+publisher@ecisys.com I

njirapure@transperfect.com
nupadhyay@transperfect.com

testingstage®

tcom
sknandkar@transperfect.com
SandboxManager2@ti.com

dmasare@tra)

e

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
General Review Email Template
Description: Notification email text to the CDA reviewer that a new CDA has been submitted.
E-Signature
Subject: New CDA is ready for reviewing
Verification

Nomal - - A- B 7 U

2 — < 0 @

Dear ${senderEmail},
s{recipientEmail has submitted a CDA for ${iormTitle}. To review the CDA file. please use his link

Sincerely,
Trial Interactive Team

cancel Previous
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16.7 Viewing CDA

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

13 Osetous oa =3

General  Overview CDA  Report  Analyze Report

The CDA tab is divided into the following:
1. The Manage and Disable links below the toolbar
2. The left section which Provides:
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:

Signed
Rejected

In Review I
Pending Verification
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:

') Preview and Sign CDA
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e Sign CDA

e Export CDA
16.8.1 Preview and Sign CDA

Click the eye icon below in the Actions column 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.

123 O Set Due Date

General Overview CDA Report  Analyze Report

v

Recipient

Selected Items v

1 entries out of 1

alinavictorovnapr@gmail.com

= Manage

& Export al o

Status

Signature Needed

=

Y Filters

Selected 0 entries

Actions

Table View

Show 10 -

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:

monitoring test123 @ se

General Report  Analyze Report

- v EiManag & Export al @ T »

mkandhare@transperfect com Signed

sneha jagavkar Btransperfect com S
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Sign CDA

Signature Details

First name*
Sneha
Last name™
Jagavkar Person's role in their organization. For
example: ‘Principal estigator’
Role™

Sub-Principal Investigator

Reason for signature™

Signature is needed.

User Verification

Email*

Cancel

2. Sign using Edit icon: Clicking edit icon opens the CDA Signature page to allow you to sign CDA as shown

below.
monitoring test123 G 5er 0w o
Genersl Overview | oA | Report  Anayae Repor
v T = . — .

st
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Signature Detalls

User Verification

Email

snenajagavkar@transpertect com

=T R | L Document Title & )
K& NTERACTIVE o0 20K -

16.8.3 Export CDA

Click the blue down arrow from the Action column of required recipient to export CDA in PDF.

General  Overview CDA  Report  Analyze Report

Select v Selected Items w = Manage & Export all

Showing 1 entries out of 1

Recipient Status
a2+00@ecisys.com Signed @

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. Click Export All (blue down arrow) displayed in the bar below.
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123 ©Set Due Date EE

General  Overview Report  Analyze Report

Select v Selected Items

Showing 1 entries aut of
Recipient Status Actions

alinavictorovnapr@gmail. com Signature Needed

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.
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.

CDA file name template

Name Templete =1

Available Companents: wards Delmrer: Urigerscoes

m vy e

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.

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:

CDA status | Type of published form

surdptitle

Available Components: Words Delimiter: Underscore v

Recipient email | CDA file name | | Date of CDA adding

Lancel

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: Provion

DA status | Type of published form | Survey tite

Available Components: Words Delimiter: Underscore v

Recipient emad| | COA file name | (Date of CDA adding|

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.
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CDA file name template

Name Template:

seded_Rater Questionnaire_123

Available Components: Words Delimiter: Underscore v

Recipient email || CDA file name | | Date of CDA adding|

Cancel

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:

Words Delimiter: Underscore v

Underscorﬁ
Whitespacé
Dash

Below is an example showing difference between delimiters- Underscore, Whitespace and Dash from the list.

CDA file name template

Name Template: Edit o

123 Signature Needed Thu, 02 Jun 2:4

Available Components: I ords Delimiter: Underscore v

Recipient emal | | Type of published form | | CDA file name

cancel
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CDA file name template

Name Template: Edit template
123 Signature Needed Wed, 01 Jun 15:45:24 UTC 2022
Available Components: | Words Delimiter: Whitespace v

Recipient email | |Type of published form | [ CDA file name

CDA file name template

Name Template: Edit template

123-Signature Needed-Thu, 02 Jun 8:15:24 UTC 2022

Available Components: | Words Delimiter: Dash v

Recipient email| | Type of published form | [ CDA file name
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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.

CDA file name template

Name Template: Praview

Survey title | Recipient email | CDA file name

Available Components: Words Delimiter: Underscore v

CDA status | | Type of published form | Date of CDA adding

Cancel

9. Click the Download Document link from the Background Jobs dialog box to download CDA export. Refer to
the screenshot below.

Background Jobs

Export CDA *

Start date: 1 minute ago
Completed date: 1 minute ago
total:1 failed:0  succeed: 1

Download document <&

Send Form Emails x

Start date: 5 hours 16 minutes ago
Completed date: 5 hours 16 minutes ago

total: 2 failed: 0 succeed: 2

Send Form Emails x

Start date: 5 hours 17 minutes ago

Close

Note: You can also export CDA of a particular recipient by clicking the down arrow in the Actions column next
to the recipient.
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17. Reports

Report displays all activities of the form. Click the Reports Icon displayed in the left panel. You can also
customize the report as per your choice. Report Menu is divided into following tabs:

1. Analytics

2. Project Activity

R
E\\H:RAL'I'Jt (e 2

o

© Recipient Email @ Date responded ©score @ Blockers 9 arschments @ FIRST QUESTION 9 [contactid
ga+submitier+33@ecisys.com Jun 23, 2023 0 No No 1234
ga+submittes com Mar 22, 2022 [} Na No 123

perfect.com Jun 22,2023 0 Mo Mo 12344

mkandhare@transperfect com Jun 23, 2023 0 Ho No 12345

Show 10 v
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17.1 Analytics

This allows you to customize and view report of the Form that is selected.
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

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. Searchicon

d. Filtericon.
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Analytics  Project Activity

I s form: moitoring esti2s

Qsearch

ent Email © Date responded @ score @ Blockers ® Artachments ® FIRST QUESTION @ [Contact] d
ga*submitts Jun 23, 2023 ] No No 1238
gassubmitt Mar 22, 2022 0 No No 123
mkan Jun 22, 2023 0 No No 12344
mkandhare@transperfect.com Jun 23, 2023 o No No
show 10~ o

Each of these are discussed in subsequent sections.

Show  1p v
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.

o~
_r
2. Click the refresh icon to reset the changes and refresh the page.

Note: 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:

B ExportForm

1. Click the Export Form ling i icon on the toolbar of a Reports dashboard. The Export Form into
CSV File dialog box opens which dlsplay the following checkboxes:

a) FormTitle: 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.

Export Form Into CSV File

y appropriate type of export file:
(® Ms Excel file (.xlsx)
Simple comma-se ated values (.csv)

o include into export file:

urrent Export Date

Cancel
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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.

A B C D E F G
1 | Form Title Imonitoringresr123
2 | Export Date Jun 30 2023 16:27:46 Greenwich Mean Time
3 Recipient Email Date responded Score Blockers Attachments FIRST QUESTION  [Contact] d
14 | qa+submitter+33@ecisys.com Jun 23 2023 10:30:29 Greenwich Mean Time 0 false 1234
5 ga+submitter@ecisys.com Mar 22 2022 16:17:59 Greenwich Mean Time 0 false 123
6 mkandhare@transperfect.com Jun 22 2023 11:03:41 Greenwich Mean Time 0 false 12344
7 'mkandhare@transperfect.com Jun 23 2023 08:48:41 Greenwich Mean Time 0 false 12345
17.1.2 Report Configuration
¥ Rep atio
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 Save and Close button 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.

monitoring test123 O Set [ a @

General  Overview Report  Analyze Report

Report Configuration

Available Columns visible Columns

Metaders

Wetadats

Meradara

Mewaden
Conacs iskd Metadors
Conacs Fiekd [y

o Comacs Fiess

Comace ek

Conacs iekd

Contact Feid

Comacs el

Contact ek
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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.

General  Overview Report  Analyze Report

Repart Configuration

Available Columns Visible Columns

Questin

Comrct Pl

amai Conaat Field

ConaaxFi

monitoring test123 @ Set Due Date

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.

3. Click the Plus 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.
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Available Columns d
Q search
E
Location |M\ & ®
[Contact] First Name | Contact Field \ o
[Contact] Last Name [ Contact Field | |
[Contact] Rale |m]
[Contact] Organization |m} R
[Contact] Phone [ Contact Field |
[Contact] P J
[Contact] n |m}
[Contact] S [ Contact Field |
[Contact] Domain |M\
[Contact] | [ Contact Field |
Add Note v o+

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.

Add Formula v +

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 Id 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 Editor for: Add

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.

Formula Editor for: add

Qsearch = 2 > < 2z = + - x + la ( )

Drag column name to area and choose math
aperation.Example:1) ‘Column Name'+’ Math

Column Name Action’+'Column Name'

Location

Recipient Email
Date responded

Location * | | [Contact] Organization 1

FIRST QUESTION
[Contact] First Name
[Contact] d

[Contact] Last Name

[Contact] Role
[Contact] Organization

[Contact] Phane =

Cancel

4. Create formula for the question using the functions.

5. Below table defines the symbols of the Formula editor.
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Symbol Function Symbol Function
Equal to (== Add
Not Equal to (! Minus
=)
Greater than Multiply
Smaller than Divide
Greater than Percentage %
equal to
Smaller than (your condition).
equal to You can define
your own
conditions in the
formula.

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.

7. Click Save. The Formula displays the answer in True or False for the appropriate result in the Report table.
Note:

a. On creating custom field additional property for the survey, all surveys for specified form are
able to store some information in new property.

b. The new added custom fields are editable which allows you to enter the value for the field
dynamically.

17.1.3 Search

You can search for the report of particular Recipients by clicking Search ‘“ icon on the toolbar

above the Report table

You can search for the form reports with the Recipient’s name in the search box. Refer to the screenshot
below.
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Analyze Report

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.

@score @alcckers @ uschiments @ FIRST QUESTION

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. The Filters: Click the Show Filters dropdown menu to view the following filters:
e ID
e Userand
e Dateand

e Show Results in the top left corner.

2. The Report Parameter a icon 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.
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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 0Old Value: The old value in the form before updating it.

e New Value: The new value in the form after updating it.

Show Filtars

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.

Analytics  Project Activity

Show Filters

B 3
I User Date Activity old value New Value
dmin Jun 30, 2023 Save as PDF Form: Type782
Ja+manager@ecisys. com Jun 30, 2023 21:2935 updateNodePraperties
The User filter provides a textbox which allows you to search the activity by Username.
Analytics  Project Activity
Show Filters ~
16500013 M ' . B -
x
I User e Activity New value
169000 21:29557 Save as PDF Form: Type782

The Date filter provides two text boxes: Date from and Date to which allows you to search the activity

depending on the Date.
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Analytics  Project Activity

91 ® v Use - Date [06/29 x B ) e
Date from: 23
Id User Y Old Value New Value
Date ta: 06/30/2023
16900020 admin 15 PDF Form: Type782
ga+manager@ecisys.com 2:29:35 upsiateNodeProperties
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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:
1. From the Project Activity tab, click the Report Parameter =
opens.

icon. The Report Parameters dialog box

2. Enter the parameters for which you want the Activity Report. Refer to the screenshot below.

Report parameters

3. Click Get Report. The report gets downloaded in .xslx file displaying the records as per the parameters
entered.

Joste  Time  actuty oigvaive Newvalue
25,0017 112217 Updatefoem ot

7
25,0017

17 92040 Sa0d new v "

5Pl Catogoiestase, Sponsor-Organization,Recpien Emu
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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.

Then select option ‘Select Questions’ for configuring the report.

>
monitoring test123 O Set Due Date
+
General Overview  CDA  Report| Analyze Report
_ & Export All ~ Collapse All
L | Please, add the questions for analyze
i)
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1. Check the ‘Select All Questions’ box to select all the questions and just select specific desired
questions.
Note: 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.

2. Click ‘Ok’ to save the selection and close the window.

Report Configuration

tview fo

1 |:|.e>'.w-~-;|

Donut | Pie |

Report is configured based on the selections done.

Site Feasibility O Set Due Dot
s X
L ox
[ s
- - -
( L0 x
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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.

Sta Fessibiity O etOve Dut &=

Click Save at the bottom to save the report.

Site Feasibidty O 2
[ +scec ovesions 0 -

& Years of experience S © x
=
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