
How to Reply to a Query

TI v 10.3

TI v10.3 December 2021
Page 1 of 5

TEXT

APPLICABLE TO: All Users eTMF

TEXT

TEXT

1. Users who receive Query Emails from Trial Interactive can respond via 
email with information and/or new versions of documents.

Recipients should check their Spam/ Junk folder for queries in case the 
email is not recognized by the recipient’s server.

2. When replying via email, be sure to leave the Subject Line unchanged 
to ensure that the reply is received.

3. For each query 
reply, the system 
sends an email 
stating the reply 
was received.

Query recipients can be any 
contact or user listed in the 

study room.

If the recipient does not reply, automatic query responses are sent until a reply is received 
based on room settings.
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Users can also respond to a query from within a Trial Interactive room. 

Using the My Queries Dashlet

1. Using the dropdown menus, select Pending queries which were
Received by you. 

2. Select a query and click on the Respond to Query button.
3. The Respond to Query window will open.
4. Type a response in the window and attach any documents as 

necessary.

Press Respond to Query when done.
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6. The Response area will open.

7. Type any response in the field 
and attach any documents as 
required.

8. Press Update and Save when 
you are done.

Using the Queries application

1. Click the Queries application
from the Navigation Grid.

2. Select the Pending folder to see 
queries which require a 
response from you.
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3. Select one of the documents from the 
grid.  This will show Query details in 
the Metadata pane. 

4. Read the details of the query in 
the Message dashlet and select 
Respond to Query to provide a 
response.

5. A message box will open in the Metadata pane. 
Respond to the query as appropriate and
click Save.

Use Resolve Query to close the query 
without further action (no attachments).
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