
TI version 10.7

How to Mail Documents To a Room

APPLICABLE TO:

Log into the required eTMF room. 
Access the User Name menu.

1

Click on About This Room.2

The inbox address will be displayed 
in the bottom ribbon, next to the 
close window button.

3
3

Users can employ their preferred 
email service to send content.

4

Use the room inbox address as the 
recipient of your email (make sure 
no alteration is present). 
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Locating the inbox address

Submitting content to eTMF

You may copy other parties using 
the carbon copy function. 
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Attach the content you wish to 
send. Most document- and media-
type files are accepted.

7

Send your email. A receipt will be 
returned to you, detailing the 
processed attachments.

8

Check with your eTMF team if compressed files are accepted.
Mail size limits are enforced (currently max 1GB per upload).
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