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FLORENCE QUICK REFERENCE: Document View

Q, search = =2 0.0 To be Filed » WL2_3_39 Chest freezer test cert o1JULz0
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Document D

MANAGE ~ VERSION (Vz) =
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WL2_3_39 Chest freezer test 3
cert onJULzo ANNOTATE~ | @SIGN -
v
e @ | rest cortificate S SEAWARD
_ Experts in what we do 7
K Please remove previou
s Cert. from freezer
Status: Todo Test Conducted By: MCRI
0 On Behalf Of: |
Related Documents: 1 Site: LABS
View Related Document Location: WL2_3 39
Details
Expiration Date: N o
P f Asset: 024559 Description: minus 80 freezer Testcode:
30-Jun-2022 Make: PHCBI Model: mdf-cBv1-pe Serial No: 18100310
Test Resu it s
Plugs Pass
|Flenblecon] : : L.
8 Cover | Guards Pass
Document Creation® Earih Continuty 006 pree Pass
30-Mar-2021 Insulation Valtage 250 v Information
Insulation >19.99 MOhm Pass
Document Imported Via: Comments:
Email attachment Previous certificate Make and Model updated due to faulty entry, Original test and asset setup date was
12/02/2020
Original File Name: Overall Status: Pass Date Of Test: 1/07/2020
chestfreezer test cert Next Test Due: 1/07/2022
o1JUL20.pdf Test Seaward PrimeTest Elite 20L-1231 Tested By: admin
Q Instrument:
IEI Electronic Certified Copy by: -
Fll.e Mtachmenl Dale: L A e B P 1=  Elirth i adu s —1
30-Mar-2021
Last Modified:
30-Mar-2021 @ 1143 AM AEDT
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VIEW ALL SIGNERS

Signature(s) Reque!

<4 Natalie Rose: Acknowle
dge by 30-Apr-2o021 via
Stamp
(+) Click to Expand 1 Co
mment

Tags:
¥ Imported Via Email
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Tools

Search all areas of Florence which you have access to by document or folder name

Drop down with multiple action options for the selected file(s) — This may change depending on your Role permissions.

e Assign Tags e Duplicate

e Assign to Timelines e Move

o Create Task e Mark document as PHI
o Delete o Request Signatures

e Download

Highlight, redact, or add text to the document.

Sign by Addendum or Stamp on the document

Rotate the document, zoom in, or skip to a specific page.

View and manage all open tasks connected to this file.

See and update the expiration / due date for this file.

File Information

Click on the downward triangle to quickly view and navigate to all parent folders, as well as key Florence features including:

e Announcements o Reports
e Global View e Dashboard
e Binders (home screen) e My Downloads

Drop down menu which displays the option to upload a new version, as well as a document version history with brief
description of changes. Click the version you which to view.

View and update the file name

Links to shortcuts to the open document, and/or the email body and other attachments for files imported by email.
Displays the original file name, as well as when and how the document was uploaded.

View all actions that have been taken on the document. Download to excel to filter by User, action type, date, etc.
Displays all current signatures on the document, as well as outstanding signature requests.

All “Tags’ which have been connected to the document.
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UICK REFERENCE: Navigation Screen
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Murdoch Children's Research Institute (MCRI)

Q, search b = v > Investigator Site Files (ISF) » Site Name
1

&1 Announcemen

@& Global View B CREATE NEW ~ ACTIONS ~ Y

& Binders
Reports
@ Dashbo
& My Downloads [E§

@ Need heli?
Import Docul

Drag files here
or browse.

B4 IMPORT VIA EMAIL

Type Name~

= o.0TobeFited

= o1o0S5ite Trial Team

[= oz.0 Project Management

[= o03.0Protocol and Protocol Amendments

d [ o4.0 Participant Information and Consent Forms

= o5.0Regulatory

[= o8.0 Ethics Committee

[ o7.0 Local Research Governance Office, if applicable

[ o8.0 Study Specific Procedures and SOPs

[= og.0Site Initiation

] Settingsvﬁ‘ Stephanie Firth =

Count Last Modified Actions

ng |

B oAt

D Audit Trail B
i Delete i

X Download

Duplicate I
@ Global View

X Impart Folder Structure  §
= Move

& Permissions 1
[ Rename/Update
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Navigation

Search all areas of Florence which you have access to by
document or folder name.

Click on the downward triangle to quickly view and navigate
to all parent folders

View files in the currently open location which contain a
specific word or phrase

An overview of all folders, documents, and placeholders
viewable to you in Florence

Sort by type, name, no. of documents, or when the file was
last modified by clicking on the bolded headings.

Tools

Send messages to Florence Users which link directly to a File.
Messages can be sent in bulk based on Role.

Generate Reports based on a range of in-built metrics such as

due dates, expiry dates, pending signatures, outstanding
tasks, and assigned tags and labels.

Who to contact for support, along with a repository of
resources to help you use Florence.

Drop down with multiple action options for the selected

file(s) — This will change depending on your Role Permissions.

e Manage Notifications

e Permissions Overview (by User or Role)

e Manage Florence Roles

e Manage Tags

¢ Invite and Manage Florence Team Members

Manage your Signing PIN, marketing communications from
Florence, and view your audit trail within Florence
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File Management

Create a folder, placeholder, Log, or shortcut to a document
filed elsewhere in Florence

Drop down with multiple action options for the selected

file(s) — This will change depending on the type and number

of file(s) selected, and your Role Permissions.

o Assign Tag e View audit trial
Document / Placeholder only e Delete

e Assign to timeline o Download
Document / Placeholder only o Duplicate

o Create a Shortcut « Rename/Update
Document / Placeholder only 4 pove

¢ Create a Task « View Overview of contents
Document/-Placeholder only in ‘Global View’

e Request Signatures

Folder only
Document or_'Iy . o Import Folder Structure
e Update Expiration Date Folder only

Document / Placeholder only
o Update Due / Expiry Date
Document / Placeholder only

e Mark as containing PHI
Document only

Drag and drop files into this square, or click ‘Browse’ to
search your computer

See the open locations unique email address, which you can
use send files via email.

Shows how many documents and placeholders are in the
folder



