How to Create an Event Type
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APPLICABLE TO:

Event Types are blueprints for Events, listing the minimum requirements and standard
settings for a new Event. Event Type selection is an unskippable part of event creation.
This document guides users in creating (or editing) event Types.
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n Log into a room and select Event
Manager from the Navigation Grid.

Note: Event Manager must be enabled in
the room, and the Event Manager
action must be assigned to the user -
unless the user is an Admin.

a Click on the gear wheel icon
located on the bottom left of the
screen (Event Types)
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a To create a nhew Event Type click I
the Add button. :
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Enter the name of the Event Type
and fill out the additional fields
such as Category, Due Date
Period, and Description.
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a Click Add to begin assigning : R :
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Browse Document Types x :
a Select the Document Types that . |
you want to associate with your - :
Event Type, then click Select .° I
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Document Types associated to this event type
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. I Q Add @ Remove I
The list of selected Document | | epocumentypes :
Types will appear in the Event || [ Docmenietme l
. . I O Trial\02 Central Trial Documents\02.01 Product and Trial Docum...
Type creation window. | ;
Trial\02 Central Trial Documents\02.01 Product and Trial Docum...
Click Create to issue the Event : I o |
. Trial\02 Central Trial Documents\02.01 Product and Trial Docum... I
Type which can now be used to | | | | |
I O Trial\02 Central Trial Documents\02.01 Product and Trial Docum...
create Events. S U :
I Close . l
- e o e o o o o o o o e o EE o o
TRANSPERFECT Page 2 0of 2

LIFE SCIENCES December 2025



