Introduction
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Admin Console

This support information serves as an introduction to the Prolnteract™ Admin console for

Important Information on Content management

Please note that every module in the admin console is role and permission specific.

Indicators
The following indicators are used throughout this Prolnteract™ Admin console support
material:

Package Type Legend | Licence Package Information: Availability of features
nacy corresponds to the product package that has been purchased
preacr by your organization. This manual describes all compatible

egular
features for each of the product packages.
INTERACT
Advanced ) )
To the left is the legend shown throughout this manual for any
Custom feature not available to all packages.
S e DO YOU KNOW?
Text with this icon informs you about Text with this gives you additional
useful tips while performing various information about the current topic.
operations.
CAUTION

&
>

Text with this icon cautions you
O about the consequence of an action
which cannot be undone.

IMPORTANT
Z Text with this icon informs you

about important information of
procedures to follow.




Important Info

Default Library types appear in groupings within the tree structure of the left panel shown
below. A Library is a repository of all the digital files and folders on the Prolnteract

platform.
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Manage Content

Libraries ;
Collections
+ @m Collections
Folders +
- B Showing 1-5 of
+ [ FileRepository
O Library Title Type Last Modified  Status Workflow Status  Environment  Workflow actions 7
P @ - -
- Immunot...  Folder 2019-05-06 PUBLISHED DeviApproved) DEV Default g m
G
- Celland...  Folder 2010-05-06 PUBLISHED  Dev{Approved) DEV Default &S|
B2 Presentation Category
B Presentation Theme - Folder 2019-04-26 PUBLISHED  Dev{Approved) DEV Default S0
4 Privacy Statements - Digital ... Folder 2019-04-36 PUBLISHED  Deviapproved) DEV Default (S i]
- Osteopor...  Folder 2019-05-06 PUBLISHED  DeviApproved)  DEV Default Bsm
- Optimized f

What are Default Library types and Default Content types?

Content types permitted and mapped to each Library grouping are also set by default.
Below is the tabular representation of the default content types for each of the

libraries.

PDF (pdf)

Video (MPg, M4V, MOV, M3U8)
Images (JPG, JPEG, PNG)
HTML (ZIP format only)

MS PowerPoint (ppt, pptx)

MS Excel (xls, xIsx)

MS Word (DOC, DOCX)

HTML (ZIP format only)
HTML (ZIP format only)

Images (JPG, JPEG, PNG)




HTML (ZIP format only)

HTML (ZIP format only) or WYSIWYG
Video (MP4, M4V, MOV, M3U8)

PDF (pdf)

Video (MP4, M4V, MOV, M3U8)
HTML (ZIP format only)

MS PowerPoint (ppt, pptx)

MS Excel (xls, xIsx)

MS Word (DOC, DOCX)

PDF (pdf)

Video (mp4)

HTML (ZIP format only)

MS PowerPoint (ppt, pptx)

MS Excel (xIsx, xIs)

MS Word (DOC, DOCX)

HTML (ZIP format only) or WYSIWYG
WYSIWYG

IMPORTANT

: Library Types and Content Types must be created and configured
for content to be uploaded. Contact support@Prolnteract.com if

seeking customizations beyond default types listed in table
above.


mailto:support@ProInteract.com

How to upload Content?

Based on the pre-configuration of Library Rules, content can be created under the Parent Library or

under any of the newly created Library types.

To know more information on the Library types, Content types and Library rules, please

refer to the help section Content management: Library Management

How do I create a Folder?

Important: The below instructions are a guide for creating Folders across ALL the Library groups.

Library types like Folders, Forms or Email Templates that are associated with a Library can be

created in the following way.

e Selecta Library from

the Tree structure.

e Ontheright-hand panel of the screen, click on *Add’ in the Folders table.

Content

v Manage Content

Environment:

Mansge e
Content. b
Libraries :
- Email Templates
-
Manage @ Collections
s Folders
[B  Email Templates
B File Repository Library Title Type Last Modified Status
[E Forms No folders found undsr Email Templates, plaase click "+Add” button under Folders section to add folders.
75 Interact Books
EZ Presentation Category
EZ  Presentation Theme
¥ Product Plus
. 1 . . )
Create Library - In 'Clinical Trials
Fill basic Library Information
Library Library Meta Data Role
Title ® Is Collection
No A
Parent Library Type *
Clinical Trials - Folder v
Security Level Workflow *
External v Default v
Thumbnail (Max upload size is 1Mb, allowed type PNG, JPG & GIF, Description
,

Workflow Status Environmeni t Workflow

(@) Workspace

Admin User

Workflow:
74

HelpVidea

NOTE: Optimized for PC.

e Continue to the
next tab to fill meta
data and assign roles.
e Click on Submit
and see the newly
created folder on the
right-hand panel of

the screen.



How do I create Assets (Files)?

: IMPORTANT

Instructions in this section serve as a guide for managing all folders

and files across all Library groupings.

Content types like Files, Competitive Info or Clinical message that are associated with a
Library can be created in the following way.
e Click on'Add’ button under the File table.

¢ Inthe modal window, select the desired File type. Ex: File, Clinical message etc.

. | . . |
Create File - In "Clinical Trials
Fill basic File Information
File File Meta Data Role
Yes v
File Type *
File v
Workflow * @ Security Level
Select A External v
Shareable (&
No v Select a alias file
Digital File Name Copy Approval Number
Expiration Date Path *
= x Enter expiry date
vad size is 1Mb, allowed type PNG, JPG & GIF, Description
/

Offline: Choosing a file to be offline means that on the mobile application, the Rep can
choose to download this file to their device, hence this file will be available for view even

when Rep is not connected to the internet.




File Type: Choose the desired content type to be uploaded.

Workflow: Choose a pre-defined ‘workflow’ for content to be migrated across different

environments

Share Alias: Choose an alternate link or file to be shared with the Rep instead of the actual

file.

Link can be any URL whereas a File can be chosen from the dropdown which will have a list

of all existing files on the application.

Shareable: Set value to ‘Yes' to allow a file to be shareable from the mobile application.

Security level: Set security level as Restricted, Internal or External for the file to be filtered

on the mobile application

<

IMPORTANT
Only those content types which are mapped to the selected Library can

be viewed for selection under the dropdown ‘File Type'.

Enter all mandatory fields and then proceed to File Meta Data tab.

Meta data is a custom field which can be configured while creating a content type.

Label

sort_order

externallink

Create File - In 'Clinical Trials'

Fill basic File Metadata Information

File File Meta Data Role

Data




DO YOU KNOW?

Custom meta data is dependent on package version of Prolnteract
(Admin of Advanced or Customized package only).

Sort order is the Default and Only metadata key available for other
packages

Create File - In 'Clinical Trials'

Choose to Role(s) to add access to File

File File Meta Data Role

Pharma User Pharma LIVE x X

How do | manage a Library Folder?

: IMPORTANT
Instructions in this section serve as a guide for managing all folders

and files across all Library groupings.

e Click on the magic menu and go to Content.
e Click on Manage Content and select a library.

e Admin user can perform actions like edit, delete or view version of a library.
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n a INTERACT" Pharma Pharma Division 1 Pharma @ Workspace Admin User

Content Environment: Workflow: -
v Manage Content = +o m
o - - Help Video

Libraries :
Osteoporosis
Manage — wmm Collections
Ubraries Folders Ty
wm  Celland Gene Therapy showing 1-3 of 3 items.
B Clinical Trials
o 0 uibrary Title Type LastModified  Status Workflow Status ~ Environment  Workflow Actions 7
& Digital Therapeutics
B Immunotherapy (=] = Overview Folder 2018-04-17 UNPUBLIS.. Dev(Approved) DEV Default B & @
# Osteoporosis (=] = Recomm...  Folder 2010-04-17 PUBLISHED Dev(Approved) DEV Default B¢ &
- (5] ‘-_ Treatment Folder 2019-04-17 PUBLISHED Dev(Approved) DEV Default [ERPZa ]
E File Repository
El
& Assets N
Showing 1-4 of 6 items.
B3 Presentation Category
B2 Presentation Theme [ AssetType  Title Type LastModified  Status Workflow Status ~ Environment  Workflow Actions 7
s Privacy Statements o m Manage...  File 2019-05-04 PUBLISHED  Dev(approved) DEV Default Beog
1% ProductPlus o ® Preventi File 2019-04-26 PUBLISHED  DeviApproved)  DEV Default Bo¢ o

CAUTION
OO Once a Library is deleted, all content within that Library
will be lost. This action can’t be undone.

How do I manage Folders and Files (Assets) within a Library?

Admin can add, edit, publish/reject, move/copy and delete folders and files. Admin can also
approve/reject content from one environment to the other, can publish or un-publish a
library and some or all the content within it, can move and copy Folders and Files within
different levels of a given Library’s hierarchy and across different Library types (dependent
on Libraries sharing same Library Rules that allow same content types within each of

them).

Folders + ade

Showing 1-2 of 2 items.

Ll Library Title Type Last Modified Status Workflow Status ~ Environment Workflow Actions
(] -'-_ New anti... Folder 20106-04-05 PUBLISHED Dev(Approved) DEV Default El &
] _-_ BioProce...  Folder 2019-04-17 PUBLISHED Dev{Approved) DEV Default El &

Y

S



DO YOU KNOW?
Copying Folders and Files across different Library groupings
requires pre-configured mapping of Library Rules.

Workflow must be configured to successfully Promote or Reject
content across environments.

How do I move Folders or Assets (Files)?

A user can move multiple folders and files across different collections by using the ‘Move to

button. Select a folder(s)/file(s) from within a collection that needs to be moved.

User is shown a tree structure with ability to select the destination where he wants the
folder(s)/file(s) to be moved. User selects the desired location and the folder(s)/file(s) are
moved to the destination.

To know more information on the Library types, Content types and Library rules, please

refer to the help section Content management: Library Management

Move To

From: n

(44}

w antibiotics discovery

Choose destination to:

— mm [ Collections

[ Celland Gene Therapy

n

L

[] Digital Therapeutics

n

[] Immunotherapy

n

[] Osteoporosis

|
n

-—

- mm [ Overview

+ =@ [] Recommendations

Move here

CAUTION
OOQ While moving a Folder/File to another Folder across
collection(s), the original Folder/File will cease to exist in
the source.



How do I copy Folders or Assets (Files)?

DO YOU KNOW?
A single file/folder can be copied to multiple Libraries, but multiple
files/folders cannot be copied to multiple Libraries.

Files can be copied to various folders across collections using the ‘Copy to’ functionality.

Select a folder(s)/file(s) from within a collection that needs to be copied.

User is shown a tree structure with ability to select the destination where he wants the
folder(s)/file(s) to be copied. User selects the desired location and the folder(s)/file(s) are
copied to the destination.

Copy To

From: New antibiotics discovery

Choose destination to:

-—

mm [ | Collections

[[] Celland Gene Therapy

irm

L}

[] Digital Therapeutics

n

[] Immunotherapy

[] Development and marketing of antihypertens...

[

[] Guidelines for Clinical Trials

[

-—

mm [ | Osteoporosis

skip Files (7) Create files as shortcut (7)

Z IMPORTANT

Move/Copy of Folders/Files is only permitted if content within

Folders/Files matches Content Rules for both Source and
Destination Libraries
Destination’s hierarchy must be built prior to moving/copying file

from Source



DO YOU KNOW?
For Product Plus: Files can be only copied/moved to the

lowest folder of Product Plus hierarchy.

What is ‘Create Shortcut’ in the Copy to functionality?

While copying a file to a single or multiple destination, User has the option to create a short

cut for the file. This is helpful if you require the same file in multiple Libraries.

A copied content can be identified with the help of a visual indicator in the destination
where the file is copied to. When a shortcut is created for a file, an icon appears under the
‘Asset Type’ column in the table where the source file is located. (Please refer to the red

highlight in the below image).

Assets + add

Showing 1-32 of 32 items.
[ AssetType  Title Type Last Modified  Status Workflow Status ~ Environment  Workflow Actions 7
o »O Clinicalt...  File 2018-04-26 PUBLISHED  Dev(Approved) DEV Default o a
o M o Clinicalt...  File 2019-04-26 PUBLISHED Dev(Approved) DEV Default Bog T
o & Manage...  File 2015-05-04 PUBLISHED ~ Dev(Approved)  DEV Default B © W
@ Complet...  File 2019-05-21 PUBLISHED  Dev(Approved)  DEV Default B <o W
o m Celland... File 2019-05-02 PUBLISHED  Dev(Approved)  DEV Default @ & W

DO YOU KNOW?
A Shortcut can be created only for Files and not for any
other library type.

To create a shortcut, a single file/multiple files must be selected from the library or from
any of the library types within the library before clicking the button ‘Copy To’. A checkbox
then appears below the tree structure which says, ‘Create shortcut’. Upon selecting the

check box ‘Create files as shortcut’, the user is allowed to copy the file/s as shortcut.



Copy To

Choose destination to:

— mm | | Collections

[] Celland Gene Therapy

L

n

[~ Digital Therapeutics

n

[ Immunotherapy

L]

[] Osteoporosis

n

+ B [ File Repository

(O Create files as shortcut @

IMPORTANT
Z A File which is a ‘Shortcut’ is not editable but will automatically

be updated if its original version is modified. Therefore, the

cloned ‘Shortcut’ copy can only be deleted, while the original
file is retained.



