
  

 

VIVA! Communications – Veeva Vault Training 
 
Uploading the document  
 

1. Login to Veeva Vault with your username/email and password, these will be in the 
master password list.  

 
2. Upload the document, in PDF form. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

3. Choose the document type – Scroll down until you find a relevant type of document 
 

 

4. Importantly, when you have uploaded the document, the job number which is needed 
on the bottom of each document is here… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

 
Tagging and linking the references  
 

1. Add annotations using the ‘link’ function 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Highlight a small portion of text, ideally a portion of text that will not be removed or that 

will move.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

3. Type in the main authors name and the year.  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
4. Find and check the reference, with the title of the reference 

 
 

  
5. Highlight the portion of text that resembles the document you submitted  

 

 
 

TIPS: Add a description, that matches the section of text in 
your document, like the sentence you are supporting. It is 
okay if other people have added links to this document. 
 
Also, if the section of text is already linked, you can press 
the ‘+’ button to link it to your document.  
 



  

 

 
 

6. After linking press done and add the remaining links to your document for the rest of the 
references.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. After you have completed linking all your references, you will need to submit for 
medical review:  

 
8. You will need to know who the medical reviewers are for the account and if there is a 

marketing reviewer or any other type of reviewer to add their names to the review 
process. When you start typing their name, it will appear. 

9. You will need to also give them a date that you need the review completed by, a week 
is a good amount of time, but it depends on how big the document you are trying to 
get approved is.  
 
Sometimes, you will need to add supporting information to the veeva review process, to 
aid the review process, like the word document form, or supporting images. See below 
to see how to add supporting documents.  
‘ 
1. Click on the ‘document’ tab and go to ‘upload’ in the attachment section.  



  

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Can’t find a reference? 
 

1. If you cant find a reference within the veeva vault, this will need to be uploaded as 
below: 
 

 
 
 
 
 
 
 
 
 

2. Like before, as you did with uploading a document. You will need to find ‘reference’ 
under document type, as below: 



  

 

You can do this by searching ‘reference’ all of the types will appear in a drop down 
menu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Ensure when you are adding a reference, that is named appropriately so you can find it 
when you are linking to your document. As below: 

 


