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Assumptions & Prerequisites

[ Before you can upload recruitment data to a study, you will need a CPMS user
account with the Research Activity Coordinator, Study Co-ordinator, Chief
investigator, Local Portfolio Manager (for the Lead LCRN) or National Portfolio

Manager (for the Lead Administration) role.

[ All study team roles (within CPMS) are able to upload recruitment data however it is
the Research Activity Coordinator who has overall responsibility for recruitment

upload.

[ You have been set up as the Research Activity Coordinator (or any other study
team role) for the study you will be uploading recruitment information for.




[ The study status needs to have been updated to ‘Open’. (The National Portfolio
Manager and the Study team can mark a Study as Open to Recruitment. To see or
update the status of the study open the Study Record > Identifier and Status tab)

Logging in

[ Hereis the link to CPMS and a getting started with CPMS guide.

[ When you log in, and you are directed to the CRN online learning platform, logout
and click the link to CPMS once again.

[ For further materials log into CRN Learn with an IDG account to access the CPMS
learning materials here

[ If you have an NIHR account you can login to CPMS using that by clicking the Log in
with your NIHR account button. See screen shot below.

[ If you do not have an NIHR account - Please see the Getting Started guide

Login with your NIHR Hub account @

If vou have an @nihr.ac.uk email address, you no longer need separate usernames and
passwords for each system. Just click on the blue button below.

@ LOGINWITH YOURNIHR ACCOUNT

Prefix: How to find a study you own

1. Once logged into CPMS, hover over the toolbar on the left - it will expand. Click on
the Studies tab to view a full list of studies in CPMS.


http://cpms.nihr.ac.uk/
https://www.crn.nihr.ac.uk/blog/resources/logging-into-cpms-how-to-guide
https://learn.nihr.ac.uk/
https://learn.nihr.ac.uk/enrol/instances.php?id=128
https://drive.google.com/open?id=0B3cf_1xe9kWXbkFwZzZ2Z1lCdnc
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2. The study list is, by default, sorted in reverse order by ID. You can sort the study list
by clicking on the small arrows at top of each column.
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3. You can open any of the studies to view the study record by clicking the Study ID
link or the Study short name link in the table.



SHORTNAME

STATUS

IRAS ID

You can search by study ID, title or acronym, for example using the main search field.
You can also use the filters ( you can use as many of the filters for one search as required)
to search for a study or to return a group of studies, for example, you can filter studies by:
e The study status (e.g open actively recruiting)
e The study speciality - you can click several specialties if the study has a dual
specialty or if you wish to return a list of studied from several specialties

The Main RDO
The Lead Admin.
Lead LCRN

The Study Route

Using the main search box

The best way to search of a study if you know the study ID is to use the main search box.
The main search box will search for anything related to that study, so if you type a study ID
into the main search field, the returned list will pull up anything with that particular number
anywhere in the study ID, IRAS ID, Study Title or Acronym. If you use a word from the study
title or acronym instead, the search would have returned a list of all studies you have access
to with that particular word present.

1. If you know just a section of the study short title or the Study ID number you can type
into the SEARCH field. eg “5431” > Press SEARCH

STUDIES

5432

MAIN RDO

NOTHING SELECTED

STATUS

NOTHING SELECTED

LEAD LCRN

NOTHING SELECTED

STUDY ROUTE

NOTHING SELECTED

LEAD ADMIN

NOTHING SELECTED

CREATE STUDY
HIDE FILTERS EXPORT

SPECIALTY

NOTHING SELECTED

2. The following will be returned: Any study with “5431” anywhere in the Study details.
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Using the filters

If, for example if you want to return all studies that are Open and actively Recruiting, click
on that option, it will then show as being ticked to indicate you have selected it.

MAIN RDO LEAD LCRN LEAD ADMIN SPECIALTY
NOTHING SELECTED A NOTHING SELECTED A NOTHING SELECTED A NOTHING SELECTED A
STATUS STUDY ROUTE RESET
OPEN, ACTIVELY RECRUITING A NOTHING SELECTED A
STATUS IRASID MAIN RDO SPECIALTY  STUDY ROUTE ELIGIBILITY STATUS LEAD COUNTRY
Pre-Setup ZAv AV AW AW oY AWV AWV
In Setup
-Setup NIHR CRN Children Commercial Eligible England
In Setup, Waiting HRA Approval Division 3
In Setup, HRA Approval Received setup, 00000 NIHR CRN Children Commercial Eligible England
- e iting NHS Division 3
In Setup, Waiting NHS Permission e isin
In Setup, NHS Permission Received B
sed to 105910 NIHR CRN Respiratory Non- Eligible England
Withdrawn During Setup sruitment, Division 6 disorders commercial
low Up
Open to Recruitment nplete
Open, Actively Recruiting v sed to 105432 NIHR CRN Primary Care  Non- Eligible England
sruitment, Division 5 commercial
Closed to Recruitment, In Follow Up “ollow Up
Closed to Recruitment, Follow Up Complete . R e e . . . [ -

1. You can then use the Specialty filter, you can select more than one filter in the list.
Again a tick box will indicate the chosen items.




SPECIALTY

3 ITEMS SELECTED A

£l

Q |

Ageing

Anaesthesia, perioperative medicine and pain management
Cancer

Cardiovascular disease

Children e
Critical care

Dementias and neurodegeneration v
Dermatology

Diabetes

Ear, nose and throat v

2. To complete your search click Apply filters.
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3. The returned list can again be sorted using the arrows above each column in the
table. To open a study click on the Study ID or SHORTNAME link for that study.

Mote:
%:’ The returned list here is showing all studies that are open and actively recruiting,
that have Children, or Dementia or, Ear Nose and Throat as a specialty. The returned list will

also include studies that any of the 3 selected specialties are supporting specialties not just
managing specialty.

4. Your search is summarised at the top of the list




ERS APPLIED RESET
Search
Status
Specialty. Children Dementias and neurodegeneration Ear, nose and thrgat,
Main RDO:
Lead Admin: England,
CPMSID SHORTNAME STATUS IRAS ID MAIN RDO SPECIALTY STUDY ROUTE ELIGIBILITY STATUS LEAD COUNTRY
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30387 MODEM carer wellbeing study 195399 Dementias and Non England
neurodegeneration commarcial
10386 Prefiminary Evaluation of 198590 Dementias and Nan- Englana
Lithium in Mild Cognitive neurodegeneration  commercial
Impairment
30348 Pasitive psychology outcome 186196 NIHR CRN Dementias and Non Eligible England

measures for people with Division 4 neurodegeneration commercial

5. You can press the Reset button to clear your search OR If you need to amend your
search to add or remove items from your search you can go back and click Show
Filters and make the necessary changes.
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How to upload your data

Step 1: Download the research activity already in CPMS, migrated from
the NIHR CRN Portfolio for your study. (If this is a pre-existing open and
recruiting study)

Note: If this your first recruitment upload, see Step 2

1. Hover you mouse over the menu on the left to expand it > Click Studies
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Warning: If you are running Internet Explorer 7 or 8, you will need to contact your
local CRN representative for assistance in accessing your existing data, as you will not be

able to view the Studies tab. The data provided will be in a format suitable for uploading into
CPMS.

2. Locate the study you want to download information for using the sort columns or the
filter functionality. See the prefix to this doc How to find a study you own

3. Once you have opened the study, go into Edit mode by clicking the Edit button

Warning: the information will not be visible unless you are in Edit mode.
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4. Go to the ‘Design’ tab
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5. Scroll down to the ‘Research Activities’ header > Click on the ‘Download Research
Activity for this study’ button.

Research Aclivities

imant upaed eeuired [

6. The system will download a research activity template, populated with any research
activity data already present in the system for your study.

You can then use this document as a template to add any further research activity
into CPMS for future uploads.

Warning, any sites on your study record with no recruitment against them will be
showing at the top of the downloaded spreadsheet, for your future use. If these lines do not
have a valid Participant ID and so are not being used to record recruitment, they will need to
be deleted before uploading, or they will cause a validation error.

No recruitment to upload

To report no new research activity since last participant see the guide for what to do here
Summary:

Find the study in the Study view > Edit > Design Tab > Click Report No New Research
Activity Since Last Participant
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https://drive.google.com/open?id=0B1RLDltrhTVYdWVGMVZhSDVsYzA

Step 2 : Download the Appropriate Template to populate.

If this the first time you are uploading research activity data into CPMS you will need
to download the correct template.
If you are using Internet Explorer 7 or 8 CPMS will give you only a very basic version of the
user interface.
Non-Commercial studies are required to upload research activity using the Participant Level
template.

If you have already downloaded the Template (or have received a pre-populated
Template from another member of your study team) you can skip to: Step 2: Populating the
spreadsheet and accessing site codes.

If research activity data has already been provided for your study, you can
access this data from the study record, in the form of a pre-populated research
activity file. See Step 1 for how to download the research activity already in the
system for your study.

1. From the CPMS Home screen, hover your mouse over the toolbar on the left to
expand it and click on the Research Activity tab

< CENTRAL PORTFOLIO MANA
SYSTEM
& Home
B Swdies
L~ ~—
'\_\___:=.'1. Reseaich Activily .___,.:'

IE CEN Sthudy Submissions

M Repors

™ Users Lis

2. Download the appropriate Participant Level Template by selecting the correct
version.
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Select the version appropriate for the version of Excel you are using (If you have a
version of MS office between 97-2003, select the .xIs file type. If you have a version of MS
office 2007 and newer, please choose the .xlIsx file type)

RESEARCH ACTIVITY

Submit Research Activity

This section aliows you to submit your monttly research activity daia.
The upload process will DMLY acoopt files based on 2 CFMS termplate which will be walidated on upload

4 simple seps
1. Sekect and populare a new template OF download your existing Ressarch Activity data from wihin your Study Record within the Study Design sectian and append any sddnional
lines of data
2 Updoad your fike
% Confirm chat daca displayed i corect for the pencd (f the dasa & incorecs pleass concacs Sunparm My Sy an the derails below)
4 Subme your Reseanch armyny!

& detaikesd Howe o I]I.Iﬂli [LELETES &

Select file for upload /ﬁem plates

Choosa il | Mo bile chinsen

|
A Parmicspann lewel  Cthee 972003 [ «ls) Oifhee 00T and niewer | alsy)
LIPLOWAD
-

™~
s

"

Lomacainns £ Amrsnadmeants -

If you are providing a Research Actwvily file with amended daia (chamges in location of recruitment ! date of recruitment] for participanis you bave oresvsously uploaded, CP8E will nok
recogrise these changes - in order 1o reguest a cormection to misting data, pleass emal your corected spreadsheet to Support My Study (details below). This does not apply to adding
new participants rot inchuded in previous uploads

For any quesmons of if you requin suppor, please comact SuppormdySmudy@Enihe ac uk

3. A new pop up box will open, choose a location on your machine to download and

open the file.
4. The file will open in MS Excel - the spreadsheet contains all the column headings

listed below (see Appendix 1 for directions on how to populate each column) :

o= e

Home Insert Page Layout Formulas Data Review View Google Drive Muance PDF & e = EP EZ

ﬂ' I ) [mgll gS<nset~ X -
j * Arial ~111 General b % ﬁ l:@ B [ﬁ
By~ = 3% Delete - | [@]~
Paste B J U~ | i~ A~ = aqd~ | B3~ oy s | %8 ;00 Conditional Format  Cell o Sort & Find &
- < = = — i - 2 ° >0 o rmatting T as Table * Styles - B Format + | 27 Fifter~ Select~
Clipboard 1 | Font | Alignment | Number | Styles | Cells | Editing

Al - (= F | Study Identifier

‘
=
b(

]

Study Identifier  Study Acronym Site Identifier  Site Name  Activity Date Participant Type Unique Participant Id Activity Type

T T T T T T T
Boa oy 0w
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5. Populate the template with your recruitment information.

Please do not change, re-order, add or remove any of the column headings as
you populate the spreadsheet.

Step 3: Populating the templates and Accessing Site codes

See Appendix 1 (the Recruitment Data Format and Definitions Table) and Appendix 2
(How to find your site codes) for help in completing the Participant Level Template
including how to find site codes.

The Recruitment Data Format and Definitions Table provides a detailed list of the column
names, and a description of the type and format of information required when populating
each column of the Recruitment Data Template.

You (the study team) will need to make sure that you add sites to the study record on the
Participating Organisations tab before uploading data, as well as to your upload sheet. If
sites are not added prior to upload a validation error will be displayed. CPMS checks that
sites on the upload match the sites on your study record.

Please see the Locating the studie(s) you want and adding sites user guide for help
adding sites to your Study record.
Contact your Lead Local Clinical Research Network for help with adding sites if you need
further assistance.

Step 4: Upload and validate your data to CPMS

1. Once you have populated the Template, make sure you Save it.
2. Back in CPMS, navigate back to the Research Activity tab.
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https://docs.google.com/document/d/1KDnPmyJFHlg0FufZfgITlKH7hq__ciLOjv0HzmRqunM/edit#
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3. Click the Choose file button.

electfile for upload

Choose file rxi;u,:é chosen

e —

UPLOAD

Comections [ Amendments -

If you are providing a Research Activity file with amended data (changes in location of recruitmsg
recognise these changes - in order 1o request a cormection 10 existing data, please email your co
new participants not included in previeus uploads

For any questions of if you require support, please contact SupporthMyStudy @nihe ac. uk

4. Locate the completed Recruitment spreadsheet on your machine's file system >
Open

Once you have attached a file successfully you will see the file name next to the
ichoose filed button
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A detalled 'How 10" guide 1s available

Select file for upload

UPLOAD

5. Once you have chosen your file, click the Upload button

4 simple steps

1. Select and populate a new 1emplate OR download your existing Research AcTiity o
mes of daia

2 Upload your file

3. Confirm that data displayed is correct for the penod (if the data s incorrect please

4. Submit your Research Activity

A detailed 'How 1o guide is availabls

Select file for upload

Choose file | PamicipaniLes. late (1) ko
o B

[ veioan
'\____ A

= "

Corrections [ Amendments

6. CPMS will now carry out some validation checks, and if there are any problems with
your upload will display the first 10 validation errors

See Appendix 3 for a table of all the possible validation errors and how to correct
them.

The file submitted has not passed validation.

The following rows contained errors:

Row 2 : Site Identifier not associated with this study
Row 2 : Study Identifier and Study Acronym do not match

Row 2 : Participant Type is invalid

7. If your file passes the validation checks, you'll be presented with a summary screen
showing you how many participants had previously been recorded against your
study, how many new participants were present in your upload, and the new total.
(Note that the system will essentially ignore any lines of data where the participant ID
is already present in the system).
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