Creating Research Study Alerts/Notes in CPRS

Creating the Template

1. Log in to CPRS

2. Select patient Zzmouse

3. Click on the notes tab
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4. Click on “Options” at the top of the page and select “Create new template …”

5. The Template Editor Window will appear.
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6. Under personal template properties, type in a name for your template and select a template type. 

Template types – 
Template is a standard, one time, medical record entry.

Folder is simply a place to store several templates for one study. I created a folder for my ABC study. This folder will hold all of the templates for the ABC study. In the future I may want to create a folder for my next study, the EFG study.

Dialog allows for a multi-entry note. For example, my template for this study will contain information on when the subject entered the study, information about what happened during the study, and information about when participation ended. If I enter my notes in a timely manner, I won’t be able to enter information about when the subject’s participation ended at the same time that I enter information about when the subject entered the study unless the study procedures are completed in one day. I will need to update the note several times during the study.

7. Type the standard template wording that you will be using for your study alert or note in the box at the bottom of the template editor window. In my example I am creating an Alert.

7a. For text that will vary with each entry (such as dates) you may enter fields into your template. Fields that you will use most often include Word Processing (an empty field for typing text) and Date. To insert a field, right click in the box where you would like the field to appear. Select “Insert Template Field.” The Insert Template Field window will appear. 
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7b. In the Insert Template Field Window select the field type that you would like to include and click on “Insert Field” and click on “Done.” 
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8. Once you have created your template you can check it by right clicking in the text box and selecting Preview/Print Template.
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9. In the preview window you can practice filling in the fields in the template and preview what the final note will look like.
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10. You can create selections to be added to the original template by single clicking on the original note, going to Options and selecting Edit Template.
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11. In the template editor click on New Template and name the new template. Since the template will be added to a dialog template it can just be the basic Template type. Enter the template text as described in item 7 above. I have added two templates to my basic research study alert.
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Creating a Note from Your Template

1. Click on “New Note.”
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2. The location should be “Non-Count” which is available under “New Visit.” It is important that “Non-Count” be selected to avoid cases of inappropriate billing.
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3. Select either “Research Study Alert” or “Research Note” as appropriate. (Note that Alerts should be used for studies designated AE1 or in cases where the study drugs or procedures could interfere with the subject’s clinical care.)
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4. Drag the appropriate template into the note field.
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5. Select the template text by clicking on the box to the left (a checkmark will appear) and fill in fields as necessary. Click OK and the note will appear in the electronic medical record.
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6. Sign the note. 

You must set up your own electronic signature code.  To do this you will go to VISTA and select option ES - 

The signature block printed name should be retyped in caps and add your credentials if you sign with an MD or any other credential after your name.  The title should also be typed in all caps.  Below is an example of the option you will see.  You will be prompted to type your code in 2 times to confirm.  If the system does not like your code, you can type ??? to get an explanation of what is expected for the code.

Electronic Signature code Edit

This option is designed to permit you to enter or change your Initials, Signature Block Information, Office Phone number, and Voice and Digital Pagers numbers.

In addition, you are permitted to enter a new Electronic Signature Code or to change an existing code.

INITIAL: MB// 

SIGNATURE BLOCK PRINTED NAME: MICHELE BORUCH// 

SIGNATURE BLOCK TITLE: CLINICAL APPLICATIONS COORD.

           Replace 

OFFICE PHONE: 365-4133// 

VOICE PAGER: 4005// 

DIGITAL PAGER: 

Enter your Current Signature Code: 
The Help Desk (5555) can be contacted if more assistance is needed, or in the event you forget your signature code, they will need to clear your current code before you can return to this menu to enter a new code.
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7. To update the note right click on it and select “Make addendum…”
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8. Drag the appropriate template into the notes section.
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9. Complete and sign the addendum. 
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4
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7. Enter Text Here





7a. Right Click to get this menu
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