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1. PATIENT UPLOAD

1.1. Aim

This document descrilsethe steps required to both enrol a patient and creafgaael inCPMs as a support for
the CPMS users of ERN eUROGEN.



2. FIRST LOGIN

Before trying toaccess CPM$ou will need to creatan EU login anthake aCPMS access requeshis process is
described in a separate docume(fitor more info seehttps://eurogen-ern.eu/for-our-clinicians/cpms). Oncethis
is completed and authorised you will rece&eonfirmation emaithat your access was approved after whiciu
can login for the first time in CPMS.

#:eUROGEN - Urogenital Diseases user: Your name

1  When logging in for the first time
your personal preferences are
requested namelyyour role and
thematic area

I Type in your professional role (thiS | ., c..c congenical uro-recto-genicat anomaties
will be shown beside your name iN | ws2 Functional urogenital conditions requiring highly specialised surgery
panels) WS3 Rare urogenital tomours

I Choose a thematic area of the
eUROGEMhere you requested

& My Preferences

My professional role:

Thematic Area I wish to participate

Select all

@ Update My Preferences

access for
o0 WS 1 Rare congenital urecto genital anomalies mm
o WS 2 Functional urogenital conditioreqquiringhighly speciasied surgery Ranete
0 Rare urogenital tumours —
I To save these preferences please dligklate preferences W
1 To update your prierencesat any time, simplylick on theERNab MYM:W
at the top screen Webina:s
1 Then click orfPreferencesn the left bar Ma;’%em
1 This will open théreference tab again e H

3. CPMS HOME SCREEN

After logging in to CPM#e home screen is shown

Centre ERN Training Help & Support ~

Modules e Training Videos e CPMS user manual and documentation
[ Centre [ CPMS Overview (27 minutes) n User Guide
e M Enrolling and Removing Patients (2 minutes) Multi level role-based access
# ERN g 5
B starting a Panel and upload files (2 minutes) E: Coding systems & Data standards
[0 Map
B Panel Manager (2 minutes) E, De-Identification in CPMS
% Other
B Schedule a Video meeting (2 minutes) = Image Viewer
¢ User Settings
* Training M 5chedule an ERN Recurring Meeting (2 minutes) @’ Data Hosting
B Connect to a Virtual Meeting(3 minutes) z_ Patient Consent Sample
B FTP Upload (2 minutes) & Patient Record Transfer Request Sample
User Settings P _- a
[£] Outcome Document Template
Personal Details c
& Webinars ood Practices of the Informed Consent
& Notifications < S
E Toolkit and Case Study for Health professionals
[ General introduction
£¥ CPMs Business Process
[EM How to use the Consultation Form

1 Modules contains theCentre, ERN and Map tab

1 User settingsHere you can change your personal details and preferences regarding notifiq@tlens
recommend viewing these settings

1 Training videosUseful video for when using CPMS for the first time, some important videos@ERMS
overview, Enrolling and removing patientand Starting a panel and upload files

1 Webinars Here are several explanatory videos where recent new functions are also explained

1 CPMS user manual and documentati@ontains documents concernisgveral CPMS functionalities
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4. CREATING A PANEL

WORKFLOW OVERVIEW

E I . ® Go to the Centre tab and select Enrol Patient
nro patlent e Complete the enrolment and identifying data
e Or select an existing patient from the centre list

COHSUlta“on e Carefully choose a nickname

fo 'm e Complete the form and add relevant data

® You can add files under the attachments tab

AttaChmentS e Upload your graphical patient abstract here

e Ensure that included media files are anonymous

e Accept/Refuse: here you can respond to a panel
invitation

e |nvited: shows the currently invited panellists
and their status

e Available: here you can invite panellists

e Schedule a meeting through this tab

Meeti ngs e Select either individual meeting or part of
recurrent ERN meeting

e Alternatively propose multiple time slots

Co ntr‘i butions e Record you contribution

e Remind panellists to record their contribution
d nd Outcome e Write the outcome of the panel
e Sign-off the panel

Close the e Close the panel and save the outcome
document locally
pa nel e Make the patient data available for ERN

Databases/registries if applicable

.
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4.1. The Centre tab
B Your centre

Thistab contains the patients included in your centre —
(healthcare providerdnly. From this tab your local patients | I - _
can be enlisted and managed. The miogportant Ly -

Enrol Patient

difference with the ERN tab is that patient data is not " [ eatientust |
anonymous in this section. Patient List
. . 202
411 Enronlng a patlent Pa?;ls Panels Managed
1 When in the Centre tab, click dmnrol patient Panel ID  Date Nickname L
§ This will open a tab where you can fill in thé+ G A Sy
data
& Enrol Patient
Note: All authorised users from this centre can see all patients enrolled within this centre regardless of enrolling user.
ENROL PATIENT
aventid: - Automatically created
1, e pr er Yes No
& Download Model Consent Forms
Consents
Consent Requested Consent Given Date
* Consent for care Yes Ni
* Consent for ERN dataae;e;ﬂeg stries Yes
* Consent contact for research Yes N
Identifying data
o |
e | l
:
I | Y
oo

1 At patient IDaname is automatially created
The consent forms can be downloaded by clickin@pownload model consent forms
9 The consent forms are not uploaded in CPMS but locally stored
o LX SIFHasS YI 1S adaNB GKSe& laneanbd faiGdrRgain Mpdtientiréh®ves Jr G |
consent)
9 Fill out the required fields to complete the enrolment
0 No specific medical information is required here
0 The record label is automatically created but can be adjusted if desired
1 Once finished click onrol patient
1 The next screen will give you the optiondpen a new panel

=
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4.2. Opening a panel

1 After enrolling gpatient, you will automatically continue to the option to open a new panel

(0]

You can also access this option for previoasifolled patients by clicking ddentre> Patient list>
andselect the patientvhereyou want to open a panel

CONSULTATION REQUEST

Do not use any nicknames liable to identity the patient, including his/her first name or last name

] Diagnosis (J Treatment [(J Other

eUROGEN

Please select one v

1 Click orOpen a new panel
1 From here on the patient data will be processed anonymously therefore, a nickname is required

(0]

Centres using an electnec patient file often use local patient numbers which are different from
social security numbers. An option is to use the local patient number as a nickname because it can
only be connected to the patient at the local centre by authorised personnel

As anexample at the Radboud centre we use NLO9RBNR[local patient number] as a nickname. the
NLO9 is the code for our centre followed by RBNR which is short for Radboud patient number,
followed by theLJ- i A riiyihe Q

9 Fill out therequiredfieldsto complete the form

(0]
0

(0]
0

At the point of carespecialistthe name of the main treating physician of the patient is mentioned
note that nitially, the Panel Lead can only be set to be someone in your Centre, but this can be
changed later on. Guest users will not have thé@pto choose a Panel Lead.

Select the panel lead from a list of locally registered CPMS users

If availableselectalocal panel manager

1 Once all fields are completed click Gneate paneto complete this form

http://eurogen-ern.eu/
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4.3.
1

Editing your panel

You will now see the panel overview scrdite the example below

& #4255 CPMS tryout  [LUTINLR S Tl 1541

Centre  FRO9 - Assistance Publigue-Hopitaux de Paris, Hopital

Mecker-Enfants Malades_eURDGEN Thematic Area WS2Z Functional
Lead eurogenhpuser! testuser specialised surg
Manager eurogenhpuser] testuser Date created  08/Mar/2021
Consultation Form Attachments Panel Members Meetings Contributions & Qutcome

iE eUROGEN Consultation FormRecorded: 08/Mar/2021 12:56 (Europa/Paris) by: eurogenhpuser] testuser

CONSULTATION REQUEST

Nickname:  CPMS tryout

* |5 this a repeat of a previous panelfor  No
the same patient but a
different episode?
* Consultation request description:  Advice for further treatment

* Consultation request reason:  Treatment

ERN eUROGEN - Urg

=

In the consultation request you will find the data you just entered

To provide medical information regarding your case cliciEdin

On the left you will find a column with specific medisabject, check the box next
to it top open this heading and provide the information

You can provide the patient information that you find essential to each specific
section and click oBaveto finish editing the patient data

The newly added informatiowill be shown after saving in the panel overvidwere
you can check for correctness and completeness

http://eurogen-ern.eu/

Consultation Request [

| Patient Information

| Episode Description

| Rare Disease

Adverse Reactions
(O History of Past lliness
and Disorders
| Surgical History

C
T Medication Summary
C

| Others
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4.4.

Attachments

1 Alternatively rather thanadding patient information to each of the predefined sectigmgraphical patient

4.5.

abstract can also be made angloaded to CPMS as a PDF file

0 WhenusingPowerPointo create a case overviewith inclusion of essentiahedia filesve would
like toemphasize the importance of saving the file B®Ro prevent further editing

0 When using screenshots in your abstradegse remove all patient identifying data

f To upload a graphical patient abstract or medical documelitk onthe GAttachments a4 SOG A 2 Y

& #4255 CPMS tryout  (GLUTINTTE eI {35

Centre FRO9 - Assistance Publique-Hépitaux de Paris, Hopital
Necker-Enfants Malades_eUROGEN
Lead eurogenhpuserl testuser
Manager eurogenhpuserl testuser

Consultation Form Panel Members Meetings Contributions & Outcome

ERN 2UROGEN - Ur
Thematic Area  WSZ Functiong
specialised sur|

Date created 08/Mar/2021

Click theAttach file / imagebutton to upload files

Confirm that no patient identifiable information iscluded in

the file you want to uploa@nd click orAttach

You can then select of drag files from your computer folder to
attach them

Provide the file with a label and cligittach

After the loading bar is complete the file can be seen under th
heading Hes / images

ClickSaveto finish the uploading of files

Panel Members

Attach Image or File

Drop Documents, Images, Videos, or other files here or click to upload.

1 When viewing the panel overview after editing of the data, you can clicRémel Memberdutton

& #4255 CPMS tryout  (GLUTINTTNZ e 135

Centre FRO9 - Assistance Publique-Hopitaux de Paris, Hopital
MNecker-Enfants Malades_eUROGEN
Lead eurogenhpuserl testuser
Manager eurogenhpuserl testuser

Consultation Form Attachments Panel Members Meetings Contributions & Outcome

ERN eUROGEN - Ur
Thematic Area WS2 Functiona
specialised sur

Date created 08/Mar/2021

= =8 =4 =4

Under Panel Members there will appear four tabs to choose from

Accept / Refuse Invited Available Co-ordinator Assistance

Accept / Refusehere you can accept or refuse a panel invitation you received

Invited: this tab shows the currently invited panellist and their status

Available here you can select per workstream which panellist you would like to invite

Coordinator Assistanceuse this talif you would likenelp from the ERN coordinataappointing you panel

or if you would like to request faCrossERN panel members

0 Be specific about your question and which expertise you require
o Provide member names If you have specific membeesother ERN you want to invite

http://eurogen-ern.eu/
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Requesting additional data

Once participants have acceptgdur invitation, they can also request additional information
When this is done you will receive an automated ertiait additional data has been requested
If you l@yin to CPMS and go ERN > Dashboard > Requests for additional data

Requests For Additional Data

Additional Data Requested By Created Date

eurogenhpuser? testuser 04/08/2020

Completed Date

This shows the data request, click on it to go the panel overview
In the timeline column on the right side, the request is shown
Click on theéAction button to add the additional data

Inthis screen you can respond to the panel ma&nb

If additionaldatais still needed, click onMark as pendindo let the
panel know you have read the request

Once you have provided the additional data clickMark as
Completeto sign of the data request

Yourresponse will appear in the timeline column on the left

eurogenhpuser? testuser
eurogennpusers D4iAug 2020 13:56
testuser agreed to join the panel

Requested: eurogenhpuser? testuser
Please provide the 04/ Auz 2020 14:00
reports of previous surgeries

Action

Add a comment

Additional Request

Status: Requested

Responsible: eurogenhpuser1 testuser

eurogenhpuser2 testuser
Please provide the reports of previous surgeries

« Summary Mark as Pending  Put on hold

04/Aug/2020 14:00

Mark as Complete

http://eurogen-ern.eu/
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4.7. Meetings

1 Once enough panel membsihaveaccepteda meeting can be scheduled@his can be done in three options
which are further explained separately.
1. Part of ERN recurring meeting
2. Individual meeting
3. Proposed meeting
1 Inthe panel overview click dieetings

RPN VIS TN PANEL IN PROGRESS

Centre

FROS - Assistance Publique-Hopitaux de Paris, Hopital ERN
MNecker-Enfants Malades_eUROGEN Thematic Area

Lead eurogenhpuserl testuser
Manager eurogenhpuser] testuser

Consultation Form Attachments Panel Members Contributions & Outcome

9 Thiswill show you the upcoming and past meetings. CliciSohedule meetingo plan a new meeting

eUROGEN - Ur
W52 Functiona
specialised sur

Date created 08/Mar/2021

Schedule meeting - L - . .
Type of meeting®: Part of ERM recurring meeting
Type of meeting®: @ Part of ERN recurring meeting Individual "ﬂeEt“‘lg

O Individual meeting

() Proposed meeting

Proposed meeting

Title of slot*: I

Title of meeting®*: I

Description

Description:
ERN meeting:

(O ERN eUROGEN WS 1 monthly case meeting
(& ERN eUROGEN W53 monthly CPMS meeting

4.7.1 Part of ERN recurring meeting

9 Part of ERN meeting: will show regular ERN ingstwhere a panel can be discussed beforehand
1. Then click orPart of ERN recurrinmeeting
2. Select the specific Workstream meeting

ERN meeting
@ ERN eUROGEN WS 1 monthly case meeting
28/5ep/2020 26/0ct/2020 30/Nov/2020 28/Dec/2020 25/Jan/2021 22/Feb/2021
O 17:00 O 17:00 Q) 17:00 O 17:00 O 17:00
(Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (Europe/amsterdam) (Europe/Amsterdam)
O 1730 O 17115 O 1715 O 17115 O 1715 1715
(Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam)
O 17:45 O 17:30 ) 17:30 ) 17:30 O 17:30 1730
(Europe/Amsterdam) (Europe/Amsterdam) (EuropesAmsterdam) (Europe/amsterdam) (EuropesAmsterdam) (EuropesAmsterdam)
(O 1745 O 17:45 (O 1745 O 1745 1745
(Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (Europe/Amsterdam) (EuropefAmsterdam)

3. Then click orscheduleslot

Test video [Helg LR PR

Date & Time ERN recurring meeting Participants Summary
Meeting participants
Name Invited Status

4. Automatically the panel coordinator and manager are invited. To send the invitation to the
remaining panel member scroll down and clickiowite for each participant

5. Optionally, you van also invite members which were not invited before, by scrolling fdotler
and clicking on Invite

European
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4.7.2 Individual meeting

1 Asingle meeting at a specific time and date
1. Click on Individual meeting

2. Fill out the required fields and click &chedule meeting

3. Do not forget to individually invite the member of the panel in ffeticipants tab

4.7.3 Proposed meeting

1 Multiple time slots can badded,and panel members can mark their preferences

1. Click on thetnext to proposed slots to add time and date slots
2. Click onSchedule meetingo continue

3. Do not forget toindividually invite the member of the panel in the participants tab

4.7.4 Opening a meeting

1 Under upcoming meetings you can see your scheduled
meeting

1 At the time of the meeting the countdown button will
change taJoin Meeting

http://eurogen-ern.eu/
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