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1 Introduction

1.1 Purpose and Scope

This document is intended to serve as a reference guide to the CTU Data Management Systems External
Log-in system.

2 Getting Started

2.1 Users and Roles

Your CTU trial team contact will discuss with you what roles and permissions you will be given for your trial
role.

2.2 Security and Access

Your trial team at the CTU will be responsible for organising your training and access. Once they have set
you up you will receive a user name, temporary password and link to the External Applications log in page
as shown below. In order to access your study system(s) you must complete the associated training. (See
section: System Training and Access).

Contact your trial team at the CTU if you have any problems.

3 Logging on to Data Management Systems External Applications

3.1 Firsttime log on —resetting temporary password

On entering the correct link to the system you will see the main Log-in page. Enter the user name and
temporary password you have received by email.

EE Data Management Systems

unit External Applications

‘MRC

Please log in to continue

User Name:

Password:

@ Forgotten < Change password & User guide

You will now be prompted to change the temporary password. If you do not change your temporary
password within 14 days of receiving it it will expire. Contact your CTU Trial team contact to activate
your account.

Set your new password to one that is memorable to you. Only strong passwords will be accepted.
Strong passwords must be at least eight characters long, a mixture of lower and upper case and include at
least one number or special character. The indicator below the password field will let you know the
strength of your password as you enter it.

You must also select a memorable question and answer at this stage. This is so that you can request a new

password to be set if you forget yours by answering your memorable question. Select from the dropdown
list of questions and then complete your answer.
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Data Management Systems

Your temporary password has expired

Please set a new password

Username keithTTest
Current password

MNew password:

Re-type new password

Please also choose a security question
forget your password.

Choose a question

Your answer.

Re-type your answer:

/

—

\

You will need fo answer this questi

External Applications

1. The username sent to
you via email appears in
this box.

2. Current Password: Enter the temporary
password here

3. New password: Enter new password, this should be
unique to you (a pop-up box will show whether the
password you’ve chosen is strong or weak).

A strong password must be at least 8 characters long
have letters (including some capitals) and include at
least one number or symbol.

Re-type your new password in the next box.

5. Click ok to save your details.

e The ‘OK’ button will only be available to
click if your password is strong enough.

e Exitand log into the main page again
using your username and brand new
password.

3.2 Forgotten password option

4. Choose your security question and
answer, as a reminder should you forget
your password the next time.

If you forget your password click on the Forgotten Password option.

‘MRC e &

Data Management Systems
External Applications

Please log in to continue

User Name:

Password:
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You will be prompted to enter the answer to the memorable question you set up.

Clinical

Tals | b Data Management Systems
unit External Applications

‘ MRC

Reset Password

Please answer the guestion you set when you set your password.
If you do not know this information please contact your Trial Manager

USEImame: keith est

What is your favourite colour?

When you answer the memorable question correctly the following screen will appear (with your email
address):

B

R A Data Manag

MRC v ™ External Apg

Reset Password

Instructions have been sentto k  @ctu.mrc.ac.uk to allow you to reset your password

And you will receive an email with a temporary password similar to the one below:

Frarmn: do-nat-reply@ctu, mic, ac, uk
To: Ernma Litkle
e

Subject: DO MNOT REPLY - Password reset For CTU DMS External Applications

Please login with this temporary password: tB| TQohGoDo#W,

On logging in again using the temporary password sent, you will be re-directed to the re-set password
screen to allow you to set your password to a memorable one.

3.3 Change password option
Click on change password using the link from the main log-in screen:

e b Data Management Systems
unit External Applications

‘_ MRC

Please log in to continue

User Name:

Password:

rgotten < Change password & User guide
2

5
&
@
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You will be directed to the following ‘Change Password’ screen:

I S 2 Data Management Systems

;\MRC Unit External Applications

Change password

Please set a new password.

Username: keith_test
Current password:

New password

Re-type new password

Please also choose a security question You will need to answer this question if you
forget your password.

Choose a question: E|

Your answer:

Re-type your answer:

On completing your new password you will receive confirmation that the password has been changed.

N Data Management Systems

MRC | vor : External Applications

Your password has been changed

A\ Please log in with your new password fo continue.

User Name: RMCs
Password:
o Forgotten password = Change password P User guide
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3.4 Password expiry

For security reasons your password has been set to expire after 90 days. You will be directed to the
screen to change your password.

Clinical
Trials nﬁ:

g MRC Unit

Your password has expired

Please set a new password.

Username: keith.test
Current password:

New password:

Re-type new password:

You will receive a warning when your password is close to expiring:

Clinical & Data Management Syste

Trials

MRC | uor _ External Applications

Password expires soon

Your password will expire in 6 days.

Do you want to change it now?

Yes, I'll change it now Mo, I'l change it later

3.5 Locked out

If you enter your password incorrectly more than 3 times your account will be locked. Contact your CTU trial
team contact to unlock your password.
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4. System Training and Access

Once you have successfully logged in you will be directed to the main welcome screen as shown below.
This screen displays the list of systems that you have been granted access to and a list of mandatory
training materials for these systems. You must complete the mandatory training in order to access the
study system.

Clinical ’
sl o Data Management Systems Logout
MRC | unit External Applications
Welcome’ Em ma Monday, 06 June 2016
2 User emmatest
The systems you can access are listed below. © Logged in at- 16:19

Smile CRF Capture You have not been trained on this system.

Training Materials
If your system is not shown,
please contact your Trial

Bl cACTUS User Guide © 20 minutes © Not completed & Mark as completed Manager or CTU study team.

Before accessing any system
you must complete relevant
training as shown.

For more information see the

External login .

In the below example the Data Manager Emma has been granted permissions on the Smile CRF Capture
system. As shown on the screen below the required training has not yet been completed and the link to the
Smile CRF Capture system is de-activated.

The CACTUS User Guide is the mandatory training for the Smile CRF Capture system. Access the training
materials by clicking on the material name. The material will open in a new window. Once you have
completed the material and are confident you understand how the system works click on the Mark as
completed link.

e A Data Management Systems

MRC | unit External Applications

Welcome, Emma
The systems you can access are listed below.

DSRT - Reporting Tool

Smile CRF Capture You have not been trained on this system.

Training Materials

W CACTUS User Guide (® 20 minutes © Not completed (¥ Mark as completed
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After clicking on the Mark as completed link, the below message is issued. Click OK to confirm your
understanding.

By clicking OK you are confirming that you have read and understood this training. Do
you want to continue?

On this confirmation the home page is updated to show the completion date of the material. The link to the
Smile CRF Capture system is now activated and the system is accessible.

A certificate for the completed training material is available by clicking on the Certificate link.

e A Data Management Systems

MRC | unie External Applications

Welcome, Emma
The systems you can access are listed below.

Training Materials

W CACTUS User Guide ( 20 minutes + Completed 06-Jun-2016 Ceriificate
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