Creating a Research Study Initiation Note in CPRS
**These are the steps if you already have a template created**

1). Go to NOTES tab

2). Click on “TEMPLATES”
3). Go to “MY TEMPLATES” and Expand

4). Select the template (double click on) for the Initiation note for the particular study you have enrolled someone in. 

5). A window titled “Location for Current Activities” will pop up(select “NEW VISIT”

6). Enter the visit location; this is usually the title of the clinic or in the case of research studies, a non-count clinic. You will have to verify with your PI or other coordinators in your field of research as to what location they’re selecting (e.g. “BU-Sleep Research-X” or “BU-Pulm Med Research NC”)

7). Once the clinic is selected, click ‘OK’
8). “Progress Note Properties” Box will pop up(select RESEARCH STUDY INITIATION NOTE 
9). Click ‘OK’
10). Your saved template text and fields should pop up for you to fill in. 

*NOTE* if only a blank screen pops up, close it out. It will ask you if you’re sure you want to delete the note. Select “YES”…once you do this, your template should then pop up for you to fill in. 
11). After you’re finished filling out the note, click ‘OK’
12). To sign the note, right click on the note (the text portion, not the list of notes), and select “Sign Note Now” (enter your  SIGNATURE CODE ((this should have been given to you when you received your CPRS Access and all of your ID keys from IT)

11). To designate an additional signer (your PI), right click again and select ‘IDENTIFY ADDITIONAL SIGNERS’
12). Select the PI’s name from the list and click the ‘ADD’ button. 

13). YOU’RE DONE.

**If you need to add more information after you’ve already signed off on the note, YOU WILL NOT BE ABLE TO EDIT A SIGNED NOTE. Instead, right click on the note itself, and select ‘MAKE ADDENDUM’...you will then be able to add information onto that note (but only underneath the body of the previous note).

TO CREATE A RESEARCH PROGRESS NOTE…FOLLOW THE SAME STEPS, BUT SELECT RESEARCH STUDY PROGRESS NOTE when the “Progress Note Properties” Box appears. 
