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Access CTP and Basic Functionality

Login Screen
Users enter the provided Username 
and Password into the login screen.

Forgot Password
A link is available 
for recovery of a 
password with 
security questions.

Sign Out
To log out of the system, click the drop-down arrow 
to the right of the username in the top right corner 
and select Sign Out from the dropdown list.

Filtering 
Filtering can be enabled 
to utilize text fields and 
filter operators. 

Export 
Users can utilize the Export 
feature to download a list of 
safety documents to Excel.

Sorting 
Clicking on a column header will highlight it to show that sorting has been applied. 
The 1st time a column header is clicked, it will sort in ascending order. Clicking the 
column header a 2nd time will sort descending, and clicking a 3rd time will reset the 
column and remove the sorting.Live Chat 

This button allows 
you to chat with or 
leave a message for 
support technicians. 
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Task Management

Assign a Study Task 
From the left navigation panel, click Task Manager > Create Tasks. 
Complete all required fields marked with an asterisk (*). Click 
Save to assign the task. The system will add the new task to the 
Assignee’s task list.

Complete a Task 
A list of open or incomplete study tasks can be found on your 
Portal home page under My Cross Study Tasks, your Study home 
page under My Study Tasks, and your Task Manager’s Open Study 
Tasks. Click Complete Task next to the task.
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Announcements

Add an Announcement 
To post a new announcement to a study’s home page, click Study Administration > Announcements 
from the left navigation menu. Click                   to create a new announcement. Complete 
the necessary fields, then click Save to post the announcement on the study’s home page. All users 
associated with the study will be able to see the announcement.

Editing and Deleting Announcements
There are two methods to edit announcements posted on the 
Study Home. From Study Administration > Announcements, 
you can either click edit or       to edit an announcement. Make 
the necessary changes, then click Save to save your changes. 
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Calendar

Edit an Existing Calendar Event
Click Study Calendar from the left navigation 
menu. Click on the title of the event you wish to 
edit. Choose Edit Item in the upper left corner. 
Make the necessary changes, then click Save to 
save the event.

Add a New Calendar Event 
The study calendar can be used to post 
meetings, schedules, or other events. To 
add a new event to a study calendar, click 
Study Calendar from the left navigation 
menu. Place your mouse over a date to 
show the +Add link. Click +Add to add a 
new event for the selected date. Enter the 
information for the calendar event, then 
click Save to save the event.
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Edit a Single Study Link 
To edit a single study link, click the edit icon      , make the necessary 
changes, then click Save to update. 

Edit all Study Links
To edit all study links at once, click the Edit link. Click inside the URL 
box, then click the edit icon       . A popup box opens. Add or edit the URL 
Address or Display Text, then click OK. Click Stop to save the changes.

Study Links

Add a Study Link 
The study links section from a study’s home page can be used to 
post URLs (web addresses) to other websites. To add a new link, click 
Study Administration > Study Links from the left navigation menu. 
Click +new link to add a new link. Complete the necessary fields, then 
click Save. The link then displays on the Study Home page.


