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Once a Visit is 
marked as 
occurred, the 
forms associated 
with the Visit 
will appear in 
the To Do forms  

In the CRA Console, the Forms by Status shows all forms for all subjects. Clicking 
on the column header will sort by Last Name, Visit, Procedure, etc.  

In the Subject Console, the Forms by Status shows the forms for one subject.  

Forms ARE NOT completed by clicking the hyperlink in the subject calendar. Rather, data entry is done 
through the Forms by Status in either the CRA or Subject Consoles.   
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Navigate to the Subject Console > Forms by Status > To Do 
Forms (or the CRA Console if you want to look at all Subjects’ 
To Do Forms) 

Click on the Physical Exam Form 
 

The PE-001 v1 form opens. Enter 
the data and click Save 
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The PE-001 v1 form now appears 
in the Active Forms tab. Anytime 
a “To Do” form is open it will 
move to the Active Forms tab.  

When all data entry for the form 
has been completed and qc 
checks performed, click Save and 
then Complete.  

When a form is Complete, it 
moves into the Forms by Status > 
Completed Forms and is available 
for data export and/or 
monitoring  
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Grid Forms are typically used for Concomitant Meds, Adverse Events and 
other data where there may be multiple rows of data collected at one visit.  

This is a typical ConMed form. The 
data for one ConMed is entered in 
the upper portion.  

Click Apply to save the data entered as a row.   

The Propranolol information is saved as a row   

Enter the data for the next ConMed.   

Click Apply   

Continue adding the ConMeds, 
clicking Apply after every new entry.   
Click Save when you are done with 
the form. Click Complete when the 
form is final.  
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