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CPMS User Guide Summary  

I  CENTRE DASHBOARD 

1. Panels 

2. Patient list 

3. Enroll  patient 

3a. Consent Forms 

4. Consultation Form 

4a. Consultation Request 

4b. Patient Information 

5. Panel Workflow 

- Panel Selection 

- Data Completion 

- Assessment 

- Outcome 

- Sign-Off 

- Close and/or Archive 

6. Timeline 

7. Meetings 

7a. Schedule Meeting 

- Invite participants 

7b. Join a meeting 

7c. Finishing meetings 

- Meeting summary 

II ERN DASHBOARD 

1. Panels 

2. Task list 

3. My meetings 

4. Preferences 

Annex  - additional/optional sections  

in the consultation form: 
4c.Episode Description 
4d. Rare Disease Diagnosis 
4e. Comorbidities 
4f. Phenotype/Genetic Features and 
Biobanks 
4g. Family History 
4h. Special Treatment Intervention 
4i. Transplantation History 
4j. Medication History 
4k. Medical Documents 
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 General: Use as a web-browser Google Chrome, it is recommended  to have a 

minimum dedicated 350kb/s down per download stream as well as 350kb/s up per 

uploaded stream to maintain a stable video connection. 

 You can fill out the consultation form in several returns if you save the sections you 

have already filled 

 You can decide which sections are most useful to describe the case in your particular 

situation, some of them are marked HERE ‚Optional‘ but maybe for your particular case 

essential. You can use them.  

 There are date pickers ‘    ‘where you have to fill the date in the format dd/mm/yyyy, 

but some date pickers allow to write only mm/yyyy, or yyyy 

 If you‘re not sure about the exact requirement of a box check the‘    ‘ icon for more 

information  

 

CPMS General  
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 Login into CPMS: https://cpms.ern-net.eu/login/ 

 2 main applications/dashboards: ‘Centre’ and ‘ERN’ 

CPMS Home –  Global   
Dashboard  

https://cpms.ern-net.eu/login/
https://cpms.ern-net.eu/login/
https://cpms.ern-net.eu/login/
https://cpms.ern-net.eu/login/
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 You can see all panels of your institution 

 You can enroll a new patient 

 You can view the current patients of the centre 

 Search patients by their nickname, first or last name, CPMS ID, panel ID 

Remember: All authorized users from this centre can see all patients enrolled 

within this centre regardless of enrolling user.  

I  Centre Dashboard  

3. 

2. 

4. 

1. 
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Centre Dashboard –   
1.  Panels  

 See all panels of your institution 
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Centre Dashboard –   
2.  Patient  l ist  

 See all enrolled patients of your centre 
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 Required fields are in red; the patient must give consent for care 

3. Enroll  Patient  
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3a.  Patient consent  forms  

 Available in 25 different languages 

Here you can just   
write ‘OK‘  

1. This consent is mandatory 

                                                           2 . This consent is not mandatory, thus  
the answer can be‘No‘. If ‘Yes‘ it authorizes Panel leads to make the clinical  
data available for ERN researchers after panels have been closed and an outcome has been signed-off.  
The Name and Date of Birth will still not be visible for them. 

Here you can just   
write ‘OK‘  

3 . This consent is not mandatory, thus  the answer can be‘No‘. If ‘Yes‘ it states that   
patients are interested to be contacted by outside ERN research projects (e.g. clinical trials) 
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 Heart of the case discussion (consultation process), necessary to reach a consensus for 
diagnosis and treatment 

 Composed of multiple sections; you can decide which of them and how detailed you will fill  

 Can be edited in the ’Edit’ view 

 Several coding systems available (e.g. ICD, ICCC-3/10, HPO, ORDO, LOINC etc.), pick one or 
more of them  

 Search widget: type first letter of a phenotype to get suggestions   
 

4. Consultation form  

Confirm data 
protection message 

 



11 

Consultation  form –   
4a.  Consultation  Request  

Save the consultation form every time you fill new section 

Different sections of the 
consultation form, only the 
sections ‘Consultation 
Request’  and ‘Patient 
Information’ are mandatory 

The nickname of the patient 
will be visible for panel 
members external to your 
centre; it is one of the 
searchable items in CPMS   

In these settings Panel Lead = Point of Care Specialist 
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Consultation  form-  
4b.  Patient  Information  

After filling the minimum mandatory 
‘Patient Information’, you will be led  

to the ‘Panel Workflow’ site 
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5. Panel Workflow  

ENROL PATIENT 

PANEL SELECTION 

DATA COMPLETION 
ASSESSMENT  

OUTCOME 

CPMS Panel Workflow 

SIGN-OFF 

Record contributions 
by the panel members 

Schedule and have 
a Meeting Schedule and have 

a Meeting 

CLOSE PANEL 

ARCHIVE PANEL 

You can interrupt data completion at 
every moment and return at a later 

time point as long as you save the data 

‘CENTRE DASHBOARD‘ 
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5 .  Pa n el  Wo rk f l ow  -  v i r t u a l  c o n s u l t   
p ro c e s s  

Panel Workflow 
Proceed to the 

next step 

 Has 8 stages, to be kept on track via the tracker 
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 Open new panel: after enrolling new patient or from the patients‘ list for a 

previously enrolled patient 

 Form the panel by inviting other Health Professionals to join.  

  Remember: they should have chosen the same thematic area as you (s. page 

ERN - ‘Preferences‘) in order to appear in your list as possible invitees.  

 

5.  Panel  Workflow –   
Panel  Selection  
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 You can invite members to your panel from your thematic area, from other 

thematic areas or from whole ERN. 

5.Panel  Workflow –   
Panel  Selection  

Accept the panel invitation on behalf of the invited panel members in the tab ‘Invited‘, otherwise 
they will be automatically set to ‚refused‘  when you proceed to the step Data Completion. 
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 As a panel lead you can accept or refuse the invitation for the others on behalf of your self, 

or set another panel member to be a panel lead. 

 Setting panel lead:  

- Use case 1: the panel lead is from the originating /enrolling centre of the patient, ALL users 

from this centre can edit the consultation form and transition the workflow. 

- Use case 2: the panel lead is from another centre but within the same ERN, ONLY panel 

members from the enrolling centre and the panel lead can edit the consultation form, the 

panel lead can transition the workflow and sign-off the outcome. 

Panel Lead  
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 After the panel selection proceed to the next step in the workflow 

5.  Panel  Workflow –   
Data Completion  

Another panel member can 
‘Request Additional Data‘, which 
you can provide during the step 
‘Data Completion‘ 
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 At this stage you can provide more information on the patient via the ‘Edit’ button  

 

 

 

 

 

 Now you can choose among these sections the ones that should be filled out and 

best describe the patient: 

5.  Panel  Workflow –   
Data Completion  
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 After ‘Data Completion‘ proceed to the next step ‘Assessment‘ 

 

5.  Panel  Workflow –   
Assessment  
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5.  Panel  workflow  –   
Assessment  

1. 
2. 

 In this step, panel members can make contributions to the case via the ‘Record Contribution‘,  

they can view the other panel members‘ contributions by clicking on their tab, or ‘Request 

Additional Data‘ 
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 The panel has to consider and decide an outcome  

 Save Panel Outcome - the Panel Lead records the outcome and the other panel 

members can view, comment on or edit it. 

 At this stage the outcome remains a draft, the panel cannot be closed 

 

5. Panel Workflow – Outcome  
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 When the outcome is complete, the Panel Lead can sign it off, s. also next page 

5. Panel Workflow – Outcome  

Cancel           OK 
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 The Panel Lead confirms the outcome, and signs it off 

 The panel can then be closed, at that stage the outcome can no longer be edited 

 All panel members can export the outcome as pdf document for personal record or 

the Panel Lead can send it over to the Point-of-Care specialist or the patient 

themself   

5. Panel Workflow – Sign-off  
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 The outcome document is available for all panel members 

5.  Panel  Workflow –    
Close Panel  
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 The panel lead has the option to make the panel available for research. 

5.  Panel  Workflow –    
Close Panel  

Close 
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 If the panel has been archived, it can only be viewed from the ‘Centre‘ 

application by members of the centre where the patient was enrolled and not 

from the ‘ERN‘ application. 

5.  Panel  Workflow –    
Archive Panel  
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 Shows near real-time transition of the panel based on the 

actions triggered by a Panel member or Lead 

 It is a chatting tool AND allows panel members to make 

comments on images, contributions and outcome 

documents 

 It can be seen by all panel members 

 Contains the ‘Join Meeting‘ button  

6. Timeline  
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 2 options: individual meeting or part of a recurring meeting (the host must select 

an available time slot for that meeting) 

 The Host can invite other Health Professionals to join the meeting including those 

who are not part of the panel. 

 The meeting can be divided into time slots if discussing multiple patients  

 

7. Meetings  
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 When scheduling a meeting you can choose between an ERN recurring meeting 

or an individual meeting 

 You can invite participants via the tab ‘Participants‘ and write meeting ‘Summary‘ 

as a preparation for the meeting and conclusions after the meeting 

 

 

Meetings –   
7a.  Schedule  Meeting  
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7a.  Schedule Meeting –   
Invite  participants  

 Invite proposed participants or search for participants via the ‘Invite’ field  

 The invitee receives a notification of the invitation, he/she must first accept or 

decline it via ERN-Dashboard ‘My Meetings‘, ‘Member Task list‘ or ‘Panel‘ 

(s.ERN-Dashboard) 
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 Once accepted, the invited meeting member can join the meeting via the 

‘Timeline’ or via ERN-Dashboard (s. page 38): ‘My Meetings‘ or ‘Panels’ 

Meetings – 7b. Join a meeting  

During the meeting you can: 
• Hide panel 
• Toggle full screen, camera, microphone 
• Share screen 
• Show chat, users 
• Start recording 
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 When the meeting has finished, the host should:  

- Change the meeting status to ‘finished‘ via the ‘Date & Time‘ tab  

- Record a meeting summary via the ‘Summary‘ tab (s.next page) 

Meetings –   
7c.  Finishing  Meetings  
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7c.  Finishing  Meetings –  
Meeting Summar y  



35 

 See all panels invitations (1a.) 

 See all panels you are leading (1b.) 

 See all panels you are contributing to (1c.) 

 See all the tasks associated with any panel or meeting you are participating in (2.)  

 See all meetings you are hosting or have been invited to (3.) 

II  CPMS ERN Dashboard  

1a. 

1b. 

1c. 

2. 

3. 
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 Here you can view the panel, the consultation request, accept or refuse invitations 

CPMS ERN Dashboard –   
1. ‘Panel ‘  View  

1. 
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 Here you can see all the tasks associated with any panel or meeting you are 

participating in (e.g. Accept/Refuse a panel invitation, Accept/Refuse a meeting 

invitation, provide requested additional information on the patient 

CPMS ERN Dashboard –   
2. ‘Task List ‘  View  

2. 
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 Here you can see all meetings you are hosting or have been invited to  

CPMS ERN Dashboard –   
3. ‘My Meetings‘  View  

3. By clicking on the panel ID you can access the panel 

By clicking on the meeting name you can access the meeting 
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 Here you can enter your preferences in any of the thematic areas listed 

CPMS ERN Dashboard –   
4. ‘Preference‘  View  

4a. 

4b. 

4. 
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ANNEX-Optional  Sections  in the 
Consultation  Form  
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 All subsections of this section are based on using a specific coding system, writing 

a free text or uploading an attachment 

Consultation  form-  
4c.  Episode Description  
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Consultation  form-  
4d.  Rare Disease  Diagnosis  

 xxx 
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Consultation  form-  
4e.  Comorbidities  
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C o n s u l t a t i o n  f o r m -   
4 f .  P h e n o t y p e / G e n e t i c  Fe a t u re s  a n d  
B i o b a n k s  
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Consultation  form-  
4g.  Family  Histor y  
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Consultation  form-  
4h.  Special  Treatment Inter ventions  
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Consultation  form-  
4i .  Transplantation Histor y  
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Consultation  form-  
4j .  Medication  Summar y  
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Consultation  form-  
4k.  Medical  Documents  


