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CPMS User Guide Summary

I I CENTRE DASHBOARD

page 7 - 34

Most relevant for panel creators

1. Panels

2. Patient list

3. Enroll patient 

4. Consultation Form

5. Timeline

6. Panel progression

7. Attachments

8. Manage Panel Members

9. Interaction in the panel

10. Meetings

11. Contributions & Outcome

12. Closing a panel

III ERN DASHBOARD

page 35 - 40

Most relevant for users invited 
to join a panel

1. Panels

2. Task list

3. My meetings

4. Preferences

I General

page 3 – 6

Relevant for all CPMS users

1. About CPMS

2. Additional information

3. Before starting

4. Home: Global Dashboard
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CPMS is:

 a tool for e-consultations, connecting experts on rare diseases from all over
Europe

 safe for exchanging sensitive clinical data. It allows upload of all medical
documents, including DICOM files. 

 Funded, maintained and updated by the European Commission

 Supported by the ERN-RND helpdesks to assist users anytime: 

cpms-helpdesk_ern-rnd@med.uni-tuebingen.de

I  CPMS General

mailto:cpms-helpdesk_ern-rnd@med.uni-tuebingen.de
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Additional information:

 Before you can enter the CPMS for the first time, you need to register. 

Please refer to our CPMS Registration guide.

 Our best practise guide helps you to achieve faster progress for your panel.

 A personal guided tour through CPMS via videoconference is possible – just 

drop us an email: cpms-helpdesk_ern-rnd@med.uni-tuebingen.de

 The CPMS training platform is the easiest way to get familiar with CPMS. 
We can provide you with login details.

I  CPMS General

mailto:cpms-helpdesk_ern-rnd@med.uni-tuebingen.de
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Before starting: 

 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.

 Panel creation: You can fill out the consultation form in several returns if you save the

sections you have already filled

 There will be 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

 Red boxes and red arrows in this guide will help you navigate within the CPMS. 
Recommended: log into CPMS and compare the guid on the go.

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

 CPMS Home – Global Dashboard:

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

I  CPMS General

Enter if you want to 
enroll a case

Enter if you were 
invited to join a panel

https://cpms.ern-net.eu/login/
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3.

2. 4.

1.

Here you can:

 see all panels of your institution

 enroll a new patient

 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
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1. Panels

 See all panels of your institution
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2. Patient list

 See all enrolled patients of your centre

2.

Access via 
Dashboard 
or via 
‘Patient list‘
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3. Enroll Patient

See next page
(p.11) for details

Choose „today“-button from the picker

Click to finalise
enrollment

Required fields
are red and
marked with *

Start enrolling a new
patient via Dashboard 
or via ‘Patient list‘
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3a.  Patient consent forms

 Obtaining consent for care before enrollment is mandatory in order to use CPMS!

 Consent for ERN databases/Registries: Not mandatory. If ‘Yes‘ it authorizes Panel 
leads to make the clinical data available for ERN researchers after an outcome has
been signed-off. Name and Date of Birth will still not be visible for them!

 Consent contact for research: Not mandatory. If ‘Yes‘ it states that patients are
interested to be contacted by outside ERN research projects (e.g. clinical trials)

Here you can
just write ‘OK‘ Consent for care is mandatory

The CPMS patient 
consent form: Available 
in 25 different languages
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 The consultation form: 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 

 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

Enter 
consultation form 
(automatically)
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Consultation form –
4a.  Consultation Request

Save the consultation form every time you fill a new section.

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

Nickname of the 
patient is visible 
for users 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

1. After filling the minimum mandatory ‘Patient 
Information’, click save

2. Now you can close the consultation form to 
access other sections of the panel
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Consultation form-
4c.  Re-enter consultation form

If you want to re-enter
the consultation form, 
click ‘edit‘
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Consultation form-
4c.  Optional  sections

Anything uploaded
here will also appear in 
the attachment tab

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

 While not mandatory, maybe for
your particular case they are
essential. 

 You can use them by ticking the box 
next to the heading. 
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 Shows all actions triggered by a Panel member or Lead in 

real-time 

 Is a chatting tool AND allows panel members to make

comments on images, contributions and outcome

documents

 Can be seen by all panel members

 All requests for additional data appear here

5. Timeline

Choosing „Task“ 
produces an 
action button for
the panel lead
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6. Panel Progression

You can freely switch between these tabs anytime

Edit and view
Patient 
information

Here you can
upload files and 
view all uploads; 
also contains
uploads from
„medical
documents section
(consultation form)

Invite and view
panel members

Schedule, 
edit and enter
meetings

View the
contributions of
other panel
members and 
write
contributions
and outcome.
Sign-off and 
close the panel.
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 Upload attachments: make sure to remove personal data in all documents! 

Only DICOM and CDA documents are de-identified automatically.

 Convert PPT(x) files to PDF before uploading them. Only then panel members can 

open these within the CPMS-viewer.

 Attention: once uploaded, files cannot be removed again!

7. Attachments

Confirm data 
protection 
message

Click on attach 
file/image

Drop files in 
square ,then 
press “attach” 
for upload
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 Form the panel by inviting other Health Professionals to join. 

  Notify ERN-RND helpdesk via mail about your new panel; they will invite 

suitable panel members for you!

In this case, you can skip this section of the guide entirely. 

8a.  Manage Panel  members –
Panel  Selection

Here you can see all panel
members and their status
(lead/invited/accepted/refused)

You can click ‘Co-ordinator Assistance‘ but 
always notify CPMS helpdesk via Email 
about entering a new case, too. 
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 You can invite members to your panel from your thematic area, from other 

thematic areas or from whole ERN.

  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. 

8b.  Manage Panel  members –
Panel  Selection

You can accept the panel
invitation on behalf of the
invited panel members in the
tab ‘Invited‘
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Options for Panel Lead:

 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.

8c.  Manage panel members –
Panel  Lead

You will see who was invited and who
accepted in the timeline on the right
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Panel members can

 request additional data

 provide comments or ask questions in the timeline

 write contributions

9. Interactions in the panel

Panel members can
‘Request Additional Data‘

Chatting tool
integrated in 
Timeline

Every panel member can write a contribution
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 Highly recommended: after informing the ERN-RND helpdesk, they will compose 

a panel and schedule a meeting for you. 

In this case, you can skip this section of the guide entirely. 

 Advice: If you entered multiple panels in CPMS, discuss all cases in one meeting

10. Meetings

Once a meeting starts, 
you can select „join
meeting“ here.

Start planning a 
meeting here

Scheduled meetings appear here. 

Click on Title to view
details or modify a 
meeting you scheduled
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 Choose Individual meeting from the list if you already want to set a single, fixed 

date for the meeting 

 Choose proposed meeting in order to propose several time slots to the panel 

members to find a suitable appointment

10a.  Meetings –
Setting a date
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 Invite participants via the tab ‘Participants‘. You can invite other Health 

Professionals to join the meeting, including those who are not part of the panel.

 Invitees are notified via Email, they must first accept/decline it (s.ERN-Dashboard)

Invite all your panel members

Can‘t find someone? 
Try changing ‘Thematic area‘ to
‘Entire ERN‘

Still cant find them? 
Notify ERN-RND Helpdesk via 
Email.

Use these options as
preparation for the meeting
and/or for writing conclusions
afterwards

10b.  Meetings –
Invite participants
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 Once accepted, the invited meeting member can join the meeting via ERN-

Dashboard (s. page 38): ‘My Meetings‘ or by selecting the Meetings-tab when 

viewing the Panels

Click on the ‘Join Meeting‘ button

10c.  Meetings -
Joining a meeting
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 Attention: The conferencing tool is sometimes blocked by hospital firewalls

 During the meeting you can:

• Hide panel

• Toggle full screen, camera, microphone

• Share screen

• Show chat and users

• Start recording

10d.  Meetings –
In  & after  the meeting

Please write a summary
once the meeting is over!
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 Panel members can write contributions anytime. We recommend especially for 

those who cannot join a meeting to provide their advice here.

 If contributions of panel members are provided in a meeting instead, the panel

lead should document these in ‘outcome’.

11a.  Contributions & Outcome –
Contributions

2. Save your
contribution

Notifies all
members to
contribute

1a. Write your contribution here…

1b. …or
attach it as
a document
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11b.  Contributions & Outcome –
Outcome

 Panel has to consider and decide an outcome (recommended: in a meeting)

 Only Panel Lead can (and has to) record the outcome

 Other panel members can view and comment on the draft. They cannot edit it.

1. Start recording outcome

2. Save outcome 3. Other 
Members will be
asked to review.
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 Panel Lead confirms the outcome, and signs it off

 This means that the outcome can no longer be edited

 Panel members can export the outcome as pdf document for personal record or 

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

12a.  Closing a  panel -
Sign-off

1. Proceed to Sign-off
2. Confirm

3. Download 
outcome (visible to
all panel members)
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 After signing off, immediately close the panel

 Closing panels is important for maintainance of the CPMS

 The outcome document is still available for all panel members afterwards

12b.  Closing a  Panel  –
Close panel

1. Close button appears
in the Panel banner
after signing off

2. Fill out the
mandatory
questionnaire and 
continue to closed



33

 The panel lead has the option to make the panel available for research (only 

available if patient consent was given and confirmed, see p.11)

12c.  Closing a  Panel  –
Archive Panel
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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.

 We recommend not archiving to allow all ERN users to view the case

12d.  Closing a  panel –
Archive panel
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 Contains an overview of all panels you were invited to (1a.), you are leading (1b.) and you 

are contributing to (1c.)

 See all the tasks associated with any panel or meeting you are participating in or leading 

(2a. and 2b.) and all meetings you are hosting or have been invited to (3a. and 3b.)

II  CPMS ERN Dashboard

1a.

1b.

1c.

2a.

3a.

2b.

3b.
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 Here you can view all the panel activities including the consultation request, 

attachments, other panel members, meetings and contributions & outcome. 

 Accept or refuse the invitation to a panel here.

CPMS ERN Dashboard –
1. ‘Panel ‘  View

1.

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 meeting name you can
view details, change the date or time, add
comments, accept your invitation and 
invite others. 

When the meeting is due, the
„Join Meeting“ button appears

Select 
‘Accept‘ 
from the
list to
join
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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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Questions?

Still having questions about how to use CPMS?

Came across any issues? 
Don’t hesitate to contact us: 

cpms-helpdesk_ern-rnd@med.uni-tuebingen.de


