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Introduction

1. Introduction

The CTSU Collaboration Portal is a secure place to store, organize, share, and access documents that
pertain to CTSU working groups and other CTSU activities. It is built in SharePoint and connected to the
CTSU website. It is generally reserved for CTSU and Lead Protocol Organization (LPO) staff, but may on
occasion be accessible to site staff members with special permission.

Note that certain types of functionality differ depending on where you are in the Portal (e.g., between the
General Documents folder and group-specific folders), so please note the area-specific instructions
throughout this document.
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Accessing the CTSU Collaboration Portal

2. Accessing the CTSU Collaboration Portal

The CTSU Collaboration Portal is part of the CTSU website at https://www.ctsu.org. To gain access, log
in to the members’ website using your CTEP-IAM credentials (see Figure 1).

@ ctsuorg/public/Default.aspx

Cancer Trials

A SERVICE OF THE NATIONAL CANCER INSTITUTE

as they are received. Use the COVID-19 button Ic|
on the CTEP Coronavirus Guidance page. (posted on

T — ZAMSO

lPassword

ng Practice
'ogress

the Cancer Trials Support Unit

fals Support Unit (CTSU) is a service of the National Car|
and conduct of those clinical trials. CTSU Membership pi

Figure 1: Log In to the CTSU website

The Collaboration link appears on the header banner (see Figure 2). Click on the link to access the portal.

,("T\-\ Cancer Trials Support Unit
cTsu A SERVICE OF THE NATIONAL CANCER INSTITUTE

COVID-19 Info Page  Welcome Jenny Rebecca Hopkins. Your password will expire in 40 days. Impersonate ancther user

Protocols Dashboard Regulatory» OPEN  Data Management~  Auditing & Monitoring RUMS~+  Delegation Logv  Resources¥ || Collaboration

Figure 2: Location of Collaboration Portal Link

From the welcome page, click on Connect to Collaboration Portal (see Figure 3).

Home  Protocols <& Dashboard Regulatory~ OPEN  Data Management~ Auditing & Monitoringv RUMS~  Delegation Log~  Resources~ [Rev[ELNTE M Reports—

Welcome to the CTSU Collaboration Portal

The CTSU Collaboration Portal is a secure place to store, organize, share, and access documents that pertain to CTSU working groups and other CTSU activities.
It is generally reserved for Lead Protocol Organization (LPO) staff, but may on occasion be accessible to site staff members with special permission.

To access the CTSU Collaboration Portal, an individual must:
» Have a valid and active CTEP-IAM account and be on the CTSU Operations roster or an LPO roster

= Request and be granted access by the CTSU

If you have questions contact the CTSU Help Desk.

Training Materials
View the CTSU Collaboration Portal User Guide here.

Connect to Collaboration Portal

Figure 3: Collaboration Portal Welcome Page

Once connected to the portal, the landing page will appear (see Figure 4). If you have not been granted
particular access, the group-specific folders will not be visible (as described in Section 4).
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Accessing the CTSU Collaboration Portal

o I 4 HOPKINS) ~
BROWSE PAGE

J:L
CTsuU CsC Gen. Shared Files Network ACT Search... o
Site Content CTSU
> £ cOMS Support Center
5 General Documents
> 22 General Shared Files
Type MName
> £ Network ACT
= CTSU_SharePoint_UserGuide HOPKINSJ
[y Documents -
, % Add document
> 53 General Documents

[ Site Assets
[ Site Collection Documents

> {1 Versioned Shared Documents

> &) Announcements

Figure 4: Collaboration Portal Landing Page
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General Documents

3. General Documents

General documents are those which do not pertain to any particular group and are accessible to all with
access to the Collaboration Portal. They are visible upon first accessing the Portal, and are also in a top-
level folder on the left side of the screen (see Figure 5).

Site Content

g of_i COMS Support Center

: sﬂj‘v General Shared Files
. B} Network ACT

4 Documents

» 53 General Documents

Figure 5: Top-level General Documents

3.1 Common Activities

Most activities related to General Documents (e.g., uploading, creating folders, or downloading) are
accessed by using the icons along the top when viewing the folder (see Figure 6). Note that this
functionality is different from what appears when working in group-specific folders (as described in
Section 4).

BROWSE FILES LIBRARY

CTSU CsC Gen. Shared Files Network ACT

General Documents

Site Content @ Mew I Upload c Sync C‘ hd

gy
> 3 CDMS Support Center All Documents  Explorer View === Find a file fel

» &4 General shared Files

v O Name

CTsU_SharePoint_UserGuide aes Junes

d sn.i Network ACT

o)

01 Documents

> 53 General Documents .
Drag files here to upload

[ Site Assets

Figure 6: Action Icons within General Documents

3.2 How to Upload a Document
Click on the top-level General Documents folder so that it is highlighted in left hand pane.

Click Upload (see Figure 7) and then Choose File to select the document from your computer. Click OK
and the document will be saved to the General Documents folder.
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General Documents

Add a document

Choose a file

| [Choose Fils | o fe chosen

B Cnerwrite éxisting files

Destnation Folder | /

| | Croawe Foiger... |

‘ Cancel

Figure 7: Document Upload Screen within General Documents

3.3 How to Create a Folder

Click on the top-level General Documents link, click on New, and select New folder (see Figure 8).

Create a new file *
Word document

[te Content N . re W
2 caws All Documents Excel workbook jl
£} CDMS Support Center
£ cots v O em PowerPaint presentation Modified By
ﬂ CDUS BT [ ago
£ pee-om Res| @E OneNote notebock 8:24 AM
£ General Shared Files
£2 Network ACT i New folder
ﬂ X Aud. Coord.
B x csc Blog - Alpha
£ xcrsu Implementation

Figure 8: New Folder Command

Give the folder a name and click Create (see Figure 9).

Create a folder x

Name *

| Test_Folder |

o, INVITE PECPLE

cenee!

Figure 9: Naming a New Folder

The new folder will now appear within the top-level General Documents folder as well as in the main pane
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General Documents

(see Figure 10).

CTsu Gen. Shared Files Metwork ACT

General Documents
@ new

All Documents

C5C

Site Content 4 upload

> 38_.3» CDMS Support Center Explorer View

> 3%% General Shared Files

2 syne

¥

sss

Find a file

Modified Modified By

«» A few seconds ago

Test_Folder

[y Site Assets

v D neme
> £ Network ACT ame
[4 Documents Test_Folder
453 General Documents _@f_ CTsU_SharePoint_UserGuide

June 5

ass

Drag files here to upload

Figure 10: New Folder Appearing in General Documents

3.4 How to Delete Something

Select the item by clicking the check mark that appears when hovering over it with your mouse. Hit the
More drop-down to select Delete, and then click OK in the pop-up to confirm (see Figure 11).

e

C 0O 8 coliaborationdev.ctsu.org/General%20Docum

-

| (3

Gen. Shared Files Network ACT

CTsu

General Documents
@ res

All Documents

CSC

g

Q

Site Content
2 >
s> General Shared Fies

£ Network ACT

&~ Documents

ents

3 General Docur
N Site Assets

v Site Collection Documents

Figure 11: Deleting an Item in General Documents
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Working within Groups

4. Working within Groups

People who have been granted access to the Collaboration Portal are part of one or more groups. These

groups are typically based on actual CTSU working groups, but there are exceptions. For example, there
are some protocol-related groups.

4.1 How to Access a Group

Groups appear both on the top banner and on the left side of the screen (see Figure 12); you will only see
the groups to which you have access. Simply click the name of the group to access the contents within.

BROWSE FILES LIBRARY

CTSU CAWG Ccsc CDTS CDUS DCP-001 Gen. Shared Files Network ACT

General Documents

Site Content @ New g Upload s Sync C/ v
33
A8 CAWG All Documents  Explorer View — «=+ Find a file J
”ff CDMS Support Center
8 v D) Name Modified Modified By
88 CDTS
by [#1  CTSU_SharePoint_UserGuide «ss  Junes
2.2 CDUS =
£ pcp-001

Drag files here to upload

83

2 2 General Shared Files

32:“. Network ACT

Figure 12: Viewing Available Groups

Once you access a group, the node will expand and you will see either sub-groups or sub-folders within
(see Figure 13). Organization will differ by group, but will typically include folders for general documents
and folders for meetings.

CTSU CSC Gen. Shared Files

Site Content
4 agﬁ CDMS Support Center
- &% Audit Focus WG
452 Core Configuration
» 513 General Documents
1 Meetings
[ Site Assets
» &% Data Elements/Library

> &% Data Quality

Figure 13: Sub-folders within a Group

4.2  Access Levels
There are three levels of access to documents within groups:

e Owner
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Working within Groups

e Member (allowed to view, upload, and delete documents)
e Visitor (view only)
Note that your access levels may vary per group.

4.3 Common Activities within Groups

Some activities related to group materials (e.g., uploading documents or creating folders) are available
under the Files link at the top of the page (see Figure 14). Note that this functionality is different from that
found when working in the all-access General Documents folder (as described in Section 3). Also note
that certain activities are limited based on your role/access level within a given group.

growse || Fies (f usrary =
j F Check Out Version History Send To
Check In Vith Manage Copies
New Upload ~ MNew Edit View  Edit Share  Alert Follow Download a Workfiows Publish
Document ~ Document Folder  Document Discard Check Out ~ Properties Properties Delete Dooument e - Copy Go To Source
New Open & Check Out Manage Share & Track Copies Workflows Tags and Notes

Figure 14: Action Items within Files

4.4  Meeting-Related Postings

Most meeting folders are automatically organized by meeting date and you can post documents for a
given meeting date (e.g., agenda, minutes, other documentation). To see what documents have been
posted for a specific meeting, go the folder for the group or sub-group, and select the Meetings sub-
folder, click on the plus sign next to a meeting date to view the posted documents (see Figure 15).

CTsU csc Gen. Shared Files Network ACT Search..
Meetings
Fite Content Edit Type Name Type Of Document Modified Modified By
mems @ Meeting Date : 6/26/2020 (1)
[ Site Assets eeting Date : 5/28/2020 (3)
Eite Contents = =) Agenda 5/27/2020 447 PM CELIK
L} = Minutes 6/4/2020 11:52 AM CELIK
= =} Supporting Documents 6/4/2020 11:52 AM CELIK
@ Meeting Date : 4/23/2020 (3)

Figure 15: Contents of a Meeting Folder

4.4.1 How to Upload a Meeting Document

Go to the folder for the group or sub-group, and select the Meetings sub-folder as described in section
4.4,

Click the Files link in the upper left corner choose Upload Document, a pop-up window will appear (see
Figure 16).
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Working within Groups

Site Content

> [ General Documents

Version History Send To
Shared With Manage Cop
New Upload M MNew Edit View Edit Share  Alert Follow Download a
Document il Document WFolder ocument Discard Check Out | Properties Properties Delete Document Me - Copy Go To Source)
- " e s e

Add a document

X

> [E) Meetings Choose a file

Choose File | No file chosen

Overwrite existing files

[ Site Assets

Site Contents

Cancel

Figure 16: Uploading a Meeting Document

Select a file from your computer and click OK.

In the resulting screen (see Figure 17), provide a Title (optional), pick a meeting date using the calendar,
select the Type of Document (e.g., Agenda, Supporting Documents, Minutes), and click Check In.

Add a document

The document was uploaded successfully and is checked out to you. Check that the fields

below are correct and that all required fields are filled out. The file will not be accessible
to other users until you check in.

MName * TestMeetingDocument paf

Title Agencla_20200619

Meeting Date ~ 6/19/2020 e

Type Of Document * | Agenda

Created at 6/15/2020 12:56 PM by [ | HOPKINS]
Last maodified at 6/15/2020 12:50 PM by [ | HOPKINS)

Check In Cance

x
EDIT
w8 ML, X
K| D El3 Copy
Check  Cancel Paste Delete
i ltern
Commit Clipboard Actions

Figure 17: Details About Meeting Document Upload

If the document uploaded is the first document for a particular date a new Meeting Date is created (see

Figure 18). Otherwise, the document is added under an existing date.

Site Content Edit Type Name Type Of Document Modified By
> [53 General Documents
) = Meeting Date : 6/19/2020 (1)
» 53 Meetings
=] = TestMeetingDocument sz wew Agenda 6/15/2020 1:02 PM HOPKINS)
[ Site Assets
Site Contents © Meeting Date : 5/28/2020 (3)

Figure 18: New Meeting Date and Document

4.4.2 How to Change the Meeting Date of an Already Uploaded Document

If a meeting date changes you can change the date for uploaded documents by clicking on the Edit icon
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Working within Groups

B next to the meeting document and then using the calendar to select a new date and select Save (see

Figure 19).
BROWSE  EDIT
HB H.o X
ERy Cooy
Save  Cancel Paste B Y Delete
ltern
Commit Clipboard Actions
Site Content . - .
Name TestMeetingDocument pdf
> 53 General Documents.
Title 3 2
2 [C} Mestings Agenda_20200619
[ Site Assets Meeting Date * 6/26/2020 =
Site Contents 4 June 2020 L4

Type Of Document

Created at 6/15/2020| 3 4 5 @ S Car
Last modified at 6/13, _ .
7 11 12 13
13 19 20
25 26 27
2 3 4
Today is Monday, June 15, 2020

Figure 19: Change Meeting Date

The document will now appear in the appropriate meeting folder (see Figure 20).

Site Content Meetin as
> 5 General Documents Edit - Name Of Do lodified
> 53 Meetings = Meeting Date : 6/26/2020 (1)
™ Site Assets = [l TestMeetingDocument i wew Agenda 6/15/2020 2:38 PM HOPKINS)

Site Contents @ Mesting Date : 5/28/2020 (3)

Figure 20: Updated Meeting Date

4.5 Folders

Folders may be created as needed within groups (however, folders are not allowed in the traditional
meeting sections, i.e., those organized by date by the application itself, as shown in Figures 15, 18, and

20).

45.1 How to Create a New Folder within a Group

Click into one of the non-meeting document folders in your group or sub-group of interest until it is

highlighted on the left pane. Click on Files and then New Folder (see Figure 21).

4 o t
» Y D F o Majers B
Site Content
Y General Documents " |
J Meetings | n men
y Site Accets 3 A I =

Figure 21: Create New Folder within a Group
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Working within Groups

Supply a name for the folder in the field and click Save (see Figure 22).

CTSU csc Gen. Shared Files MNetwork ACT Search... pel

New Folder

Site Content .
) Name * | workflows
> 53 General Documents

> [ Meetings Save Cance

Figure 22: Naming New Folder

The folder will now appear (see Figure 23).

CTsU CSC Gen. Shared Files Network ACT

General Documents

Site Content ype Name
453 General Documents Ca Sample Deliverables
> Archived Documents Ca Final Documents
Final Documents Ea Archived Documents
sample Deliverables Ca Workflows
I Workflows I ) SCWG Scope Items with descriptions 4-21-2011 final

Figure 23: Appearance of New Folder

4.5.2 How to Upload a Document into a Group Folder

Click into the folder where you want to add a new document. Click on Files and then Upload Document
(see Figure 24).

BROWSE FILES LIBRARY
j ?ﬁ Check Out Version History Send
Check In Shared With Mana

New Upload New Edit View Edit Share  Alert  Follow ownload a
Document § Documenil Folder | Document Discard Check Out | Properties Properties Delete Document hie - Copy Ga Tl
T — Open & Check Out hManage Share & Track Copies
Site Content
X

. Add a document
4 23 General Documents |

Archived Documents Choose a file Choose File | Sample-Document.docx

Final Documents

Cverwrite existing files
Workflows ! g

| 1 .
> 53 Meetings

[ Site Assets oK Cancel

Site Contents

Figure 24: Upload New Document into a Folder

The document will now appear in the folder (see Figure 25).
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BROWSE FILES LIBRARY
ﬂ ﬁrj Check Qut Version History Send To Unpublish
Check In Shared With Manage Copies App ct
New Upload ~ Mew Edit View Share  Alert Follow Download a Workflows  Publish
Document» Decument Feider  Document Discard Check Qut ~ Properties Properties Delete Documeant Me - Cepy Go To Source Cancel Approva
New Share & Tradc Copies Workflows Ta
Site Content T Name Created Created By Modified Modified By
4“3 General Documents o] Sample-Document & wew 6/18/2020 6:27 PM HOPKINS) 6/18/2020 6:27 PM HOPKINS)

Archived Documents.
Final Documents

Workflows

Figure 25: New Document within a Folder

4.6  Other Document-Related Actions within Groups
Your access role in a given group will dictate which actions you are able to perform.

Many of these activities require that you select the top level of a given group or sub-group, which will
bring up the group’s meetings and the group’s documents in one long list in the main pane, meaning that
you must scroll down to see all of them.

Once you are at the desired level, most of the functionality is accessed by clicking on the Open Menu
icon (downward triangle) appearing to the right of a document title. The resulting list of actions will allow
you to download, check out/in, or delete the item.

4.6.1 How to Download a Copy of a Document

Once you scroll down to find the document, click on the Open Menu icon and select Download a Copy
(see Figure 26).

® Meeting Date : 4/20/2011 (1)
@ Meeting Date : 4/13/2011 (11)

View in Browser
Edit in Browser
© Meeting Date : 3/31/2011 (3)

(Maore Items..,

View Properties

Edit Properties

*.Add new item Compliance Details
| Check Out
General Documents Follow
= lame odifiat Workflows
WEST14245tandard_NonStandardCoreConfigurationSettings_v5_Apr2020 B /242020 Download a Copy K
WEST14245tandardCoreConfiguration_v5_Apr2020 4/24/2020 shared with K
& Add new item Delete

Figure 26: Downloading a Document

4.6.2 How to Change the Name of a Document

Once you scroll down to find the document, click on the Open Menu icon and select Edit Properties (see
Figure 27).
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© Meeting Date : 2/24/2011 (1)
o Meeting Date : 2/16/2011 (1)

gk Add new item

eneral Documents

e Sample-Document £ mew

g Add new item

iew in Browser

dit in Browser

View Properbies

Complance Details
Check Qut

Follow

Workiows
Downlosd a Copy
Shared With

Celete

10:20 AM

b i

HOPKINS]

Figure 27: Edit Document Properties to Change Document Name

Enter the new name of the document and click Save (see Figure 28).

General Documents - Sample-Document.docx

EDIT
HB Bl X
D EE Copy
Save  Cancel Paste Delete
ltem
Commit Clipboard Actions

Mame * | sample-Document .ocx

Title
Created at 6/22/2020 10:20 AM by [ | HOPKINS] Save
Last modified at 6/22/2020 10:20 AM by [ HOPKINS]

Cancel

X

Figure 28: Changing Document Name

4.6.3 How to Delete a Document or Folder

Once you are at the desired document or folder, click on the Open Menu icon and select Delete (see
Figure 29).You will be asked to confirm that you want to delete the item. Select OK to proceed with the

deletion.
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® Meeting Date :
@ Meeting Date :
@ Meeting Date :
@ Meeting Date :
@ Meeting Date :
® Meeting Date :
@ Meeting Date :
@ Meeting Date :

@ Meeting Date :

collaberationdev.ctsu.org says

Are you sure you want to send the tem(s) to the site Recycle Bin?

ﬁ fenest

3/3/2011 (1)
3/1/2011 (2)
2/24/2011 (1)

. View in Browser

Edit in Browser
2/16/2011 (1)

& Add new item View Properties

Edit Properties

General Documents Compliance Details
e : Check Out
as Sample-Document & new
Follow
& Add new item !
Workflows

Download a Copy

Shared With

I Delete I

HOPKINSJ

Figure 29: Deleting a Document

4.6.4 How to Check Out a Document

Once you scroll down to the document, click on the Open Menu icon (downward triangle) and select

Check Out (see Figure 30).

Archived Documents
Final Documents
B Copy of Report Shell - 20130212
[x CSC Working Groups_03Aug2011_Roster
bl CSC_LWG_Agenda_Feb2020
= Data Quality Charter_v01JAN282011
@ Data Quality Working Group Survey Results
= DATE_QUERY_FREE2
g DQWG Survey Questions
@ RSPM Revison 2

arl

View in Browser
View Properties
Edit Properties

Compliance Details

Workflows

Download a Copy

Shared With

Delete

Figure 30: Checking Out a document

A green arrow icon will indicate when a given document is checked out (see Figure 31).

W5 Data Quality Charter_v01JAN282011

Figure 31: Checked Out Document Indicator
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Note: When a document is checked out by an owner or a member, the document will be visible to others,
but will not be available for any actions, (e.g., updates or deletion).

4.6.5 How to Check In a Document

Follow the same steps as in Section 4.6.4, but select the Check In option in the menu. Complete the
comments in the pop-up if appropriate (see Figure 32) and then select OK to complete the check-in
process. The document will now be available for actions by others.

Check in ®

Retain Check Out

Retain your check out after checking in?
(O Yes @No

after checking in.

Comments
Comments:

ype comme

OK Cancel

Figure 32: Check In Document; Comments Field

Note that if you go to check in a document but did not make any changes, you can always select Discard
Check Out under the menu options. You will be asked to acknowledge that any changes will not be saved
prior to completing the discard action.
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5. Alerts

Alerts can be set up to notify you of changes made to individual documents, folders, or entire libraries.
There are slight variations depending on where you are starting from, but the steps are generally the

same.

5.1

How to Set Up Alerts on Document Changes

Click on Files or Library, then click on Alert Me, and then Manage My Alerts (see Figure 33).

BROWSE
D E Modify View . Cumrent View: s
o - [if] Create Column | Al Documents  ~ _ o
View  Quick Create ags & E-mail g
Edit View Mavigate Up Cument Page Notes Link
View Format Manage Views Tags and Motes Sh

r| E] Export to Exce [
' |

=r @' Open with Explorer E
Alert RSS Sync  Connectto Connectto

Me~ J Fesd Qutlook Offi

> 82 X Aud. Coord.
> B x csc Blog - Alpha

Set alert on this library

I Manage My Aleris I

> £3 X CTSU Implementation
X ETCTN

X Group Transition WG

¥
> &
> £3

¥ Management Meetings

Manage My Alerts

Go to the My Alerts page to manage
the list of libraries, files, lists, and items
for which you receive alerts.

Figure 33: Set Up New Alert

Click on Add Alert (see Figure 34).

My Alerts on this Site

CTSU > CDMS Support €

Cen...
=/ Add Alert | Delete Selected Alerts

t Title

Site Content
> 3 General Documents
> 53 Meetings
[3 Site Assets
[ite Contents
no aler

There are currently

rts to display.

> Data Quality > My Alerts on this Site

Figure 34: Add Alert

Choose a list or document from the list by clicking on the circle next to the selection, and click Next (see

Figure 35).

CTsU

My Alerts on this Site - New Alert

CTSU > CDMS Support Cen..

csc Gen. Shared Files Network ACT

Site Content

F @z Rl Choose a List or Document Library

>[5 Meetings

@ 5

[ Site Assets
[ite Contents I3
k]

> Data Quality > New Alert

General Documents
View this list...

Meetings
View this list...

Site Assets

Use this library to store files which are included on pages within this site, such as images
on Wiki pages. View this list.

Cancel

Figure 35: Select Iltems for Alert
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Configure the alert settings (see Figure 36) and select OK.

New Alert

Site Content

> =3 General Documents
> (=3 Meetings
[ Site Assets

Alert Title

Site Contents
Enter the title for this alert. This is included in the
subject of the notif;

Delivery Method

Specify how you want the alerts delivered,

Change Type

Specify the type of changes that you want to be
alerted to,

Send Alerts for These Changes

When to Send Alerts
Specify how
{mabile ale
send)

requently you want to be alerted,
is only available for immediately

> Data Qus

 » General Document

DQWG: General Documents Update

Send me alerts by:
@ E-rnail JENNYHOPKINS@WESTAT.COM
Text Message (SMS)

Send URL in text message (SMS)

Only send me alerts when:
@ All changes

New items are added

Existing items are modified

Items are deleted

Send me an alert when:
@ Anything changes

Someone else changes 2 document

Someone else changes 2 document created by me

(O Someone else changes 2 document last modified by me

@ Send notification immediately
Trsend a daily summary

() Send a weekly summary

Time:

Cancel

Figure 36: Configure Alert Settings

The new alert will now appear in your alerts screen, and can be edited or deleted from there at any time

(see Figure 37).

My Alerts on this Site

CTSU » CDMS Support

Site Content

» (5 General Documents
. =i Add Alert | X Delete Selected Alerts

> 153 Meetings

[ Site Assets

Alert Title

Site Contents

Frequency: Immediate

. > Data Quality > My Alerts on this Site

I O DOWG: General Documents Update

Delivery Method(s)

E-mail

Figure 37: Alerts Screen
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