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In order to use the NPEU CTU Document Upload Tool you will need to set up your NPEU login account (which is individual to you as a person).

You will receive an email from Click on the ‘Confirm..." link to confirm your email address and set your password for this account.
identity@npeu.ox.ac.uk which looks like this.

OxPop / NPEU Account

Dear John Smith, Please set your

assword
You have been assigned an OxPop / NPEU account. P

Password

‘ Confirm Password

Use 8 or more characters with a mix of

uppercase and lowercase letters, numbers &
Confirm email and set password symbols

(e [

Tologintothe tool, go to https://tada.npeu.ox.ac.uk/DocumentUpload and choose the logo for the trial you are working on. You will then be prompted to enter your NPEU

Account details.

OxPop / NPEU Account
| S NPEU EU P
Clinical Trials Unit Please Iog in to Your username is either your
email address or the username
NPEU CTU Document Upload Tool Document Upload quoted in the above

registration email
Please select the trial you would like to uplcad documents for: —
o i Username ]

D O :_ F ! !\4 . S u r f ‘ Fasswerd ! This is the password you set

Forgot password? above
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Once logged in, you can begin to upload your documents.

51 NPEU CTU Document Upload Tool — User Guide

If you work at multiple
sites for the trial you
can switch between

them here

Logo of the trial you are working on; do not use this
tool to upload documents unrelated to this trial

OLFIN

Document upload tool for the DOLFIN trial at Birmingham Women's Hospital

Click here to log out

() @

Birmingham Women's Hospital v

Consent form

SAE form

Please search...

Documents of the same type for different study
numbers must be uploaded in separate batches

Please choose...

I

You must select a

Study number is required if
uploading a Consent or SAE form

Document type

Other (please specify) Y

Please search...

Consent form

v

v | Please search.. "l

Enter type of document

Documents are uploaded

Only study numbers

Incident report

Other (please specify)

nd-drop filesmereoremer e

document type if “Other” chosen per study number

for participants S

10015 10876 11177 11417 11815
210885 11189 11429
27 4neo7 11102 11439

recruited at your site
are shown

Communications Schedule

File upload validation test documents
Logs

Medication Diary

@ Creative Cloud Files

Documents can
also be dragged
and dropped from
a File Explorer
window to the
upload window

~ Name

[&] Consent form JPG 11347 jpg

= K (Wndph) (k)

= T-Drive NiclusterfG) (T
22 items

Date modif

e same type
pload"

SAE form v 10876 v

o =11 TIes
e _
El Moveto~ 3 Delete - \ﬂ FHseiectal
s fi- Select none
Pinto Quick Copy Paste Copy o Rename  New Properties
access " folder - i invert selection |
Clipboard Organise Hew Open Select Permitted ﬁle types‘
<« A « File.. > Downl... v o Search Downloaded files ng patient-

PDFs, Word, Excel, plain
text, .csv, or image files

You will see a confirmation after clicking Upload (number
and name of file(s), type and study number if applicable)

Thank you for uploading the 1 Mrsted

Test SAE Birmingham.pdf

A\ Please expect acknowledgement of

working day. If you do not hear from them after that time, please follow this up with them to

To upload more documents, click here.

If you have no more documents to uploa

4 G Lgepermined e o .
[&] Consent form 2 PNG RVl.png | R v |
[s] ] Test SAE Birmingham.pdf X
87 Semicolons commas, andlalse | Add documents to the
|s] QDO jpg ! . « ” .
L;_j Drag-and-drop more files here or dick below upload using Browse ensure receipt.
in-a-text-filesct /
% Large permitted file.doox ; ) ”
5 Other Word Macro.docm \ Browse... |No files selected.
1} Consent form Excel Macroxlsm
[&] Consent form PNG.png .
6] Consent form PG5 Add notes to the trial
& o ecs — team here
] Test et This is an SAE report for baby 10876. I
Incident form 2pdf
o ! o
ineidentform 141 e Click Upload to send the document,
85 Other Word.doo Upload | | reset

or Reset to clear all fields

below, reference: SAE form for study number 10876,

this SAE report from the DOLFIN trial team within one

d, pr. “lick here now to log out of this tool.
Click here to
return to the

upload window
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