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1 Enrol Patient

! OBTAIN CONSENT FIRST

Patient consent must be obtained before 

enrolment. Consent form templates are available 

in the Supporting Documents section.
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https://cpms2.ern-net.eu/screen/supporting-documents
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• Set “Consent given” — this is required 
before you can proceed.

• The optional consents (education 
purposes, registry export) can be set 
independently.

• Enter the identifying data

• A nickname will be generated
automatically 

• You can change it using “Generate 
nickname” and validate it.
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1 Enrol Patient

• Under Healthcare provider details, 
select ERN “Endo-ERN”.

• Confirm the Lead and the Healthcare 
provider / treatment country.

• Select the CPMS area(s) — i.e. the 
relevant MTG (maximum 3) — and any 
sub-area if needed (optional)

• Click “Add patient” to complete 
enrolment.

! Thematic Area = MTG

The CPMS area corresponds to the Endo-ERN 
Main Thematic Group. Please find more 
information on the MTGs on the Endo-ERN 
website
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1 Enrol Patient

• The patient case is now enrolled

• The record opens on the Details tab showing Patient Details and 
Healthcare provider details.

• From here you can Export patient data, Edit patient details, or open 
Extended details.

• The tabs Files, Participants and History give access to the rest of the 
workflow.
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2 Upload Files
Attach documents, imaging or a pedigree to the record

• Open the Files tab of the patient record.

• Click “Upload” to attach a file

! ANONYMISE BEFORE UPLOAD

No person-identifying data may be present in CPMS 2.0. Files must be anonymised 
accordingly before upload. DICOM files are anonymised automatically during the 
upload.
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2 Upload Files

• Choose a single file (drag & drop or 
“Choose file”). Zip DICOM files 
beforehand.

• Set the File category, an optional 
investigation date, and a description.

• Tick the confirmation checkbox that 
the file has been anonymised.

• Click “Upload”. Only certain file 
extensions are permitted.
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2 Upload Files

• When the action icon changes to an eye, the upload 
is complete and the file can be viewed.
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3 Add Participants

• Open the Participants tab of the 
patient record.

• Click “Add participant” to search for 
and invite additional people.
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3 Add Participants

• Search for individual users via the 
filters: General search, ERN, Name, 
HCP, Profession or “Cares for”.

• Toggle “Search by group” to add an 
entire group at once.

• Tick the people you need, then click 
“Add participant”.

! FOR ENDO-ERN

Search via “Groups” for the most up to date MTG group
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4 Open Discussion

• Click “Open discussion” on the right-
hand panel to begin the consultation 
for this patient.
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4 Open Discussion • Write the discussion topic: the purpose 
of the consultation 

• Set the urgency — “Not urgent” or 
“Urgent”.

• Click “Confirm” to open the discussion.
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4 Open Discussion

• The patient status changes to “Under 
Discussion”.

• Use the message field at the bottom to 
communicate with participants (“@” to 
mention someone).
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5 Meeting

• Regular meetings are held in Endo-ERN per MTG. 
Please find an overview of the upcoming dates 
here. Contact @cpmshelpdesk@endo.ern-net.eu 
to take a slot in the regular meetings

• You can also schedule an individual meeting from 
the panel via “Schedule meeting”.
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6 Close Discussion

• In the discussion panel, click “Close the 
discussion”.

• Enter a Conclusion comment 
summarising the outcome — this text 
is included in the Outcome Document.

• Use “Preview outcome document” to 
check it first.

• Click “SignOff” to close the discussion 
permanently.
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!

You can always open a new discussion on a patient



6 Close Discussion 

• Open the History tab to see the full timeline

• Use “Outcome Document” to download the 
signed-off outcome.
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Full workflow
Enrol → Upload → Add Participants → Open Discussion → Schedule Meeting → Close Discussion
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Need help?

Contact the Endo-ERN CPMS Helpdesk (cpmshelpdesk@endo.ern-net.eu) for onboarding, access or 
case-handling questions.

mailto:cpmshelpdesk@endo.ern-net.eu

