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ENROLLMENT NOTES 

 MUST be placed in CPRS at the time the research 
participant is consented. 
 The purpose of the note is to document that you or 
your staff performed the required elements of the 
informed consent process.  The elements of this 
process are actually mandated by VA and other 
regulations. 
 The note will later also be used as a link when the 
Research Service scans the informed consent and 
HIPAA forms into CPRS.   
 If you do not write an enrollment note, we cannot 
scan the consent form into CPRS.  Then we need 
to call you to write one, you have to add it to your 
list of things to do, we need to follow up, and on 
and on. Overall, it means lots of extra work for all of 
us. 
 It can actually be a very quick process: 

 In your participant’s CPRS record, choose “New 
Note” and a visit of the same date that the 
consent form was signed. 
 Go to the “NOTES” tab and choose “Templates“. 
 Choose the “Research” folder.   
 Choose “Research Subject – Enrollment Note”.  
Complete all the blanks and make comments or 
other changes as necessary.   



 Check that all dates and other information are 
correct. 
 Sign the note. 
 Print the note for your study files. 

 You can create your own templates for your studies 
and save them in the “My Templates” file in CPRS 
or even save them at your desktop to be pasted 
into CPRS notes when you need them.  A study-
specific template saves you time because most of 
the information can be pre-entered.  CPRS 
templates will be a future Research Service Hot 
Topic. 
 

 

 Further details can be found in the following 
Research Service SOPs available through the 
Research Service: 

 HRP  07.01: Establishing Patients in CPRS 
 HRP 03.01G: Informed Consent Guidebook 
 HRP 03.03: Obtaining and Documenting 
Informed Consent 
  

For questions concerning this or other Research 
Service Hot Topics, contact: 

Jessica Mendoza, RN, BSN, CCRC 
Research Compliance Specialist 

VA Maryland Health Care Systems 
10 North Greene St 

Baltimore Maryland 21201 
Rm 3-A-125 

(410) 605-7000 x5591 
jmend001@umaryland.edu 
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