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TEMPLATES FOR CPRS RESEARCH NOTES 

 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.  You can use 
templates for your enrollment notes, Research 
Subject Clinical Warnings, study visit/progress 
notes, close-out notes and many other purposes. 
 Creating a Template: 

 In your participant’s CPRS record, select the 
“Notes” tab. 
 From the tan bar at the top of the screen, choose 
<Options>. 
 Choose <Create New Template> from the 
dialogue box. 
 Look at the new dialogue box that appears.  The 
top half contains 3 sections: “Shared Templates”, 
“Personal Templates” and “Personal Template 
Properties”.  The bottom half contains a large 
blank section called “Template Boilerplate”. 
 Name your new template in the white “Name” box 
seen in the “Personal Template Properties” 
section.  Make the name be a logical description 
of its content.  For example: “Study ABC 



Enrollment Note” or “ABC Visit 1 Progress Note”.  
CPRS will not let you proceed until you have 
named your template. 
 Enter your new template into the “Template 
Boilerplate” section.  You can do this: 

 by typing content directly into the box,  
 by pasting in content from a personal file (such 
as a document already composed in Word 
format on your PC), or  
 by choosing another template from your 
“Personal Templates” that can then be edited 
and renamed. 

 Click “OK” in the bottom right corner of the 
screen to save the template.  The “Notes” screen 
of CPRS will now be visible.  If you now choose 
“Templates”, you should see the new template 
listed.  If you go back to <Options> and the <Edit 
Templates>, you should be able to check that the 
correct content is there. 

 Editing a Template: 
 Select the “Notes” tab. 
 From the tan bar at the top of the screen, choose 
<Options>. 
 Choose <Edit Templates> from the dialogue box. 
 The same dialogue box appears.   
 Choose the template to be edited from the 
“Shared Templates” list or your “My Templates” 
list.   
 The template will appear in the “Template 
Boilerplate” section.  Edit the text as for any Word 
document, and then be sure to rename it in the 



white “Name” box seen in the “Personal 
Template Properties” section.  Make the name of 
the template be a logical description of its content 
and be sure to distinguish it from prior versions.  
If you do not change the name of a personal 
template, then the newly edited template will be 
saved and the original template will be 
irretrievable.  NOTE: Templates edited from the 
“Shared Templates” list will force you to choose a 
new name, so don’t worry…you will not be able 
to mess up any templates in that list. 
 Click “OK” in the bottom right corner of the 
screen to save the template.  The “Notes” screen 
of CPRS will now be visible.  If you now choose 
“Templates”, you should see the new template 
listed.  If you go back to <Options> and the <Edit 
Templates>, you should be able to check that the 
correct content is there. 

 Using a Template: 
 In your participant’s CPRS record, select the 
“Notes” tab. 
 Choose <New Note>. 
 Choose the clinic (if asked). Choose “Research 
Note” from the menu in the “Title” box. Select the 
current date or actual date of the visit/progress 
note.   
 Select <OK>. 
 Select <Templates>.   
 Select <My templates>.  Double-click on the 
template of your choice.  This will paste the 
template into the progress note box. 



 Complete the form, making any patient-specific 
or visit-specific comments as necessary. 
 Sign the note.  Print a hard copy and place it into 
the participant’s research chart. 

 
 

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

 HRP  07.01: Establishing Patients in CPRS 
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