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Relates to SOP: 

• DLV-GEN-SOP-003 Paperlite: Recording and Auditing Research Activity in 

eRecord 

• NJRO-REG-SOP-007 "Recording, managing and reporting Adverse Events for 

Clinical Trials of Investigational Medicinal Products and trials of Advanced 

Therapy Medicinal Products" 

 

Introduction  

This working instruction will enable use of eRecord PowerChart for recording, viewing and 

modifying Adverse Event Log entries (AEs), Concomitant Medication Log entries (CON-

MEDs) and Medical History Log entries. 

The contents of this working instruction are: 

1. Preliminary steps 

2. Adding a new log entry 

3. Reviewing an existing log entry – to view history and modifications 

4. Modifying an existing log entry 

5. A note on timestamps 

6. Using a PowerChart “Tear Off” to have two PowerChart windows open 

simultaneously 

7. Appendix – Log Entry Forms 

https://g14784.ideagenqpulse.com/QPulseDocumentService/Documents.svc/documents/active/attachment?number=DLV-GEN-SOP-003
https://g14784.ideagenqpulse.com/QPulseDocumentService/Documents.svc/documents/active/attachment?number=DLV-GEN-SOP-003
https://g14784.ideagenqpulse.com/QPulseDocumentService/Documents.svc/documents/active/attachment?number=NJRO-REG-SOP-007
https://g14784.ideagenqpulse.com/QPulseDocumentService/Documents.svc/documents/active/attachment?number=NJRO-REG-SOP-007
https://g14784.ideagenqpulse.com/QPulseDocumentService/Documents.svc/documents/active/attachment?number=NJRO-REG-SOP-007
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1 Preliminary steps 
1. Log in to eRecord and open PowerChart 

2. Select the correct patient and the correct encounter 

See DLV-GEN-WI-013 section 2 (Switching to a Research Encounter) for instructions 

on how to do this. 

3. Open the Research view from the left-hand menu (near the bottom of the menu) 

 
Figure 1 - Research button 

4. The Research view loads, showing sections about research forms including sections for: 

• Adverse Events Log 

• CON-MEDs Log 

• Medical History Log 

• Completed/Modified Powerforms 

• Documents Viewing 
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a. If this patient has no research form entries, the sections will be empty: 

Figure 2 - Research view with no log entries 
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b. If this patient has research log entries, they will be shown on the View 

Figure 3 - Research view with log entries 

c. Use the Navigator to navigate between the sections on the View 

 
Figure 4 - Navigator on the Research view 
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2 Adding a new log entry (“Adverse Events Log” section, “CON-

MEDs Log” section and “Medical History Log” section) 
1. Select the + button in the relevant section (i.e., in the “Adverse Events Log” section to add an 

Adverse Events Log entry, in the “CON-MEDs Log” section to add a CON-MEDs Log entry, or 

in the “Medical History Log” section to add a Medical History Log entry). 

2. Select the log’s name in the drop down 

Figure 5 - adding a new log entry 

The form for adding a new log entry of the type selected opens 

3. Some fields will load the last value entered by the user, as indicated by this symbol .  This 

is to make it easier to enter multiple log entries for the same participant on the same trial. 

1 

2 



Research Delivery 

                                              
 

AEs, CON-MEDs and Medical History Logs on eRecord - v2   DLV-GEN-WI-014   
 
                         Page 7 of 18                                                              
This is a copy of a controlled electronic document embedded in the Q-Pulse System which has been 
verified and approved for use. It is the responsibility of the person referencing any printed copy of this 
document to ensure it is a copy of the current version displayed on the Q-Pulse System before use. 

 

Figure 6 - Adverse Events log entry form 

4. Fill in the form.  (The yellow highlight indicates mandatory fields). 

5. When filling in the form, you must be guided by the trial protocol and the trial sponsor (for 

example, for the definition of Adverse Event of Special Interest). 

6. If dates are not known or are estimates, set the “Is the date known” field to “No”, and use 

the adjacent free text box (“Comments” or “Partial Start Date Or Unknown”) to enter 

information about the date (e.g. “Not Known”, “NK”, “NK/12/2021”, “15/12/2021 

(estimate)”).  The exact format to use may be trial specific, so you must be guided by the 

trial protocol or the trial sponsor. 

3 

4 

5 
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7. The AEs log field “Other action taken” should specify the type of action taken as listed on the 

form (e.g. None / Procedure / Intervention stopped etc.) and brief details of the action (e.g. 

name of procedure).  The field has a 255-character limit, so full details cannot be entered.  

Instead, where possible, cross-refer to a location in the patient record where further details 

can be found (e.g. by referring to a specific CON-MEDs log entry or to a specific research 

note). 

8. Use the green tick to sign and save the form. 

(You should not use the “Save Form” icon as that results in the log entry being saved in an 

“In Progress” state for you to complete later, but the log entry is not properly signed off and 

completed and does not show in the “Adverse Events Log”, “CON-MEDs Log” or “Medical 

History Log” sections.  There is also a risk that you will forget to sign off the log entry, and it 

will be lost) 
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3 Reviewing an existing log entry – to view history and 

modifications (“Documents Viewing” section) 
1. Use the Navigator to go to the “Documents Viewing” section (see  

Figure 4 - Navigator on the Research view, on page 5). 

Figure 7 - Documents Viewing section 

2. A blue triangle against an entry shows that entry has been modified 

3. Select the log entry to view 

2 
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4. A summary of the selected log entry is shown, highlighting the history, and details of any 

modifications 

Figure 8 - Documents Viewing section – history, and details of any modifications 
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4 Modifying an existing log entry (“Completed/Modified 

Powerforms” section) 
1. Use the Navigator to go to the “Completed/Modified Powerforms” section 

NB the “Completed/Modified Powerforms” section is encounter specific, i.e., it shows only 

the forms created using the selected encounter.  Therefore, it may be necessary to switch 

encounter to find the specific form (see DLV-GEN-WI-013 section 2 (Switching to a Research 

Encounter) for instructions on how to switch encounter.) 

Figure 9 - Completed/Modified Powerforms section 

2. A blue triangle against an entry shows that entry has been modified. 

3. Select the log entry to modify 

4. Select the Modify button in the right-hand sidebar 

2 

4 
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5. The Log Entry form loads with the data for the selected log entry 

Figure 10 - Log Entry form to modify a log entry 

6. Make the modifications needed 

7. Use the green tick to sign and save the form (do not use the Save Form icon) 

 

7 
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NB Doctors will have to use this option when authenticating / authorising log entries, by modifying 

the entry and filling in the Doctor Authentication / Authorisation fields at the bottom of the log entry 

form. 

 

Figure 11 - Adverse Events Log Entry form – Doctors’ authorisation 

5 A note on timestamps 
The timestamps listed at the top of the “Adverse Events Log” section, the top of the “CON-MEDS 

Log” section and the top of the “Medical History Log” section show when each log entry was created 

(i.e., when it was first opened). 

But in the “Completed/Modified Powerforms” section, the timestamp in the “Date/Time” column 

shows when each log entry was most recently saved – usually a few minutes after it was created. 

The “Documents Viewing” section has columns that show both timestamps: 

• “Time of Service” shows when each log entry was created (i.e., same as the “Adverse Events 

Log” and “CON-MEDs Log” sections) 

• “Last Updated” shows when each log entry was most recently saved (i.e., same as the 

“Completed/Modified Powerforms” section) 

Section Timestamp shows… 

Adverse Events Log,  
CON-MEDs Log and 
Medical History Log 

when each log entry was created (i.e., when it was first opened) 

Completed/Modified 
Powerforms 

when each log entry was most recently saved – usually a few minutes after 
it was created, but will be later if the entry has been modified 

Documents Viewing both timestamps 

• “Time of Service” shows when each log entry was created (i.e., same as 
the “Adverse Events Log”, “CON-MEDs Log” and “Medical History Log” 
sections) 

• “Last Updated” shows when each log entry was most recently saved 
(i.e., same as the “Completed/Modified Powerforms” section) 
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6 Using a PowerChart “Tear Off” to have two PowerChart 

windows open simultaneously 
To create an additional PowerChart window so you can view other parts of the patient’s record 

while completing logs, select “Tear Off” (a), and reconfigure your PowerChart windows to your 

preference. 

 

Figure 12 - PowerChart Tear Off 

a 
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7 Appendix – Log Entry Forms 

7.1 Adverse Events Log entry form 

Figure 13 - Adverse Events Log entry form (top half) 
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Figure 14 - Adverse Events Log entry form (bottom half) 
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7.2 Concomitant Medication Log entry form 

Figure 15 - CON-MEDs Log entry form 
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7.3 Medical History Log entry form 

 
Figure 16 – Medical History Log entry form 


