CONTROLLED DOCUMENT
- (The latest version is maintained on the CBE network).
This document is not a controlled copy once printed fiom the network.

Standard Operating Procedure CBE/HTA-PR-SOP005

Title: SETTING UP AND EDITING PROJECTS IN THE PROCURO DATABASE

Location: CBE

1. PURPOSE

ensure the traceability of HTA licensable material for research.

2. SCOPE

re applies to all

persons involved in the receipt, labelling, tracking and storage of : i rial under the

appropriate, this procedure may be applied to tracks

University’s HTA Licence.
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3. RESPONSIBILITES

&5
*-"m«m1‘-‘§.;v.-

in the relevant fields of the register and that details ar‘:‘ﬁ dated whenever material is transferred,

processed or disposed of.

Procﬁ@%)?sers
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Manual and Procuro: A User's Guide

The new features of Procuro V4 as stated by the manufacturer are available to review in the do

curo%20V4 %20Whats%20new%2001062016.pdf

5. PROCEDURE

5.1. Setting up a New Project in Pro-curo

NOTE: This can only be done by Admin for Pro-Curo v h
Manager. =

5.1.1. Under the Administration/ projects/ ad |

5.1.2. The project name is chosen:

5.1.3. Add the name

VN .

LDCATIONS AND SAMPLES | ADMMSTRATION | 10811 AND SCAteNg P

5
3 Q 3 3 % . $ o 3 o
QA ccio o SO IR B -] RB&w o » HQ®
Bt 199 | gt it Kongriond . Vanr tion Vo Sytem Cormpany Usen Prtyects tplt imts ol Rewors Defactiot lsbel  Date Aothie Fot b Hels About {
-t prefrances  menage memagel  tetegy  Sately P mesrement lomm Degae sty - ¥ !
Contipamon Cyitera Aot gton Fele {
= - a - - i
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5.1.4 In the Projects dialogue box, click the “Add New” button;

=
| Pro-curo Sample Inventory 4.0.2
Projects

e

Add New | Duplicate Edit Details Delete

Sample List Columns

&

Jre = oy

User Field Configuration { Sample Import Profile

Add New... i

10/H0403/13: STAND

13/EM/0290: INTAKE

13/WM/0494 NMES In Dialysis Patients
14/EM/1180 Cycle-HD '
14386-01_MTA_Houston

15/EM/0259 Go fo it

1516/07 Kingston_Diabetes
16/EM/0482 PACE-KD

16/L0O/0865 COPD microparticles
214536 Eccentric cycling in COPD
3598/2015 - CONTRADIA study (Roma)
AR UK PDRA

Bioengineering microscope demo
C14-20 SHIFT Study

C17-03 VARIATE

11/NW/0875 & 06/0Q2601/9 Cryo impairs ...

15/EM/0391 Acute Exercise in Renal Tran...

Sponsor

Karina Wright

MHS study

NHS University of Leicester
Lettie Bishop

Sponsor Code: UNOLE 0521
Lettie Bishop

Kingston University

UHL

NHS

Martin Lindley

Dr. Steve Faulkner
Arthritis Research UK

Dr. Elizabeth Ratcliffe
Stacy Clemes

James King

Contact name
James King (Pl: Myra Nimmo)

(PI: David Stensel)
Lettie Bishop
Uni Hospitals Leicester and NCS...

Dr Judith Aligrove

Clyde Williams Building

Steve Faulkner

Dr Darren Player (Pl: Mark Lewis)
e.ratcliffe@lboro.ac.uk

NCSEM 1st floor
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Pro-curo Sample Inventory 4.0.2

Add New Project

Project name

Sponsor Contact name

| B

Address

Town County

| o

Country Postcode

Telephone
| |

Box grid view data fields
Show data from this data field in the cell ID Iabel

Sub-location

Show data from this field in the link label

Sample number

Notes

3
{

S

Save

Close

|
R —
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* Figure 3- Setting up the Project Information File. Note, project sponsor should be noted. If this is not an extern&“prgamsatlon
then the principle investigator should be entered into this field. The essential fields (aside from the Project Name whi
be filled in according to section 5.2) to fill on this screen are the ‘project sponsor’, ‘contact’ and ‘notes fields’. Other
information that can go into the notes fields includes any other collaborators, or information about anyg@t@r\ ites |
may be carried out at

Enter project info:- see the instructions in section 5.2.

5.2 Principles Underlying The Nomenclature

The project name forms an essential part of the audit trail, d nstrating t(\ ' chain of custody of the samples,
and also providing a reference point. For samples, such as non‘é@ﬁmary ceflr es that have been commercially
brought, there is no ethics requirement. For Samples with an ethic his could be used. If there is no ethics
code please start the project name with ‘No-Ethics’. In _,gder to dlstlngwsh the samples from the CBE from
other departments please add this in the project nag

The last part of the project name is the choice of the
laboratory users ( it is usually the title of the BlologlcaT tglﬁ assessment or a shortened version due to the 50
character limit).

Example: No Ethics-CBE- XXXX

if it is under ethics.

Ves bea Vs Sptem br;v, e Puzects o0
poebeenies  meisige besages  aieg  Geles ®

Mesiage
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password needs to be set with

;’—n»tf‘ Pro-curo Sample Inventory 4.0.2

D 9 F = .
(€S % | I
Add New | Retire Reinstate Delete | Lock Out

Users @® Current

O Retired

choice. An administrator can change the password on subsequent occasions bu,%‘;t%

the user present.

o , ?
| o L "4 |
| & § ﬁ
Unlock : Force Password Change  Change Password |

| : |

System permissions for selected user

O An

Pro-curo Sample Inventory 4.0.2

1 System Administrator (full permissions)

B

User Management

Projact permissions for selected user

Project
[ 10/H0403/13: STAND

4
5
5
7
3
E]
)
1
) Add New User User can
i AR [ 11/Nw/0875 & 06/Q2601/9 Cryo impairs M...

Enter the new User Name | = [ 13/EM/0290: INTAKE
4 i i Manage projedis [ 13/WM/0484 NMES In Dialysis Patients
5 [ B s O S [ 14/EM/1190 Cycle-HD
5 ; SR BE e [] 14386-01_MTA_Houston
i ; i 1 Manage locations [ 15/EM/0259 Go fo it

{ Y Add : ] 15/EM/0391 Acute Exercise in Renal Transpl...
% = i :
3 oK I I Cancel l ; oo [ 1516/07 Kingston_Diabetes
3 ! | Edit existing samples [ 16/EM/0482 PACE-XD
b) CGKA |:| 16/L0/0865 COPD microparticles
\ CGKC3 E] 214536 Eccentric gjcling in COPD
CGKKE spose samples [[] 3598/2015 - CONTRADIA study (Roma)
2 CGLM2 [] AR UK PDRA
3 CGNMW ! Baok samples out [] Bioengineering microscope demo
4 CGPH3 v [ €14-20 SHIFT Study
2 CGSB3 [] €17-03 VARIATE
CMAIC3 [T CRE-DUMMY PROIFCT FOR TRAINING
: CMMAT v Select All Deselect All
3
) | Save | I Close
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Pro-curo Sample Inventory 4.0.2

A

|
| \ i
| : 4

|

fAdd New ' Retire Reinstate Delete | Lock Out Unlock } Force Password Change  Change Password
i i 1
Users ® Current O Retired O an System permissions for selected user
{sername Retired Locked out  PW Change )A {4 System Administrator (full permissions)
ADJH19 User cam:
ADLC15 T4 sauns .
{1 ttanage users
ADMIN .
ADSP17 {_I Manage projecis
ADSRA {1 Manage sample types
CGAE3 v S B
CGBAD2 {1 Manage tocations
CGDM3 M
CGDMS i | Add new samples
CGJB2 [ Edit existing samples
CGKA ; )
CGKC3 i | Split samples
CGKKE |_| Retire/Dispose samples
CGLM2 ..
CGNMW - {_| Book samples out
CGPH3 v || Book samples in
CGSB3 -
CMAJC3 i | Moye samples
CMMAT v { 1 use portable application

Figure 5 Shows the user management
image the add user button is highlighted®

User Management
e 3 4 Ny .

Project permissions for selecied user

Project

[J 10/H0403/13: STAND

1 11/Nw/0875 & 06/Q2601/9 Cryo impairs M...
] 13/EM/0230: INTAKE

[J 13AWM/0494 NMES In Dialysis Patients

[ 14/EM/1190 Cycle-HD -

[] 14386-01_MTA_Houston

[ 15/EM/0259 Go fo it

[:l 15/EM/0391 Acute Exercise in Renal Transpl...
[[] 1516/07 Kingston_Diabetes

[ 16/EM/0482 PACE-KD

[J 16/1.0/0865 COPD microparticles

[J 214536 Eccentric cycling in COPD

[[] 3598/2015 - CONTRADIA study (Roma)

[ AR UK PDRA

[ Bioengineering microscope demo

[] €14-20 SHIFT Study -

[ €17-03 VARIATE

[C1 CRE-DUMMY PROIFCT FOR TRAINING

Select All

Deselect Al
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{ Pro-curo Sample Inventory 4.0.2
|

User Management

i i 1
| Y a2 | ~ ; |
o | oF X Q " 2  ~ 4
s | * 9 » | B : % % [
Add New | Retire’ Reinstate Delete | Lock Out Unlock Force Password Change Change Password |
; | | : i
Users ® Current O Retired QO an System permissions for PSDCB Project permissions for PSDCB
User name Retired Locked out  PW Change a L] system Fullp Project o]
PSAET3 User can: 10/H0403/13; STAND
PSAG : v i Minboe Gt . | 11/nw/0875 & 06/Q2601/9 Cryo impairs M...
PSAH10 v [41 13/eM/0290: INTAKE .
PSAK10 3 E Manage projects M 13/WM/0494 NMES In Dialysis Patients
PSANL2 & Ksigesannie bipis 14/EM/1190 Cycle-HD
PSAPS SELMER D [ 14386.01_MTA_Houston

PSAS41 ) | [¥] Manage locations [ 15/EM/0259 Go fo it

1 PSAW12 @ 15/EM/0391 Acute Exercise in Renal Transpl...
|| psBeuz £ addnew samples [ 1516/07 kingston_Diabetes
| | psBTS3 Edit existing samples 16/EM/0482 PACE-KD
{ PSCAL g E] 16/L0/0865 COPD microparticles
|| psces £ spit samples : [ 214536 Eccentric cycling in COPD
| PSCIH [A Retire/Dispose samples [ 3598/2015 - CONTRADIA study (Roma)
| | pscMs3 v 4 AR UK PDRA
| PSCWT [4 Book samples out [ Bioengineering microscope demo
| PSDC7 ; M €14-20 SHIFT Study
| T i sty 2 C17.03 varare
i PSDJH2 Move samples J 1 CRE-DUMMY PROIFCT FOR TRAINING v
X PsDJs2 v [] Use portable application Select All Deselect All
; Save | [ Close
n the‘;ﬁ@g@f’e column. Most users should only have the following
permissions; o
o e Manage Locations.
R /
o
®
[ )
[ ]
[ )
)
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Competent users and Procuro adminsitrators.
Note; Do NOT give SYSTEM ADMIN permissions to general users.
To select the projects the user has permissions to, select the relevant project fr

2. Customise a new project :
Once a new project is created the appropriate fields need to be created Pr
Standard fields that are not readily editable. In order to se Pr ‘
new fields need to be added to a project. See section;

5.4 User fields

free text flelds numeric flel
one of the date flelds in the

.ﬁléase ensure a sample/ consent Expiry date is added to
‘,nfiguratlon box. Usage of the other fields is dependent on
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RC-K 152
LOCATIONS AND SAMPLES i ADMMNSTRATION

MOELE AND SCANNING  REPORTNG

Pro-caro Semple lnventery 402 | Current Uses: ADMN

e T =4
QA o 2 9.5
Pie-¢ e brventesy 402

(RER R

& ? Ee

2800

| Pro-curo Samele Invertory 402

User Field Configuration

| 2 = w

Project: RI5-P131 Gl hormones and GRP variants

' | | op-don Datsis
AddNew DupScate | ESDetads Delete | Sample List Cotumns | User Fiekd Configuration | Sample kmpert Prefie | e . Ure  Ceptien sadate
; ‘ mw @ = me 8 Emas ] @

Project Name Spanser Centactname Telepheae A et a [:l 12} Test o VserFeia 12 ]

RIS-P031 Gl hornents insasaand bla.  Davd Stensel =

RI1S-F033 arm cranking sl raised corete.  Dr Chistol Leicht €3 Tt a D 13) Ted o

RIS-POH BFR cuff type Ot Fichard Ferguson 09 Tet a &= 19 T o

RIS-POSS Heating, HSPs 2nd glutose e Steve Fauiner 3

RI5.R0E4-Conpression Garmenls Lo Bamett Launa Banet 01509 226355 €9 Tet (u] = 019 Tet u]

RIS-P035 Perception um-usnk modsiti.  Qvistel Leicht () 01509 225305

RISAIOT Accumutated il acity  KelnTotrey ©4 Tt o [ 016 mmerc =00

RI5-P120 THAW ECCENTRIC TRADSG M LADEH-WHIBIS( | e et a =] 07 Wemeric a

RISFI24F: Badtin Linctey 01509 226349

RIS-P128 Acpette Reproducisty Dxiid Stensed €9 Tt o = 08 kmee [ Uses el 13 i

RIS-P131 Gl homenes and GRPvariants  Dvd Stensel David Stersel 01508 226344 ' Do e S e

RIERI10 Vidy Toley Leughtcrough Unirersiy g o > J 119 ate g [eonnioe T

R16-P033 Motivstion 25 predictors of bl Lettie Bishop and lan Tyfor 00 Tet [u] User Fieta 10 (| 29 Date a Ss=ple Expiy %]

R1E-P080 Inflammation hot waler imsmer.. Chrstof Leicht 3 4

RI6-ROST: HEX B=eshng NCSEM 130 01508228457 B2 serfieids 110 10 {drop-dewns) are strct setection ordy

RI6-POT2 contral study Leltie Bishop NCSEL Loughberough Unirersity

RIE-ROT4 Mothation as predictor of epl. D Sarabys 2 01509 226444 v PR

Refresh

New Duplicate Move Rename Delete Prin

label |

ile and Scanning Reporting

i ¢ & & %

dit  Split Move Book Book AddtoMy Retire Dispose View Print

out in  Samples

4

= |
|
|

i gER 1N

Show l
i

Open

history label
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5.5.1. New window opens: ‘Sample Information’ (see Figure 3).

5.5.2. Choose your project name using the drop-down list.
5.5.3. Once a project name is chosen additional tabs may appear.

5.5.4. Enter sample type using the drop-down list. If the sample type is
available, liaise with the responsible authority to create a new

manual).

5.5.5. All sample records within a pfoject file MUST i

Research study,

e Tissue type,

e Storage location,

e Consent/Material transfjr deta
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I Sample Information

i Sample Information

Sample number(s) (NCW) =

Project name [JS LIVE - i vJ Sample document links [Batch document links |

Sponsor James King

, s _—

Sample type [
Batch number

External reference

Mass I vl

Re-agent %
Location [Z] Pro-curo

Sub location

[ Add ][ Remove |

Notes
HTA designated [ v]
MTA if applicable [ v]
plasma treatment [ : v}
sub location
user
consent date

sample expiy [ 15/11/2014 [P+
collection date (7] 15/11/2014 [+

Add and duplicate J [ Add ] [ Cancel
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Figure 3.

5.3. Description and use of fields within the Procuro register

> | Sample number: A unique number that is assigned by Procuro to ¢

Y V V VvV

Mass: not relevant

Location: give freezéx

Y V V VYV V VY

Project name: taken from project information
Sponsor: taken from project information

Sample type: drop down list of tissue type

Reagent %: not relevant

WJ {n th;e specified box, will be printed onto the label.

The field names marked in blue cannot be readily edited, those in red are compulsory

- 4
Consent date: refers to the date that consent was give, by the participant, for the sample to

i
" be taken. The consent forms must be stored separately, in a secure location that can be
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Location: CBE

accessed by the appropriate people if required. The HTA are particularly interested in

following the audit trail from sample to informed consent.

to be used has sufficient space.

».:;%

> Note: before entering samples check that the location tha§‘
wayé in which this can be done

otibeen received then ensure you add a
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SOP Version History
Version Date DCN Revision Summary
Reviewed Revised/
Reviewed 5
1.0 40 N/A No Amendments required _4 1.0
December Minor editorials only including re New
2017 by version
C.Kavanagh not
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