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This is a view of the Health Research Website that the public sees when they select “Find a study” on the URMC home page. 
 

Click this URL: https://clinicalstudies.mc.rochester.edu/account/login 
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Roc Health Research: Our Door is Open! 
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VIEW OF Admin LOG‐IN PAGE 
 

Clinical Studies Admin Page URL: https://clinicalstudies.mc.rochester.edu/Account/Login?ReturnUrl=%2f 
 
 
 
 
 
 
 
 
 
 

Use the same 

Password you use 

to log into the 

HRMS system. 
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View of open and closed health studies associated with your name. 
 
 
 

The top section of this page shows all open 

studies associated with your name. 
 

 
 
 
 
 
 
 
 
 
 
 
 

The bottom section of this page shows your 

ended/expired studies and studies that have 

completed enrollment. 
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IMPORTANT INFORMATION YOU NEED TO KNOW! 
 

You must complete all “Required” fields before you can save any study 

information. We recommend that you fill in the *”Required fields” first, 

then save, so information is not lost should the system time out. You can 

then go back to edit or complete the remaining information. (Required 

fields are marked with a red ^ symbol.) 
 

HELPFUL HINT #1: (If you first click the “SAVE” button, all “Required fields” will turn Red. This 

makes it easier to locate them quickly.) 
 

HELPFUL HINT #2: You may wish to complete the worksheet, attached to these posting 

instructions, prior to entering your study details into the system. You can then cut and paste 

to make entering easier and faster.) 
 

There is no auto save! If you don’t periodically click “Save”, you will 

have 60 minutes to enter your study information before the system times 

out. You will receive a notice 5 minutes before the system times out. At 

that time, you have the option to continue or to click the “Save” button. 
*Remember, all “Required” fields must be completed before you can save. 
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Before entering any information you can select the” SAVE” button and the “Required 

Fields” will turn red as this picture shows. You can then easily complete them and select 

SAVE again. If you are interrupted you can go back to the study later to complete. 
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Check this box if your study is accepting healthy volunteers. 
 
 
 
 
 
 

Once your study’s enrollment is completed, this box should be checked so the study is 

removed from the website. 
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Study Status & Dates refers to your anticipated 

Recruitment period. 
 

 
 
 
 
 
 
 
 
 
 
 
 

The Study Contact will receive e‐mail & phone 

inquiries from potential volunteers. You can also 

indicate a team name if there are multiple study 

contact people and you have a dedicated phone 

number or e‐mail address for your 

study/department. 
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This is what the volunteer’s contact form looks like. 
 

This contact form will be displayed to potential volunteers on the public side of the website when they click the 

“Contact this study” link. Upon completion by the volunteer, this information will be sent to your study’s contact 

number that is listed here. 
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In this box you can provide additional 

details about your study. IT’s best to keep 

this information in simple language and 

avoid research jargon that the general 

public will not understand. 
 
 
 
 
 
 

 
This is a sample confirmation message template. 

Click on this message and it will automatically be 

inserted into the blank “Contact Form 

Confirmation Message” box about it. You can 

then edit the message as you wish. 

mailto:RecruitmentHelp@urmc.rochester.edu


Posting Instructions for New Health Research Website Last updated 7/25/2016 

Contact RecruitmentHelp@urmc.rochester.edu if you have questions or if you need assistance. Page 12 

 

 

 
 
 

This is an optional field. Review the help box for more 

information about “Service Lines”. 
 
 
 

The more terms or conditions you add here the easier your study can be found by potential volunteers. In addition, 

these terms provide additional educational information about the health topic(s) related to your study . 
 

Click this help button for further details about selecting conditions. This is an optional field. 
 
 
 
 
 
 
 

 
Additional Links allows you to add “external” websites in order to provide potential volunteers with 

additional health information associated with your study topic.  Only the link name will appear to 

volunteers. URL  is imbedded and is not visible. 
 

Click the next to the “Link URL” text box to add additional external website links. 
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“CONDITIONS” provides potential volunteers with additional information about health topics related to your study. 
 
 
 
 
 
 

Enter a condition such as “diabetes” in this box and related sub 

topics will appear. Check the boxes next to the specific topics you 

wish to display to potential volunteers. 
 

Click “OK” 
 

The National Library of Medicine provides the health information for 

the conditions listed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The conditions you select will then appear with links the potential volunteer can click on to 

see this additional information. Conditions you select will be used to educate about a 

specific condition and will be used as a search term as well. 
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PRE‐SCREENING QUESTIONS: 
 
 

Pre‐screen questions are optional. They are usually the first few questions you would ask a 

potential volunteer to see if they meet the basic criteria for your study. 

 

Click the help feature for additional information. 
 

 
 
 
 
 
 
 
 
 
 
 

If recruiting “healthy” and “non‐healthy” volunteers, two different 

sets of screening questions can be inserted. The 2 types of Pre‐ 

screen questions are those for Healthy Volunteers to answer and 

those related to health conditions that will affect someone’s 

eligibility for your study. 
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Click here to remove all “Healthy” Volunteer Pre‐screen 

questions”. Do this if your study is not recruiting healthy 

volunteers. 
 
 
 
 

 
The message you type here will 

be displayed on the public side to 

a potential volunteer who 

appears to be eligible for your 

study after they answer your pre‐ 

screen questions. 
 

 
 
 
 
 

Order of Steps for creating Pre‐screen Questions 

These are the 5 types of questions you can choose from. See the next 

page for examples of each question type. 

 

1. Insert or create a “Confirmation Message” for healthy 

volunteers who appear to be eligible for your study. 

2. Select the type of Question you are asking. 

3. Insert Question Text. (See next page for example). 

4. Specify if a specific answer is needed by checking the 

appropriate box. 

5. If yes, indicate the required answer(s). 

6. Click “Add Question” to create another pre‐screen 

question. 
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Example of an “Integer” Question…. 
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Example of an “Integer Range” Question…. 
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Example of a “Short Answer” Question…. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is an example of when no specific answer is required. 

Note this box is unchecked. You will not need to supply a 

specific short answer in this instance. 
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Example of a “Multiple Choice” Question…. 
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Example of a “Yes/No” Question…. 
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Condition Pre-screen Questions 
 
 
 
 

The procedure for “Condition” Pre‐screen 

questions is the same as that for “Healthy 

Volunteer” Questions. See previous pages 

for examples. 
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Click here to ask Pre‐screen “Condition” questions 

related to the topic or condition you are studying. 
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Click here to remove the option of Condition Pre‐ 

screen Questions. 
 
 
 
 
 
 
 
 
 
 

Enter a Confirmation Message for those who are initially eligible for your study 

after answering your Pre‐screen questions. This message will be sent to them 

so you should indicate when they can expect to hear from you. 
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You MUST complete all required fields before you can 

save your study. Once saved, you can go back and review 

and edit information before submitting to website 

administrator for review/approval. 
 
 
 
 
 
 

Once you have completed entering your study details, you will need to “uncheck” the box at the top of page in order to move it from 

“Draft” status to “Approval Pending” status.  At that time a notification will be sent to you, the PI, & Study Coordinator you listed, as 

well as this Website’s Manager. 
 

The Website Manager will follow up with you to recommend revisions for your consideration, if needed. Recommended revisions 

could include rewording your simple title or study description to make it more understandable by potential volunteers. 
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