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How-To Guide for Creating Participant Casebooks (Data PDFs)

Generating the PDF Request

SCHARP

Statistical Center for HIV/AIDS
Research and Prevention

1) Sign into Medidata Rave and navigate to the page displaying the list of studies to which you have access. On

the left-hand side of the screen the list of “Installed Modules” to which you have access will be displayed.
Select PDF Generator.
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2) This is the initial view of PDF Generator. Select Create Data Request.
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3) On the initial screen for the Data PDF are the following items which will need to be completed. Here is a
description for those items:
Item 1 —The Name of the File: Create a recognizable file name for the request.
Item 2 — Configuration Profile: For Data PDFs use No Annotations.
Iltem 3 — Study, Role & Locale: Select the study, your assigned Role within Medidata (e.g. Investigator) & select
English for Locale
Iltem 4 — Site Groups and Sites: Select your site
Item 5 — Folder Exclusions: Select Folders to exclude from the PDF, if any
Iltem 6 — Scheduled Execution: Select the date and time
Iltem 7 — Subjects: Select the Participants for whom you are creating Casebooks
Iltem 8 — Form Exclusions: Select Forms to exclude from the PDF, if any
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Here is an example where the following are completed:

The Name of the File (Item 1)
Configuration Profile (Item 2)
Study, Role and Locale (Item 3)
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4) Use the ‘+’ symbol or triangle arrows (identified below) to expand the selection.
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5) Use the checkboxes to indicate selections for Participants (Subjects), Folder or Form Exclusions.

For Participants, select the checkbox at the top to select all participants for that page of the list. To add
additional participants to the request, click on subsequent pages and select either the checkbox at the top for
all participants on each page or individual participants.
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For Folder or Form Exclusions, select the checkboxes for folders or forms to exclude from the PDF.

Note: There can be just folders to exclude; just forms to exclude; both folders and forms; or no folders or forms.

Although selecting the checkbox at the top to exclude all folders or all forms is possible, it is not recommended to select all for
creation of Participant Casebooks.
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6) Select the date for the PDFs to be created by clicking in the date box and using the calendar.
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7) Input the time for the PDFs request to start.
Note: Use 24-hour format.
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8) Select Save. Request will begin on designated date and time.
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Check the status of a PDF Request

1) Select File Requests
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2) Complete any of the fields to narrow down the list. Select Search.
Click the Live Status Update checkbox to monitor progress in real-time. (Not mandatory.)
Status column shows current status. Status can be one of the following:
o Scheduled — Request has been scheduled and date or time is in the future
o Unscheduled — Request created, but no date has been entered
o In Progress — Request is being generated
o Completed — Request has been completed
o Execution Error — Request did not process. A tooltip shows the text of the exception.
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3) Status will show Completed when finished.
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Retrieving the PDF Request

1) Within PDF Generator, select “My PDF Files” and select “PDF Files With Data”.
Select Download.
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2) The PDF will download into a .zip folder.
D SCHARP
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Click Here for Customer Support Information

Medidata Classic Rave® 2021.1.2
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3) Open the .zip folder.
Open the folder with the Study Number and then open the folder with the Site Name.

e

Name Type Compressed size
HPTNOS3 Prod File folder

Name Type
31958-Adolescent and Young Adult Research at the CORE Center (AYAR at CORE) File folder
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4) Each Participant’s Casebook will be listed as separate files. Save the files to a secure location.

o

MName Type Compressed size
£ 844101968.pdf Adobe Acrobat Document 6,735 KB
£ 844114387 pdf Adobe Acrobat Document 1,392 KB
|£| 844117441 .pdf Adobe Acrobat Document 431 KB
£ 844134100.pdf Adobe Acrobat Document 5,019 KB
|£] 844142456.pdf Adobe Acrobat Document 433 KB
gl
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More Information & Tips:

e Casebooks are large files and take time to be generated.

o Schedule the PDF Requests to generate outside of ‘normal’ business hours (M-F, 8am-5pm).

=  Weekends or late night/early morning hours work best.

e Ifinternet bandwidth is problematic, select a smaller number of participants to generate at a time.

e Do not schedule requests so they overlap as it will cause an execution error.

o For example, do not schedule a request containing 5 ppts at 08:00am and then the next request for 5
ppts at 08:15am. The first request will not be completed when the second begins, which will cause
an execution error for the first request.

e You must use the Role you are assigned within Medidata (e.g. Investigator) in order to download the PDFs
when they are completed. If you use another Role, you will not be able to view nor download the
completed PDFs.

e For more information here is the Medidata Knowledge Space Link for the PDF Generator:
https://learn.mdsol.com/rave/pdf-gen/en/rave-pdf-generator-69850545.html
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