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How to submit a Portfolio application in EDGE to 3CTN Coordinating Centre (3CTN CC)


These instructions are for the user who has an EDGE account. Users can complete the Portfolio application and submit to the 3CTN CC, so the application can be reviewed within EDGE.

Before completing the application form, it is good practice to search All Projects to ensure the study has not already been added by another organization. 


If the study has been added by another organization, please navigate to the organization tab and click request involvement and coordinate with the other organization regarding who should lead the submission.
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If the study is not found in EDGE, you can submit the application by adding a new project and completing the 3CTN Portfolio Application form. 

To add a new project to EDGE, click the Management tab at the top. Then click on the Projects tab and select Add under Add a new Project.
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When adding a new project you will be prompted to complete the core details of the study. This will include short and long trial titles as well as selecting a Study Chair from the list of users on EDGE. When adding a project, ensure you are working from the most recent copy of the Protocol regarding your study to complete all the information. All the information needed can be found on clinicaltrials.gov or the trial protocol. 

On the first page of the Add Project wizard please add the NCT # and Protocol ID
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Note when you click Next EDGE will do a search based on the identifiers entered to confirm the trial hasn’t already been added to the system.


On page 3 of the Add Project wizard you will be required to enter the Short title, Full title, Visibility (select Public), Status, Project Type (select Academic non-portfolio), Participant Status Workflow (select Interventional Default), Start Date (sponsor open to recruitment date), Participant Data Collection Plan (select Canada).
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Title= short form of sponsor in () and protocol number Ex. (CCTG) IND.235
Full title= full title of trial 




Once you finish the Add Project wizard you will be brought to the Project Overview page where you will need to complete additional data fields.

Starting with Core Details click on the Edit button next to the section header.
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You will then need to fill out the Phase, Disease Area, Disease Site, Participant Scope, and Randomisation.
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Next you will need to edit the Geographical Scope section. Click on the Edit button next to the section header. And complete all fields.
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Next you will need to edit the Participant Types section. Click on the Edit button next to the section header. And complete all fields.
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You will then need to fill out the Genders ( also select Not specified), Age Requirements, and Target Size.
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Next you will need to add the clinicaltrials.gov link to the Website field located within the Criteria tab under Support.
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Next you will need to add the Funders and Sponsors located within the Stakeholders tab. You will be able to select the funders/sponsors from an existing list of organizations, if you do not see the correct option please email info@3CTN.ca with the organization name and address.
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Next you will need to add the Project Arms located within the Configuration tab. Note for double blinded studies combine arms into one arm.

[image: ]

Once all the project details are completed, please go to the Forms tab to add 3CTN Portfolio Application Form.
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Select 3CTN Portfolio Application Form from the dropdown, then check the Select All option to add all the data fields. Once checked you will be able to enter the information on the right-hand side. Please complete all relevant fields. Check the Select All option on the right-hand side as well. Once all data has been added you can click Save on the bottom left.
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If you don’t have all the information for the trials, please talk to the sponsor or other sites who are involved in the same trial to complete the outstanding information.



The following are the “submission” steps:

Once all the information is entered, please add 3CTN Coordinating Centre under the organization tab.
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Then go to project Overview page to transfer the page ownership to 3CTN Coordinating Centre. Click on Transfer Ownership on the top right and select 3CTN Coordinating Centre from the dropdown.
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3CTN CC team will be notified that you submitted a trial for assessment.

Similar to before, once the trial is approved, 3CTN CC will email the notification to the sites. 
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