How to Generate and Submit a

Site Visit Report
CTMS version 3.1.1 A C T I V E
APPLICABLE TO: L SR T
QO Study Manager
@ crA

Note: This job aid assumes that you have already created the site visit, filled in the necessary information, including
completion of the visit checklist, and that you have marked the Visit Status as completed.

Visit General Information
Visit Attendees

Locations

n Log in an navigate to the site visit.

Visit Checklist
1004
a Click on *Visit Report’ in the .
navigation links at the left side of Siibjes
the screen. Enrollment Summary

a Change the Report Status to ‘In
Progress’ and press Save.
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ACTIVE

Visit Report

Press the Generate Report
Preview button.

Report Status

IN PROGRESS

Reason for Rejection

——

E Generate Report Preview }

Generate Report
The visit can be edited anytime after

Report Preview is created.

B The Generate Report Preview window will
open, indicating if anything remains to be
completed before the report can be
generated.

You may also need to identify if any related
documentation, such as the Previous Visit
Enrollment Summary, should be added to
the report. You may then need to identify
which visit was the previous one so that the
system can get the correct information.

If more than one Report Template is
available, select the correct one.

When all items show as complete, press
Generate Preview.

All Report content will be generated
automatically based on the information
available in the Site Visit.

a At this point, the preview report
will be generated. Pressing View
Report Preview will open the
report in a popup window for
review.
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Generate Report Preview 8 x
Completeness Check Other Visit Info
© General Information Activities 20 Items
© Attendees 1 Items Subjects 1 Items
@ Locations 1 Items Enrollment Summary 11 Items
@ Vvisit Checklist 0 of 0 required
completed
Reviewers

There are 1 Reviewers defined for this report

Reviewers are captured in the configuration settings. Study Managers can make any

required updates

Related Documentation

Select additional data to be included in the report
A\ Previous Visit Enrollment Summary X x
& 17 Dec 2025 awefawef o
The system uses the Previous Site Visit from General Info by default

Report Template

Choose which template to use for generating the report

3 IMV Report Template X WV
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Visit Report

o

\@?View Report Previewl

The visit can be edited anytime after

Report Preview is created.
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Note: While it Is not, strictly speaking, required that you generate and review
the Preview Report, it is highly recommmended. The report submission process
does not have a preview step prior to signature and it is incumbent upon the
report author to be fully aware of the contents of the report prior to applying

their signature. o
==

‘ |
Report Preview I 2 [y o x
- — —
File  View IMV #1 Report Preview = a4 @
Q
m TRHRIAL Interim Visit Report
Sponsor: Sponsor #1 Visit Type: Interim
Protocol No.: lawefaefawefa Investigational AL Demao Drug#1
Product:
Investigator Alison Hussain Visit Start Date: 11 Feb 2026
Name:
Site Mumber: Visit End Date: 11Feb 2026
CRA Name: CRA 3 Visit Duration: How was In Persan
the visit
conducted:
Comments:
Locations
Type Address
Primary Child Organization,
12345 Parklawn Drive
Maryland
Morth Bethesda
United States
20852
Visit Attendees
MName Role Presence Type
Dr. Alison Hussain Principal Investigator In Person

Review the preview report. If needed, it can be downloaded as well. At this point,
any information can be corrected within the Site Visit itself.

a Once you have completed your RO IMV #1
= SITE VISIT
review of the Preview Report and  coumeren ©@save O cancel A Collapse Al
you are Certain that the report iS Study 1awefaefawefa AL Dermno Drug #1

How Was The Visit Conducted *
Site Hussain

In Person

ready for submission, you can
press the Submit for Review

button above the navigation links Duration

at the left side of the screen. -

T OF WINDOW

—— o — — ——— — -

© Submit for Review

Specify Daily Duration [: ]
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