EHR Recruitment Manager, EHRMa User Guide

This document outlines the workflow for using EHRMa, the EHR Recruitment Manager, as part of the CTSI Participant Recruitment Program’s EHR Recruitment Service. It applies
only to studies that have completed the EHR Recruitment set-up process with the CTSI Participant Recruitment Program (PRP).
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https://recruit.ucsf.edu/mychart-recruitment-service-information-portal

Getting Started:

Congratulations! You’re ready to start recruiting potentially eligible patients at UCSF Health. To begin, you’ll need access to three primary platforms: EHRMa,
APEX, and OnCore.

1. EHRMa (EHR Recruitment Manager):
o Used for sending MyChart messages and paper letters, viewing metrics, recruitment history, and demographic data.
o Your account is created by the PRP during the set-up process. To request access for additional users, complete the EHRMa Account Request
Form.
o Sign-in via MyAccess: EHRMa Login (URL: https://medctr-ucsf.lightning.force.com/)
2. APeX InBasket Messaging System:
o Used to view responses from interested patients.
o Study team members must request/create their own APeX accounts.
3. OnCore
o Used for assigning APEX study privileges for MyChart recruitment features (interested notifications).
o Refer to the OnCore quick guide for more information on adding study staff and mapping roles.

Key Points to Remember

e Daily Limits: Send up to 250 MyChart messages (new and recontact) and 5000 letters per day.

¢ De-identified Process: The EHR recruitment process is de-identified until a patient shows interest. Interested notifications are received in APEX.
e MyChart Messaging: Messages remain in a patient’s inbox until they respond or become ineligible.

e Eligibility Query: Runs regularly (weekly, monthly, or daily*) to add newly eligible patients and remove ineligible ones.

*Reserved for studies with urgent and rapidly changing inclusion criteria

Viewing your study page:
1. Loginto EHRMa using MyAccess: EHRMa Login
2. Inthe top menu, click “Studies” and select the relevant study. You
will only see studies you are part of that are set up for the EHR

Recruitment Service. st EHRMa - EHR Recru... Homd Studies v Heports
o Note: First, remove the filter by selecting the dropdown
arrow next to “Recently Viewed” and choose “All” studies. Studies
3. Onthe EHRMa Dashboard, you can access various features (details E All v| ¥

on the next page).
4. Once you've selected your study, you will land on the EHRMa Dashboard. An overview of the EHRMa dashboard features is on the next page.


https://ucsf.co1.qualtrics.com/jfe/form/SV_4Offt8V3PfEWGii
https://ucsf.co1.qualtrics.com/jfe/form/SV_4Offt8V3PfEWGii
https://medctr-ucsf.lightning.force.com/
https://medctr-ucsf.lightning.force.com/
https://trialactivation.ucsf.edu/oncore-resources
https://medctr-ucsf.lightning.force.com/

Sending MyChart Messages and Viewing Metrics:
EHRMa Dashboard

Send Messages  Detals

Demographic Dashboard Features

Available Patier R

To Contact

1. Selecting Demographic Filters
e Apply Filters: Choose filters such as MyChart account status, race, ethnicity, sex, age, language, and

To Re Age Language

location by zip code to match your target audience.
e Asyou apply filters, the dashboard will update the count of the filtered cohort.
o All filters are optional and can be adjusted based on your needs.

e Review Applied Filters: Hover over the “Show Applied Filters” hyperlink to quickly review your S
criteria before sending recruitment messages.

2. Sending MyChart Messages

o Filtered Results: Filters applied in step 1 will update the “available patients” in the “Send G ST B BT S S
Messages” section.

e Message Limits: Send up to 250 messages (new and recontact) per day to MyChart users.

e No Letter Limits: There is no limit on the number of letters you can send at once. Initiate e

Send Messages Details

. . . Send Messages
letters anytime via EHRMa; PRP processes letters bimonthly. MyChart
e Additional Info: Visit the Recruitment Letters Information section of the PRP website for P—
details on pricing and mailing schedules. Letters/Other

1067 available patients t wen @

3. Recontacting Patients
. e . . e Recontact
This feature allows one additional MyChart contact to patients in the “Waiting for Response” _.e 250 avatsble patints @

group. A random selection of eligible patients will be recontacted no more than once per .
study. Patients are eligible for recontact only if at least 14 days have passed since the initial
contact attempt.
e Apply Filters: Choose demographic filters (age, race, ethnicity, language, location, SendMessages  Detals

and sex) as needed. If none are required, skip to the next step. Available Patients TrChaf" Race Ethnicity Sex
e Select the “Send messages to filtered cohort”. T — 540 E o o | w o “
e Send: Enter the number of recontacted messages you would like to send. 7o Recontact 701 ¢ T . R
e Reminder: The 250 messages maximum includes new and recontact messages. e . . . ) /‘D )
o Note: The recontact metric will appear in the dashboard if you select the “ALL” or ' L

“waiting for response” contact status. The metric will appear as 0 if you select an ineligible recontact status (available to contact, contacted via letters,
declined, or interested).


https://recruit.ucsf.edu/mychart-recruitment-service-information-portal#EHR-Recruitment-Letters-Information

4. Exclude Patients from Recruitment using MRN
This feature is used to exclude patient MRNs from your query, such as those enrolled using methods other than EHRMa. To do this:

Tip: Select the |

6.
To learn more about recruitment activity for your study, EHRMa users now have access to their recruitment history logs.
To access this information, please select the “Details” tab on your study page (located immediately to the right of the

Scroll to the bottom of the Send Messages page and use the “Exclude Patients” button to add MRNs of patients you want to exclude from your

recruitment contact (e.g., patients already screened and not qualified for your study).

This step only needs to be done once; excluded patients will remain excluded in future lists. o S pd“f:‘ff;f.ffg;fm‘“;m\w
Recruitment Metrics
Metrics Included: Recruitment Metrics (
o Total Eligible from Query: Total number of eligible patients identified through your S——
query Query Results | Info €@ |
o Total No Longer Eligible (NLE): Total number of patients who were initially identified Eligible from Query 23921
as eligible and/or contacted but are no longer eligible based on current criteria. Has MyChart Account 19864
o MyChart Contact Metrics: Includes metrics on interested, declined, and waiting for No MyChart Account 4057
response statuses. Excluded Patient MRNs 0
o Letters Ordered/Processed: Number of letters ordered and processed for your study. | NoLenger Eligible (NLE) 3789

mfoiol for a brief explanation of all values in your metrics table.

Recruitment History

Send Messages tab). Once here, scroll to the bottom, where you will see “Recruitment Logs.”

Clicking on each recruitment log name will provide details and show which study team member initiated the recruitment

activity.
E Recruitment Logs (6+)

Recruitment Log Name
RL-00007767
RL-00007663
RL-00007639
RL-00007617
RL-00007594

RL-00007592

Method
MyChart
MyChart
MyChart
MyChart
MyChart

MyChart

Send Messages|

Available Patier

of Communication Amount Recruitment DateTime

250 1/16/2025, 12:02 PM -
250 1/2/2025, 3:56 PM -
250 12/23/2024, 12:36 PM v
250 12/16/2024, 2:44 PM -
250 12/13/2024, 8:57 AM v

250 12/12/2024, 2:36 PM -



Ordering Recruitment Letters

PRP requires including paper letters in outreach efforts to ensure equitable participation in research. We recommend that 10% of your EHR Recruitment
outreach be by paper letter. Please visit our MyChart Activation Rates and Equitable Outreach page to read more about MyChart activation rates and why we
require studies to send letters in addition to MyChart messages.

EHRMa Dashboard

1. Filter for Patients without a MyChart Account

e Filter by: o <
o Contact Status: Available to Contact MyChart Account § Race Finnietty sex
o MyChart Account Status: No MyChart Account \Nﬂ MyChart Acwumv/ Al o I o v
e This ensures letters are only sent to users without a MyChart account. e Langusge L ocntion @tact Slatus\
e For Sending to All Patients: No MyChart account status filter is needed.
All W All A All W Available to Contact
N 4

2. Upload Letter Templates

e Go to the “Files” section on the lower right-hand side of the recruitment page.

o Upload your latest IRB-approved recruitment letter. This is required to process mailing
orders. D Letters/Other 70%

e Review and update your letter templates as needed. I -

Contacted via Letters/Other 662

Added to Queue 64

3. Mailing Schedule and Discounted Postage

e PRP staff processes mailings twice a month, with letters reaching their destination o F"_” m _ e
approximately two weeks after processing. My 1, 2023 13K - o _

e For orders over 200 pieces, you’ll qualify for a discounted non-profit postage rate.

e Check the Recruitment Letters Information link on the main page for more details.

4. Multiple Languages
e If you are sending letters to non-English speaking patients, please upload the translated letters here. If no translated letter is available, all patients will
receive the default letter (English) uploaded to EHRMa.

Note: For a detailed demonstration on sending letters, watch the video: EHRMa Sending Letters Video (URL: https.//youtu.be/IEbh9b4QUU4)



https://recruit.ucsf.edu/mychart-recruitment-service-information-portal#MyChart-Activation-and-Equitable-Recruitment-Outreach
https://recruit.ucsf.edu/mychart-recruitment-service-information-portal#EHR-Recruitment-Letters-Information
https://youtu.be/IEbh9b4QUU4
https://youtu.be/IEbh9b4QUU4

Visualizing Recruitment Demographics
EHRMa Dashboard

Explore Patient Demographics

- Apply filters above to view filtered cohort by demographics.

1. Explore Patient Demographics

e Use the “Explore Patient Demographics” section to apply filters for - Appiy "contaot stalus” ior o compare rosponse rates by diffrent demographics
.. . = If no filters are applied, all eligible cohort data will be displayed. Compare All
race, ethnicity, age, sex, language, zip code, and contact status. - Use the“Gompare Al Elibe” buton o compare fiered cohort 0 i e patents sentea o ([N
e Tip: Analyze patient cohorts based on different contact statuses such Patients by Race Patients by Etnnicity
itered Cohort vs. Total Eligibl Filtered Cohort vs. Total Eligible
as “Available to contact,” “Contacted via letters,” or “Waiting for : R o0 _
. . . . 547 X
response” to gain insights into engagement levels. Wy (— - Totel Exgible Total Eigible
142 292 333
% = 213
24 B2
1
- F oo e & o s
2. Compare All Eligible K EES S & & &
. .. . & o & & & \'ﬁé\ l,\"\
e Click the “Compare All Eligible” button to compare your filtered cohort S © ¥
with all eligible patients identified for your study, providing a | PatentstySex _Patient by Language
comprehensive understanding of your recruitment efforts. " reres e
200 885 Total Eligible % Total Eligible
00
585 IC
Note: For a detailed demonstration of these processes, watch the v T = R
201 vy & & & & &
video: Visualizing Recruitment Demographics Video L . 7 : époﬂ;,x* FEF SIS
H & @_c?]
(URL: https://www.youtube.com/watch?v=yX2hdjrmRIw) Female  Mak  Nonoinan  Unknown o d ¥

Eligible Patients by Zip Code

Patients by Age

Filtered
E Total Eligible
% I
<
@ T @ &= - 8 i = o
P-or o riftorof  HEE . 85 - 2 -
mn_mn_nrmg ww 08 § ey ;,_,{Q ] a8 tl]
E2E8EC88ECEI2E-228LNE gEL888p 838858895993 985%89¢8
SsSSSSSSQOOOO OSOO'QOOOOOOGGOOOOOOOOSSSS&&SBB%SO



https://www.youtube.com/watch?v=yX2hdjrmRlw
https://www.youtube.com/watch?v=yX2hdjrmRlw

View Recruitment Responses and Follow up

When the patient selects “I’'m interested” or “No, Thank you” the status of the Research Study is updated respectively. If a patient clicks “I'm interested”,
the patient’s response is returned to study personnel via an APeX InBasket message.

APeX InBasket Messaging

1. Loginto ApeX, select the In Basket workspace.
My Messages
EnNew hsg - C@Patient Msg [&] Retresh RQEdit Poole FfManage Pools ™gSeltings S Search 9 Manage QuickAdlions ~ | ERAtach [Rout | GYPropertie:

My Mefsages &t > Research Recruitment 0 unread 1 total Sot v b
l Rese. Recruitment 3 MsgDate 2 MsgTime Patient Research Study
08/08/12017 12:24 PW McTest Brooke ZZfloodlight [16-20470]
Pool? NO

2. Select the message, the message details appear to the right.
* The patient’s decision is noted in the Research Recruitment section.

McTest, Brooke » Research Recruitment
Female, 36 y.0., 10/14/1980 | This patient’s enrollment status has changed as the result of a recruitment workflow
Weight None recruitment steps

PCP: lvan H El-Sayed. MD

MRN: 96100043
UCSF MyChart. Active
Next Appt None

Interested - ZZfloodlight
via UCSF MyChart at 9/8/2017 12:24 PM

Patient's Other Study Associations
Research Study

No other enroliments

3. Once a patient indicates “I'm Interested”, the study team can respond to the patient as best fits their study workflow.

NOTE: Inbasket messages are not shared with other team members. Messages sent to you, must be managed by you.

Recruitment SmartPhrase

Create a SmartPhrase in APeX to access pre-stored text for commonly used responses when communicating with patients interested in research. This allows you
to easily share survey links, communicate next steps, and provide other relevant information with just a few clicks. More on this can be found online in the UCSF
Health APeX Training on SmartPhrases guide.



https://myapex.ucsf.edu/sites/myapex.ucsf.edu/files/images/Creating_and_Using_SmartPhrases_1.pdf
https://myapex.ucsf.edu/sites/myapex.ucsf.edu/files/images/Creating_and_Using_SmartPhrases_1.pdf

Maintenance and IRB Compliance

Monthly Maintenance Fee
There is a monthly maintenance fee for using the EHR Recruitment Service. To manage costs or temporarily halt recruitment activities, you can put your
recruitment settings on hold by completing the EHRMa Study Status Update Form.

IRB Expiration Date Notification
EHRMa operates independently from the UCSF IRB portal, so we rely on you to inform us about your study’s IRB expiration date. EHRMa will send you a
reminder email (from noreply @salesforce.com) approximately 2 months before your study’s expiration date. To ensure your recruitment settings remain active:

e Check the IRB expiration date listed in EHRMa for your study.
e |f you have already secured your continuing review, please email PRP with the new expiration date and attach the corresponding IRB approval letter.

Recruitment settings will turn off if a valid IRB expiration date is not provided before the current expiration date on file.

Inactivity Rule
To maintain health of the EHRMa platform, studies that have been inactive for more than 180 days will have their recruitment settings turned off. To reactivate,
please complete the EHRMa Study Status Update Form.

Troubleshooting and FAQs

If you encounter any issues or have questions about using the EHR Recruitment Service, you can contact PRP by email or refer to this guide or the FAQs section
on the PRP website for guidance.

Visit: PRP MyChart Recruitment Service Information Portal

Information for Current Users

Here, you will find:

e Detailed information about the service
e Frequently asked questions covering topics such as: (- BT >

EHR Rocruitment Letters Information >

Recruiting in multiple languages
Updating your recruitment message
Updating your query

Closing out your study on EHRMa

Frequently Asked Questions v

o O O O

For Current Users:

If you need further assistance, please email us at prp@ucsf.edu.


https://ucsf.co1.qualtrics.com/jfe/form/SV_7UrqEZT8aydvYhM
mailto:noreply@salesforce.com
https://ucsf.co1.qualtrics.com/jfe/form/SV_7UrqEZT8aydvYhM
https://recruit.ucsf.edu/mychart-recruitment-service-information-portal#Information-for-Current-Users
mailto:prp@ucsf.edu
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