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MACRO User guide 
 

 

Logging in 

 
 
To log in to the MACRO web portal, use the following URL: https://ctu.icnarc.org/macro/ 
 
This will open a new page in a pop-up window, so ensure the pop-up blocker is switched off. 
The login screen will then appear.  
 

 
 
 
 
Once you have logged in, you will start at the home page for the study you have access to.  
 

 

https://ctu.icnarc.org/macro/
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Navigating the home page 

 
 
 

 
 
 

Creating a new record 

 
 
You can add a new patient record by clicking on the ‘Create a new study subject’ icon (see 
below).  
 
 

 
 
 
After clicking on the ‘Create a new study subject’ icon, a pop-up box will appear allowing you 
to select the study and site for which you wish to create a new patient record. Once you 
have chosen the correct study and site, press ‘OK’ to create the record.  
 
 

 
 

Create a new  
patient record 

Return to  
Home page 

View existing 
patient records 

View 
outstanding 
data queries 

View missing 
data 
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Editing a record 

 
After creating a new record you will see the summary screen (below), which shows all of the 
pages within the record. You can navigate to a specific page by double clicking on the page 
icon.  
 
 

 
 
 
Some later pages cannot be completed until an earlier page has been completed. If this is 
the case, the page icon will be greyed out and you will be unable to open it.  
 
 

 
 
 
When a page is opened, the field which is currently selected will be highlighted yellow, and 
data can be entered in this field.   
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If the wrong option button is selected in error, the selection can be cleared by right clicking 
on the option button and selecting ‘Clear’.  
 
 

 
 
 
If a required field is missing, the missing icon will appear next to it.   
 
 

     
 
 
If data are marked as ‘Not Recorded’ in the Case Report Form (CRF) or are missing, right 
click on the missing icon next to the field and select ‘Not Available’ from the ‘Change Status’ 
option in the drop down menu.  
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Once data are entered in the correct format a green tick will appear next to the data.  
 
 

 
 
 
Once all data have been entered, you can move on to the next page in a record by selecting 
the save and move on to next page icon at the bottom of the page.  
 
 

 
 
 
If a page repeats e.g. the observations page, you will be asked if you want to open a new 
cycle of the eForm. If you choose ‘Yes’, you will navigate to a new version of the same page. 
If you choose ‘No’, you will navigate to the next part of the form.  
 

  
 
 
To return to the summary screen, you can save and close the record using the save and 
close icon. This will take you back to the summary screen for that record. 
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Unusual or incorrect data 

 
Some data are not possible e.g. dates in the future, and will be rejected. These cannot be 
saved in the record and the data must be changed.  
 
 

 
 
 
Some data are possible but unusual, so will generate a warning icon (below - left) and a 
warning message (below – right).  
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If unusual data are correct, they can be confirmed by entering an explanation in the 
‘Overrule’ section.  
 

 
 
 
Once unusual data have been confirmed, the warning icon will be replaced with a confirmed 
warning icon.  
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Reviewing existing patients 

 
 
To return to the home page at any time, you can click on the home page icon at the top of 
the page.  
 
 

 
 
 
From the home page you can review existing patients by clicking on the ’Open the Subject 
List page’ icon.  
 
 

 
 
 
Selecting this will bring up a list of all patients who have already have records in the 
database. You can go into a specific record by double clicking on that row. This will bring 
you to the overall record for that patient.  
 
Please note that the Subject Label refers to the patient’s Trial Number  
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Data validation 

 
 
Unusual data which are confirmed to be correct will be reviewed by the team at ICNARC. If 
they have any questions or need any further clarification, they will raise a Data Clarification 
Request (DCR). You can check for any DCRs through the home page.  
 
 

 
 
 
Clicking on the red flag will take you through to the DCR itself. This will tell you which record 
and which question the check relates to.  
 
 
 

 
 
 
There will also be an explanation from the team at ICNARC as to why the DCR has been 
raised.  
 
 

 
 
 
You can respond to a DCR by right-clicking on the DCR and selecting the ‘Respond to DCR’ 
option from the drop-down options.  
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An explanation can be entered in the text field and sent back to the ICNARC team by 
clicking ‘OK’. 
 

  


