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New Center Reporting Information 
Add center reporting details from welcome email to this page for your reference.

CIBMTR Center Number (CCN): 


Center Name: 


Center Location: 


Center Contact: 


Center Reporting Preferences:
	☐	Autologous

	☐	Allogeneic Related

	☐	Allogeneic Unrelated

	☐	Cellular Therapy



Center Reporting Date/Details: 



Additional Notes: 




	[image: Online meeting with solid fill]
	01
	Task 1: Review Introduction to CIBMTR Packet 
Review the Introduction to CIBMTR Packet for general information on becoming a CIBMTR center
	☐
	[image: Document with solid fill]
	02
	Task 2: Verify Access to CIBMTR Systems 
Set-up access to FormsNet3, CIBMTR Portal, CIBMTR Center Support and Data Operations eBlast communications
	☐
	[image: Internet with solid fill]
	03
	Task 3: Schedule Initial Milestone Meeting 
Meet with CIBMTR staff to review access, trainings, communications, and programs
	☐
	[image: Classroom with solid fill]
	04
	Task 4: Complete Trainings
Participate in CIBMTR New Data Manager Trainings, either Live or Recorded New Data Manager Onboarding
	☐
	[image: Clipboard Checked with solid fill]
	05
	Task 5: Learn about CIBMTR Quality, Compliance, & Programs
Review information about CPI/CTA, CVDR, TCSA, Audit, DBtC, CPA, RFI, Corporate Studies & Registries, Cell & Gene Therapy
	☐
	[image: Research with solid fill]
	06
	Task 6: Bookmark Resources for Data Managers
Bookmark frequently used resources by Data Managers to ensure quality data reporting to CIBMTR
	☐


[bookmark: _Milestone_Meetings_&]Task 1: Review Introduction to CIBMTR Packet 
Review the Introduction to CIBMTR packet found on www.cibmtr.org. This packet reviews general information about CIBMTR, data collection, quality and compliance programs, deliverables and reports, resources for centers and so much more! 

[image: ]

Task 2: Verify Access to CIBMTR Systems
CIBMTR uses multifactor authentication (Okta) for access to data reporting platforms. Set up or verify access by following the instructions below.
New Accounts & Multifactor Authentication



Primary data managers are responsible for setting up new accounts for CIBMTR system users. New accounts can be created in the Network Partner Portal following these instructions. 
Once users have an account, they should follow these instructions to create a password. Then, use these instructions to set up Okta multi-factor authentication. 
New users should follow instructions found in the Data Management Guide for first time login.
Accessing CIBMTR Platforms


Multifactor authentication is required for the following CIBMTR platforms:
· CIBMTR Center Support
· CIBMTR Portal
· FormsNet3 
· FormsNet3 Training Environment
eBlast Communications


All data managers are added to CIBMTR Data Operations weekly eBlast communication subscriber list with the creation of their account. Users should verify they are receiving these emails on Tuesdays and inform CIBMTR if they are not. 
Note: multifactor authentication is not required to view these communications
Questions


If there are questions regarding setting up new users, they may be sent to cibmtr-centermaintenance@nmdp.org. If there are questions about accounts after they have been created, submit a ticket through CIBMTR Center Support.
Task 3: Milestone Meetings & Progress Review
CIBMTR will schedule milestone meetings to discuss center progress at four different time points. Meetings will be scheduled with the primary data manager and be held via Webex. Add meeting dates for your reference.
Initial Milestone Meeting



Date: 
Meeting Topics/Objectives (Host: CIBMTR Center Maintenance)
· Review new center packet & checklist
· Address access questions
To Do Before Meeting (Refer to Tasks 1 & 2 of Checklist):
· Review Introduction to CIBMTR Packet
· Verify access to FormsNet3 & CIBMTR Portal with Okta
· Compile questions related to these topics for CIBMTR staff
Milestone Meeting #2



Date: 
Meeting Topics/Objectives (Host: Training Team)
· Review training materials, communications and CIBMTR platforms
To Do Before Meeting (Refer to Tasks 2 & 4 of Checklist):
· Review CIBMTR communications (eBlasts, Memos & CIBMTR Center Support)
· Register for and begin/complete New Data Manager Training(s) 
· Compile questions related to these topics for CIBMTR staff




Milestone Meetings & Progress Review
CIBMTR will schedule milestone meetings to discuss center progress at four different time points. Meetings will be scheduled with the primary data manager and be held via Webex. Add meeting dates for your reference. 
Milestone Meeting #3



Date: 
Meeting Topics/Objectives (Host: Compliance (Audit or CPI))
· Review Research Readiness Report
· Review quality & compliance programs (Audit & CPI/CTA)
To Do Before Meeting (Refer to Task 5 of Checklist):
· Review Audit & CPI/CTA program information
· Compile questions related to these topics for CIBMTR staff
Milestone Meeting #4



Date: 
Meeting Topics/Objectives (Host: Reporting Team)
· Review reporting programs (Corporate Studies, CPA, CVDR, DBtC, RFI & TCSA) 
To Do Before Meeting (Refer to Task 5 of Checklist):
· Review CIBMTR reporting programs (Corporate Studies, CPA, CVDR, DBtC, RFI & TCSA program information)
· Compile questions related to these topics for CIBMTR staff

Centers should utilize CIBMTR Center Support with follow-up questions after final milestone meeting
Centers will be reviewed on a trimester basis to determine if they have met the milestones to be promoted to an Established center. For additional information, visit the Center Participation page in the Data Management Guide.

[bookmark: _Verify_Access_to][bookmark: _Task_2:_Review]
[bookmark: _Complete_New_Data]Task 4: Complete New Data Manager Trainings

New data managers should complete CIBMTR onboarding as soon as possible. It is highly recommended they participate in New Data Manager Onboarding within the first 6 months of their role.
The New Data Manager Onboarding course provides a comprehensive overview of several topics including CIBMTR Resources, FormsNet3 Functionality (Reporting Basics), CIBMTR Portal, Disease Specific Data Reporting, CPI/CTA and Cell Therapy Reporting, all with opportunities for Q & A with CIBMTR subject matter experts. 
As a new center, you will receive two complimentary registrations for CIBMTR’s Live New Data Manager Onboarding course. If a center’s start date does not correspond to the Live New Data Manager Onboarding courses in March or September, two complimentary registrations for Recorded New Data Manager Onboarding will be provided. 

To learn more about RECORDED New Data Manager Onboarding,          CLICK HERE! 
To learn more about LIVE New Data Manager Onboarding,          CLICK HERE! 














[bookmark: _CIBMTR_Quality,_Compliance]Task 5: CIBMTR Quality, Compliance & Reports
CIBMTR centers partake in several quality and compliance programs to ensure accurate and timely data is being reported in FormsNet3. These programs aim to keep centers accountable and on target for their data submission which promotes collaborative research that increases access and improves outcomes of all cellular therapies. Review the linked documents for each program or report listed below.

	Quality & Compliance

	Audit
Review for Milestone Meeting #3
	CPI
Review for Milestone Meeting #3

	CTA
Review for Milestone Meeting #3

	Reports

	CVDR
Review for Milestone Meeting #4
	DBtC
Review for Milestone Meeting #4

	CPA
Review for Milestone Meeting #4
	RFI
Review for Milestone Meeting #4

	Corporate Studies
Review for Milestone Meeting #4
	TCSA
Review for Milestone Meeting #4

	Cell & Gene Therapy
Review for Milestone Meeting #4




[bookmark: _Resources_for_Data]Task 6: Resources for Data Managers
[image: Lock outline]CIBMTR recommends bookmarking the following resources to aid in data reporting accuracy and efficiency.  Requires Okta verification to access

	Resource
	Description

	[image: Lock outline]CIBMTR Center Support
	Customer service question and answer platform

	CIBMTR Data Operations Webpage
	Data Operations section of CIBMTR’s main webpage

	[image: Lock outline]CIBMTR Portal
	Secure website that houses data collection and reporting resources for CIBMTR centers

	Data Collection Forms
	PDF copies of CIBMTR’s current and retired data collection forms 

	Data Management Guide
	Reference manual for information about forms due, data quality and the functions of CIBMTR research data processing

	[image: Lock outline]Disease Trackers
	Excel documents that can be used to track patient disease status and make reporting more efficient

	eBlast Communications
	Copies of CIBMTR Data Operations weekly email communications

	Forms Instruction Manual
	Reference manual for information about data reporting on CIBMTR forms

	[image: Lock outline]FormsNet3 Training Environment
	Mock FormsNet3 platform that allows users to explore navigation features and practice entering data 

	FormsNet3 Training Guide
	Reference manual for information on how to navigate the FormsNet3 platform

	Helpful Resources for Successful Reporting
	Key resource guide to help new centers get started with reporting, including basic navigation, form workflows, and reporting guidance

	[image: Lock outline]Training & eLearning Portal Page
	Data manager trainings, resources and education materials
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