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 This User Guide provides instructions on how to process a Slot Reservation and perform Cohort 

Management in IWRS. 

Technical support: support.iwrs@theradex.com 
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OVERVIEW  

The intent of this document is to provide instructions on how to request a Slot Reservation and perform 

Cohort Management in IWRS.  

For multi-site studies, Slot Reservations is a feature used to ensure a slot is available for a potential 

study participant. IWRS can be configured to require Lead Institution approval on slot reservations.  

Cohort Management provides the Primary Investigator, and/or designee, a facility for opening and 

closing cohorts and changing accrual limits. As a study progresses, management of active cohorts is 

essential. Email notifications to sites of cohort changes are sent automatically.  

At any time, all Cohorts can be set to Not Active, preventing further registrations. For the studies that 

are defined as Single-Active cohorts, setting a Cohort to Active will deactivate all other cohorts.  

Changes to Cohorts fields that are not editable by the sites are managed by Theradex.  
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Accessing IWRS – The following steps describe how to access IWRS. 

Step 1 

Logon to Open by entering https://open.ctsu.org into your URL. At the Open logon screen, enter your 

CTEP-IAM Username and Password and Sign In or use the ID.me login option if applicable. 

 

Step 2 

At the Welcome (Home) screen, click on the Theradex IWRS Cohort Management/Slot Reservations 

link listed under Enrollment. 

 

 

The next screen will be the IWRS Registrar Dashboard providing a Welcome message. The Registrar 

Dashboard provides information on Institution Enrollments. 

https://open.ctsu.org/
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Slot Reservations – The following steps describe the process of requesting a Slot Reservation. 

Please note: Slot Reservations are reserved at the site level and can be used for any patient. 

Step 1 

To Reserve a Slot, hover your mouse over Patients on the menu bar and select Reserve a Slot. 
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Step 2 

At the Reserve a Slot screen, click on the Reserve link to reserve a slot for the selected cohort. Only 

active cohorts that have open slots available will be eligible for new reservations. A limit is placed on 

how many slots a site can reserve at a time. 

 

 

Step 3 

Select the Registering Institution (site) from the dropdown and click on the Reserve link. 

 

 

For studies that require reservations to be approved, this confirmation is displayed, and will show in the 

Slot Reservation list as Pending Approval. A Slot Reservation email is automatically sent to the person 

who reserved the slot and the approver. 
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For Studies that do not require approvals, the slot is now reserved. 

 

Slot Reservation Status 

At the Reserve a Slot screen, to view slot reservations, click on the magnifying glass icon in the View 

column for the selected Cohort. 

 

 

Slot Reservation Cancellation 

A Slot Reservation can be cancelled if the reservation status is Reserved or Pending Approval. The slot 

will have a red X on the associated line listed under Actions. 

To cancel a slot reservation, click on the red X listed under Actions on the same line as the 

corresponding reservation. If the Status reads Registered, the slot cannot be removed. 
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A Cancel Slot Reservation popup will appear asking you to confirm if you are sure you want to cancel 

the reservation. Select Yes or No. 

 

 

Slot Reservations – The following steps describe the process of approving (or denying) a Slot 

Reservation. 

 

Approving a Slot Reservation 
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Depending on their role, a user may have the responsibility of approving slot reservation requests. The 

user is notified via email that a slot reservation request has been made. 

Step 1 

Log into IWRS, hover the mouse over the Cohorts tab and select Approve a Slot Reservation. 

 

Step 2 

To approve the reservation request, click the magnifying glass in the View column to view the slot 

reservations for that cohort which will be listed at the bottom of the screen. Click on the Approve link. 
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Step 3 

At the Approve Slot Reservation pop-up, click on Yes to approve. Click on No to cancel the approval 

process without affecting the pending request. 

 

 

 

Reservation Denial 

To deny the reservation request, click the magnifying glass in the View column to view the slot 

reservations for that cohort which will be listed at the bottom of the screen. Click on the Deny link. 

 

Enter the reason for denial in the provided field and click on Save to continue, otherwise, click Cancel. 
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Cohort Management – The following steps describe the process of managing Cohorts. 

The Primary Investigator, and/or designee, has the responsibility of managing cohorts for a study. 

Step 1 

Log into IWRS, hover the mouse over the Cohorts tab and select Cohort Management. 

 

 

Step 2 

Opening or Closing a Cohort 

To open or close a cohort, navigate to the selected cohort, and click the edit icon in the Action column. 

 

At the Define the Cohort screen, click the box for the selected cohort in the Active column to open or 

close a cohort. A checked box indicates “Open”, and an unchecked box indicates “Closed”. When done, 

click on the green check mark to save changes and exit edit mode. To cancel changes, click on the X 

under Action. 
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Once you are out of the edit mode, click Save to save your changes. 

 

 

Changing Accrual Limits 

To change accrual limits, navigate to the selected cohort, and click the edit icon in the Action column. At 

the Define the Cohort screen, change the Accrual Limit by entering a value in the accrual limit field for 

the selected cohort, and click Save. 

When done, click on the green check mark to save changes and exit edit mode. To cancel changes, click 

on the X under Action. 
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Once you are out of the edit mode, click Save to save your changes. 

 

 

 

Please note:  The numbers entered in the Accrual Limit for the ‘Active’ cohort in both the Define the 

Cohort and Define Treatment(s) for Selected Cohort sections need to match. 

 


