Log Forms Overview
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Log forms can appear in two modes: Landscape and Portrait. By default, they will be in landscape
mode, where all the log records are displayed as individual horizontal rows. An example of a landscape
mode layout is shown below.
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In landscape mode, all the fields in a log form can be observed by clicking, as needed, on the arrow
buttons to the left and right of the header titles.
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In contrast, each log line can be viewed on a standard vertical form in portrait mode.
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Sorting Log Lines
To sort log lines by a specific column, go to landscape mode and click on the relevant column name once
to sort column values in ascending order. To sort the contents of the column in descending order, click

on the column name twice. For example, by clicking on the “Grade” column once, log lines will be sorted
in ascending order of “Grade”.
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As shown below, all the rows in the log form
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To sort the rows in descending order, click on the column name again.
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have now been sorted in ascending order of “Grade”.
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The records are now sorted in descending “Grade” order, as demonstrated below.
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Entering Data into Log Lines

Data entered into a log line in landscape view can be saved by clicking on the Save button.
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After entering data in one log line, additional log lines can be added by selecting the Add button. The
specific number of possible rows to be added can also be entered. The ability to add log lines is

dependent on study configuration.

Note: A maximum of 10 log lines can be added at a time.
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Data can be entered in landscape mode or in portrait mode. To access portrait mode, click on the
highlighted icon.
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Just like a standard form, any data entered in this mode can be saved by clicking on the Save button at

the bottom of the page.
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New log lines can also be added in this mode by selecting the Add Another Line button.
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We can return to landscape mode by selecting the blue Back to Complete View link.
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To navigate to other log lines, select the highlighted fields to go back and forth between the portrait view
of the log lines.
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Searching Log Lines
To search for a value in a log form, enter the relevant term in the search box and click on the magnifying
glass “Search” button marked below.
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In this example, the term “bile” has been entered into the search bar and the column “CTCAE Term” has
been selected from the dropdown. By clicking on the search button, the results of the search are

generated.
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To return to the original log view containing all the records in the form, select Clear Filter.
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Inactivating and Reactivating Log Lines
After successfully saving a log line, it can be inactivated if required. This may be done if a line is entered
in error, among other reasons.

Note: Log lines cannot be deleted, they can only be inactivated.

To inactivate a log line, click on the gear icon belonging to that line and select Inactivate from the
dropdown.
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A dialog box will then appear requiring the user’s reason for inactivation. Depending on study
configuration, this list will normally only consist of one default reason so simply click on the OK button.
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As shown here, the row has now been inactivated. Inactive lines are marked by strikethrough text and two
icons (Frozen and Locked), highlighted to the right. This means that the line is locked and no longer
modifiable.
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Based on permissions, inactive log lines can be reactivated if the inactivation was a mistake or if it
requires reversing. When a log line is reactivated, it is returned to the state it was in before its inactivation.
To reactivate a log line, click on the gear icon of the inactive row and select Reactivate from the
dropdown.
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Similar to inactivation, a dialog box will then pop up requesting a reason for reactivation. Click on OK.
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The log line then appears as it was prior to inactivation.
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