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DONOR AND PARTICIPANT MANAGEMENT

This guide covers creating and working with Donor and Participant records within Achiever. Note that while it
is possible to store samples without a Donor record on Achiever, this should only be used for samples which do
not require consent as the consent records cannot be stored without the Participant record.

A Donor within Achiever represents an individual person. The record will include data such as a reference
number, and can optionally include demographic information and clinical data. The Donor record can provide
samples to number of different Collections and this relationship is maintained through Participant records. A
Participant record can store a further Collection-specific reference number, the Participant role (tissue
donor/healthy volunteer), and the Consent details for Samples held within the Collection.

In most cases, the Donor, Participant, and Consent records are created through a single workflow process.

ADDING A NEW DONOR

e  First, open the Collection in which samples will be stored
e Open the Participants navigation option
e  From the Participants grid, select the Insert New Donor/Participant workflow

Workflow w Participants 175

Add Participant
Insert New Donor/Participant

e The user will need to search through existing Donors before they are able to add a new one. Enter the
necessary details here and select ‘Search’, following the search a new button will appear ‘Insert
Donor’.

e If the Donor does appear within the search, they will not need to be created again. If adding samples,
find the respective Participant record from the Donor. If the Donor exists but within a different
Collection, follow the ‘Add Participant’ workflow from the current Collection’s Participant grid (as
above).

e  When creating the new Donor, the only mandatory field is ‘External Ref’ — this should be unique
system-wide therefore do not consider simple numbers like 1234.

o Having duplicate references can cause issues when performing bulk imports

Donor Details:
| Save & Continue

Donor Details
Hospital ID [ ' External Ref |EAS426/11
First Name Surname | |
Title i |2 Initials | | Maiden Name |
Date of Birth |[=v Gender |
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Clicking Save & Continue will open the Consent Form window

| Save ® Save & Continue

Consent Form Information

Description Consent for unspecified research i
Physical Location Consent cupboard C, Room 301 P
Filename

Taken By 3

Status Active ’

Type/Notes

Consent Date 18/04/2014 | TS v Expiry Date TS v Anonymous ||

Upload File Browse...

No Animal Research No DNA Testing No Export [] No Commerdial Use [ No Cost Recovery [
Restrictions

Consent Form Number

Complete the mandatory fields, plus any applicable opt-outs. You may also enter opt-outs or specific
restrictions in the Restrictions field. Any sample viewed linked to a Consent record which has these
restrictions or opt-outs will feature a warning for the user to refer to the consent form.

Used Up [ ] Relevant Material Component [ ]
Destroyed [ | Consent Opt Outs OnLoan [ ]
Checked Out Consent Pending | | Available For Loan [ |

Consent Opt Outs or Restrictions in Place

Physical location does not need to be specific, and may refer to a team who may manage consent eg
‘Research Nurses, RVI'.

Files may be uploaded to the Consent Form. Note that unless the Anonymous field is checked, the
upload will be considered confidential and only viewable by Collection Staff with the appropriate
access rights. If attaching consent records, ensure is it lawful to store these documents on University
infrastructure.

Clicking Save & Continue once more will bring up the Participant record. Here enter the final
mandatory field for Role. If there is further Donor/Clinical data to enter at this point, clicking the icon
beside Donor ID will re-open the Donor record. Alternatively, the user may continue to the Samples
grid to add Samples for this Donor/Participant.

ADD A NEW PARTICIPANT RECORD TO AN EXISTING DONOR

If a Donor participates in multiple Collections, it is not necessary to create a second Donor record.
Follow the ‘Add Participant’ workflow from the Collection’s Participants grid

Search for an existing Donor, then enter the Consent details

A new Participant record will be created, ready to add new Samples
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