
1. Gaining access 

New user: 

Step 1: Email CRU@mssm.edu with the following information: 

 Name 

 Username 

 Department 

 Work phone number 

 The GCOs for which you need access to schedule patients 
 

Existing user: 

Step 1: Email CRU@mssm.edu with the following information: 

 Username 

 The GCOs for which you need access to schedule patients 
 

2. How to Submit a ‘CRU 

Visit Request’ Access 

a ‘Study Screen’ 

Step 1: Log in to eRAP ( https://erap.mssm.edu/ ). On the Homepage select ‘Mount Sinai 
Operations’ module icon. 

 

Step 2: Select "CRU Visit Requests" in the ‘Project’ dropdown. Depending on your 
access, "CRU Visit Requests" project may be your default setting 
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Step 3: On the ‘Entry Screen’, the ‘Study Search Results’ grid provides the list of the studies 
you can request visits for along with the ‘Study ID’ access link. 

 



Please note, the ‘Custom Search’ section can be used further to search for previously submitted visits’ 
requests records. (The detailed description of the ‘Custom Search’ fields is provided below in the ‘View 
or Cancel an existing Visit Request’ section of the help instructions.) 

 
Click on the ‘Study ID’ link to access the ‘Study Screen’. 

 

 

Step 4: On the ‘Study Screen’, the ‘Study Information’ section populates the Study identifiers along with 
contact information for the study team. The ‘Visit Request’ grid provides the access links along with 
identifiers for all of the visits which were requested for the study. 

 



Place a NEW ‘Visit Request’ 
 

Step 1: Click ‘Add New Visit Request’ button. 
 
 

 

Step 2: On the ‘Visit Screen’, the ‘Request Status’ section provides the request information once it is 
submitted. 

 
Note: You do not need to complete this section. 

 

 

The ‘Patient Information’ and ‘Visit Information’ sections, as well as the ‘Dietary Needs’ section (if 
applicable) must be filed out. 

 



 
 

The ‘Notes’ section provides reminder for submitting. 
 

 

Step 3: Please review information in all sections and click on the ‘Save’ button to submit the visit 
request. 

 

 

Please note: The Information cannot be changed for a Submitted Request. 



Step 4: Once the visit request is submitted, its status (in the ‘Request Status’ section) will be changed 
accordingly, and a corresponding email will be sent to ‘Schedule-CRC’. 

 
You will receive a notification email with the information regarding the submission of the request. 

 
Step 5: Once the Visit is scheduled and confirmed by CRU, the ‘Request Status’ information will be 
updated to “Confirmed” , and you will receive a final confirmation email. 

 
Note: If the Visit cannot be scheduled, its status will be changed to ‘Not Confirmed’, and you will receive 
a notification email with the ‘Schedule-CRC’’ notes and recommendations. You will need to place a NEW 
Visit Request. 



View or Cancel an existing ‘Visit Request’ 
 

View an existing ‘Visit Request’ 
 

Step 1: On the ‘Entry Screen’, the ‘Custom Search’ section provides fields to search for the particular 
visits’ requests records which were previously submitted for the study. The visits’ records can be quickly 
looked up by either one of the criteria: ‘Visit Request ID’, ‘Request Status’, Patient Last Name’, and 
‘Patient MRN’. 

 

 

The search result will provide the ‘Visit Request Search Results’ grid with the list of all study’s visits 
matching to the specified criteria. 

 

 

Note: To retrieve the list of ALL study’s visits, click on the ‘Study ID’ link in the ‘Study Search Results’ grid 
to access the ‘Study Screen’. 

 



Step 2: Click on the ‘Visit Request ID’ link in the ‘Visit Request’ grid to view an existing ‘Visit Request’ 
record on the ‘Visit Screen’. 

 

 

The existing ‘Visit Request’ information cannot be changed. 
 

 

Please note: If for ANY reason the Visit Request has to be changed: the existing request has to be 
canceled, and a new request has to be placed. 



Cancel a submitted/confirmed ‘Visit Request’ 
 

Step 3: Click on the ‘Visit Request ID’ link at the ‘Visit Request’ grid to access the ‘Visit Screen’. Scroll 
down to the ‘Visit Cancelation’ section. Select "Yes" in ‘Cancel Visit’ dropdown and provide a 
‘Cancelation Reason’. 

 

 

Click on the ‘Save’ button to submit the visit cancelation. 
 

 

Step 4: Once the visit cancelation is submitted, the corresponding email will be sent to ‘CRU-Schedule’. 
As soon as the Visit is canceled, the ‘Request Status’ information will be updated, and you will receive a 
confirmation email regarding the cancelation of the request. 

 


