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QuickStart—
Panel; 1/2 
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1. Upcoming meeting materials
2. Navigate to home page
3. Search for content
4. Access past meeting content
5. Access various resources
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QuickStart—
Panel; 2/2 

1. Access Surveys
2. Navigate to home page
3. Select files for download
4. Download button
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QuickStart—
Advisors

1. Access Survey links
2. Navigate to home page
3. Select files for download
4. Download button
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QuickStart—CPTA

1. Newsletter Issues Folders
2. Upcoming Board Meeting folders
3. Navigate to home page
4. Access prior Board Meeting 

materials
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General Navigation
• NAVIGATION

Clicking on the link titled CPT 
Collaboration Home takes you to 
the homepage

Clicking on the CPT logo posted in 
the upper left corner will take you 
back to the homepage of the 
current site you are on. Within a 
meeting site, assistant newsletter 
site, workgroup, or caucus, this will 
take you to the root of that site
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Hub Navigation

The Hub Navigation links are posted along the 
top of every page.

To access the links, perform one of the following 
actions:

1. Click directly on the link if there is 
no arrow next to the link

2. Hover over the arrow next to the 
label to expand the menu, navigate 
to desired link, click on the link to 
open it
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Site Navigation

The Site Navigation links are posted above the CPT 
Meeting and CPT Assistant homepage. In both 
locations, the links are posted to the right of the CPT 
logo

To access the links, perform one of the following 
actions:

1. Click directly on the link if there is no 
arrow next to the link (Archived links)

2. Hover over the arrow next to the labels to 
expand the menu, navigate to desired 
link, click on the link to open it
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Breadcrumbs

NAVIGATION
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Breadcrumbs Example (1/2)
NAVIGATION

12

Step #1: Click on a meeting posted 
in the “Active Editorial Panel 
Meetings” section

Step #2: Clicking on a meeting 
results in the following 
breadcrumbs being populated 

Step #3: To populate additional 
breadcrumbs, select “See all” 
posted in the upper right corner of 
the “Panel Documents Library” 
section

Step #4: Selecting “See all” results 
in the following breadcrumbs being 
populated 
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Breadcrumbs Example (2/2)
NAVIGATION

13

Step #7: Once back on the meeting 
homepage, the following 
breadcrumbs are populated

Step #6: Clicking on the 
breadcrumb in step #5 results in 
being directed to this page

Step #5: To navigate back to the 
meeting homepage, click on the 
previous breadcrumb in the 
sequence. In this case, click on the 
breadcrumb labeled “2019, 
September CPT Editorial Panel 
Meeting – Seattle, WA”
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Downloading
1. Select folders or individual items by hovering over column 

to the left
2. Click Download
3. Zip file is downloaded to computer
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CPT PANEL MEETING
CPT MEETING HOMEPAGE

CPT PANEL MEETING NAVIGATION
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CPT Meeting Homepage

The Resources Section on the CPT 
Meeting Homepage contains the 
most used links for ease of access. 
Click on a square to be directed to 
that resource

The Active Editorial Panel Meetings 
section contains the active 
meetings. Click on a meeting to 
view that meeting’s page. Can also 
select “See all” to view all active 
meetings

The Events section contains a list of 
upcoming Panel events. Click on an 
event to view additional details. 
Can also click on “See all” to view 
all upcoming events, and can use 
the “Next” and “Previous” arrows 
at the bottom to view additional 
events

The Announcements section 
contains each of the 
announcements posted. Click on an 
announcement to view additional 
details. 
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CPT Panel Meeting Navigation
CPT PANEL MEETING

The Meeting Details section 
contains information for the 
meeting including the location and 
date(s)

The Meeting Announcements 
section contains the 
announcements pertaining to that 
specific meeting. Click on an 
announcement to view additional 
details of the announcement

The Panel Agenda is posted at the 
bottom of the meeting page

The Meeting Documents Library 
section contains all relevant 
meeting documents in zip files. 
Click on a zip file to download its 
contents
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CPT Meeting Page Left-hand Navigation
CPT PANEL MEETING

The left-hand navigation 
posted on the CPT 
Meeting page contains 
links to resources/pages 
pertaining to the meeting

Different users will have 
access to the links, 
according to the 
permissions matrix to the 
right

Link CPT Staff Panel, Panel 
Staff

Advisor, 
Advisor Staff

Workgroup 
Member

Caucus 
Member

Panel Action 
Memo

Yes Yes No No No

Minutes for 
Review

Yes Yes No No No

Wrap Up 
Reports

Yes Yes No No No

Panel Agenda Yes Yes Yes No No

Panel 
Documents

Yes Yes Yes No No

Meeting 
Documents

Yes Yes Partially No No

Executive 
Committee 
Documents

Yes Yes Partially No No

Advisor Survey 
Responses

Yes See Only Yes No No
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Panel Member Specific 
Navigation
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Homepage Panel Agenda View—Panel Members
CPT PANEL MEETING—Panel Members

This will be the view of the 
Panel Agenda posted on the 
meeting homepage. There is no 
Survey Response Button, there 
is a modified date to help with 
sorting on recently modified 
and there is more metadata
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CPT Meeting Page- Panel Agenda Panel Detail 
View

Step #1: Click on the 
Panel Agenda link 
posted in the left-hand 
navigation. This link is 
audience targeted. 
Depending on your user 
group, you will be 
directed to the view 
posted to the right.

CPT Staff and Panel 
Members are able to view 
all metadata.
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Viewing Survey Responses
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View Survey Responses (1/3)
CPT PANEL MEETING-Viewing surveys

Step #1: Navigate to 
the meeting that the 
survey responses are 
to be viewed for from 
the CPT Collaboration 
Home

Step #2: Once on the 
desired meeting 
page, navigate to the 
left-hand navigation 
and select the link 
“Advisor Survey 
Responses”
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View Survey Responses (2/3)

Step #3: View the 
survey responses, 
grouped by tab and 
arranged in 
numerical order. 
Scroll to the right to 
view all columns

(Optional) Step #4: 
Can click on an arrow 
next to a tab name to 
expand or condense 
all individual 
responses for that 
tab
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View Survey Reponses (3/3)

Step #5: To view all 
responses for a tab in 
further detail, click 
directly on the name 
of the tab

Step #6: View all 
responses for that 
tab, and only for that 
tab

TABLE OF CONTENTS

CPT PANEL MEETING-Viewing surveys

https://compliance.ama-assn.org/hc/en-us/requests/new?ticket_form_id=4428603992855


© 2022 American Medical Association. All rights reserved.26

Download Survey Responses

Step #1: Navigate to view 
the Advisor Survey 
Responses page (accessed 
via left navigation link)

Step #2: Hover over 
the arrow next to 
“Export” and select 
either “Export to 
Excel” or “Export to 
CSV file”

Step #3: Open the 
downloaded file to 
view all survey 
responses in Excel
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Filter by Tab in Excel (1/2)

Step #1: Navigate to view the 
Advisor Survey Responses page 
(accessed via left navigation link)

Step #2: Hover over 
the arrow next to 
“Export” and select 
“Export to Excel”

To view the downloaded responses for only one tab in Excel, follow the steps below:
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Filter by Tab in Excel (2/2)

Step #3: Open the 
downloaded Excel file

Step #4: Click on the 
arrow next to the 
“Full Tab Name” 
column

Step #5: Uncheck 
“Select All”

Step #6: Check the 
desired tab(s) to view 
the responses and 
select “OK” when 
complete to view the 
filtered results
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Advisor Specific Navigation
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Advisor Survey
Access

Change “View” from “Default” to “Advisor” on 
Main Page

OR

Select “Panel Agenda [Advisors] in left Nav
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CPT Meeting Page- Panel Agenda Advisor Detail 
View

Step #1: Click on the 
Panel Agenda link 
posted in the left-hand 
navigation. This link is 
audience targeted. 
Depending on your user 
group, you will be 
directed to the view to 
the right.

Result #1: Advisors are 
able to view and access the 
Advisor Response Form 
link
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CPT Meeting Survey (1/2)

Step #1: If you are an Advisor, 
click on the Advisor Response 
Form posted on the Panel 
Agenda

Step #2: Once viewing the 
Advisor Response Form, scroll 
to the bottom and select 
“Start”
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Completing the CPT Meeting Survey (2/2)
Step #3: Answer each question 
as they appear

Step #6: Once all questions 
have been answered, select 
“Save and Close” in the bottom 
right corner to submit the 
responses

Step #4: To move to the next 
page of questions, select the 
“Next” button in the bottom 
right corner

(Optional) Step #5: To exit the 
survey and save your progress 
at any point throughout the 
survey, select “Save and Close” 
in the bottom right corner
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View Survey Responses (1/2)

Step #1: Navigate to 
the meeting that the 
survey responses are 
to be viewed for from 
the CPT Meeting 
Homepage

Step #2: Once on the 
desired meeting 
page, navigate to the 
left-hand navigation 
and select the link 
“Advisor Survey 
Responses”
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View Survey Responses (2/2)

Step #3: View the 
survey responses, 
grouped by tab and 
arranged in 
numerical order

Step #4: Click on an 
arrow next to a tab 
name to view all 
individual responses 
for that tab
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CPT Meeting Survey Quick View (1/2)
The quick view of the survey results are 
posted in 3 locations:
1. On the survey landing page
2. On each survey page
3. On the survey completion page
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CPT Meeting Survey Quick View (2/2)
To adjust the width of the columns, hover 
the mouse between the two column 
names to be adjusted. When the bar (see 
left) appears, drag the bar to make the 
necessary adjustments

To view additional details about a 
particular survey response, click on the 
row of the response to view

Note: As a user progresses through the survey, the user will not see 
their response reflected in the quick view until the response is 
submitted and the page is refreshed

Additional notes about the survey quick view:
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ARCHIVED- PANEL MEETNGS
ARCHIVED PANEL MEETINGS
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Archived Panel Meetings

Step #1: From the CPT 
Collaboration Home, click on 
the “Archived Panel Meetings” 
link posted on the Site 
Navigation

Step #2: View the Archived CPT 
Meetings, with the meetings 
listed in descending order. 
Select a meeting to view that 
meeting’s contents
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CPT Assistant Homepage
CPT ASSISTANT

The Newsletters for Review section 
contains the most recent, active 
newsletter sites for First and 
Second Pass. Can also select “See 
all” to view all active newsletter 
sites

The Events section contains a list of 
the upcoming CPT Assistant events. 
Click on an event to view additional 
details. Can also select “See all” to 
view all upcoming events

The Active CPT Assistant Editorial 
Board Meeting section is posted on 
the CPT Assistant homepage. Click 
on a folder to view its contents. 
Can also select “See all” to view all 
materials

The Announcements section 
contains recent announcements 
posted. Click onto an 
announcement to view additional 
details. Can also select “See all” to 
view all posted announcements
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CPT ASSISTANT MEETING 
NAVIGATION
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CPT Assistant Mtg- Accessing Meeting Documents (1/2)
CPT ASSISTANT MEETING

Step #1: From the CPT Assistant 
homepage, scroll toward the bottom of 
the page to view the current CPT 
Assistant Meeting materials

Select “See all” in the upper right corner 
of the section to further view the 
folders, documents, and materials

Step #2: After selecting “See 
all”, click on the “Current” 
folder
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CPT Assistant Mtg- Accessing Meeting Documents (2/2)
CPT ASSISTANT MEETING

Step #4: View the contents of 
the folder selected. Click on the 
name of a document to open it

Step #3: Navigate to the 
desired folder and select it to 
open it
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Indication of New Documents

The “Modified” column posted 
in the Active CPT Assistant 
Editorial Board Meeting section 
indicates the last time any 
document in the folder was 
updated or added
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CPT ASSISTANT 
NEWSLETTER

FIRST vs SECOND PASS COMMENTING ON A DOCUMENT

DISCUSSION COMMENT TRACKER
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CPT Assistant Newsletter Folders

Step #1: Click on the desired 
newsletter in the Newsletters 
for Review section

Step #2: View the specific CPT Assistant 
Site page and all the contents contained 
on the site. View the following sections:
1. Documents for Review
2. Comment Tracker
3. Discussion Board
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CPT Assistant Newsletter- First vs. Second Pass (1/2)

For the First Pass page, there are two folders:

The “Offline Edited Documents” folder is the 
location for documents that are edited offline 
to be uploaded to. 

The “Original Documents” folder contains the 
unedited, original documents for reference.

For the Second Pass page, there are also two 
folders:

The “Offline Edited Documents” serves the 
same function as it does for the First Pass. The 
folder is the location for documents that are 
edited offline to be uploaded to. 

The “Original Documents with Merged 
Comments” folder contains the documents 
after comments from the First Pass were 
merged.
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CPT Assistant Newsletter- First vs. Second Pass (2/2)

The pills in the column 
labeled “Status” indicate the 
stage that document is in-
“1st Pass”, “Original”, “2nd

Pass”, “Finalized Version”

For both the First and 
Second Pass, the documents 
posted in the “Documents 
for Review” section are the 
documents to be 
commented on. Open these 
documents to add your 
comments online
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CPT Assistant Newsletter- Commenting on a 
Document (1/2)

Step #1: Click on the desired 
newsletter from the 
“Newsletters for Review” 
section

Step #2: View the “Documents for 
Review” section

To begin to comment on a document 
online, select the desired document 
from this section to open it
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CPT Assistant Newsletter- Commenting on a Doc (2/2)

Step #3: View the 
document and 
any comments 
posted. Highlight 
the text you want 
to comment on

Step #4: With the desired text 
highlighted, locate the Insert 
tab posted along the top of 
the page and click on it

Step #5: Select “New 
Comment” 

Step #6: Type in your 
comment, hit the 
arrow in the bottom 
right corner of the box 
once complete
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CPT Assistant Newsletter- Adding an Item to the 
Comment Tracker (1/2)

Step #1: Navigate to the 
Comment Tracker section on 
the desired specific newsletter 
page and select “See all”

Step #2: Click the “New” 
button to add a comment to 
the Comment Tracker
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CPT Assistant Newsletter- Adding an Item to the 
Comment Tracker (2/2)

Step #3: Fill out the 
appropriate fields in the panel 
that appears on the right side 
of the screen

Step #4: Once the fields are 
filled out, select “Save” either 
at the top or bottom of the 
panel
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CPT Assistant Newsletter- Contributing to the 
Discussion Board (1/2)

Step #1: From the CPT 
Assistant Newsletter page, 
scroll to the bottom of the 
page to the “Discussion Board” 
section

Step #2: Select “See all”

Step #3: Select the “New” 
button posted in the upper left 
corner
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CPT Assistant Newsletter- Contributing to the 
Discussion Board (2/2)

Step #4: Fill out the 
appropriate fields in the panel 
that appears on the right side 
of the screen

Step #5: Once the fields are 
filled out, select “Save” either 
at the top or bottom of the 
panel
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ARCHIVED- ASSISTANT CPT 
ASSISTANT MEETINGS

ARCHIVED ASSISTANT MEETING 
MATERIALS
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Archived CPT Assistant Meeting Materials

Step #1: From the CPT 
Assistant Home, click on the 
“Archived Meeting Materials” 
link posted on the Site 
Navigation

Step #2: View the Archived CPT 
Assistant Meeting Materials, 
with the meetings listed in 
descending order. Open a 
folder to view its contents
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WORKGROUPS & CAUCUSES
ACCESS

WORKGROUP PAGES

CAUCUS SITES
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Workgroup and Caucus Page Access
WORKGROUP AND CAUCUS

From the CPT Meeting 
homepage, navigate to the Hub 
Navigation links. Hover over the 
arrow next to “Workgroups” and 
“Caucus Sites”. Select the page 
you have access to in order to 
view it
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Workgroup Pages

Across all Workgroup pages, 
there is a document library 
where users can access 
materials

Telehealth E/M Workgroup

Across all Workgroup pages, 
there is an Upcoming Events 
section

Image Bundling Workgroup

WORKGROUP AND CAUCUS
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Caucus Sites

There is a CCA Reference Links 
section where users can access 
the Code Change Proposals 
they have access to

Vaccine Coding Caucus MPAG

Pathology Coding Caucus

Across Caucus pages, there is 
an Upcoming Events section

WORKGROUP AND CAUCUS
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ROSTERS
ACCESS TO LISTS COPY AND PASTE EMAIL 

ADDRESSES

EXPORT TO EXCEL/CSV SORT ON COLUMNS

FILTER
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Rosters Access

From the CPT Meeting 
homepage or CPT Assistant 
homepage, navigate to the site 
navigation links. Hover over the 
arrow next to Rosters and 
select the roster(s) you have 
access to view

CPT Meeting Homepage

CPT Assistant Homepage
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Selecting an Email Address- Copy and Paste Method

Step #1: Navigate to the desired 
email address to be selected. Right 
click on the email address

Step #2: From the menu that 
appears after right clicking on the 
address, select “Copy field to 
clipboard”

Step #3: The address is now copied 
to your clipboard. Navigate to the 
location where the address is to be 
pasted. Paste the address
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Selecting an Email Address- Mailto Link Method

Step #1: Navigate to the desired 
email address to be selected

Step #2: Click directly on the email 
address. This will result in 
populating a new email with the 
address selected in the “To” line
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Export a List

Step #1: Navigate to the desired 
roster to be exported and navigate 
to the tool bar posted above the 
list. Hover over the arrow next to 
“Export” and select either “Export 
to Excel” or “Export to CSV file”

Step #2: Open the downloaded 
Excel or CSV file to view the list

Excel CSV File
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Sort a List

Step #1: Navigate to the desired 
roster. Once viewing the roster, 
locate the desired column to be 
sorted on

Step #2: Click on the arrow 
next to the column name, 
and select the desired sorting 
order

Step #3: View the results of sorting 
on a column
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Apply a Filter to a List (1/2)

Step #1: Navigate to the desired 
roster. Once viewing the roster, 
locate the desired column to apply 
a filter to

Step #2: Click on the arrow next to 
the column name, and select 
“Filter by”
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Apply a Filter to a List (2/2)

Step #4: Once all desired values 
are selected, select “Apply”

Step #3: In the panel that appears 
on the right side of the screen, 
check the values that you want to 
view

Step #5: View the results of 
applying a filter

(Optional) Step #7: To clear a 
filter, select “Clear all”
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Step #6: The filter you’ve applied is 
noted in the header bar
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CALENDARS
ACCESS TO CALENDARS

PANEL CALENDAR
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Calendar Access

The Panel and Chair Calendar 
are accessible (if the user has 
permission) via the Site 
Navigation. Hover over the 
arrow next to “Calendars” and 
select either calendar to view
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Panel Calendar

The Panel Calendar uses Event 
Cards to show upcoming 
events, in order of event 
occurrence

Click on an individual event 
card to view additional details 
about the event

Can also select “See all” to 
view all upcoming event cards
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Announcements Access
CPT Meeting Homepage Panel Meeting Page

CPT Assistant Homepage

Announcements are posted in 
three locations on the CPT 
Collaboration site:
1. CPT Meeting Homepage
2. CPT Assistant Homepage
3. Panel Meeting Page (Meeting 

Announcements)
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ALERTS
CPT ASSISTANT NEWSLETTER 

FOLDER ALERTS

ALERT SETUP

CPT ASSISTANT BOARD FOLDER 
ALERTS
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Setting Up Alerts—Panel Business
Navigate to the Panel Agenda 
in the Left Nav and From the 
ellipsis at the end of the folder 
header bar, click on the “Alert 
me” option.

• Alerts can be created that email you if 
there is activity in a folder

• Alerts can be managed from the 
ellipsis at the end of a folder 
information bar
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Setting Up Alerts—CPT Assistant Newsletter Articles

Click on the ellipsis to get alert 
menu

Select the folder in the Left-
Nav
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CPT Assistant Board Meeting Alerts

Select the See All button

Select the Current folder
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Setting Up Alerts—menu options Confirm the folder for which 
you want to be alerted of 
changes.

Select the options for your 
alerts.
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COLLABORATION

ADD A DOCUMENT(S) DELETE A DOCUMENT(S)

ADD A COMMENT TO A 
DOCUMENT DOWNLOAD A DOCUMENT
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Document Management

• Managing documents follows the same steps and processes, regardless 
of the location of the document on the site. This section covers the 
following topics:

• How to:
• Add a document(s)
• Delete a document(s)
• Add a comment to a document
• Download document(s)

DOCUMENT MANAGEMENT
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Document Management- Add a Document(s)

Step #1: Navigate to the desired 
location (document library) a 
document is to be uploaded or 
added to

Note: these same steps apply to 
any document library on the site

Step #2: Select either “New” or 
“Upload”

Step #3a: If select “New”, select the 
desired material type from the drop 
down. To create a new, blank 
document, select “Word document” 
from the drop down

Step #3b: If select “Upload”, select either “Files” or 
“Folder”

In the pop-up that appears, navigate to the desired 
document(s) to be uploaded. If multiple documents, 
hold the Control key on the keyboard and select each 
document. Once all desired documents are selected, 
select “Open”

Note: can upload multiple documents at one time, 
following the instructions above
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Document Management- Delete a Document(s)

Step #1: Navigate to the location of 
the document that is to be deleted

Note: these same steps apply to 
any document library on the site

Step #2: Select the document(s) that is 
to be deleted by clicking in the circle(s) 
on the far-left side of the row(s)

Note: can delete multiple documents at 
one time by highlighting all documents 
to be deleted

Step #3: Once the document(s) is 
highlighted, navigate to the tool bar 
posted just above the documents and 
select “Delete” 

Step #4: Confirm the deletion of the 
document(s) by selecting “Delete”
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Document Management- Comment on a Document

Step #1: Navigate to the location of 
the document that is to be 
commented on. Open desired 
document by clicking on the name 
of the document

Note: these same steps apply to 
any document posted on the site

Step #2: Once the document is open, 
navigate to the “Insert” section of the 
tool bar 

Step #4: Type the comment in the text 
box. Use the “@” to mention another 
user in the comment. Once completed, 
hit the send button in the bottom right 
corner 

Step #3: Select “New Comment”
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Document Management- Download a Document(s)

Step #1: Navigate to the location of the 
document that is to be downloaded

Note: these same steps apply to any 
document library on the site

Step #2: Select the document(s) that is 
to be downloaded by clicking in the 
circle(s) on the far-left side of the row(s)

Note: can download multiple 
documents at one time by highlighting 
all documents to be downloaded

Step #3: Once the document(s) is 
highlighted, navigate to the tool bar 
posted just above the documents and 
select “Download”

Step #4: View the document 
downloaded at the bottom of the 
screen or in your Downloads folder on 
your computer. Downloading multiple 
documents results in the download of a 
Zip File
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SEARCH
ADVANCED SEARCH ACCESS

NON-ADVANCED SEARCH ACCESS
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Advanced Search Access
SEARCH

Step #1: If you are CPT Staff, Panel 
Member, or Panel Staff, navigate 
to the hub navigation and select 
“Advanced Search”

Step #2: Type your search into the 
search bar. Hit Enter

Step #3b (optional): If desired, can 
use the advanced filters posted on 
the left side of the screen to 
narrow the results

Step #3a (optional): If desired, can 
also click on either “CPT Meeting 
Content” or “All CPT Content” to 
narrow or broaden the search, 
respectively
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Regular Search Access

Step #1: All users are able to 
access the non-advanced search 
capability by navigating to the 
search bar posted along the top of 
every page

Step #2: Type your search into the 
search bar. Hit Enter

Step #3: If desired, can use the 
non-advanced filters posted on the 
left side of the screen to refine the 
results
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Additional Search Information

For both the advanced and non-
advanced search, hovering over 
the name of a search result pulls 
up additional information about 
that result, as seen in the 
screenshot

Additionally, clicking on the URL 
posted for a search result to 
expand it and scanning the URL 
provides information such as the 
location of the result on the site, 
the meeting the result is contained 
in, etc.
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Return to Home from Search
For both the advanced and non-
advanced search, to return to the 
homepage, select the link labeled 
“Back to CPT Meeting Home” 
posted just above the search bar
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THANK YOU
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