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Instructions for Use of SharePoint and OneDrive to send and
receive documents to/from Potential /Existing Participants
(for TOH/OHRI Staff only)

Microsoft 365 SharePoint and OneDrive are preferred methods of document transfer.

Microsoft 365 SharePoint:

e May be used to send documents from research staff to potential/existing participants.
For example when:

o Research team member needs to send the Informed Consent Form to a potential participant to
review and sign.

o Research team member needs to send a study Survey to a participant to complete.

Microsoft 365 OneDrive:
e May be used to send documents from potential/existing participants to research staff.
For example:

o Participant needs to return their signed consent form to the research team.
o Participant needs to return their completed study Survey to the research team.
e Note, this is the research staff’s personal OneDrive, where files are only accessible to them.
Unfortunately, the Request File feature is only available in OneDrive and not SharePoint.
o Upon receipt, research staff are responsible for moving documents uploaded into their

OneDrive into a SharePoint folder within 24 hours, where they will then be accessible to
multiple research team members.

The SharePoint and OneDrive processes may be used:

e Together (for example, send consent form to potential participant via SharePoint and ask that it be

signed and returned via the link provided to them (i.e.: via OneDrive), or
Separately (for example, using a registered mail service such as Canada Post, mail the consent form to

potential participant (or send the consent form to potential participant via MyChart), and ask that it be
signed and returned via the link provided to them (i.e.: via OneDrive).
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SharePoint Process to Send Documents to Potential /Existing Participants
(CANNOT be used for sharing documents with external Sponsors)

1. Create a Microsoft Team for your research group.

2. Within your research group’s Team, create a channel for the research study. Note, when creating a

channel, you can set permissions, so only specific people within the Team can see the channel if need
be.

3. Within the channel, create a folder to house the REB approved consent form (and/or other REB
approved study documents) that you wish to send to potential/existing participants.

4. Click Open in SharePoint:

+ New T Upload & Sync @ Copy link 4 Download &> Open in SharePoint

General > REB Approved Consent Forms for Patients to Download

L] Name ~ Modified ~ Modified By ~
@ Main Consent Form for Research Study A.docx Tuesday at 11:45 AM  Keri Ducharme
- Optional Consent Form for Research Study A.docx A few seconds ago Keri Ducharme

5. Select the document you wish to share and click Share:

EH Edit in grid view @l Open @ Copylink | Download Ti] Delete -:- > 1 selected

Documents > General > REB Approved Consent Forms for Patients to Download

Name Modified Modified By
(V] IEH, Main Consent Form for Research Study Adocx &2 - Tuesday at 11:45 AM Keri Ducharme
o Optional Consent Form for Research Study A.docx About a minute ago Keri Ducharme
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In the pop-up, select the drop- down list to change the type of link you will create:

Send link x

People you specify can edit >

Enter a name or email address

Add a message (optional)

© B

Copy link Outlook

In the Link Settings, ensure the Specific people option is selected. This creates a link to the document
that will only work for the people that you specify. For example, if the recipient forwards the link to
another party, the link will not work for the other party.

Note: For privacy reasons, the ‘Anyone with the link’ option has been disabled at TOH.

a. Ensure ‘Allow editing’ is unchecked.
b. Ensure ‘Block download’ is OFF (as recipient will need to download the document).

c. Click Apply.

. . X
Link settings
Who would you like this link to work for?
Learn more
People in The Ottawa Hospital
with the link
People with existing access
7 Specific people v
a | Other settings
D Allow editing
a7 ®©
b © Block download @
[ ] s
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8. Enter the email address(es) of the potential/existing participant(s). This will provide those specific
people with access to download the document.

If sending to 1 recipient, after the email If sending to multiple recipients, after all
address has been entered, email addresses have been entered,
enter a message and click Send: click Copy Link:
Send link Send link .
People you specify can edit > Peaple you specify can edit > Email addresses that
are entered will
test@gmail.com X test@gmail.com X appear here. Verify
ld another test2@gmailcom X the spelling of each

before moving

@ test@gmail.com is outside of your organization. lAdd another

: forward.
@ test@gmail.com and test2@gmail.com are
Add a message (:optio'\al:) outside of vour oraanization.
@ BB
@ | &3
Copy link Cutlook
Copy link Qutlook
The recipient will then receive an email ALERT! Do NOT add a message or click ‘Send’

indicating that you have shared a file with
them, along with any message you may have
entered:

as recipient email addresses will then be
visible to each recipient (privacy issue).

When sending to multiple recipients, the
‘Copy Link’ feature must be used only.

=

Keri Ducharme shared a file with you

In the pop up, click Copy:

Here's the document that Keri Ducharme shared with you. °

[} Survey for Research Study A - Copy

Link copied

Thi link only works for the direct recipients of this message.

| https.//theottawahospital.share »

People you specify can edit

B® Microsoft Privacy Statement
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Alternatively, the ‘Copy Link’
feature may be used.

Paste the copied link into an Outlook email
that you will send to the potential/existing
participant. Use the ‘BCC’ field for all email
addresses so recipients cannot see who the
email is being sent to.

Sample instructional text to include in the
email: To download the [document name, e.g.:
consent form, completed survey], click on the
following link and follow the prompts: [insert
link]

Note: If potential/existing participants will be
expected to return documents to you via a link
(for example a signed consent form or
completed survey), do not send the email yet.
Instead, continue with the instructions below
as a second link will need to be inserted into
the email prior to it being sent.

9. When the potential/existing participant clicks Open, or on the link of the shared file, a separate
‘Request Verification Code’ Window will open. They will need to click Send Code:

Request Verification Code

You've received a secure link to:

Main Consent Form for Research
=" Study A.docx

Send Code

By clicking Send Code you allow The Ottawa Hospital
to use your email address in accordance with their
privacy statement. The Ottawa Hospital has not
provided links to their terms for you to review.
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10. The potential/existing participant will then receive a second email with an Account Verification Code.
They will need to copy the code they received via email:
Hello,

For security purposes. you must enter the code below to verify your account to access
Main Consent Form for Research Study A.dooc The code will only work for 15 minutes

and if you request a new code, ode will stop working.
Account verification code: Note: This is an example; each recipient
82060681 will receive a code unique to them.

11. In the initial email they received, the potential/existing participant will need to paste the Account
Verification Code, and click Verify:

Enter Verification Code

You've received a secure link to:

1::* Main Consent Form for Research
Study A.docx

To open this link, enter the code we just
emaited to [ 5~

again l

[code received via email]

12. The potential/existing participant will then be able to open and download the document.

Additional Resources on File Sharing via SharePoint:

e The Ottawa Hospital- Sharing files and Managing Permissions Video
e Microsoft Support- Share SharePoint Files or Folders
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OneDrive Process for Potential /Existing Participants
to Send Documents to TOH/OHRI Research Staff

Open OneDrive. Note, this is your personal OneDrive, where files are only accessible to you.
Unfortunately, the Request File feature is only available in OneDrive and not SharePoint. You will be
responsible for moving documents uploaded into your OneDrive into SharePoint.

In your OneDrive, create a folder where you will temporarily house documents returned by
potential/existing participants (for example, signed consent forms, completed surveys, etc.). When the
potential/existing participant returns the completed document, this is where it will be uploaded.

Select the folder and click Request Files:

2 Share @ Copy link

P.] Request files i Download @ Delete =l Rename ﬁg Automate B3 Move to rﬁ Copy to

My files

Name Modified Modified By File size Sharing

Q 0. Signed Consent Forms @ A few seconds ago Keri Ducharme 3 items Private

Under What files are you requesting, enter a description for the files you are requesting from
potential/existing participants. They will see this description when they get the file request. Click Next.

Request files

EJ What files are you requesting?
| Signed consent form

Recipients will see the above request name and can upload only

Cancel
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5. Send the File Request or Copy the Link:

If sending to 1 recipient, enter the email If sending to multiple recipients,
address, enter a message (optional) click Copy Link:
and click Send:

Send file request

Send file request
Here's the link people can use to upload files

Here's the link people can use to upload files https://theottawahospital-my.sharepoint.com/:f:/g/pers | Copy link ‘

https://theottawahospital-my.sharepoint.com/:fi/g/pers... Copy link EJ Anyone with the link can upload files

EJ Anyone with the link can upload files

nd it via email

Or you can send it via email Enter a name or email address

test@gmail.com > |, . /
9 L:c anaother Adta message (optional)

@ test@gmail.com is outside of your organization.

Add a message (optional) m

m Do NOT add a message or enter an email
address, as recipient email addresses will then be

The recipient will then receive an email visible to each recipient (privacy issue).
indicating that you have requested a file | If sending to multiple recipients, the ‘Copy Link’
from them: feature must be used only.
Dﬂ Paste the copied link into an Outlook email that
you will send to the potential/existing

Keri Ducharme sent you a request
for "Consent Form" participant. Use the ‘BCC’ field for all email

addresses so recipients cannot see who the
email is being sent to. Only enter your email

address in the ‘To’ field.

You can upload files to OneDrive 5o Keri can see them, even if

youderithave  Onebrie sccont Onl (e con secess fese Sample instructional text to include in the email:
To return your [document name, e.g.: signed
consent form, completed survey, etc.], click on

If you entered a message it \_Ni” also be the following link and follow the prompts: [insert
present in the email. link]

Alternatively, the ‘Copy Link’
feature may be used.
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6. After the potential/existing participant clicks Upload Files, or on the link that was sent to them via
email, an additional window will open, prompting them to Select Files and upload:

Keri Ducharme is requesting files for

Consent Form

Select files

Potential/existing participants will not be able to see any of the documents in the folder; they will only
be able to upload into the folder.

7. Documents uploaded into a research team member’s OneDrive may only remain there temporarily.
Research team members utilizing this process are responsible for transferring all files uploaded into
their OneDrive into the applicable SharePoint folder with 24 hours of upload. Moving the files over to

SharePoint will enable access to other members of the research team.

Additional Resources on File Requests via One Drive:
e The Ottawa Hospital- Create File Requests Video
e Microsoft Support - Create a File Request in OneDrive
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