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1.0 - Logging into the NCCCP Data Collection Tool 
To access the tool, you will need a login name and a password.  You will receive your login name and 
password from NCICB Application Support, who will send you an e-mail with both your login name and 
password prior to your logging into the Data Collection Tool (DCT).   If you have any problems with your 
login name or password, please contact NCICB Application Support at ncicb@pop.nci.nih.gov.  

To request an account, please send an e-mail to NCICB Application Support, ncicb@pop.nci.nih.gov, 
providing the following information: 

• User's first and last name 
• User’s title (e.g., MD/RN/PhD) and role (e.g., Director, Clinical Research Division) 
• User’s work e-mail address 
• User’s work phone number 
• Name of the NCCCP organization the user is affiliated with 

 
Once you receive your credentials from application support, you can then access the DCT.  In order to 
access the application, launch your internet browser (for example: Internet Explorer) and in the internet 
browser address bar, type: http://cabig.nci.nih.gov/cadet.  

This link will take you to the NCCCP Quarterly Report home page (as seen below). 

 

To log into the tool, scroll to the bottom of the NCCCP Quarterly Report home page, and click on the 
“Subcontractor Contact Information” link (as seen below). 

All contact information regarding 
submission of the Quarterly Report 
can be found here. 

mailto:ncicb@pop.nci.nih.gov�
mailto:ncicb@pop.nci.nih.gov�
http://cabig.nci.nih.gov/cadet�
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After clicking on the “Subcontractor Contact Information” link, you will be prompted to enter your login 
information.  Enter your login name and password.  Then, click on the “log in” button (as seen on the 
next page). 

Click on the “Subcontractor Contact 
Information” link to log into the tool.  
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Enter your 
login 
name and 
password 
here. 

The “log in” button 
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2.0 –Tips and Tricks for Navigating through the NCCCP Data Collection 
Tool 
Once you have successfully logged into the DCT, you can click on any one of the links to begin inputting 
data for the corresponding section. 

 

 

 

 

 

 

 

 

 

 

 

Click any of the links here to begin 
inputting data for the corresponding 
sections. 
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If at any point you want to navigate back to the NCCCP Quarterly Report home page, click on the “ncccp 
quarterly report home” link at the top of the page. These links are referred to as “breadcrumbs.”  
ALWAYS navigate between sections of the DCT by clicking on the breadcrumb links. 

 

Here are some general points to keep in mind while navigating through the tool: 

• NEVER click on the “back” or “forward” arrows of your web browser, especially once you have 
started entering data in the tool. However, please note the exceptions to this below: 

o NEVER click on the “home” link at the top left of the page. If you accidentally click on the 
“home” link, please use your “back” arrow on your web browser to return to the previous 
page and instead navigate through the tool using only the breadcrumbs.  

o NEVER click on the tool bar links on the left hand side of the DCT. If you accidentally click on 
one of the links to the left of the page, please use the “back” arrow of your web browser to 
return to the DCT. Once you return to the tool, please only click on the links within the tool 
(the breadcrumbs) to navigate through it.  

Click here to navigate back to the 
Quarterly Report home page. 

http://cabig-ut.nci.nih.gov/cadet�
http://cabig-ut.nci.nih.gov/cadet�


NCCCP Data Collection Tool Quick Reference Guide           July 2011  
 

https://cabig.nci.nih.gov/cadet Page 8 
 

 

• NEVER leave any question completely unanswered in the DCT.  It is required that you answer every 
question. For questions that may not apply to your site’s situation, please refer to the question 
description (the gray text below the bolded question text), which will provide instructions on how to 
properly answer each question based on any relevant definitions or answer choices available.  

 

 

 

 

 

 

 

 

 

 

 

 

 NEVER click on the “back” or “forward” arrows of your web browser, 
unless you face one of the exceptions outlined in the text above 

 

 NEVER click on the “home” link here 

 NEVER click on the tool bar links here 
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• Please note the following about the use of the “save” and “next” buttons:  After inputting data into 
a particular section, either click on the “save” button if you have answered some, but not all, 
questions in the section and plan on returning to finish it at a later time, OR click on the “next” 
button if you have answered all questions in the section and intend to submit the section.  

 

 
 

 

 

 

 

 

 
 

 

Click “save” if you are inputting data for some, but not all, of the questions in the section. You can 
return to your saved section at a later time to complete the section’s data input and to submit the 
section, which you will do by entering in all the remaining data and then clicking “next.” 

 
Only click “next” if you have completed the 
section and would like to submit it. 
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3.0 - Inputting Information into the NCCCP Data Collection Tool 
If your site has entered data in the “Subcontractor Contact Information”, that section is pre-populated 
with data from the previous reporting period.  The designated user for this section must validate all 
person(s) assigned to input data in each remaining sections of the Tool. 

  

If a different or new user is responsible for entering the current quarter’s data for a particular section, 
the data is unable to be pre-populated as the data is only associated with the user who entered it.  To 
review the previous quarter’s data, please use a copy of the previous quarter’s PI report.  If you do not 
have this, please coordinate with Deb Hill (hilldeborah@mail.nih.gov), or Joy Beveridge 
(jbeveridge@mail.nih.gov). 

 

 

 

 

 

 

mailto:hilldeborah@mail.nih.gov�
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4.0 - Completing the Different Answer Types 
When answering questions in the DCT, please note that there are different question types, each with 
different requirements on how to be accurately and correctly answered.  

4.1 - Select Answers 

4.1.1 - Single-select Answers (Radio buttons) 
In this case, please select only ONE answer from the set of answer choices.  If you select more than one 
answer, your previous selection will be unselected and the new selection will be filled in. This type of 
selection is used when only one answer is desired.    

 

4.1.2 - Multiple-select Answers (Checkboxes) 
In this case, please select ALL the answer choices that apply.  When you select a box, each box will 
indicate it is selected by displaying a filled box.  You can choose as many that apply, up to all of the 
boxes, if applicable. 

 

For this question, and those like it, that offer 
radio buttons as answer choices, you can only 
select ONE answer to the question 

 

For this question and 
those like it that offer 
check boxes as 
answer choices, 
select all the answer 
choices that apply. 
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4.1.3 - Survey Matrix (Radio buttons) 
In this case, please select only one answer for each row. Please note that one answer must be selected 
for each row in order to correctly complete the matrix. If you do not select at least one answer for each 
row, the system will allow you to “save” but when you click on ”next” in an attempt to submit the 
section as final, the system will give you an error message and require you to complete the table 
correctly. 

 

  

For this question 
and those like it 
with multiple rows 
of radio buttons, 
you must select 
one answer for 
every row. 
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4.1.4 - Survey Matrix (Checkboxes) 
In this case, please select all the answers that apply for each row. You must select at least one answer 
for each row.  Please note that one or more boxes must be selected for every row in order for the matrix 
to be correctly filled out.  If you do not select at least one answer for each row, the system will allow you 
to “save”, but when you click on ”next” in an attempt to submit the section as final, the system will give 
you an error message and require that you complete the table correctly. 

 

For this question and 
those like it with 
multiple rows of check 
boxes, select all 
answers that apply for 
each row. You must 
select at least one 
answer for every row. 

 

 



NCCCP Data Collection Tool Quick Reference Guide           July 2011  
 

https://cabig.nci.nih.gov/cadet Page 14 
 

4.2 - Text Answers 

4.2.1 - Number Input 
In this case, you will be required to enter a number. In most cases, only integers will be accepted. Note 
that in the gray text below the question, it states, “Please enter a number. Decimal points, spaces, 
letters, symbols and commas will NOT be accepted. (Example: 123)”.  If you attempt to enter anything 
other than an integer, the system will not allow you to click on “save” or “next”. The system will not 
accept symbols, such as commas and percentage signs. 

 

In some cases, decimal points will be allowed, as shown below. 

 

4.2.2 - Free Text Answers 
In this case, enter text in the text box below the question. You can input any character types into the 
text box, but keep in mind that there is a 4000-character limit. PLEASE NOTE: data is less useful when 
you write lengthy descriptions.  Please be as succinct as you can in answering any text box selection. If 
NCCCP program management needs further clarification, they will contact you.  

  

For free text 
input questions 
like those listed 
here in 1-A and 
1-B, please be as 
detailed, yet 
succinct, as 
possible.  
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4.2.3 - Free Text, Dependent Answers 

In the case of this question type, the answer is dependent on whether you selected “Other” in the 
previous question. If you selected “Other”, you would explain your answer choice in the text box in the 
following question.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

If you answered “Other” to a previous 
question, please enter the follow-up 
information in this text box. 

√ 
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If you did not select “Other” in the previous question, you would enter N/A in the text box in the 
following question. This is a very important requirement, as program management needs to understand 
that you intended to leave the question blank and did not simply miss it.  For that reason, all questions 
in this report are required. 

 

 

5.0 - Completing the Tables 
On the NCCCP Quarterly Report home page, you will find instructions for how to access the Disparities 
Patient Navigation and Screening Table, the Disparities Community Partnerships Table and the Clinical 
Trials Data Collection Tool Table (as shown below). 

The Disparities Patient Navigation and Screening Table and Disparities Community Partnerships Table 
will be pre-populated with last quarter’s data and e-mailed to your site by SAIC-F.     

You can access the Clinical Trials Data Collection Tool Table from the NCCCP Quarterly Report home 
page, by clicking on the “Clinical Trials Data Collection Tool Table” link, which will take you to the Clinical 
Trials and Disparities Tables Landing Page, from where you can access the Clinical Trials Data Collection 
Tool Table.  The Clinical Trials Data Collection Tool Table will be pre-populated with the previous 
quarter’s data. 

  

 

 

Note that 
even when 
the “Other” 
check box is 
not selected, 
the user is 
required to 
enter “N/A” 
into the 
following text 
box. 
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5.1 - Disparities Patient Navigation and Screening & Disparities Community 
Partnerships Tables  

The Disparities Patient Navigation and Screening Table and Disparities Community Partnerships Table 
will be e-mailed to you by SAIC-F.  These tables will be pre-populated with the previous quarter’s data. 
Before completing the tables, please review the instructions found on the NCCCP Quarterly Report 
home page.    Please make any necessary edits to both of these tables to reflect this quarter’s data.  
Once it has been updated to reflect this quarter’s data, please e-mail the completed table to Yvonne 
Rempel (SAIC-Frederick) at yvonne.rempel@nih.gov. 

At the time of submission please enter "Complete" or "Incomplete" in the text box below, depending on 
whether the Disparities Patient Navigation and Screening Table and Disparities Community Partnerships 
Table has been e-mailed to  Yvonne Rempel.   

Disparities Patient Navigation and Screening Table 

In July 2011, the Patient Navigation and Screening Table was modified to include fields for reporting 
OMB race/ethnicity categories.  All sites were required to begin collecting race and ethnicity data 
according to OMB guidelines effective April 2011.   

 

Please be sure to enter OMB race and 
ethnicity information in the spaces 
provided.  
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Each patient requires two entries: one for race, and one for ethnicity.  (These fields will be blank on the 
table for the April – June 2011 reporting period.)   Please note that the “Total” columns are locked; users 
cannot enter numbers into the “Total” fields.  The total numbers will be automatically tallied based on 
the responses to the race and ethnicity category fields.  The race total and the ethnicity total should 
match. 

Please update the pre-populated information pertaining to the number of patients navigated and 
screened for each type of cancer (Breast, Prostate, Colon, Lung and All Other Cancers).  Please note for 
Lung cancer, you are only required to provide information about patient navigation.  See the figure 
below for a visual example of how to fill out the table.   

 

Please be sure to enter the information into each tab of the spreadsheet. For further instructions on 
how to submit the table, please see the general instructions provided at the start of Section 5.1. 

Disparities Community Partnerships Table 

Once you open the table, please update the pre-populated information: review each community partner 
with which your site collaborates, review the selected activities that those community partners help you 
focus on and the selected populations that these partnerships serve.  If “Other”, please specify in the 
designated area.  

Please be sure to provide this information 
in the space provided.  

 

Please be sure to fill out the 
Table for each of these tabs.  
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To make edits to your entries or to add new entries, please take note of the new format of the 
Disparities Community Partnerships Table.  You are now required to select “Yes” or “No” from a drop-
down menu for each NCCCP activity and population served by the community partnership.  Also, please 
enter “Yes” or “No” for each category of partnership for each community partner that is listed.  See the 
figure below for a visual example of how to fill out the table.  

 

 

Once the Disparities Patient Navigation and Screening Table and Disparities Community Partnerships 
Table have been completed, please e-mail a copy of the tables to Yvonne Rempel at SAIC-F 
(yvonne.rempel@nih.gov).  Note that these tables must be completed in order for the Disparities 
section to be considered complete.  

  

For each community partner, please select “Yes” or “No” from the 
drop-down menu for each NCCCP activity and population served.  

If “Other”, please specify in the appropriate cell. 
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5.2 - Clinical Trials Data Collection Tool Table  
In order to access the Clinical Trials Data Collection Tool Table, please click on the “Clinical Trials Data 
Collection Tool Table” link on the NCCCP Quarterly Report home page. Clicking this link will take you to 
the Clinical Trials and Disparities Tables Landing Page, where you can access the Clinical Trials Data 
Collection Tool Table.  

 

 

At the top of the Clinical Trials Data Collection Tool Table, you will find instructions and definitions to 
guide you in answering the questions about your site’s clinical trials.  Please read all the instructions and 
definitions thoroughly and carefully before you begin filling out the table.  Also, note that only those 
trials NOT sponsored by the NCI should be included in this table.  On the bottom half of the page you 
will find the Clinical Trials Summary Table, which will contain all of the clinical trials information that you 
have entered.  Please note the Clinical Trials Data Collection Tool Table will be pre-populated with the 
previous quarter’s trials. 

 

Click on this link to access the Clinical 
Trials Data Collection Tool Table. 
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Once you have read the instructions and definitions, click on the “Add Trial” link towards the bottom of 
the page above the Summary Table (see below).  This link will allow you to input data for a new clinical 
trial to start populating the clinical trials table.   
 
The Summary Table shown below is a consolidated display of all clinical trials information entered. From 
this page you can either add a new trial by clicking on “Add Trial” at the top left of the Summary Table, 
or you can edit the information of existing trials by clicking on “Edit Trial” on the left side of the trial you 
would like to edit.  
 

At the top of the Clinical Trials Data Collection Tool Table, you will 
find “Instructions” and “Definitions”.  Please read them carefully 
before entering clinical trials data.  
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When adding and editing trials, please follow the instructions provided at the top of the page where you 
are entering / editing the clinical trials data. Please note that all questions are REQUIRED to be 
answered.  

 
 
Once you have added/edited all of the information for a trial, click on the “save” button. This 
information is now saved in the Summary Table.  
 

   
   

 

 

Click on these links to add a new trial or 
to edit an existing trial. 

 
Input data for each trial by answering the 
questions on this page. 
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Once you have added/edited and saved all of your clinical trials, you MUST enter the “Total number of 
rural patients accrued to NCI Research Base Trials (Cooperative Group treatment, prevention and cancer 
control trials and DCP prevention and cancer control trials) during this reporting period” and “Total 
number of patients enrolled who lack insurance coverage for clinical trial accrued to NCI Research Base 
Trials (Cooperative Group treatment, prevention and cancer control trials and DCP prevention and 
cancer control trials) during this reporting period” into the Summary Table.  Text boxes to input each of 
these total figures can be found towards the bottom right hand corner of the Clinical Trials Summary 
Table.  The instructions for inputting these numbers can be found above the Clinical Trials Summary 
Table. 

Once you have made the changes to a 
clinical trial, click on the “save” button.  
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Once you have entered ALL of your clinical trial data and you are confident in the accuracy and 
completeness of the information, and your PI has approved the information, please click on the “Submit 
Totals” button.  If you have already submitted your answers to the Clinical Trials section’s non-table 
questions, you are now finished with data entry for the entire Clinical Trials section of the DCT.  
 
You can download a copy of the Summary Table (as an Excel file) for your own records by clicking on the 
“Download Excel File” link at the bottom of the page.  
 

 
 

 

 

To address the text boxes at the lower right hand side of the Summary 
Table, follow the instructions provided here. 

 

Click on the “Download Excel 
File” link to download a copy of 
the Clinical Trials Summary 
Table (in Excel format) for your 
own records.  

 

Once you have saved all the clinical trials data, 
please click on the “Submit Totals” button at the 
bottom of the page. 
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6.0 – Saving Data into the NCCCP Data Collection Tool 
If you can only finish entering data for part of a section in one sitting, you can click on the “save” button 
and then return to that section at a later time without having to re-enter previously entered data. 

 

 
7.0 - Submitting Data into the NCCCP Data Collection Tool 
Once all the questions in a section have been completed by the user, reviewed and approved by the PI, 
users should click on the “next” button in order to submit the data to NCCCP.   

  
 

This will take the user to the “submit survey” page (as seen below).  At this point, please also ensure 
that every question has been answered.  For questions that may not apply to a site’s unique situation, 
please refer to the question description below the bolded question text for any further directions or 
definitions that may instruct the user on how to most accurately answer the question.  Additionally, 
please ensure that each question is answered with a valid answer.  If an inputted answer is not valid 
(i.e., a letter or word was entered when the question asked for an answer in the form of a number) the 
DCT will notify the user of this discrepancy and will request that a valid answer be inputted.  

Click the “save” button if you need to save 
your section (so that it can be finished later). 

Click the “next” button if you have completed answering all questions 
in a particular section and are ready to submit the section 
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Once you have reviewed your answers, click on the “submit survey” button.  Once you submit this 
section, you will NOT be able to change your answers unless this section of the survey can be reset by a 
member of the DCT help team.  

 

Click the “submit survey” button if you have 
reviewed the section and want to submit it. 
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8.0 - Information about the NCCCP Data Collection Tool 
The NCCCP Data Collection Tool was created in July of 2010 to provide an electronic means of 
submitting and storing Quarterly Report data for all NCCCP sites. This tool will enable the 30 NCCCP sites 
to enter data in a standardized format that can be quickly stored, accessed, and analyzed by both NCCCP 
and NCI leadership.  This tool utilizes an electronic format that allows for intermittent input and storage 
of data prior to final submission of an NCCCP Quarterly Report.  Upon submission of all Quarterly 
Reports, an analysis will be conducted to identify trends in site activity and to guide future decision-
making regarding NCCCP requirements.  

NCCCP Quarterly Reports are required contract deliverables that must be finalized by each of the 30 
NCCCP sites on or before the following dates:  

- November 15th (Quarter 1:  7/1-9/30/2010) 

- February 15th (Quarter 2:  10/1-12/31/2010) 

- June 15th (Quarter 3:  1/1-3/31/2011) 

- August 15th (Quarter 4:  4/1-6/30/2011) 

Please note that because the NCCCP Quarterly Report is a required contract deliverable, each site must 
not only submit the report by the specified date, but must also answer every question within the Data 
Collection Tool in order to satisfy their contractual requirement.  

9.0 - Help and Support 
If you have any problems navigating through the DCT, or experience any technical difficulties, please 
contact Joy Beveridge (jbeveridge@mail.nih.gov), Deb Hill (hilldeborah@mail.nih.gov), or NCICB 
Application Support at ncicb@pop.nci.nih.gov who will respond to your query within 24 hours.   

You can also navigate to the “Help and Support” page by clicking on the “Help and Support” link on the 
NCCCP Quarterly Report home page.  On this page, you will find downloadable documents, as noted in 
the screenshot on the following  page: the Training Presentation Guide, a Quick Reference Guide, a 
Training Manual, a set of Frequently Asked Questions, and an Editable Questions and Answers 
Document.  You will also find the e-mail addresses and phone numbers for key points of contact for any 
questions and/or technical difficulties you have with the NCCCP DCT.  

mailto:jbeveridge@mail.nih.gov�
mailto:ncicb@pop.nci.nih.gov�
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