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How to submit a staff form 

Navigate to the CTN website using the following it link: https://ctndsc2.com/ 

Once you are in the website, find the Staff Form quick link 

Click on the link to open the form. 

 

Fill out all the required information, including: 

 CTN Node your site is affiliated with 

 Study Role 

 Address and contact information (please make sure the email address provided is the 

one you will use in your role on the study – e.g., your institution email address) 

 CTN Protocols for which you desire access 

After submission of the Staff Form, please allow a total of 48 hours (2 business days) for access 

to be provided. 

  

https://ctndsc2.com/
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How to Access Quizzes 

 

 Select desired protocol from the protocols link on the website 

 Select study Training  

 Scroll down to “Training Quizzes” and select Register for Quizzes 

 

Please note that upon receiving access to a protocol on the CTN website, you may not have 

access to the quizzes associated with your protocol right away. If quizzes are not available, 

please wait until you receive notification from the Clinical Coordinating Center (CCC) stating 

that the quizzes associated with your role on the protocol are available. 
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How to reset password 

You will find the reset password feature on the login page – select “Request new password” 

and follow the instructions. If this does not work, contact the HelpDesk, at the top left “Contact 

Us”. 
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How to update profile Information 

Navigate to the “My Account” tab at the top right of the CTN website page then select the 

“Edit” tab and update any information such as credentials or contact information. 
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How to access and download the Roster 

To access the Staff Roster listing all staff associated with a protocol, navigate to the “Roster” 

link. 

 

In the staff Roster you will be able to view a list of all the staff associated with your protocol 

including their role on the study. This is where you will also be able to find their NIDA ID. 

 

 

See the next page to see how to download Rosters 
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How to download Rosters 

Once you have accessed your institution’s Roster at the top right of the page you will find the 

“Download” tab. Through this tab you will be able to download and save the Roster to your 

computer. 
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How to request access to a new protocol for existing accounts 

In order to request access to a new protocol for an existing account, navigate to the “Contact 

Us” tab: 

 

On the “Contact Us” page, pull down the drop-down menu for REASON, and select the third 

option – “Request Protocol Access for Existing Staff.” 
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After you have selected “Request Protocol Access for Existing Staff,” fill out all the information 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Please note that administrators may request protocol access for more than one account 

holder. However, we recommend letting staff members know whether administrators will be 

requesting access on their behalf, to avoid duplicate requests).  
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How to Report an issue to the CTN Website Team 

Under the “Contact Us” tab, select “Other/General Request” and complete all the information 

needed, give as much detail as possible to best resolve the issue. 
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How to request account deactivation 

For Deactivations, select the “Contact Us” tab. 

 

On the Drop-down menu – select “Submit Deactivations.” 

  

You can request several deactivations within one form. Complete all the necessary information 

and note whether you are requesting deactivation only from a specific protocol or a complete 

deactivation of their user account. 
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How to access the CTN Toolbox 

 (Refer to the image to find the location of the CTN Toolbox) 

“The Toolbox provides templates for key documents and in-depth, step-by-step guidance on 

the integral tasks associated with developing, implementing, and publishing a NIDA CTN clinical 

research study.” 
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How to Access Reports 

Go to the home page of the CTN website and find “CTN Summary Reports.” Note that reports 

will only be available if they have been previously posted. 
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