
UCB MAP Process Training 
User Guide
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Table of 
Contents

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 

1. Basic External Portal Navigation
2. Main Application Navigation
3. MAP Request submission/Review Process
4. Drug Order Supply/Drug Refill Process
5. Submission Sections
6. Relationship Management
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Basic External Portal Navigation

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Create Account

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 

• Navigate to the UCB MAP external portal: 
https://ucb-map-portal.anaquaconfig.com 

• Click “Create Account”

• Fill out the required fields for profile 
creation

• Complete the captcha code and click 
“Create Account”

https://ucb-map-portal.anaquaconfig.com
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Contact Validation

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The MAP Admin will receive an email with a list of contacts who have Registered and need validation to access the portal

• The MAP Admin will need to Validate Portal contacts as they create their account for the ability to Submit a MAP Request.
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Account Validation

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 

• A user will need to wait for their account 
to be validated by the UCB Admin team.

• Press "Click here" to return to the 
homepage where you can read about the 
MAPs until account it validated.

• Once your account has been validated you 
will receive an email, click the link in the 
email.
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Login

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The link will navigate you 
to the homepage, click 
"Already have an account" 
and login
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Create a Request

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 

• To submit a request, click on the “Create 
Submission” at the top of the Site Map

• Enter a Title for your Submission

• Once you read and "Agree" to the 
attestation statement, click “Create 
New”

You can add references here. 
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Submit Request 

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Required fields are marked with a 
red asterisk. You can hit the “Save” 
button at any time to save the 
progress of your request.

• Continue to fill out the request 
form and click "Submit". 
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Portal Teams 

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Submitters can invite other users to 
view, edit, and submit their current 
request

• Click the “Add” button, enter the 
desired invitee’s email address or 
look their name up, add "Title", and 
"Role"

• The invited user will receive an 
email notifying them of the invite. 
Users who do not have a profile 
created on the portal will need to 
create an account before they can 
be added to the team

• Roles:
• Can View: the user can view the 

request, but cannot edit or submit
• Can Edit: the user can view and edit 

the request, but cannot submit
• Can Submit: the user can view, edit 

and submit the request
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My Submissions

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Displays all pending and active 
requests. Users can switch 
between the “Submitted” and 
“Not yet submitted” tabs to view 
requests

• Clicking the title of the request 
will bring the user to the details

• Within a submission, users can 
continue to upload files, view 
emails, and request Drug supply 
orders. *Note* requesting drug 
supplies is only available for 
requests that have been approved 
(see the status column)
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Main Application Navigation

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Login Screen

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• At the login screen, users can utilize the Single Sign-On button to access the main application

https://ucb-site.anaquaconfig.com/Login.aspx
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Dashboard

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once user signs in, they can default to various starting pages but will typically start on the Dashboard.  The dashboard will contain any 
requests that have an item assigned to the user that is logged in.  
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My Account

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The My Account screen 
displays general information 
about your account. You can 
update your info from this 
screen at any time by clicking 
the “Update Profile” button

• Under the “Privileges” section, 
you can see all the group and 
team level roles assigned to 
your account. All users will see 
the “MAP_VIEW” role as this is 
the default role in the system. 
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Site Map

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once within the group, users can access various pages on the site map based on their role

• Each tab will open menu options for the user to choose from
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All Submissions

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The All Submissions tab displays all requests within the system. There are various columns on the data view that display different 
information related to the request. Users can sort by column by typing in data at the top of each column, and sort by 
descending/ascending order

• Click the Submission Title to view the request details
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MAP Request / Review Process

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Request Notification/Acknowledgement

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once a request is submitted, the appropriate UCB users will be notified based on the requested investigational medicine. Those users will 
automatically be added as PMs to the request

• In addition, the HCP/submitter(s) of the request, will be notified via email once their request has been received by the system.
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Reviewing A New Request

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Users can access the new request 
by clicking the URL provided in the 
notification email that is sent to 
them. This link will bring the users 
directly to the details of the 
request in the system

• Users can review the details of the 
request by scrolling through the 
“Details” tab to view the 
information provided by the HCP
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Uploading Related Documents

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Navigate to the Files tab, click 
Upload New Files, then Select file(s) 
to upload

• Once you’ve selected the file, 
choose a folder and file type if 
desired. Be sure to update the 
“Portal Visible Until” date if you’d 
like the HCP/Pharmacist to have 
access to the document

• Set an appropriate date to grant the 
HCP/Pharmacist access. Once the 
date has expired, the user will no 
longer be able to view/download 
the file
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Updating A Request Status

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• To update the current status of a 
request, click on the “Edit” button at 
the top of the Details page

• From here, the Admin can update the 
internal and external statuses to 
notify the HCP of the update in real 
time

• Based on the statuses set, different 
email notifications will trigger



23

Pr
op

rie
ta

ry
 a

nd
 C

on
fid

en
tia

l P
ro

pe
rty

 o
f U

CB

Drug Orders

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• MAP Admin can review the request details 
in the “Drug Orders” section
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Approving a Request

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• To approve the initial stage of the 
request, the MAP Lead will need to fill 
out the “Request Approval” form and 
click “Submit”.

• Email is sent to the HCP asking to 
upload necessary documents.

• MAP Lead manually updates the 
external status of the Request to 
“Under Regulatory Review” 
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Post Initial Approval

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The requestor will be notified via 
email, and they can click the link 
provided in the email to navigate to 
their request on the portal.

• From here, they will now have access 
to the Files and Drug Orders tabs on 
their request

• The HCP will also be able to see the 
current external status of their 
request
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Requesting More Information

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• If a request is received for a drug that 
does not include the certain 
information and the MAP Lead would 
like to request the details, “More 
Information Requested” status will 
notify the HCP to provide the additional 
information on their MAP Request, 
they have two weeks to do so.

• Once the statuses are set, the HCP will 
be notified to navigate back to the 
request form to fill out the additional 
details on the Portal.
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Declining the Request

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Requests that are declined will 
automatically notify the HCP and any 
other contacts on the Request via 
email.

• The explanation for provided in the 
review will be displayed in the email.
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Regulatory Review

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once the initial Review has been 
approved the MAP Lead assigns a 
Regulatory Review 
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Drug Order Supply / Resupply Process

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Date of Order

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• When the Regulatory 
review is complete and 
the Pharmacist details 
have been verified, the 
MAPs DS Courier will 
update the Drug Order 
row

• A Date of Order will 
then get entered into 
the row for the 
requested Drug Order.

• Click the “Edit” button, 
and click into the 
“Target Delivery Date” 
cell.

• Once done, click 
“Save”.
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Date of Order - Proposed

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The Pharmacist receives an email 
with the anticipated "Date of Order" 
form

• Within the Follow-Up Form assigned 
to the Pharmacist they can accept or  
provide a new date. 
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Date of Order - Accepted

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• MAP Lead and DS Courier will 
receive an email to notify them 
that the Pharmacy has either 
accepted or provided a new 
date. Nonetheless, the Status 
will be updated to "Date of 
Order – Accepted" and 
"Pending Shipment" and the 
new date will be displayed in 
the Drug Orders tab in the 
"Date of Order" column.
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Drug Shipped

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once the "Date of Order" is equal to todays 
date and the "Complete" checkbox is 
marked complete, the status of the Request 
will be updated to "Drug Shipped". 

• Once this status is reached an email will be 
sent to inform the Pharmacist.
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Drug Refills

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once the shipment date is 
completed and provided to the 
HCP/Pharmacist, a resupply form 
will be scheduled to be sent to the 
Physician/Pharmacist 8 weeks after 
the "Date of Order"

• The HCP/Pharmacist will be 
automatically reminded via email 
to submit a resupply based on the 
initial shipment date of their 
specific drug requested

• This process of an HCP/Pharmacist 
submitting a drug supply order and 
the PMs updating the shipment 
date can be repeated indefinitely 
until the request is discontinued or 
withdrawn
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Drug Resupply Form – Patient Not eligible 

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• If the Physician/Pharmacist marks 
"No" on the resupply form then 
this will update the Status of the 
Submissions to "Withdrawn" and 
also Assign another Follow Up 
Form called "Resume MAP 
Request" which will allow the 
HCP to resume the request at any 
point.
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Resume MAP Request

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The Resume MAP Request follow up 
form allows the HCP to make the 
request again at any point after their 
initial treatment. 

• Updated patient details can be 
inputted.
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Submission Sections

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Files

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Click the “Upload New Files” 
button to add a Document.

• To view a Document, click on 
the title

• To move a Document, click 
and drag the folder icon onto 
one of the folders to the left 
(when applicable)

• Click the arrow to view file 
details to have more edit 
options around the document 
you uploaded
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File Details

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• You can Delete or Download 
selected Document by using the 
corresponding buttons at the top 
of the page

• Visible on Portal

• Add/Change the file type using 
this screen

• Add comments using the text 
box

• Make the document hidden from 
team member roles user by 
clicking the “Hidden” check box

• Document history also displayed
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Uploading Files

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Once the desired file(s) has been 
selected, there are multiple columns 
that can be completed prior to 
saving the file(s)

• Users can select the desired folder, 
file type, sub-type (if configured), 
and the portal visible until date

• The Portal Visible Until date allows 
for the file to display on the portal 
for the specific request

• The date specifies how long the file 
will be available for the 
HCP/Pharmacist to view/download
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Team Member Assignment

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• To add any additional team members 
to a submission, click on the “assign” 
drop down to select which team role 
you would like to assign the user

• Type the name of the desired user in 
to the “To:” look-up box and click the 
“Add” button in the bottom right 
corner

• By adding an expire date you can chose 
when that user will expire at that role.

• When a user is assigned to a request as 
a team member, the request will then 
appear in their “My Requests” screen
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Reviews

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The reviews section is where 
formal evaluations of MAP 
requests will be assigned, 
documented, and displayed

• Select the type of review you’d 
like to assign/complete (writing a 
review yourself is a licensed 
policy) from the dropdown at the 
top of the section

• Type in the user you’d like to 
assign in the lookup box, and 
select their name

• Any users that are already on the 
team will appear in the “Current 
Team Members” box on the right-
hand side

• You can assign a due date for the 
review if desired. Click “Assign 
Selected” to send out the review
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Drug Orders

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The Drug Orders submission section displays all of the data from the Drug 
Order Requests

• This section is where the MAPs DS Courier will update the "Date of Order" 
once a Regulatory Review has been approved

• The rest of the columns are automatically populated once MAP Request is 
submitted via the portal
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Outcome

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The Outcome Submissions 
section will display the 
outcome details surrounding 
the Request
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Emails

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The Emails section is where you 
can view, add, or edit all types of 
emails related to the 
submission. Any system 
generated email from ideaPoint 
for this specific submission will 
automatically be listed here. 
New emails can be uploaded 
from the “Compose New” 
button

• Ability to export and upload any 
.msg files to this section for 
documentation

• Clicking on the blue hyperlink 
subject line will expand the 
email details for easy review
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History

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Documented history for all updates/changes to the specific submission

• Ability to export the data as formatted data in an excel or as raw data
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Relationship Management

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
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Institutions

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Under the “Relationships” tab Institutions and Contacts can be managed in the system. Click the “+” button and fill out 
the respective form for both Institution and Contact

• You can also export the data view into an Excel spreadsheet for quick reporting by clicking the three dots in the top right-
hand corner of the data view
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Contacts

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• Contacts are the HCPs and Pharmacists that UCB works with

• After filling out either the Contact of Institution form make sure that you click the save button to add it to the database

• Once added to the system, each user will be able to find the Institution/Contact in lookup boxes throughout the main 
application
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Contact Validation

UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 
You can add references here.

• The MAP Admin will receive an email with a list of contacts who have Registered and need validation to access the 
portal

• The MAP Admin will need to Validate Portal contacts as they create their account for the ability to Submit a MAP 
Request.
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UCB Team Name [XXXXXXX] - UCB - Approval [XX-XX-XXX] - Approval date [XX Month XXXX] ! GO TO INSERT>HEADER FOOTER to change. 

This is a section divider without an image. 



Proprietary and Confidential Property of UCB

Thanks. Any feedback?
Feel free to contact the Access+ team 
(accessplus@ucb.com) 

mailto:access.plus@ucb.com
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