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All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

Introduction
This manual describes Review Board Administration (RBA) Notifications features and functionality in the iRIS™
system.

Note that while the screenshots shown in this manual are from specific iRIS™ modules (e.g., Post Award, IRB,
etc.), RBA Notifications features and functionality are the same across all modules with the following two
exceptions:

— Post Award Terms and Condition Notification
— Post Award Monitoring & Reporting Notification

These two notification types are only employed in the Post Award module.

Review Board Notification Setup

The Review Board Notification Setup panel, accessed via [Module] > Review Board Administration > [System
Setup tab], provides links for configuration of various standardized notification types to be sent to applicable
project personnel and board members.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

Follow-up Study Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Submission Meeting Assignment Notification Setup
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup

Notifications configured here are automatically sent to applicable personnel when study tasks (e.g., review,
signoff, set meeting availability, etc.) are assigned, completed, or overdue, or when certain submission
milestones are reached.

NOTE: screenshots in this manual section are taken from various system modules (i.e., IRB, Post Award, etc.), but
notification functionality and features described in this manual are the same in all modules where the
notification is employed.

© 2021 iMedRIS Data Corporation 1



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

General Notification Setup Process

The general procedure for creating and editing notifications in iRIS™ is the same, regardless of type or module. A
text editor panel is opened for creation and formatting of the notification boilerplate text, and system Merge
Codes are optionally inserted to pull system data field values into the notification.

My Workspaces © Post Award Edit Overdue Task Notification <
[ Insert Merge Code ] [ Save Nofification ]
Type of Notification: Overdue Task Notification
Title: Overdue Task ] I
send E-Mail Notification: ® ves O o I
T |
Verdana 1
s B I u 5§ x x? = -~ 4 I~ 9~ = E~ =~ =
o]

% @ 4 a ko]
E-mail Content:

Please check your Task List, ane or more tasks are overdue.

. [%rb_name%s]

As shown in the example screenshot above:
The Title field is used as the subject line in the notification e-mail.
Some notifications include a Send E-Mail Notification Yes/No selection field. If “Yes” is selected the notification

is sent to the recipient. If “No” is selected the notification is saved to the system for recordkeeping purposes but
is not sent.

Most notifications are automatically routed to responsible personnel based on their assigned role in the iRIS™
system, but some include an Add button for selection of specific iRIS™ users to receive the notification.

[ Insert Merge Code ] [ Save Notification }

Type of Notification: Outstanding Stipulations Notification

Title: [

Notification if within: in days.

Send E-Mail Notification: ® ves O No

Principal Investigator
Send To:
Study Contact

" B I u & Xz x? Font Family > 12 - & 1~ 9~

i
4
fii
“
li
fil
&
G
(<]

-4 (=]

E-mail Content:

As shown in the screenshot above, some reminder notification types include a Notification if Within field, to
specify how many days ahead of the task due date the notification is to be sent.

© 2021 iMedRIS Data Corporation



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

Insert Merge Code | [ Save Notifcation

Type of Notification:

Internal Transfer Originating PI Signoff Reminder Notification

Title: [P1 Signoff Required

Ianifv every ? Days 1 in days. I

Send E-Mail Notification: ® Yes O No
< B I U § x x* Verdana 1 o+ & I~ U~ =~
E~ = - E % a #£ &8 Rl

P signoff is required. Please check your Task List and complete any pending signoff tasks.
E-mail Content:

[%erb_name2]

As shown in the screenshot above, some reminder notifications include a Notify every ? Days field to specify
how frequently the reminder is to be re-sent until the assigned task or signoff is complete.

[ Insert Merge Code ] [ Save Notification

Type of Notification: Internal Transfer Criginating PI Signoff Excesded Notification

Title:

‘Swgnoff Deadline Exceeded
Notify when signoff has not .
Iheerl completed within ? Days in days.

Send E-Mail Notification:

® ves O o

< B I U & x = Verdana
=- =- = % @m ° # &8 o

You have exceeded one or more signoff deadlines. Please check your Task List and complete any required signoff tasks.

E-mail Content: [%rb_name%]

As shown in the screenshot above, some signoff exceeded notifications include a Notify when signoff has not

been completed within ? Days field. When a requested signoff is overdue, this field specifies a reminder
notification is to be sent ? Days after the due date.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor.

¢ B I u § x x Verdana - 1

= % @ 2 # & o

il
‘

1]
1

‘You have exceeded one or more signoff deadlines. Please check your Task List and complete any required signoff tasks.

E-mail Content: [26rb_name®s]

See the Using Merge Codes in Notifications section of this manual, immediately following, for more information

© 2021 iMedRIS Data Corporation
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Using Merge Codes in Notifications
Merge Codes are used to pull data from iRIS™ records into documents, templates, forms and system webpages.

Merge Codes are selected from a picklist, there is no need to write or edit any programmatic code to use Merge
Codes.

iRIS™ pages used for creation of email, document and form templates contain a text editor with standard text

editing and formatting tools. Desired boilerplate text is entered, leaving spaces open for insertion of Merge
Codes where applicable.

NOTE: screenshots in this section are primarily taken from the Animal Resource Center (ARC) module, but
notification functionality and features shown are the same in Post Award Management.

In the screenshot below a Vendor Email Template has been created to address the problem of incorrect sex
counts in a livestock order. Empty spaces are left open where Merge Codes are to be inserted.

My Workspaces & Vivarium Vendor Email Template 0

[ Insert Merge Code ] [ Save Template ]

*Title: Animal Return, Incorrect Sex Counts |

*Content:
s B I u & x x* Verdana 11 -~ & I~ 9~ E~ = ~

= - E % Q = = 0

Dear ,

Qur livestock order number was received on . Unfortunately, the sex counts of these animals are incorrect. Our order was for
females and males, but we received females and males.

We have sent the animals back and a new order was sent .
Please let us know if you need any more information regarding this order.

- ARC Coordinator

To insert a Merge Code, place the cursor in the text editor where the corresponding data value should appear,
then click the Insert Merge Code button to open the Merge Codes picklist.

My Workspaces [ Vivarium Vendor Email Template 0

| nsert Merge Code | [ Save Template ]

*Title: [Animal Retur, Incorrect Sex Counts ]

*Content:
s B I u & x x Verdana * 11 - & 1~ 9~

Ll
4
mn
Ll

= - = %

=
e )’ 4

Our livestock order number |was received on . Unfortunately, the sex counts of these animals are incorrect. Our order was for
females and males, but we received females and males.

Q -4 =] o

Ve have sent the animals back and a new order was sent .
Please let us know if you need any more information regarding this order.

- ARC Coordinator

© 2021 iMedRIS Data Corporation 4
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The Insert Data Merge Code popup window displays. Scroll down to the sections of the list labeled for Post
Award Management and select the desired Merge Code. In this example, the Merge Code for “Order Number” is
selected.

2 Insert Data Merge Code - Microsoft Edge - u} X

) | httpsy//sbimedris.net/Re_Correspondenc:

-———-—-ARC Request Info -——-———
] Request - Order Date

= Delivery Date

Preferred Vendor

3 |Request - Stock Number/Code
Request - Age;/Size

| Request - Number of Males

Request - Number of Females
Request - Number of Cages

Request - Approved Location

-———----ARC Ordering Info -——----------
Order - Order Date

£

Click the Cancel button to close the popup without inserting the Merge Code.

Click the OK button to insert the Merge Code. The selected Merge Code is inserted in the template at the cursor
location.

My Workspaces & Vivarium Vendor Email Template 4}
=

*Title: Animal Retum, Incorrect Sex Counts |

*Content:
e B I u S Xz x2 Verdana - 11 - & 1~ 9~ =~ = ~
=~ E % @ o £ & 2
Dear ,

Our livestock order number [%eorder_num®:] was received on . Unfortunately, the sex counts of these animals are incorrect.
Our order was for females and males, but we received females and males.

‘We have sent the animals back and a new order was sent .
Please let us know if you need any more information regarding this order.

- ARC Coordinator

In the screenshot below, Merge Codes for “Vendor Name”, “Order Number”, “Date Received”, “Order - Number

of Females”, “Order - Number of Males”, “Receive — Number of Females”, “Receive — Number of Males”, and
“Order — Order Date” are inserted.

© 2021 iMedRIS Data Corporation 5
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My Workspaces [ Vivarium Vendor Email Template | 4 |

l Insert Merge Code ] I Save Template I

*Title: Animal Refurn, Incomect Sex Counts |

*Content:
" B I U < Xz x? Verdana - 11 - & I~ 9~ =~ = -

% @ o +*£ &5 9

= -

Dear [Yovendor_name3:],

Our livestock order number [order_num?3t] was received on [%erecieved_dated:]. Unfortunately, the sex counts of these
animals are incorrect. Our order was for [%order_num_females3:] females and [3torder_num_males%] males, but we received
[#ereceive_num_females3:] females and [Yreceive_num_males%] males.

‘We have sent the animals back and a new order was sent [Ysorder_order_date%:].

Flease let us know if you need any more information regarding this order.

- ARC Coordinator

Merge Code List
Depending on the user’s data access rights and the institution’s Review Board Administration settings, the Merge
Code list can include system data from the following categories:

Review Board Study Financial Information
Meetings Submission Information
Multi-Site Animal Resource Center Request Information
Project personnel Animal Resource Center Ordering Information
Study Contacts Animal Resource Center Receiving Information
Form Creator Animal Resource Center Cage Information
Department Reviewer and Signoff Study/IRB/IACUC Application Information

Most of the Merge Codes in the picklist are grouped under category titles. As shown in the screenshot below,
category titles are offset by dashed lines. Selectable Merge Code items are indicated by blue boxes.

Insert Data Merge Code: ﬂ

ler Number
Request - Order Date
Preferred Delivery Date
Preferred Vendor

Request - Stock Number/Code
Request - Age/Size

- Number of Males
Request - Number of Females
Request - Number of Cages
Request - Approved Location

7 %

Category titles are not Merge Codes and cannot be inserted in the cage card template. If a title item is selected
and the OK button is clicked, an error popup window displays.

© 2021 iMedRIS Data Corporation 6
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A

This is a merge code title. Please select an item under a merge

code title.

Configure Reviewer Notification
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Motification

Dea D

The Reviewers Complete Notification page opens.

My Workspaces & Post Award Reviewers Complete Notification |4}

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Mot Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment e
Notification Mot Defined Mot Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Netification A

ction
Reviewar Assignment Pending Not Defined Not Defined Not Defined ‘Add Nolification

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

© 2021 iMedRIS Data Corporation 7
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Send E-mail Notification

iRIS™ v13.01

Delete Notification «

i) Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Yes
Expedited Reviewer Assignment Motification Not Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Not Defined
Process Administlaaotii;;ii?:ri.lewer Assignment Not Defined Not Defined
Reviewer Unassignment Notification Not Defined Not Defined Add Notification

As illustrated by the screenshot above:

— only one version of each reviewer complete/assignment/unassignment notification type can

be configured, no add button is provided for notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to

“Not Defined” and an add button is provided for the notification (red box)

— after a notification type is configured, its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)

In the screenshot below, no notifications are configured. Click the applicable Add Notification button.

List of RB Reviewers Complete Notifications

Edit Type Title Send E-mail Notification Action
Reviewers Complete Notification Not Defined Mot Defined Add Notification
List of Reviewer Assignment Notifications
Edit Type Title Send E-mail Notification Action
Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification
Expedited Reviewer Assignment Motification Not Defined Mot Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Mot Defined Add Notification
Process Administrative Reviewer Assignment N
Notification Not Defined Mot Defined Add Notification
Reviewer Unassignment Motification Not Defined Mot Defined Add Notification

List of i Assi

Reviewer Assignment Pending
Reminder

Not Defined

When to Notify

Mot Defined

Send E-mail Notification

Mot Defined

‘Add Nofification

A notification configuration panel opens. The same configuration panel is used for all six (6) of the reviewer

notification types enclosed by the red box in the screenshot above.

© 2021 iMedRIS Data Corporation
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Insert Merge Code ] I Save MNotification I

Type of - 5 N

Notification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer Assignment

Send E-Mail @ Is)

Motification: ® Ves L o
" B I 18) £ Xz x? Verdana - 11 - & 1~ I~ =~ = ~
— = Q
= = E % @ -4 = 2

E-mail Content: R
Be advised you have been assigned a reviewer task. Please see your workspace Task List for details of the assigned task.

In this example an “Agenda Reviewer Assignment Notification” is being configured.
Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the notification setup page.

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Agenda Reviewer Assignment Yes Delete Notification «

' Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Not Defined Not Defined Add Notification
Notification

Reviewer Unassignment Notification Mot Defined Not Defined Add Notification

List of i i ind

When to Notify =l Bt

Notification

Reviswer Assignment Pending Not Defined Not Defined Not Defined Add Notification
Reminder

© 2021 iMedRIS Data Corporation 9



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no
additional versions of this notification type can be created. This is the case for all reviewer
complete/assignment/unassignment notification types when configured.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised. This is the case for all reviewer complete/assighment/unassignment notification types when
configured.

Merge Codes Applicable to Meetings
Categories and Merge Codes from the list that are most applicable to meetings are summarized in the table

below.

---Review Board Info --- ---Meeting Attendance Codes --- ---Submission Info ---
Review Board Name Meeting Call to Order Submission Approval Date
Review Board Committee Name Meeting New Business Submission Type
Chairperson Name (Last Name, First Meeting Old Business Submission List of all reviewers
Name)

Chairperson Name (First Name, Last Meeting Miscellaneous Submission Primary Reviewer
Name)
Chairperson First Name Meeting Closing Comments Submission Secondary Reviewer
Chairperson Middle Name Meeting Actual Start Time Submission all additional
reviewers over secondary
Chairperson Last Name Meeting Actual End Time Submission AD Hoc Reviewers
Chairperson Degree Meeting Planned Start Time Item Number on Agenda
Chairperson Address Meeting Planned End Time All Project Departments
Chairperson Phone Meeting Chair (Last, First) All Project Institutions
Chairperson EMAIL Meeting Chair (First, Last) Project Title
Electronic Signature Total Voting Members Project Short Title
Meeting Date Quorum Project Status
Meeting Location Voting Members Present Study Title
Non-Voting Members Present Study Alias
Alternate Members Present Study Status
Members Absent Sponsor/Funding Source
Member Ex-officio Present Proposal Number
Administrative Staff Present Proposal Title
Guests Present Proposal Short Title
Meeting Motions Project Award Number
Project Previous Award Number
Project Open Ended
Is Archived
Archived Location

Review Response Notifications

A review response notification is automatically sent to applicable project personnel when the review board
returns a response or requests submission changes. Optionally, review response reminder notifications can also
be configured to send when the board has not yet received a reply from the project personnel.

© 2021 iMedRIS Data Corporation 10



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

Both types of notification are configured on the Review Response Notification Setup page.

To access the page, navigate to [Module] > Review Board Administration > Review Response Notification Setup
link.

® Review Response Notification Setup «

® Reviewers Notification Setup

® internal Documents Notification

The Review Response Notification Setup page opens.

My Workspaces & Post Award Review Response Notification Setup

List of Response Types

I Edit

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Natification has been posted.

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses response notifications sent following a board review. Notice that placeholders for these
notifications are pre-populated, and while these notification types can be edited, they cannot be deleted. Notice
also that no Add buttons are provided for these notification types, only one version of each type can be
configured.

— the “Submission Correction” notification type is sent when the board has completed a
submission review and requests one or more specific corrections followed by re-submission

— the “Review Response” notification type is sent when the board has completed a submission
review and sends a response other than a request for corrections (e.g., request for additional
forms, request for Conflict of Interest (COI) documentation, etc.)

The blue box encloses reminder notifications for each of the two response notification types. Unlike response
notifications, multiple versions of reminder notifications can be configured.

— Submission Correction Reminder notifications are automatically sent when the board has
requested corrections and has not yet received a response from the study

© 2021 iMedRIS Data Corporation 1
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— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the
study

Correction / Response Notification Setup
Navigate to [Module] > Review Board Administration > Review Response Notification Setup link.

Review Response Notification Setup «

Reviewers Notification Setup
Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification

hbososoo

i A dao A pai do Modifi-odi

The Review Response Notification Setup page opens.

My Workspaces = Post Award Review Response Notification Setup |

List of Response Types

I Edit

Submission Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

I " Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Netification has been posted.

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses response notifications sent following a board review. Notice that placeholders for these
notifications are pre-populated, and while these notification types can be edited, they cannot be deleted. Notice
also that no add buttons are provided for these notification types, only one version of each type can be
configured.

— the “Submission Correction” notification type is sent when the board has completed a
submission review and requests one or more specific corrections followed by re-submission

— the “Review Response” notification type is sent when the board has completed a submission
review and sends a response other than a request for corrections (e.g., request for additional
forms, request for Conflict of Interest (COI) documentation, etc.)

The blue box encloses reminder notifications for each of the two response notification types.
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Click the icon in the Edit column for the applicable review response notification.

My Workspaces = Post Award Review Response Notification Setup | < |

List of Response Types

Sand E-mail Notification

Submission Correction Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after 2 Days

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nolification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted

The notification is opened in a configuration panel.

[ Insert Merge Code ] I ‘Save Nofification I

Title: Submission Correction

Send E-Mail Notification: ® ves O o

Principal Investigator

Send To:
Study Contact
s B I U & x x Font Family >~ 12 - & [~ v =Er =~
= EE % @ Q -4 =
One or more errors have been found in your submission. Flease see the specific correction request(s) in your workspace Task List, make
. the requested corrections and resubmit.
E-mail Content:

[%rb_name]

In this example a “Submission Correction” notification is being configured, but the configuration panel is the
same for a Review Response notification.

Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.
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Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the notification setup page.

My Workspaces Post Award Review Response Notification Setup <

List of Response Types

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

No Submission Correction Reminder Notifieation has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

o Response Pending Reminder Notification has been posted.

Correction / Response Reminder Notification Setup

A review response notification is automatically sent to applicable project personnel when the review board
returns a response or requests submission changes. Optionally, review response reminder notifications can also
be configured to send when the board has not yet received a reply from the project personnel.

Both types of notification are configured on the Review Response Notification Setup page.

To access the page, navigate to [Module] > Review Board Administration > Review Response Notification Setup
link.

Review Response Notification Setup «

Reviewers Notification Setup
Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

docdi A do Aed pa; Blo#ific oi

The Review Response Notification Setup page opens.
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My Workspaces & Post Award Review Response Notification Setup 0

List of Response Types

I Edit

Submission Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

I " Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Netifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Natification has been posted.

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses response notifications sent following a board review.

The blue box encloses reminder notifications for each of the two response notification types. Multiple versions
of reminder notifications can be configured.

— Submission Correction Reminder notifications are automatically sent when the board has
requested corrections and has not yet received a response from the study

— Review Response Reminder notifications are automatically sent when the board has sent a

response other than a request for corrections and has not yet received a response from the
study

Configure Response Reminder Notification
Navigate to [Module] > Review Board Administration > Review Response Notification Setup link.

Review Response Notification Setup «
Reviewers Notification Setup

Internal Documents Netification

Internal Routing Notification

Pre Review Assignment Notification

EREERER ]

da fcd Mig.t f

The Review Response Notification Setup page opens.
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Review Response Notification Setup

My Workspaces & Post Award

List of Response Types

I Edit

Submission Correction

Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Netifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Natification has been posted.

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured

on this page.
The red box encloses response notifications sent following a board review.

The blue box encloses reminder notifications for each of the two response notification types. Multiple versions

of reminder notifications can be configured.

— Submission Correction Reminder notifications are automatically sent when the board has
requested corrections and has not yet received a response from the study

— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the

study

Click the Add a New Reminder Notification button for the applicable reminder notification.

My Workspaces = Post Award Review Response Notification Setup

List of Response Types

Send E-mail Notification

Submission Correction

Submission Correction

Review Response Review Response

List of Submission Correction Reminder Natifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after 2 Days.

No Submissien Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Send E-mail Notification

Notification after 2 Days.

No Response Pending Reminder Notification has been posted.

The notification configuration panel opens. The same configuration form is used for both types of reminder

notification.
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My Workspaces = Post Award Edit Submission Notice o
e

Type of Notification: Submission Correction Reminder Notification
Title: [submission Corrections Required

Notification if within: in days.

Send E-Mail Notification: ® ves O o

Principal Investigator
Study Contact

Send To:

« B I U § x, x* Verdana >~ M - & Iv - =~

i
‘

= - E % M o £ &8 9

E-mail Content:

Submission corrections requested by the review board have not yet been received. Please see the specific correction request(s) in your
workspace Task List, make the requested corrections and resubmit.

In this example a “Submission Correction Reminder Notification” is being configured.
Enter the desired subject line of the notification email in the Title field.
Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the notification setup page.

My Workspaces ® Post Award Review Response Notification Setup 0

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response No

List of Submission Correction Reminder Notifications

O Submission Correction Reminder

Notification 30 Days Submission Corrections Required Yes

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after 7 Days

No Response Pending Reminder Notification has been posted
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Notice that the Add a New Reminder Notification button remains, indicating that additional reminder
notifications of this type can be created. This is true for both reminder notification types.

Also notice that an icon is now available in the Edit column for the configured reminder, indicating that it can be
revised, and a Delete Reminder Notification button is now available as well. This is true for both reminder
notification types when configured.

Edit Response Reminder Notification
Navigate to [Module] > Review Board Administration > Review Response Notification Setup link.

Review Response Notification Setup «

Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

i Armnede Aumd Bliombe Blnbifimabinm

The Review Response Notification Setup page opens.

My Workspaces E Post Award Review Response Notification Setup <]

List of Response Types

I Edit

Submission Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses response notifications sent following a board review.

The blue box encloses reminder notifications for each of the two response notification types. Multiple versions
of reminder notifications can be configured.

— Submission Correction Reminder notifications are automatically sent when the board has
requested corrections and has not yet received a response from the study

— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the
study
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Click the icon in the Edit column for the applicable reminder notification.

My Workspaces & Post Award Review Response Notification Setup | <}

List of Response Types

Send E-mail Notification

Submission Correction

Review Response

List of Submission Correction Reminder Notifications

Add New Reminder Notfication | Delete Reminder Notiication(s)
Notification after ? Days Send E-mail Notification
o - Submission Correction Reminder 3000 Submision Corrections Required ves

‘Add a New Reminder Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.

Send E-mail Notification

The notification is opened in a configuration panel.

My Workspaces =

Post Award Edit Submission Notice | <)

[ Insert Merge Code ] | save Notifcation |

Type of Notification: Submission Correction Reminder Notification

Title: [submission Comections Required
Notification if within: in days.

Send E-Mail Notification: ® ves O o

Principal Investigator
Send To:

Study Contact

o B I U §& x x Font Family ~ 12 ~ & I~ 9~
ErE E % Q -4 a8

E-mail Content:

Submission corrections requested by the review board have not yet been received. Please see the specific correction request(s) in your
workspace Task List, make the requested corrections and resubmit.

In this example a “Submission Correction Reminder Notification” is being configured.

Make desired changes to the notification.
The Title field is used as the subject line in the notification e-mail.

The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Click the Save Notification button to save changes and close the configuration panel. The notification is revised
on the notification setup page.
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My Workspaces = Post Award Review Response Notification Setup | <]

List of Response Types

Submission Correction Submission Correction Yes

Review Response Review Response Mo

List of Submission Correction Reminder Notifications

o Submission Correction Reminder

Notifioation 15 Days Submission Corrections Required Ves

List of Review Response Reminder Notifications

Add a New Reminder Netification

Notification after 7 Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

Delete Response Reminder Notification
Navigate to [Module] > Review Board Administration > Review Response Notification Setup link.

Review Board Notification Setup
Review Response Notification Setup «

Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

2 a Ao A was mioeifiooas

The Review Response Notification Setup page opens.

My Workspaces [E Post Award Review Response Notification Setup <]

List of Response Types

Submission Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Netifications

Add a New Reminder Nofification

I . Notification afte [ " —

No Submission Correction Reminder Netification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

Mo Response Pending Reminder Notification has been posted

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses response notifications sent following a board review.

The blue box encloses reminder notifications for each of the two response notification types. Multiple versions
of reminder notifications can be configured.
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— Submission Correction Reminder notifications are automatically sent when the board has
requested corrections and has not yet received a response from the project personnel

— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the
project personnel

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Select the checkbox in the far-left column for the applicable reminder notification, then click the Delete

Reminder Notification(s) button.

My Workspaces = Post Award [IEISVISOE EELIERY T Tt T T o

List of Response Types

Add a New Reminder Notification

Send E-mail Notification

No Respense Pending Reminder Notification has been posted.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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My Workspaces @ Post Award Review Response Notification Setup 0o

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction Yes

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

| Send E-mail Notification

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Respense Pending Reminder Notification has been posted.

Notice that because no other reminder notifications of this type are configured, the Delete Reminder
Notification(s) button no longer appears.

Continuing Review Notification

When configured, a reviewer notification is automatically sent to applicable project personnel / reviewer(s)
when a new assignment is entered for a reviewer, a reviewer task is complete, or a reviewer is un-assigned from
a task.

Reviewer reminder notifications can also be configured to automatically send when a reviewer task is assigned
but has not yet been completed.

Both types of notification are configured on the Continuing Review Notification Setup page.

To access the page, navigate to [Module] > Review Board Administration > Continuing Review Notification Setup
link.

Review Response Notification Setup
Continuing Review Notification Setup «

Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Cuhmicei M tH A i + Ninkifi r'H Coakiin

The Continuing Review Notification Setup page opens.
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My Workspaces & IRB Continuing Review N

Select the language: | English ~

List of Continuing Review Notifications

[ Adda New Notiication | | Delete Notficatonts) |

L] Edit Tyve Notification prior to expiration date Title Send E-mail Notification
C r_/, Continuing Review Notification 90 Days 90 Day Continuing Review Notification ves
O D/ Centinuing Review Notification 60 Days &0 Day Continuing R Notification Yos
0 = Continuing Review Notification 30 Days 30 Day Continuing Review Notification Yes
List of Email and Home Screan Task Notifications
Add a New Notification ‘ \ Delete Notification(s)

Notification prior to expiration date

Send E-mail Notification

0 # email and Home Screen Task Notification 90 Days

90 Day Notification of Centinuing Review Yes

List of Email Only Notifications

Add 3 New Nollication | | Delete Notficationts)

Notification prior to expiration date

[T —
0 = Email Only Notification 30 Days Yes

As shown in the screenshot above, three types of notification can be configured here: Continuing Review
Notifications, Email and Home Screen Task Notifications and Email Only Notifications. All three notification

types are configured in the Edit Continuing Review Notification page (shown below) and employ the same data
fields.

My Workspaces & IRB

Insert Merge Cade: ] { Save Notification J

Type of Notification:

Continuing Review Nol

Title: 90 Day Continuing Review Notfication Include RB Number
Natification if within: 50 in days.
Send E-mail Notification: ® ves o

Principal Investigator
Send To;

Study Contact
Additional Recipients: Add

s B T u 5 Xz x* Arial > 12 - & 1~ q~ =~

90 Day Notification of Continuing Review

To: Dr. [%pi_name2%]

Regarding: [%irb.number’] - 'r%;:mng%,

Protocol Expiration Date: [%i; 62%)
Continuing Review Due Date: |%m_§wmmm

E-mail Content: T'Hs message serves as your 90 notification that the continuing review approval for the above titled study is due to expire an
idy_exp_date

%]. The current approval period on the date listed above if the Continuing Review form for this
prolocol Is nal received by the Review Board ofice by the ue date mentioned above. Piezse submit your continuing review oniine
using the iRIS system

Even if the research has been completed or is inactive, a report of the past year's activity must be submitted. Please be advised that
conduct of research without Review Board approval is in violaion of Federal regulations. Contact the RB office if there are
extenuating circumstances which are praventing your compliance in this matter.

Please click the link below to access your task

[task redirect link%]

Thank You

Please do not respond to this message. These messages are automatically generated from the iRIS system.

[more text needed here to explain the difference between the three types of notification]
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Add Continuing Review Notification

Navigate to [Module] > Review Board Administration > Continuing Review Notification Setup link.

XXX XEE)

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup «
Follow-up Study Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Suhmicci Maoati Acci + Nntificrobi Sabtun

The Continuing Review Notification Setup page opens.

My Workspaces &  IRB

Select the language: [ English

List of Continuing Review Notifications

List of Email Only Notifications

Add a New Notification Delete Notification{s)
L T p——— T —
r_,/ Continuing Review Notification 90 Days 90 Day Continuing Review Notification Yes
O D’ Continuing Review Notification 60 Days 60 Day Continuing Review Notification Yas
0 = Continuing Review Notiication 30 Days 30 Day Continuing Review Notification Yes

List of Email and Home Screen Task Notifications

0 r_/, Email and Heme Screen Task Notification 90 Days 90 Day Netification of Continuing Review Yes

o & Email Only Notcaton 30085 ves

Continuing Review Notification Setup

Add a New Notification Delete Notification(s)

Notification prior to expiration date

Add a New Notification Delste Notification(s)

Notification prior to expiration date Send E-mail Notification

As shown in the screenshot above, three types of notification can be configured here: Continuing Review
Notifications, Email and Home Screen Task Notifications and Email Only Notifications.

Click the Add a New Notification button for the desired notification type. The Edit Continuing Review

Notification page opens for configuration of the notification.
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My Workspaces & IRB Edit Continuing Review Notification

Insart Merge Code | | Save Natifcation |

Type of Notification: Continuing Review Notification

Title: Include RB Number

Notification if within: 30

Send E-mail Notification: ® ves Ne

Send To:

Additional Recipients: Add

-]
~
=}
w
%
%
n
g
2
n
Py
E
E
‘
s
*
-
m

E-mail Content:

Enter the desired subject line of the notification email in the Title field. To include the RB number in the Title,
place the cursor in the Title field where the number should appear and click the Include RB Number button.

Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is configured on
the notification setup page.
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Select the language:

E Edit
0o®
o
0

0 ®

My Workspaces & IRB

English v

List of Continuing Review Notifications

List of Email and Home Screen Task Notifications

Type Notification prior to expiration date Title Send E-mail Notification
Continuing Review Notiication 90 Days 90 Day Continuing Review Notification ves
Continuing Review Notification &0 Days &0 Day Continuing Review Natification Yas
Continuing Review Notification 30 Days 30 Day Continuing Review Notification Yes
Add a New Notficaton | [ Delete Notifiationts)

Notification prior to expiration date

Email and Home Screen Task Notification 90 Days 90 Day Notification of Centinuing Review

List of Email Only Notifications

Notification prior to expiration date

Email Only Notification 30 Days

[ Adda New Notiication | | Delete Notficatonts) |

Send E-mail Notification

Yes

Add 3 New Nollication | | Delete Notficationts)
[T —

Yes

Edit Continuing Review Notification

Navigate to [Module] > Review Board Administration > Continuing Review Notification Setup link.

Review Response Notification Setup
Continuing Review Notification Setup
Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

XXXXXXE

Suhmicci Magoki Acci + Motifi

-

Sabun

Review Board Nof tion Setup

The Continuing Review Notification Setup page opens.

My Workspaces

Select the language.

List of Cantinuing Rev

E Edit
0o®
o
0

List of Email and Hom

0

= IRB

English ~

lew Notifications

Type Notification prier to expiration date Title
Continuing Review Notification 90 Days 90 Day Continuing Review Notification
Continuing Review Notification 50 Days &0 Day Continuing Review Notification
Continuing Review Notification 30 Days 30 Day Continuing Review Notification

e Screen Task Notifications

Notification prior to expiration date

Email and Home Screen Task Notification 90 Days 90 Day Notification of Centinuing Review

List of Email Only Notifications

Notification prior to expiration date

Email Only Notification 30 Days

[ Adda New Notiication | | elete Notficatonts) |

Send E-mail Notification

Yes

Yes

Yes

Add a New Notficaton | | Delete Notifiationts)

Send E-mail Notification

Yes

Add 3 New Nollication | | Delete Notficationts)
Send E-mail Notification

Yes

© 2021 iMedRIS Data Corporation

26



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

As shown in the screenshot above, three types of notification can be configured here: Continuing Review
Notifications, Email and Home Screen Task Notifications and Email Only Notifications.

Click the Edit icon for the applicable notification. The Edit Continuing Review Notification page opens for
revision of the notification.

My Workspaces & IRB Edit Continuing Review Notification

Insert Merge Code I Save Notification I

Type of Notification: Continuing Review Notificatian
Title: 90 Day Continuing Review Notification Include RE Number
Notification if within: % n days.
Send E-mail Notification: ® ves No
Principal Investigator
send To:
Study Contact
Additional Recipients: Add
s B I U § x x Aral - 12 -~ & v - =~
E- E - E % a £ = B

90 Day Notification of Continuing Review

To: Dr. [%pi_name2%]

Regarding: [%irb_number%] - “Pestudy_fitie %]

Protocol Expiration Date: [%ith_study_exp_date%]
Continuing Review Due Date: [%ith_siudy_review_date%]

[ER This message serves as your 90 notification that the continuing review approval for the above litied study is due to expire on
[%irb_study_exp_date%]. The current approval period WILL EXPIRE on the date listed above if the Cantinuing Review form for this
protocol is not received by the Review Board office by the due daie mentioned above. Please submit your confinuing review online
using the RIS system

Even If the research has been completed of s inactive, a report of the past year's activity must be submitied. Please be advised that
conduct of research without Review Board approval is in violation of Federal regulations. Contact the RB office if there are
extenualing circumstances which are preventing your compliance in this matter

Please click the link balow to access your task

[%otask_redirect link%

Thank You

Please do net respond to this message. These messages are automatically generated from the iRIS system.

Make desired changes to the subject line of the notification email in the Title field. To include the RB number in

the Title, place the cursor in the Title field where the number should appear and click the Include RB Number
button.

Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive

the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Revise the boilerplate text and Merge Codes in the E-Mail Content text editor as desired. See the Using Merge
Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is revised on the
notification setup page.
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Select the language:

E Edit
0o®
o
0

0 ®

My Workspaces & IRB

English v

List of Continuing Review Notifications

List of Email and Home Screen Task Notifications

Type Notification prior to expiration date Title Send E-mail Notification
Continuing Review Notiication 90 Days 90 Day Continuing Review Notification ves
Continuing Review Notification &0 Days &0 Day Continuing Review Natification Yas
Continuing Review Notification 30 Days 30 Day Continuing Review Notification Yes
Add a New Notficaton | [ Delete Notifiationts)

Notification prior to expiration date

Email and Home Screen Task Notification 90 Days 90 Day Notification of Centinuing Review

List of Email Only Notifications

Notification prior to expiration date

Email Only Notification 30 Days

[ Adda New Notiication | | Delete Notficatonts) |

Send E-mail Notification

Yes

Add 3 New Nollication | | Delete Notficationts) |
[T ——

Yes

Delete Continuing

Review Notification

Navigate to [Module] > Review Board Administration > Continuing Review Notification Setup link.

Review Response Notification Setup
Continuing Review Notification Setup
Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

XXXXXXE

Suhmicci Magoki Acci + Motifi

-

Sabun

Review Board Nof tion Setup

The Continuing Review Notification Setup page opens.

My Workspaces

Select the language.

List of Cantinuing Rev

E Edit
0o®
o
0

List of Email and Hom

0

= IRB

English ~

lew Notifications

Type Notification prior to expiration date Title
Continuing Review Notification 90 Days 90 Day Continuing Review Notification
Continuing Review Notification 50 Days &0 Day Continuing Review Notification
Continuing Review Notification 30 Days 30 Day Continuing Review Notification

e Screen Task Notifications

Notification prior to expiration date

Email and Home Screen Task Notification 90 Days 90 Day Notification of Centinuing Review

List of Email Only Notifications

Notification prior to expiration date

Email Only Notification 30 Days

[ Adda New Notiication | | elete Notficatonts) |

Send E-mail Notification

Yes

Yes

Yes

Add a New Notficaton | | Delete Notifiationts)

Send E-mail Notification

Yes

Add 3 New Nollication | | Delete Notficationts) |
[T ———

Yes
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As shown in the screenshot above, three types of notification can be configured here: Continuing Review
Notifications, Email and Home Screen Task Notifications and Email Only Notifications.

Click to select the checkbox(es) for the notification(s) to be deleted in the applicable section of the page and click
the Delete Notification button for the section (located immediately above each table, to the right).

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is deleted from the
notification setup page.

Follow-up Study Notification

The Follow-up Study Notification is an optional, more flexible type of notification than that provided for
Continuing Review, in that it allows the institution to create notifications tied to various submission milestone
dates (e.g., Initial IRB Approval) based on its own, internal policies and processes.

This type of notification is configured on the Follow-up Study Setup page. To access the page, navigate to
[Module] > Review Board Administration > Follow-up Study Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

Follow-up Study Notification Setup «
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

bt T mm_ _aio oA _ . ms _ates o el

The Follow-up Notification Setup page opens.
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My Workspaces = IRB

Follow-up Notification Setup

Select the language: | English v

List of Follow-up Notifications

‘ Add a New Notification | [ Delete Notificationis) I

=] Edit Type

o

Notification After Follow-Up Title Send E-mail Notification

Follow-up Notificatian 12 Months Year 2 Follow-up [4irb_numberds]

Yes

IMPORTANT NOTE: unlike most notifications in the system, this type is based on elapsed months, NOT days.

Add Follow-up Study Notification

Navigate to [Module] > Review Board Administration > Follow-up Study Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup
Follow-up Study Notification Setup «
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

The Follow-up Notification Setup page opens.

My Workspaces [® IRB Follow-up Notification Setup Kl Back

[ Insert Merga Code | [ Sava Nofifcation ]

Type of Notification: Follow-up Notification

Title: Include RB Number

Select Date To Fire Notification From:

Send Notification after:

Send E-mail Notification:

Final Notification?

E-mail Content:

~none~ v

30 months of the selected date

® ves O no

O ves @ no

Principal Investigator
Send To:
Study Contact
Additional Recipients: Add

Font Family

i
“
iii
4
liil

E % & o

- 12 - & 1=

=8
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Enter the desired subject line of the notification email in the Title field. To include the RB number in the Title,
place the cursor in the Title field where the number should appear and click the Include RB Number button.

Click in the Select Date To Fire Notification From field to open a drop down picklist of milestone dates (e.g., IRB
Initial Approval date). Click to select the desired item from the list.

IMPORTANT NOTE: unlike most notifications in the system, this type is based on elapsed months, NOT days.
Enter the number of months after the selected milestone date the notification is to be sent in the Send
Notification after field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Select “Yes” or “No” for Final Notification. Set this flag to “Yes” to if the notification serves as a final notice,
meaning that no further notifications of this type will be sent after the first one (effectively turning this
notification off).

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is configured on
the notification setup page.

My Workspaces © IRB Follow-up Notification Setup

je: | English v

Add a New Notification | [ Delste Notfications)

Notification After Follow-Up

o Df Follow-up Notification 12 Months Year 2 Follow-up [%irb_number%]

Edit Follow-up Study Notification Notification
Navigate to [Module] > Review Board Administration > Follow-up Study Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

Follow-up Study Notification Setup «
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

ALt T o mE_ _wT . AT o % mE_atET__xT_ . ~_n.
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The Follow-up Notification Setup page opens.

My Workspaces = IRB Follow-up Notification Setup

Select the language: | English v

List of Follow-up Notifications

Add a New Natifcation | | Belete Noifcationis)

Notification After Follow-Up

Send E-mail Notification

o = Follow-up Netification 12 Months

Year 2 Fellow-up [%irb_numberds] Yes

Click the Edit icon for the notification. The Follow-up Notification Setup page opens for revision of the
notification.

My Workspaces & IRB Follow-up Notification Setup | « RN
Insert Merge Code | | Save Notification

Type of Notification: Follow-up Notification

Title: Year 2 Follow-up_[%irb_numberse] Include RB Number
Select Date To Fire Notification From: IRB Initial Approval Date v

Send Natification after: 12 months of the selected date

Send E-mail Notification: ® ves No

Final Notification? ves ® no

Principal Investigator
Send To:
Study Contact
Additional Recipients: Add

S B I U & x x FontFamiy -1z - 4 1+ - =~

2. 2 2 E % @ 0 & @= &

DATE: [Stoday%]
TO: [%pl_name2%h]
RE: [%study_titien], [ostudy_aliast]

IRB #  [%iro_number%]

Study Initial Approval Date: [%irb_init_approval_dates]
E-mail Content:

*First Check Point Notice ( 1 Year from Initial Approval)*
This notice is a Friendly reminder that has been 1 year since the original approval of your study. If this study is still active

no action is required. If the study needs to be closed, please complete the required form

Pleasa Click link below ta follow instructions.

[9stask_radirect_linka%]

Revise the subject line of the notification email as desired in the Title field. To include the RB number in the Title,
place the cursor in the Title field where the number should appear and click the Include RB Number button.

Click in the Select Date To Fire Notification From field to open a drop down picklist of milestone dates (e.g., IRB
Initial Approval date). Click to select the desired item from the list.

IMPORTANT NOTE: unlike most notifications in the system, this type is based on elapsed months, NOT days.

Enter the number of months after the selected milestone date the notification is to be sent in the Send
Notification after field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.
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Select “Yes” or “No” for Final Notification. Set this flag to “Yes” to if the notification serves as a final notice,
meaning that no further notifications of this type will be sent after the first one (effectively turning this
notification off).

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Revise the boilerplate text and Merge Codes in the E-Mail Content text editor as desired. See the Using Merge
Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is revised on the
notification setup page.

My Workspaces = IRB Follow-up Notification Setup

language: | English ~

Uist of Follow-up Notifications

Add a New Natifcation | | Belete Noifcationis)

Notification After Follow-Up

Delete Follow-up Study Notification Notification
Navigate to [Module] > Review Board Administration > Follow-up Study Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

Follow-up Study Notification Setup «
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

oLt T mm_ _ato AT _ .1 ms _ater o e aio

The Follow-up Study Notification Setup page opens.

My Workspaces & IRB Follow-up Notification Setup

language: | English ~

Add a New Notification | [ Delete Notifications)

Notification After Follow-Up itle Send E-mail Notification

Click to select the checkbox(es) for the notification(s) to be deleted and click the Delete Notification button.

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is deleted from the
notification setup page.

Reviewer Notifications

When configured, a reviewer notification is automatically sent to applicable project personnel / reviewer(s)
when a new assignment is entered for a reviewer, a reviewer task is complete, or a reviewer is un-assigned from
a task.

Reviewer reminder notifications can also be configured to automatically send when a reviewer task is assigned
but has not yet been completed.

Both types of notification are configured on the Reviewers Complete Notification page.

To access the page, navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing Motification

Dea Do n 36§

The Reviewers Complete Notification page opens.
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My Workspaces & Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Netification

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Notification
Reminder

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed. Notice that placeholders for these
notifications are pre-populated, and while these notification types can be edited, they cannot be deleted. Notice
also that no add buttons are provided for these notification types, only one version of each of these notifications
can be configured at any time.

— the “Reviewers Complete” notification type is sent to the study Assigned Analyst when a
review status is changed to complete

— the four “Reviewer Assignment” notification types (“Agenda”, “Expedited”, “Exempt”, “Process
Administrative”) are sent to the Assigned Reviewer(s) when a new task for the applicable
review type is assigned

— the “Reviewer Unassignment” notification type is sent to the applicable Assigned Reviewer
when that reviewer’s task is un-assigned

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type. When configured, this
notification type is automatically sent when a reviewer task is assigned but has not yet been completed.
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S S Ty ™ S
Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Yes Delete Motification «

Expedited Reviewer Assignment Motification Mot Defined Not Defined Add Motification

Exempt Reviewer Assignment Motification Mot Defined Not Defined Add Motification

Process Administrative Reviewer Assignment

Notification Not Defined Not Defined Add Notification

Wil

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

As illustrated by the screenshot above:

— only one version of each reviewer complete/assignment/unassignment notification type can
be configured, no add button is provided for notification types that are already configured

— until a notification type is configured, its Title, Send E-Mail Notification, and When to Notify
(“Reviewer Assignment Pending Reminder” notification type only) fields are set to “Not
Defined” and an add button is provided for the notification (red box)

— after a notification type is configured, its Title, Send E-Mail Notification, and When to Notify
(“Reviewer Assignment Pending Reminder” notification type only) fields are populated and
an Edit icon and Delete button are provided for the notification (red arrows)

The same configuration panel is used for all six (6) of the reviewer complete/assighment/unassignment
notification types.

Insert Merge Code ] [ Save Nofification ]

Type of Notification: Agenda Reviewer Assignment Motification

Title: Agenda Reviewer Assignment

Send E-Mail Notification: ® ves O no
. B I u & x x Font Family 12 - & I~ 9~ =~ = ~
EyE E % Q = =]

E-mail Content:
Be advised you have been assigned a reviewer task. Please see your workspace Task List for details of the assigned task.

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.
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Edit Reviewer Notification
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Motification

Deo Dasicun: Acci PR

The Reviewers Complete Notification page opens.

My Workspaces Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Mot Defined Add Notification

List of Reviewer Assignment Notifications
Edit Type Title Send E-mail Natification Action

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Mot Defined Mot Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Notification Mot Defined Mot Defined Add Notification

Reviewer Unassignment Notification Mot Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Notification

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Notification
Reminder

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

Send E-mail Notification

Agenda Reviewer Assignment Notification Agenda Reviewer Assignment Yes Delete Motification «

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Motification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Rt_aviewer Assignment

Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Motification Mot Defined Not Defined Add Notification

As illustrated by the screenshot above:
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— only one version of each reviewer complete/assignment/unassigned notification type can be
configured, no add button is provided for notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red box)

— after a notification type is configured, its Title, Send E-Mail Notification, and When to Notify
(where applicable) fields are populated and an Edit icon and Delete button are provided for
the notification (red arrows)

Click the icon in the Edit column for the applicable notification type.

List of Reviewer Assignment Notifications

Send E-mail
“
Yes

Agenda Reviewer Assignment Notification Agenda Reviewer Assignment
Expedited Reviewer Assignment Notification Mot Defined Mot Defined
Exempt Reviewer Assignment Notification Mot Defined Mot Defined
Process Administrative Reviewer Assignment Mot Defined Not Defined
Motification
Reviewer Unassignment Motification Mot Defined Mot Defined

The notification is opened in a configuration panel. The same configuration panel is used for all reviewer
complete/assignment/unassignment notifications.

Insert Merge Code ] I ‘Save Notification I

Type of Notification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer Assignment Notification

Send E-Mail Notification: ® ves O meo
" B I u 5 Xz x? Verdana - 1 - 4 I~ 9~ =~
= = — Q
== =2 = % = - (=] 0

E-mail Content:
Be advised you have been assigned a reviewer task. Please see your workspace Task List for details of the assigned
task.

In this example an “Agenda Reviewer Assignment Notification” is being revised. Make desired changes to the
notification.

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.
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Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
revised on the notification setup page.

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Mot Defined Add Motification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Notification Yes Delete Notification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Motification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer

N c Not Defined Not Defined Add Notification
Assignment Motification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of i Assi ind:

When to Notify

Reviewer Ass\g_nment Pending

Not Defined Not Defined Not Defined Add Notification
Reminder

Delete Reviewer Notification
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing MNotification

Moo Doeeicee. Aocd P

The Reviewers Complete Notification page opens.
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My Workspaces [ Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Netification

Reviewer fesignment pending Not Defined Net Defined Not Defined Add Notification

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the Delete Notification button for the applicable notification.

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Notification

Agenda Reviewer Assignment Notification | Agenda Reviewer Assignment Notification Yes Delete Nofification

Expedited Reviewer Assignment Motification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

Assignment Notification Not Defined Mot Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Nofification
Reminder

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Mot Defined Add Notification

List of i i Notifi
Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification
Expedited Reviewer Assignment Notification Not Defined Mot Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Process Administrative Reviewer

Not Defined Not Defined Add Notification
Assignment Notification

Reviewer Unassignment Notification Not Defined Mot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Notification
Reminder

Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification type.

Configure Reviewer Reminder
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Motification

Dea D

The Reviewers Complete Notification page opens.
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My Workspaces & Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification
Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment ———
Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Netification

Reviewer fesignment pending Not Defined Net Defined Not Defined Add Notification

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

Click the “Reviewer Assignment Pending Reminder” Add Notification button. The notification configuration
panel opens.

My Workspaces [ Post Award Edit Reviewer Assignment Notifications

Insert Merge Code ] I Sawve Nofification I

Type of Notification: Reviewer Assignment Pending Reminder
Title: ‘ Incomplete Reviewer Assignment
Motify every ? Days in days.
Send E-Mail Notification: @ ves ) No
s B I U & xx x* \Verdana 11 ~ & I~ 9~ =~

=. = -

% e o =] 0

E-mail Content: Be advised you have an incomplete reviewer task. Please see your workspace Task List for details of the assigned task.

Enter the desired subject line of the notification email in the Title field.

Enter how frequently, in number of days, the reminder is to be re-sent until the review task is complete in the
Notify every ? Days field.
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Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the notification setup page.

My Workspaces = Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Notification
Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification
Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification
Process Administrative Reviewer Not Defined Not Defined Add Notification

Assignment Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of

When to Notify

Reviewer Assignment Pending
Reminder

MNotify every 30 Days Incomplete Reviewer Assignment Yes Delete Notification

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no
additional versions of this notification type can be created.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised.

Edit Reviewer Reminder
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.

Review Board Motification Setup

Review Response Notification Setup
Reviewers Motification Setup

Internal Documents Notification

Internal Routing Motification

Dea Do

The Reviewers Complete Notification page opens.
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My Workspaces [ Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Netification

Reviewer fesignment pending Not Defined Net Defined Not Defined Add Notification

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

Click the Edit icon in the far-left column for the “Reviewer Assignment Pending Reminder” notification type
(shown in screenshot below).

My Workspaces = Post Award Reviewers Complete Notification |«

List of RB Reviewers Complete Notifications

Reviewers Complete Notification Not Defined Mot Defined Add Notification

Agenda Reviewer Assignment Notification Not Defined Hot Defined
Expedited Reviewer Assignment Notification Not Defined Not Defined
Exempt Reviewer Assignment Notification Not Defined Not Defined
Process Administrative Reviewer Not Defined Not Defined
Assignment Notification
Reviewer Unassignment Notification Not Defined Hot Defined

List of Reviewer Assignment Reminders

When to Notify

Reviewer AsSignment Pending oty every 30 Days | Incomplete Reviewer Assignment Yes Delete Notification

The notification is opened in a configuration panel.
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My Workspaces Post Award Edit Reviewer Assignment Reminders

Insert Merge Code } I Save Nofification I

Type of Notification: Reviewer Assignment Pending Reminder
Title: [ Reviewer

Notify every ? Days in days.

Send E-Mail Notification: ® ves O o

‘!
=
~
=}

& Xz x? Verdana > 11 -~ & i1~ 9~

1
4

=~ =~ E % @ o £ &

E-mail Content: Be advised you have an incomplete reviewer task. Please see your workspace Task List for details of the assigned task.

Make desired changes to the notification.
The Title field is used as the subject line in the notification e-mail.
The Notify every ? Days field specifies how frequently the reminder is to be re-sent until the task is complete.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
revised on the notification setup page.

My Workspaces Post Award Reviewers Complete Notification | 4]

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Notification

Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Nofification

Expedited Reviewer Assignment Netification Mot Defined Not Defined Add Nofification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

Assignment Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Sssionment Pending  nctify every 15 Days | Incomplet Reviewer Assignment Yes Delete Notification

Delete Reviewer Reminder
Navigate to [Module] > Review Board Administration > Reviewers Notification Setup link.
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Review Board Notification Setup

Review Response Notification Setup
Reviewers Motification Setup

Internal Documents Notification

Internal Routing Motification

Deo Dasicun: Acci PR

The Reviewers Complete Notification page opens.

My Workspaces = Post Award Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

i
§

Reviewers Complete Notification Mot Defined Mot Defined Add Notification

List of Reviewer Assignment Notifications

Edit Type Title Send E-mail Natification Action
Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Motification Not Defined Mot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail Notification

Not Defined Not Defined Not Defined ‘Add Notification

Reviewer Assignment Pending
Reminder

As indicated by the colored boxes in the screenshot above, two general types of notifications can be configured
on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion
status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the “Reviewer Assignment Pending Reminder” Delete Notification button (shown in screenshot below).
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My Workspaces & Post Award

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

‘Assignment Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

Send E-mail

When to Notify Notification

Reviewer Assignment Pending

S| T Notify every 15 Days Incomplete Reviewer Assignment Yes

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

My Workspaces & Post Award

List of RB Reviewers Complete Notifications

Reviewers Complete Notification Not Defined Not Defined Add Notification

Send E-mail
Notification

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Mot Defined Add Nofification

Exempt Reviewer Assignment Notification Not Defined MNot Defined Add Notification

Process Administrative Reviewer

Not Defined Mot Defined Add Notification
Assignment Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify Send E-mail

Notification

Reviewer Assignment Pending

Not Defined Mot Defined Not Defined ‘Add Nofification
Reminder
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Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification type.

Internal Documents Notification

The review board can upload project/award documents internal to the review board and optionally, can send
uploaded documents to specific iRIS™ users for review or response.

When configured, internal documents notifications are automatically sent to applicable project personnel to
inform them they have been selected by the board to receive and/or review an internal board document.

This type of notification is configured on the Setup Internal Document Notification page.

To access the page, navigate to [Module] > Review Board Administration > Internal Documents Notification
Setup link.

Review Board Notification Setup

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification «

Internal Routing Notification

EREERER

Pre Review Assignment Notification

da Acd Mo

The Setup Internal Document Notification page opens.

My Workspaces = Post Award Setup Internal Document Notification

R S O S A S
Internal Document Notification Mot Defined Not Defined Add Notification

Add Internal Documents Notification
Navigate to [Module] > Review Board Administration > Internal Documents Notification Setup link.

The Setup Internal Document Notification page opens.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification «
Internal Routing Notification

Pre Review Assignment Notification

EEERER

da Aod Mo

Click the Add Notification button. A configuration panel opens.
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Setup Internal Document Notification

My Workspaces Post Award

Type of Notification: Internal Document Notification

Title: ‘Adm:umem has been routed to you through iRIS for review/action. P

]|

ISelld To:

iRIS™ v13.01

Save Nofification

This notification type does not have a content field. Text entered in the Title field doubles as the notification text.
Bear this in mind when entering Title field text. In the example above the full text entered in the Title field is, “A
document has been routed to you through iRIS for review/action. Please log in for details.”

Note that the Title field has an eighty (80) character limit, including spaces.

If there are specific iRIS™ users who typically need to be included in distribution of internal board documents,
they can be added to the distribution list from this page. Later, when an internal board document is uploaded, if
the board member elects to distribute the uploaded document additional project personnel and specific iRIS™
users can be added to the distribution list without altering the distribution list specified here.

Click the Add button to select specific iRIS™ users to receive the notification. The Search User Directory page

opens for user lookup and selection.

Last Name: l:l {You may enter a partial name to search)
») Directory First Name: ’—|

Browse/Find:

I Find I

by
Department: [All Departments

v||

(=earch resultz display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form

and click the Find button. Search results display in the lower part of the page.

Last Name: (You may enter a partial name to search)

3 Directory
Browse/Find:

I Save Selected User(s) -'II

bY (&l Departments

Select|

Check
| User

Training |User Name

fe
Multiple

3 SEBFEE Jill M, M.D., JHarp@msc.edu

o v
tt

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.
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The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added on the Setup Internal Document Notification page.

Save Notification

Type of Netification: Internal Document Motification
Title: |Adocument has been routed to you through iRIS for review/action. P
Send To:

Harper, Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to
remove the user from distribution.

Click the Save Notification button. The notification is configured on the Setup Internal Document Notification
page.

My Workspaces & Post Award Setup Internal Document Notification
I S ™ TS N S
Internal Document Motification A document h?s been routed to you through Harper, Jill M, M.D., PhD Delete Notification
=3} IRIS for review/action. Please log in for details.

Notice that the Add Notification button has been replaced with a Delete Notification button, an Edit icon has
been added for the notification, and the full Title field text is displayed.

Edit Internal Documents Notification

Navigate to [Module] > Review Board Administration > Internal Documents Notification Setup link.

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification «
Internal Routing Notification

Pre Review Assignment Notification

EEERER

docting A Ao Ao Moo Badif;

The Setup Internal Document Notification page opens.

My Workspaces & Post Award Setup Internal Document Notification

o I T R S
Internal Document Notification A document r,',“ been routed to you through Harper, Jill M, M.D., PhD Delete Notification

= IRIS for review/action. Flease log in for details.

Click the icon in the Edit column. The notification is opened in a configuration panel.
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Setup Internal Document Notification

My Workspaces Post Award

Type of Notification: Internal Document Notification

[~ document has been routed to you through RIS for review/action. P

]|

Title:

ISelld To:

iRIS™ v13.01

Save Nofification

Make desired changes in the configuration panel.

Text entered in the Title field doubles as the notification text. Bear this in mind when revising Title field text. In
the example above text entered in the Title field is revised to say, “A document has been routed to you through

iRIS for review or action. Please log in for details.”

Note that the Title field has an eighty (80) character limit, including spaces.

If there are specific iRIS™ users who typically need to be included in distribution of internal board documents,
they can be added to the distribution list from this page. Later, when an internal board document is uploaded, if
the board member elects to distribute the uploaded document additional project personnel and specific iRIS™
users can be added to the distribution list without altering the distribution list specified here.

Click the Add button to select specific iRIS™ users to receive the notification. The Search User Directory page

opens for user lookup and selection.

4 Directory First Name:

Last Name: l:l (You may enter a partial name to search)

I Find I

Browse/Find:

by [All Departments

Department:

v||

(=earch results display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form

and click the Find button. Search results display in the lower part of the page.

Last Name: {You may enter a partial name to search)

) Directory
Browse/Find:

I Save Selected User(s) -,|I

~]

b‘! [&Il Departments

Check
for

lect|
r

Training |User Name

Multiple

S E:B"”‘ JilM, M.D., JHarp@msc.edu
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Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added on the Setup Internal Document Notification page.

Save Notification

Type of Notification: Internal Document Notification
Title: ‘uted to you through iRIS for review or acfion. Please log in for detz
Send To:

Harper, Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to
remove the user from distribution.

Click the Save Notification button. The notification is revised on the Setup Internal Document Notification page.

My Workspaces [ Post Award Setup Internal Document Notification
S ™ T A S
A document has been routed to you through
Internal Document Notification iRIS for review or action. Please log in for Harper, Jill M, M.D., PhD Delete Notification
details.

Notice that on this page, the full Title field text is displayed.

Delete Internal Documents Notification
Navigate to [Module] > Review Board Administration > Internal Documents Notification Setup link.

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification «
Internal Routing Notification

Pre Review Assignment Notification

EEERER]

docting A Aa Aod Minade Molifico

The Setup Internal Document Notification page opens.

My Workspaces = Post Award Setup Internal Document Notification
[ | e e e
A document has been routed to you through
Internal Document Notification IRIS for review or action. Please log in for Harper, Jill M, M.D., PhD Delete Notification
details.

CAUTION: Deleting the configured internal document notification de-configures the notification and removes its
future association from any internal board documents. Until the notification is reconfigured, no notification will
be sent when internal board documents previously associated with the now-unconfigured notification are sent.
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Click the Delete Notification button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The notification is now unconfigured on the Setup
Internal Document Notification page.

My Workspaces = Paost Award Setup Internal Document Notification
I S S ™ S R S
Internal Document Netification Mot Defined Mot Defined Add Notification

Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification.

Internal Routing Notification

Internal submission routing signoff notifications can be configured in the iRIS™ system via a submission routing
signoff notification setup page. When configured, these notifications are automatically sent to applicable project
personnel when a transfer signoff task is initially assigned or completed. This type of notification is configured on
the Internal Routing Notification page.

To access the page, navigate to [Module] > Review Board Administration > Internal Routing Notification link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

boosooo

Meeting 8 da And Wi Mntifiratinn

The Internal Routing Notification page opens.

My Workspaces [ Post Award Internal Routing Notification

Send E-mail Notification

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Notification «

Send E-mail Notification

RB Internal Routing Complete Notification Not Defined Not Defined Add Notification

© 2021 iMedRIS Data Corporation 53



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

As shown in the screenshot above:

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured

— until a notification type is configured its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red box)

— after a notification type is configured its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)

Add Internal Routing Notification

Navigate to [Module] > Review Board Administration > Internal Routing Notification link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

Maating A Az And Mi Matificatinn

The Internal Routing Notification page opens.

My Workspaces ] Post Award Internal Routing Notification

Send E-mail Notification

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Motification

Send E-mail Notification

RB Internal Routing Complete Notification Mot Defined Not Defined Add Notification

Click the applicable Add Notification button. In this example, the RB Internal Routing Complete Notification is
being configured.

My Workspaces © Post Award Edit RB Internal Routing Notification

[ Insert Merge Code ] I Save Nofification I

Type of Netification: RE Internal Submission Routing Complete Notification
Title: Internal Submission Routing Signoff Complste
Send E-Mail Notification: ® ves O Mo
i B I U 5 X3 b'S Verdana 11 - 4 I~ 9~ =~ =~ =~ =

% @ o * = a 9

Your study/protocol signoff task for [%rb_committes_name%] is complete.

E-mail Content: [%rb_chair_name1%:]|
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Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the applicable
recipient(s) whose signoff/review task is complete. If “No” is selected the notification is saved to the system for
recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the notification setup page.

My Workspaces & Post Award Internal Routing Notification

Send E-mail Notification

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Noification

RB Internal Submission Routing Complete Notification Internal Submission Routing Signoff Complete Yes Delete Notification

Edit Internal Routing Notification
Navigate to [Module] > Review Board Administration > Internal Routing Notification link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

boosooo

Meeting 8 da And Wi Mntifiratinn

The Internal Routing Notification page opens.

My Workspaces & Post Award Internal Routing Notification o

Send E-mail Notification

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Notification

RB Internal Submission Routing Complete Notification Internal Submission Routing Signoff Complete Yes Delete Notification

Click the icon in the Edit column for the applicable notification. In this example, the RB Internal Routing Signoff
Notification is being revised.
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My Workspaces & Post Award

Edit RB Internal Routing Notification

Type of Notification: RB Internal Submission Routing Signoff Notification

Title: Intemal Submission Routing Signoff Task

Send E-Mail Notification: ® ves Ono

iRIS™ v13.01

Insert Merge Code ] I Save Notification I

« B I u 5 x =x Font Family

% @ a0 £ = &

E-mail Content:

[%rb_namess]

The board has assigned an internal routing signoff task. Please review your Task List and complete any outstanding signoff tasks.

>~ 12 - &

-
‘4
i
‘
i
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i
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Make desired changes to the subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the applicable

recipient(s) whose signoff/review task is complete. If “No” is selected the notification is saved to the system for

recordkeeping purposes but is not sent.

Make desired changes to boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using

Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is

revised on the notification setup page.

My Workspaces & Post Award Internal Routing Notification o

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Task

Send E-mail Notification

Yes Delete Notification

RB Internal Submission Routing Complete Notification

Internal Submission Routing Signoff Complete

Yes Delete Notification

Delete Internal Routing Notification

Navigate to [Module] > Review Board Administration > Internal Routing Notification link.

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

| # riccting 4 da And Minute Notificatinn

Review Board Notification Setup

The Internal Routing Notification page opens.
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My Workspaces & Post Award Internal Routing Notification o

Send E-mail Notification

E .
RB Internal Submission Routing Signoff Notifieation Internal Submissien Routing Signoff Task Yes Delete Notification

Send E-mail Notification

RB Internal Submission Routing Complete Notification Internal Submission Routing Signoff Complete Yes Delefe Notification

CAUTION: Deleting the configured internal routing notification de-configures the notification. Until the
notification is reconfigured, no notification will be sent when internal submission routing tasks are completed.

Click the applicable Delete Notification button. In this example the “RB Internal Submission Routing Complete
Notification” is being deleted.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The notification is now unconfigured on the Setup
Internal Routing Notification page.

My Workspaces = Post Award Internal Routing Notification

RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Task Yes Delete Notification

Send E-mail Notification

on
RB Internal Routing Complete Notification Mot Defined Not Defined Add Notification

Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification.

Submission Meeting Assignment Notification
The Submission Meeting Assignment Notification is triggered any time a submission is assigned a meeting date.
This type of notification is configured on the Submission Meeting Assignment Notification Setup page.

To access the page, navigate to [Module] > Review Board Administration > Submission Meeting Assignment
Notification Setup link.
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Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification
Submission Meeting Assignment Notification Setup «
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Diasimmntad Do nban smlnsnsd e bha Asands Makifisndi

Click the link to open the Submission Meeting Assignment Notification Setup page.

My Workspaces & IRB Submission Meeting Notification Setup

Select the language: |Eng\is|1 -

Send E-mail Netification

Submission Meeting Assignment Motification Mot Defined Not Defined Add Notification

Notice that only one version of the notification can be configured.

Add Submission Meeting Assignment Notification
Navigate to [Module] > Review Board Administration > Submission Meeting Assignment Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification
Submission Meeting Assignment Notification Setup ‘
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Diasimmntad Do nban smlnsnsd e bha Asands Makifisndi

Click the link to open the Submission Meeting Assignment Notification Setup page.

My Workspaces & IRB Submission Meeting Notification Setup

Select the language: |Eng\|s|1 hd

Send E-mail Netification

Submission Meeting Assignment Motification Mot Defined Mot Defined Add Notification
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Click the Add Notification button to open the Edit Submission Meeting Assignment Notification page.

My Workspaces 1IRB

Edit Submission Meeting Notification

Insert Merge Code “ Save Notification ]

Type of Notification: Submission Meeting Assignment Notification

Title: [

Send E-mail Notification: ® ves O no

Principal Investigator
Send To:
Study Contact

Additional Recipients: Add

s B I U § x < Font Family >~ 12 ~ & [~ v =~

iii
4
iii
4
lil
lil

% B o £ = =

E-mail Content:

Enter a notification Title, select “Yes” or “No” for Send E-mail Notification, select the applicable checkbox(es) in
the Send To field, and enter desired text and Merge Codes in the E-mail Content field.

Click the Save Notification button to save the notification, close the page and return to the setup home page,
where the notification is now configured. Notice that the button label in the Action column is changed from Add

Notification to Delete Notification.

My Workspaces & IRB

Submission Meeting Notification Setup

Select the language: ‘ English

Send E-mail Notification
E4

Submission Meeting Assignment Notification IRB Submission Assigned Notification

Yes Delete Notification

Edit Submission Meeting Assignment Notification

Navigate to [Module] > Review Board Administration > Submission Meeting Assignment Notification Setup link
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Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

Follow-up Study Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Submission Meeting Assignment Notification Setup
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Diasimmntad Do nban smlnsnsd e bha Asands Makifisndi

Click the link to open the Submission Meeting Assignment Notification Setup page.

My Workspaces ¥ IRB Submission Meeting Notification Setup

Select the language: ‘Engl\sh v

Send E-mail Notification

E,I Submission Meeting Assignment Notification IRB Submission Assigned Notification Yes Delete Notification

Click the Click the @ Edit icon to open the notification for revision in the Edit Submission Meeting Assignment
Notification page.

My Workspaces IRB Edit Submission Meeting Notification

Insert Merge Code H Save Notification ]

Type of Notification: Submission Meeting Assignment Notification
Title: IRE Submission Assigned Netification
Send E-mail Notification: @ yes Ho

Principal Investigator
Study Contact

Send To:

Additional Recipients: Add

£ B I U S x = Font Family > 12 - & 1~ 9~ =~

= =

Ey =Ey E E % & Q = =Y

Today's Date - [Yetodayi:]

Review board name - [%rb_name¥:]
Meeting Date - [%5rb_meeting_date%:]
[%erb_committee_name%:]

Meeting Location - [%rb_meeting_location®z]
Study Contact - [Ypc_name2%:]

Please click here to go to the task - [%stask_redirect_link%:]

Meeting Date -
[%6rb_meeting_date%]

E-mail Content:
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Make desired changes to the notification Title, select “Yes” or “No” for Send E-mail Notification, select the
applicable checkbox(es) in the Send To field, and revise text and Merge Codes as desired in the E-mail Content
field.

Click the Save Notification button to save changes, close the page and return to the setup home page.

My Workspaces & IRB Submission Meeting Notification Setup

Select the language: |Eng\ish v

Send E-mail Notification

E'f Submission Mesting Assignment Motification IRB Submission &ssigned Notification Yes Delete Notification

Delete Submission Meeting Assignment Notification
Navigate to [Module] > Review Board Administration > Submission Meeting Assignment Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup
Follow-up Study Notification Setup
Reviewers Notification Setup
Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification
Submission Meeting Assignment Notification Setup «
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Dacicmntad Do 2o bn mlncnd an tha Amands Makificnei

Click the link to open the Submission Meeting Assignment Notification Setup page.

My Workspaces & IRB Submission Meeting Notification Setup

Select the language: |Eng\ish hd

Send E-mail Notification

E,f Submission Mesting Assignment Motification IRB Submission &ssigned Notification Yes Delete Notification

Click the Delete Notification button to remove the notification from the system.

This notification is triggered any time a submission is assigned a meeting date. This may be done in numerous
steps within submission processing and can be completely independent of review process assignments.

For example, if a Coordinator assigns a submission a Full Committee Review process but does not specify a
meeting date, the new meeting assignment notification is not sent. However, if at a later time they return and
assign the submission to a meeting, the notification is triggered.
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Meeting Notifications
The iRIS™ system allows for configuration of four (4) general categories of notification related to review board
meetings:

— Pre Review notifications alert attendees who must complete a review task before the
meeting, and are automatically sent to intended attendees when the meeting is scheduled

—Meeting Agenda notifications inform intended attendees a revised or finalized copy of the
agenda is available, and are automatically sent when changes are saved to the agenda

—Meeting Minute notifications inform attendees a draft or finalized copy of meeting minutes is
available, and are automatically sent when draft meeting minutes are saved

— Meeting Attendance notifications either request that intended attendees set their meeting
availability (automatically sent to intended attendees when the meeting is scheduled) or
inform the Coordinator that an intended attendee has changed their availability
(automatically sent to Coordinator when the intended attendee takes that action)

The configuration pages for these notification types are accessed via [Module] > Review Board Administration >
[applicable notification link].

Heview Kesponse Noufication Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing MNotification

Pre Review Assignment Notification -‘
Meeting Agenda And Minute Notification ‘
Meeting Attendance Notification Setup -‘

Outcome Letter Notification

n dinn Stinulatinne Matificratinn

Pre Review Notification

Pre Review notifications can be configured to automatically alert review board meeting attendees who must
complete a prereview task prior to attending the meeting. Up to four (4) different prereview notification types
are available for configuration (depending on the institution’s review board settings), each for a different review

type:
— Prereview Agenda Assignment Notification, for full board reviews
— Prereview Expedite Notification, for expedited reviews
— Prereview Exempt Notification, for exempt reviews
— Prereview Administrative Notification, for administrative reviews

All four (4) of these notification types are configured via the Prereview Notification Setup page. To access the
page, navigate to [Module] > Review Board Administration > Pre Review Assignment Notification link.
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Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Ok, Lail

The Prereview Notification Setup page opens.

My Workspaces [ Post Award Prereview Notification Setup

Send E-mail Notification | Action

Prereview Agenda Assignment Notification Not Defined Not Defined ‘Add Notification

Prereview Expedite Notification Not Defined Not Defined ‘Add Notification

Prereview Exempt Notification Not Defined Not Defined Add Notification

Prereview Administrative Netification Not Defined Not Defined ‘Add Notification

The configuration form for all four (4) of these notification types is the same.

[ Insert Merge Code ] [ ‘Save Nofification

Type of Notification: Prereview Agenda Assignment Notification
Title: Prereview Agenda Assignment
Send E-Mail Notification: ® ves O o

Principal Investigator
Study Contact

Send To:

« B I U & x x Font Family 12 - & (- v =~

Er-E-=E E % M 0 # &

E-mail Content:

Be advised that you have been assigned a prereview agenda task for the [%rb_meeting_date%] review board meeting. Please
review your workspace Task List and complete the assigned task before the meeting.

[%rb_name%]

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field specifies whether the “Principal Investigator”, “Study Contact”(s), or both will receive the
notification.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Add Pre Review Notification
Navigate to [Module] > Review Board Administration > Pre Review Assignment Notification link.
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Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Ok, Lail

The Prereview Notification Setup page opens.

My Workspaces & Post Award Prereview Notification Setup | <)
e e S T

Prereview Agenda Assignment Notification Not Defined Not Defined Add Notification

Prereview Expedite Notification Not Defined Not Defined Add Notification

Prereview Exempt Notification Not Defined Not Defined Add Notification

Prereview Administrative Netification Not Defined Not Defined Add Notification

Click the Add Notification button for the applicable notification type. The Edit Prereview Notification page

opens for configuration of the notification. The same configuration form is used for all four (4) prereview
notification types.

Insert Merge Code ]I Save Motification I

Type of Notification: Prereview Agenda Assignment Motification
Title: Prereview Agenda Assil
Send E-Mail Notification: ® ves O no

Principal Investigator
Send To:

Study Contact

« B I u & xx x Verdana - 11 -

>

1~ 9~

1]
4

- = = % @ ° # & o

i

(E=TEr CrmiEE Be advised that vou have been assigned a prereview agenda task for the [%%rb_meeting_date%] review board meeting. Please
review your workspace Task List and complete the assigned task before the meeting.

[%rb_name%s]|

Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Select the checkbox for “Principal Investigator”, “Study Contact” or both to specify which project personnel
should receive the notification in the Send To field.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.
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Click the Save Notification button to save the notification and close the Edit Prereview Notification page. The
notification is configured on the notification setup page.

My Workspaces & Post Award Prereview Notification Setup 0

Prereview Agenda Assignment Notification

Prereview Agenda Assignment

Delete Motification

- I

Prereview Expedite Notification Not Defined Not Defined Add Notificatior
Prereview Exempt Notification Not Defined Not Defined Add Notification
Prereview Administrative Notification Mot Defined Not Defined Add Notification

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no
additional versions of this notification type can be created. This is the case for all prereview notifications when
configured.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised.

Edit Pre Review Notification
Navigate to [Module] > Review Board Administration > Pre Review Assignment Notification link.

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification «
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

pr222220

ey FTo. sEz

The Prereview Notification Setup page opens.

Post Award

Prereview Notification Setup

My Workspaces B

Send E-mail Notification | Action

- Prereview Agenda Assignment Notification Prereview Agenda Assignment Yes
Prereview Expedite Notification Not Defined Not Defined
Prereview Exempt Notification Not Defined Not Defined

Prereview Administrative Notification Not Defined Not Defined Add Notification

Click the icon in the Edit column for the applicable notification type. The notification is opened in the Edit

Prereview Notification page. The same configuration form is used for all four (4) prereview notification types.
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Insert Merge Code I ‘Save Notification I

Type of Notification: Prereview Agenda Assignment Motification
Title: Prereview Agenda Assignment Notiﬁcaliod
Send E-Mail Motification: ® ves ) Mo

Principal Investigator

Send To:
Study Contact

" B I u S x b Verdana *+ 11 -~ & I~ I~ =~

= = - = % @ o = = o

E-mail Content: . i i . R i
Be advised that you have been assigned a prereview agenda task for the [%erb_meeting_date%:] review board meeting. Please

review your workspace Task List and complete the assigned task before the meeting.

[%erb_namedt]

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Select the checkbox for “Principal Investigator”, “Study Contact” or both to specify which project personnel
should receive the notification in the Send To field.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the Edit Prereview Notification page. The

notification is revised on the notification setup page.

Prereview Agenda Assignment Notification Prereview Agenda Assignment Notification Yes
Prereview Expedite Notification Not Defined Not Defined
Prereview Exempt Notification Not Defined Not Defined
Prereview Administrative Notification Not Defined Not Defined

Delete Pre Review Notification
Navigate to [Module] > Review Board Administration > Pre Review Assignment Notification link.
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Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Ok, Latbar Notifs

The Prereview Notification Setup page opens.

My Workspaces ® Post Award Prereview Notification Setup 0

Send E-mail Notification | Action

Prereview Agenda Assignment Notification Prereview Agenda Assignment Notification Yes Delete Notification
Prereview Expedite Notification Not Defined Not Defined Add Notification
Prereview Exempt Notification Not Defined Not Defined Add Notification

Prereview Administrative Notification Not Defined Not Defined Add Notification

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the Delete Notification button for the applicable notification type. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to deleta?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

My Workspaces & Post Award Prereview Notification Setup

Prereview Agenda Assignment Notification Not Defined Not Defined ‘Add Netification

Prereview Expedite Notification Not Defined Not Defined ‘Add Netification

Prereview Exempt Notification Not Defined Not Defined Add Netification

Prereview Administrative Notification Not Defined Not Defined Add Notification

Meeting Agenda And Minute Notifications
Four different types of meeting agenda and minute notifications can be configured to automatically alert
attendees to changes in agenda and minutes status:
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— Revised Meeting Agenda Notification, sent to all committee members when the agenda is
revised

— Final Meeting Agenda Notification, sent to all committee members when the agenda is
finalized

— Draft Meeting Minute Notification, sent to attendees marked “present” during the meeting
when draft minutes are prepared

— Final Meeting Minute Notification, sent to attendees marked “present” during the meeting
when finalized minutes are published

All four (4) of these notification types are configured via the Meeting Agenda and Minute Notification Setup
page. To access the page, navigate to [Module] > Review Board Administration > Meeting Agenda And Minute
Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outcome Letter Notification

Ceaoa gt sac_ v aco o mv_aies__ac_

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces & Post Award Meeting Agenda and Minute Notification Setup

Send E-mail Notification 7
Final Meeting Agenda Notification Not Defined Not Defined
Revised Meeting Agenda Notification Not Defined Not Defined
Final Meeting Minute Notification Not Defined Not Defined
Draft Meeting Minute Notification Not Defined Not Defined

The configuration form for all four (4) of these notification types is the same.
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Insert Merge Code ” Save Notification ]

Type of Notification: RB Final Meeting Agenda Notification
Title:
Send E-Mail Notification: ® ves O No
Font Famil 12 = -
S B I U § x x J - - & I+ v =v =~
= = [s]
Er = E % M x B8

E-mail Content:

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Add Meeting Agenda / Minute Notification
Navigate to [Module] > Review Board Administration > Meeting Agenda And Minute Notification Setup link.

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outcome Letter Notification

My Workspaces & Post Award

Send E-mail Notification i
Final Meeting Agenda Notification Not Defined Not Defined
Revised Meeting Agenda Notification Not Defined Not Defined
Final Meeting Minute Notification Not Defined Not Defined
Draft Meeting Minute Notification Not Defined Not Defined

Click the applicable Add Notification button.

A configuration form is opened for creation of the notification. The configuration form for all four (4) of these
notification types is the same.
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Insert Merge Code }I Save Notification I

Type of Notification: RB Final Meeting Agenda Motification
Title: Final Meetfing Agenda Published
Send E-Mail Notification: ® ves O no
- B I U S x x? Verdana ~ 11 - & I~ 9~ =~ = ~
— Q
E - E % & =} o]

E-mail Content: The finalized agenda for the upcoming [%rb_meeting_date%] board meeting has been published.

Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button. The notification is configured on the Meeting Agenda and Minute
Notification Setup page.

My Workspaces & Post Award Meeting Agenda and Minute Notification Setup

Final Meeting Agenda Notification Final Meeting Agenda Published Yes
Revised Meeting Agenda Notification Not Defined Mot Defined

Final Meeting Minute Notification Not Defined Not Defined

Draft Meeting Minute Notification Not Defined Not Defined

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no
additional versions of this notification type can be created. This is the case for all meeting agenda and minute
notifications when configured.

Edit Meeting Agenda / Minute Notification
Navigate to [Module] > Review Board Administration > Meeting Agenda And Minute Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outcome Letter Notification

tomo i sasoboasoo o mi_asfi__as_ o
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The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces = Post Award Meeting Agenda and Minute Notification Setup

Send E-mail Notification

- Final Meeting Agenda Notification Final Meeting Agenda Published Yes Delete Notification
Revised Meeting Agenda Natification Not Defined Not Defined Add Notification
Final Meeting Minute Notification Not Defined Not Defined ‘Add Notification

Draft Meeting Minute Notification Not Defined Not Defined /Add Nofification

Click the icon in the Edit column for the applicable notification.

The notification is opened in a configuration form for editing. The configuration form for all four (4) of these
notification types is the same.

Insert Merge Code ]I Save Notification I

Type of Notification: RE Final Meeting Agenda Notification

Title: Final Mesting Agenda Notification]

Send E-Mail Netification: ® ves O Mo
< B I U 5 x x Font Family - 12 - & I~ 9~ =~ = ~
E~ E E % M Q = =]

E-mail Content: The finalized agenda for the upcoming [%rb_meeting_date%] board meeting has been published.

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save changes and close the configuration form. The notification is revised
on the Meeting Agenda and Minute Notification Setup page.

My Workspaces Post Award Meeting Agenda and Minute Notification Setup

Final Meeting Agenda Notification Final Meeting Agenda Notification Yes
Revised Meeting Agenda Noetification Not Defined Mot Defined

Final Meeting Minute Notification Not Defined Not Defined

Draft Meeting Minute Netification Not Defined Mot Defined
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Delete Meeting Agenda / Minute Notification
Navigate to [Module] > Review Board Administration > Meeting Agenda And Minute Notification Setup link.

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment MNotification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outcome Letter Notification

Seaa e sacb_ac__ _ma_azei__az_

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces Post Award Meeting Agenda and Minute Notification Setup

Send E-mail Notification

Final Meeting Agenda Notification Final Meeting Agenda Notification Yes Delete Notification
Revised Meeting Agenda Notification Not Defined Not Defined Nofification
Final Meeting Minute Notification Not Defined Not Defined Nofification

Draft Meeting Minute Notification Not Defined Not Defined Notification

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the Delete Notification button for the applicable notification. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

My Workspaces & Post Award Meeting Agenda and Minute Notification Setup

Final Meeting Agenda Notification Not Defined Not Defined Add Nofification

Revised Meeting Agenda Notification Not Defined Not Defined Add Nofification
Final Meeting Minute Notification Not Defined Not Defined Add Notification

Draft Meeting Minute Netification Not Defined Not Defined Add Nofification
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Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification type.

Meeting Attendance Notification Setup
Two types of meeting attendance notification can be configured.

— the Meeting Attendance Notification is automatically sent to intended meeting attendees
when the meeting is scheduled, and requests that the attendee set their availability for the
meeting

— the Member Attendance Change Notification is automatically sent to the Coordinator when
any intended attendee changes their meeting availability status

Both notification types are configured via the Meeting Attendance Notification Setup page. To access the page,
navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces B Post Award Meeting Attendance Notification Setup | < |

Add a New Nofification

List of Meeting Attendance Netifications

Send E-mail Notification

As highlighted by the red box in the screenshot above, the Meeting Attendance Notification list appears in the
upper part of the page. When no notifications of this type are configured the list is empty and an Add a New
Notification button is provided.

As shown in the screenshot below, when a notification of this type is configured it is shown in the list. An Edit
icon and Delete Notification(s) button are added, and the Add a New Notification button remains for
configuration of additional notifications of this type.
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Add a New Notification ] [ Delete Notification(s) ]

List of Meeting Attendance Notifications

Notification prior to expiration date Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

Add Meeting Attendance Notification
Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response MNotification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces Post Award Meeting Attendance Notification Setup

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined [ B e

As highlighted by the red box in the screenshot above, the Meeting Attendance notification list appears in the
upper part of the page. When no notifications of this type are configured the list is empty and an Add a New
Notification button is provided.

As shown in the screenshot below, when a notification of this type is configured it is shown in the list. An Edit
icon and Delete Notification(s) button are added, and the Add a New Notification button remains for
configuration of additional notifications of this type.

Add a New Notification ] [ Delete Notification(s) ]

List of Meeting Attendance Notifications

Notification prior to expiration date Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

Click the Add a New Notification button.

© 2021 iMedRIS Data Corporation 74



All Applicable Modules — Review Board Administration Notifications iRIS™ v13.01

Add a New Notification

List of Meeting Attendance Notifications

Notification p‘;:::tu expiration Send E-mail Netification

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Natification Not Defined Not Defined SR ETIEE A T TR € I TN }

The Edit Meeting Attendance Notification page opens.

Insert Merge Code } | save notinication |

Type of Notification: Meeting Attendance Notification
Title: |Please Set Meeting Availability
Motification if within: in days.
Send E-Mail ® -~
Notification: @ Yes L No
Verdana 1
& B I u & x x - > 4 I Oy Ev =~
= = [o]
= - =E % & -4 = )

E-mail Content:

You are on the list of attendees for one or more upcoming board or committee meeting(s). Please login to IRIS to set your
availability.

Enter the desired subject line of the notification email in the Title field.

Enter the number of days ahead of the meeting date the notification is to be sent in the Notification if Within
field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is added to the list
in the upper portion of the Meeting Attendance Setup page.
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[ Add a New Motificati ] [ Delete

List of Meeting Attendance Notifications

Notification prior to expiration
date

‘ Send E-mail Notification

O 4 Meeting Attendance Motification 30 Days Please Set Meeting Availability Yes

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined AL LRI AR TEENED E AT T

Notice that an Edit icon is provided for the notification, and a Delete Notification button is added for the list.

Edit Meeting Attendance Notification
Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces = Post Award Meeting Attendance Notification Setup |}

List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

List of Member Attendance Change Notification

[ Add Member Attendance Change Nolification

Member Attendance Change Notification Not Defined Not Defined

As highlighted by the red box in the screenshot above, the Meeting Attendance notification list appears in the
upper part of the page. When no notifications of this type are configured the list is empty and an Add a New
Notification button is provided.

As shown in the screenshot below, when a notification of this type is configured it is shown in the list. An Edit
icon and Delete Notification(s) button are added, and the Add a New Notification button remains for
configuration of additional notifications of this type.
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Add a New Notification ] [ Delete Notification(s) ]

List of Meeting Attendance Notifications

Notification prior to expiration date

Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

Click the icon in the Edit column for the applicable notification.

Add a New Notification ] [ Delete Metification(s)

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
ate

[l 1 Meeting Attendance Motification 30 Days Please Set Meeting Availability

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Motification Mot Defined Mot Defined RERIVTETIERT ST SRR e ]

The notification is opened for editing in the Edit Meeting Attendance Notification page.

[ Insert Merge Code ] I Save Motification I

Type of Notification: Meeting Attendance Motification

Title: |Please Set Meeting Availability

Notification if within: in days.

Send E-Mail Notification: ® ves O Mo
e B I u § x x Verdana ~ 11 - & - 9~ =~
=~ =~ = % & 0o £ &

E-mail Content:

‘fou are on the list of attendees for ene or more upcoming board or committee meeting(s). Please login to iRIS to set your
availability.

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.
The Notification if Within field specifies how many days ahead of the meeting date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.
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Click the Save Notification button to save the notification and close the page. The notification is revised in the
upper portion of the Meeting Attendance Setup page.

Add a New Notification ] [ Delete Notification(s)

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

O || | Meeting Attendance Notification 15 Days Please Set Meeting Availability Yes

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Notification Mot Defined Not Defined AL LTI EES R a

Delete Meeting Attendance Notification
Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Motification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «
Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces Post Award Meeting Attendance Notification Setup | <]

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail
Notification

[ Add Member Attendance Change Notification

Member Attendance Change Notification Not Defined Not Defined

As highlighted by the red box in the screenshot above, the Meeting Attendance notification list appears in the
upper part of the page. When no notifications of this type are configured the list is empty and an Add a New
Notification button is provided.
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As shown in the screenshot below, when a notification of this type is configured it is shown in the list. An Edit

icon and Delete Notification(s) button are added, and the Add a New Notification button remains for
configuration of additional notifications of this type.

Add a New Notification ] [ Delete Notification(s) ]
List of Meeting Attendance Notifications

Notification prior to expiration date

Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Select the checkbox in the far-left column for the applicable notification and click the Delete Notification button.

[ Add a New Notification ] Y Delete Nofification(s) |

List of Meeting Attendance Notifications

Notification prior to expiration

date

Send E-mail Notification

[l 1 Meeting Attendance Notification 15 Days Please Set Meeting Availability

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Motification Mot Defined Mot Defined Add Member Attendance Change Notification

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

List of Member Attendance Change Motification

Add Member Attendance Change Notification |

Member Attendance Change Notification Mot Defined Mot Defined

Notice that in this example, because the notification list is now empty, the Edit icon and Delete Notification
button no longer appear.

Meeting Attendance Change Notification Setup
Two types of meeting attendance notification can be configured.

— the Meeting Attendance Notification is automatically sent to intended meeting attendees
when the meeting is scheduled, and requests that the attendee set their availability for the
meeting

— the Member Attendance Change Notification is automatically sent to the Coordinator when
any intended attendee changes their meeting availability status

Both notification types are configured via the Meeting Attendance Notification Setup page. To access the page,
navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

‘AR EER RN N

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.
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My Workspaces Post Award Meeting Attendance Notification Setup | <}

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

List of Member Attendance Change Notification

[ ‘Add Member Attendance Change Notification

Member Attendance Change Notification Not Defined Not Defined

As highlighted by the blue box in the screenshot above, the Meeting Attendance Change notification appears in
the lower part of the page. When no notifications of this type are configured the Title and Send E-mail
Notification fields are set to “Not Defined” and an Add Member Attendance Change Notification button is
provided.

As shown in the screenshot below, when the notification is configured an Edit icon is added for the notification.
A Delete Member Attendance Change Notification button replaces the Add a New Notification button,
indicating that only one notification of this type can be configured.

List of Member Af Change ification

Send E-mail Notification

Member Attendance Change Notification Member Attendance Change Notification Yes Delete Member Attendance Change Nofification

Add Meeting Attendance Change Notification
Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Netification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Netification

The Meeting Attendance Notification Setup page opens.
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My Workspaces Post Award Meeting Attendance Notification Setup

List of Meeting Attendance Notifications

Notification prior to expiration

iRIS™ v13.01

Add a New Nofification

Send E-mail Notification

List of Member Attendance Change Notification

Member Attendance Change Notification Not Defined Not Defined [ ) T AT SR M

As highlighted by the blue box in the screenshot above, the Meeting Attendance Change notification appears in
the lower part of the page. When no notifications of this type are configured the Title and Send E-mail
Notification fields are set to “Not Defined” and an Add Member Attendance Change Notification button is

provided.

As shown in the screenshot below, when the notification is configured an Edit icon is added for the notification.
A Delete Member Attendance Change Notification button replaces the Add a New Notification button,

indicating that only one notification of this type can be configured.

List of Member Af Change ification

Member Attendance Change Notification Member Attendance Change Notification Yes

Send E-mail Notification

Delete Member Attendance Change Notification

When the notification is unconfigured, click the Add Member Attendance Change Notification button.

List of Meeting Attendance Notifications

Notification prior to expiration

date
No Meeting Attendance Notification has been posted.

Add a New Nofification

Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Mot Defined

| Add Member Atendance Change Motification |

The Edit Meeting Attendance Notification page opens.
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[ Insert Merge Code ] | save notication |

Type of Notification: Member Attendance Change Notification

Title: !“ b Change Nofification

Notification if within: in days.

Send E-Mail Notification: ® ves O no
s B I U & x x* Verdana *+1n1 v & v 9~ =~
= o= = % [a [o} - = o]

E-mail Content:

Be advised one or more meeting attendees have changed their meeting availability. Log in to iRIS to view details.|

Enter the desired subject line of the notification email in the Title field.

Enter the number of days ahead of the meeting date the notification is to be sent in the Notification if Within
field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is configured in
the lower portion of the Meeting Attendance Setup page.

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

Mo Meeting Attendance MNotification has been posted.

List of Member Attendance Change Notification

Send E-mail

Motification

Member Attendance Change Notification = Member Attendance Change Notification Yes 2EEE TR LGRS (RN L LT

As shown in the screenshot above, when the notification is configured an Edit icon is added for the notification.
A Delete Member Attendance Change Notification button replaces the Add Member Attendance Notification
button, indicating that only one notification of this type can be configured.

Edit Meeting Attendance Change Notification

Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.
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Review Board Notification Setup

Review Response Notification Setup
Reviewers Notification Setup

Internal Documents Netification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces = Post Award Meeting Attendance Notification Setup | <]

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail
Notification

[ ‘Add Member Attendance Change Notification

Member Attendance Change Notification Not Defined Not Defined

As highlighted by the blue box in the screenshot above, the Meeting Attendance Change notification appears in
the lower part of the page. When no notifications of this type are configured the Title and Send E-mail
Notification fields are set to “Not Defined” and an Add Member Attendance Change Notification button is
provided.

As shown in the screenshot below, when the notification is configured an Edit icon is added for the notification.
A Delete Member Attendance Change Notification button replaces the Add Member Attendance Notification
button, indicating that only one notification of this type can be configured.

List of Member A Change

Send E-mail Notification

Member Attendance Change Notification Member Attendance Change Notification Yes Diztei (e B AiEEEES EiElige R

When the notification is configured, click its Edit icon.
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Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate
No Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Motification

Member Attendance Change Notification | Member Attendance Change Notification Yes DEER AR A ETEEEE E AT . L

The notification is opened for editing in the Edit Meeting Attendance Notification page.

[ Insert Merge Code ] | Save Nofification |

Type of Notification: Member Attendance Change Notification

Title: |Member Changes|

Notification if within: in days.

Send E-Mail Notification: ® ves O No
" B I u & x x Font Family - 12 - & I~ 9~ =~
Ev Ev E E % @ Q £ &

E-mail Content:

Be advised one or more meeting attendees have changed their meeting availability. Log in to iRIS to view details.

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.
The Notification if Within field specifies how many days ahead of the meeting the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is revised in the
list in the lower portion of the Meeting Attendance Setup page.
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Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail ‘

Motification

Member Attendance Change Notification Member Attendance Changes Yes LEELR I ETLET AL ETLLER EIE e T ]

Delete Meeting Attendance Change Notification
Navigate to [Module] > Review Board Administration > Meeting Attendance Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup «

Outcome Letter Notification

Outstanding Stipulations Notification

The Meeting Attendance Notification Setup page opens.

My Workspaces = Post Award Meeting Attendance Notification Setup |}

List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

List of Member Attendance Change Notification

[ Add Member Attendance Change Nolification

Member Attendance Change Notification Not Defined Not Defined

As highlighted by the blue box in the screenshot above, the Meeting Attendance Change notification appears in
the lower part of the page. When no notifications of this type are configured the Title and Send E-mail
Notification fields are set to “Not Defined” and an Add Member Attendance Change Notification button is
provided.

As shown in the screenshot below, when the notification is configured an Edit icon is added for the notification.
A Delete Member Attendance Change Notification button replaces the Add Member Attendance Notification
button, indicating that only one notification of this type can be configured.
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List of Member Attendance Change Notification

Send E-mail Notification

Member Attendance Change Notification Member Attendance Change Notification Yes [ DI (MEnBer AETEETED CHEgS =D

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the Delete Member Attendance Change Notification button.

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Member Attendance Changes Yes I LEER A ET T AT TG TR oy I

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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Add a New Nofification
List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

List of Member Attendance Change Notification

Member Attendance Change Notification

Not Defined

ot Defined Add Member Attendancs Change Notifcation |

Outcome Letter Notifications

Three types of review board outcome notifications can be configured in the iRIS™ system:

— RB Outcome Letter Notification, automatically sent to applicable project personnel when an
outcome letter is sent

— Outcome Signoff Letter Notification, automatically sent to applicable project personnel when
an outcome letter signoff task is assigned

— Outcome Signoff Complete Notification, automatically sent to the Assigned Analyst when an
outcome letter signoff task is completed

All three notification types are configured via the RB Outcome Letter Notification page. To access the page,
navigate to [Module] > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup

Fre REVIEW ARSIYIIEnL Moumrmauen
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification ﬁ
Outstanding Stipulations Motification

P31

S oo . o Anbificatinm Cat

The RB Outcome Letter Notification setup page is opened.
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My Workspaces & Post Award RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E LT “

RB Qutcome Letter Notification Mot Defined Not Defined [ Add RB Qutcome Letier Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail
E“

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Qutcome Signoff Complete Notification Not Defined Not Defined [ ‘Add Outcome Signofi Complete Notification ]

The RB Outcome Letter Notification is set up via the top section of the page (red box).

The Outcome Signoff Letter Notification is set up via the middle section of the page (blue box).

The Outcome Signoff Complete Notification is set up via the bottom section of the page (green box).
As shown in the screenshot below:

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red boxes)

— after a notification type is configured, its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)

List of RB Outcome Letter Notifications

Send E-mail

RB Outcome Letter Notification Outcome Letter Notification [ Delete Qutcome Letter MNofification ]

'C ?

List of Qutcome Signoff Letter Notifications

Send E-mail

Notification

Outcome Signoff Letter Motification Not Defined Not Defined Add OQuicome Signofl Letter Notification ]

List of Outcome Signoff Complete Notifications

Outcome Signoff Complete Notification Mot Defined Mot Defined Add Outcome Signoff Complete Notification ]
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As shown in the screenshot below, the configuration page for all three of these notification types contains the
same fields.

Insert Merge Code ] [ Save Notification

Type of Notification: RB Outcome Letter Netification

Title:

Send E-Mail Notification: @ ves O nNo

il
4
i
4
Tl
&
5]
o]
L]
i}
4]

E-mail Content:

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Add Outcome Letter Notification

Navigate to [Module] > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
FrE KEVIEW ASS QIS INULieduon

Meeting Agenda And Minute Notification
Meeting Attendance Motification Setup
Qutcome Letter Motification ﬁ
OQutstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

The RB Outcome Letter Notification setup page is opened.
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My Workspaces & Post Award RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E LT “

RB Qutcome Letter Notification Mot Defined Not Defined [ Add RB Qutcome Letier Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail
E“

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Qutcome Signoff Complete Notification Not Defined Not Defined [ ‘Add Outcome Signofi Complete Notification ]

The RB Outcome Letter Notification is set up via the top section of the page (red box).

The Outcome Signoff Letter Notification is set up via the middle section of the page (blue box).

The Outcome Signoff Complete Notification is set up via the bottom section of the page (green box).
As shown in the screenshot below:

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red boxes)

— after a notification type is configured, its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)

List of RB Outcome Letter Notifications

Send E-mail

RB Outcome Letter Notification Outcome Letter Notification [ Delete Qutcome Letter MNofification ]

» ¥

List of Outcome Signoff Letter Notifications

Send E-mail

Notification

Outcome Signoff Letter Notification Not Defined Not Defined Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Qutcome Signoff Complete Notification Not Defined Not Defined Add Outcome Signoff Complete Notification ]
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Click the applicable Add button to configure the desired notification type. The selected notification type is
opened in the Edit RB Outcome Letter Notification page.

E-mail Content:

Type of Notification:

Title: Outcome Letter Nofification

Send E-Mail Notification: ® ves O No
« B I u = Xz x Verdana - 11 - & I~ 9~ =~
= = - =E % = o0 £ & 9

l Insert Merge Code “ Save Notification I

RE Outcome Letter Notification

Be advised the review board has generated an ocutcome letter for one or more study(ies) to which you are assigned. Please
log in to IRIS to view the letter(s).

[¥erb_name%:]

Enter the desired subject line of the notification email in the Title field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in

Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration page. The notification is
configured on the RB Outcome Letter Notification page.

List of RB Outcome Letter Notifications

RB Outcome Letter Notification Qutcome Letter Notification Yes Delete Outcome Letter Notification

List of Qutcome Signoff Letter Notifications

Send E-mail :
E“

Outcome Signoff Letter Notification Nat Defined Mot Defined [ Add Qulcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Outcome signsff Complete Netification Not Defined Not Defined [ Ava Outcome Signoft Complete Notrication |

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no
additional versions of this notification type can be created. This is the case for all outcome letter notifications

when configured.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can

be revised. This is the case for all outcome letter notifications when configured.
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Edit Outcome Letter Notification

Navigate to [Module] > Review Board Administration > Outcome Letter Notification link.

Review Board MNotification Setup
Fre RevIeEw ASSIYINENL O U Ao

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification ﬁ
Outstanding Stipulations Notification

R R R R

Cnacial Durnnes Farme Docnnnca Motificatinn Satun

The RB Outcome Letter Notification setup page is opened.

My Workspaces & Post Award RB Outcome Letter Notification | <}
.

List of RB Outcome Letter Notifications

E s “

RB Outcome Letter Notification Not Defined Mot Defined [ ‘Add RB Qutcome Letter Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail
m Title Notification “

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E Notification “

Qutcome Signoff Complete Motification Not Defined Not Defined

[ Add Outcome Signoff Complete MNotification ]

The RB Outcome Letter Notification is set up via the top section of the page (red box).
The Outcome Signoff Letter Notification is set up via the middle section of the page (blue box).
The Outcome Signoff Complete Notification is set up via the bottom section of the page (green box).

As shown in the screenshot below:

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red boxes)

— after a notification type is configured, its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)
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List of RB Outcome Letter Notifications

RB Outcome Letter Notification Qutcome Letter Notification

N

List of Outcome Signoff Letter Notifications

Outcome Signoff Letter Notification Not Defined

E_ Nn"ﬁ:=hn.l “

Send E-mail

Notification

Not Defined

Yes Delete Qutcome Letter Nofification

[ A4 outcome signofr et Notifcation

List of Outcome Signoff Complete Notifications

Outcome Signoff Complete Notification Not Defined

Not Defined

[ Add Outcome Signoff Complete Notification

Click the icon in the Edit column for the applicable notification type.

List of RB Outcome Letter Notifications

QOutcome Letter Notification

List of Outcome Signoff Letter Notifications

Outcome Signoff Letter Notification Not Defined

List of Outcome Signoff Complete Notifications

Outcome Signoff Complete Notification Not Defined

Send E-mail
“

Send E-mail

Not Defined

- Send E-mail
“

Not Defined

Yes [ Delete Quicome Letier Nofification ]

[ Add utcome Signoft Letter Notcation |

[ Add Outcome Signofi Complete Notification ]

The selected notification type is opened for editing in the Edit RB Outcome Letter Notification page.

Type of Notification: RB Outcome Letter Notification

Title: Review Bnard| Outcome Letter Notification

Send E-Mail Notification: ® ves ) No

[ Insert Merge Code ]I Save Notification I

s B I U & x x*

—
= o
—

= -

= % @& o =

E-mail Content:

log in to iRIS to view the letter(s).

[%erb_name%:]

Font Family

>~ 12 ~ 4

s

Be advised the review board has generated an outcome letter for one or more study(ies) to which you are assigned. Please

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.
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If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the

notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the

Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save changes and close the configuration panel. The notification is revised

on the RB Outcome Letter Notification page.

List of RB Outcome Letter Notifications

Send E-mail
m— e “

RB Outcome Letter Notification Review Board Outcome Letter Motification Yes [ Delete Outcome Letter Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail -
E

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Qutcome Signoff Letter Notification }

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Outcome Signoff Complete Notification Mot Defined Mot Defined

[ Add Outcome Signoff Complete Nofification }

Delete Outcome Letter Notification

Navigate to [Module] > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
FrE REVIEW ASSIYIIIEHL INOUILALon

-
(] Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outstanding Stipulations Notification

-
® Outcome Letter Notification ﬁ
Ld
-

Special Purpose Forms Response Notification Setun

The RB Outcome Letter Notification setup page is opened.
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My Workspaces & Post Award RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E LT “

RB Qutcome Letter Notification Mot Defined Not Defined [ Add RB Qutcome Letier Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail
E“

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Qutcome Signoff Complete Notification Not Defined Not Defined [ ‘Add Outcome Signofi Complete Notification ]

The RB Outcome Letter Notification is set up via the top section of the page (red box).

The Outcome Signoff Letter Notification is set up via the middle section of the page (blue box).

The Outcome Signoff Complete Notification is set up via the bottom section of the page (green box).
As shown in the screenshot below:

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured

— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red boxes)

— after a notification type is configured, its Title and Send E-Mail Notification fields are
populated and an Edit icon and Delete button are provided for the notification (red arrows)

List of RB Outcome Letter Notifications

E “
i1 RB Outcome Letter Notification ‘Outcome Letter Notification Yes Delete Qutcome Letter Nofification

List of Outcome Signoff Letter Notifications

Send E-mail

Notification

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Qutcome Signoff Letter Netification

Send E-mail
Notification

QOutcome Signoff Complete Notification Not Defined Not Defined [ ‘Add Outcome Signeff Complete Notification

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.
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Click the delete button for the applicable notification type.

List of RB Outcome Letter Notifications

Send E-mail
E_ Bt S “

RE Outcome Letter Notification Review Beoard Outcome Letter Notification Yes I Delete Outcome Letter Nolification I

List of Outcome Signoff Letter Notifications

Send E-mail

Outcome Signoff Letter Notification Not Defined Not Defined [ Asd Dutcome signoff Letter Notfication |

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Qutcome Signoff Complete Notification Not Defined Not Defined [ Add Outcome Signofi Complete Notification ]

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

List of RB Outcome Letter Notifications

Send E-mail
m Notification “

RB Qutcome Letter Notification Not Defined Not Defined [ ‘Add RB Qutcome Letter Nofification ]

List of Outcome Signoff Letter Notifications

Send E-mail .
m

Outcome Signoff Letter Notification Not Defined Not Defined [ Add Qutcome Signoff Letter Nofification }

List of Outcome Signoff Complete Notifications

Send E-mail
m“

Outcome Signoff Complete Notification Not Defined Not Defined [ Add Outcome Signofi Complete Notification ]

Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is
provided for the now-unconfigured notification type.
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Outstanding Stipulations Notifications

Outstanding stipulation notifications can be configured to automatically alert applicable project personnel

(generally the PI, Study Contact, and Assigned Analyst) when a stipulation is entered. Different versions of this
notification type can be configured to address different stipulation requests.

This type of notification is configured on the Outstanding Stipulations Notification Setup page. To access the
page, navigate to [Module] > Review Board Administration > Outstanding Stipulations Notification link.

Review Board Notification Setup

FIT REVITUW MA3ISIIYININGIHL uLinmeauuvn
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Motification *

Crorsinl D = 2]

hII)D]

o Blntsf Fime C ol

The Outstanding Stipulations Notification Setup page is opened.

My Workspaces & Post Award

Outstanding Stipulations Notification Setup

Add a New Notification
List of Outstanding Stipulations Notifications
R e S T
No Outstanding Stipulations Motifcation has been posted.

The Edit Outstanding Stipulations Notification page is used for configuration of this notification type.

My Workspaces = Post Award

Edit Outstanding Stipulations Notification

Insert Merge Code ] [ Save Notification ]

Type of Notification: Outstanding Stipulations Notification

Title: |

Notification if within: in days.

Send E-Mail Notification: =~ ® ves O no

o Principal Investigator

Study Contact

s B I u & xx x Font Family > 12 ~ & 1~ - =

E-mail Content:

il
a4
iii
a4
il
Il
&
Bl
o]

-4 =

The Title field is used as the subject line in the notification e-mail.
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The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the

notification is saved to the system for recordkeeping purposes but is not sent.

Select checkboxes for “Principal Investigator” and “Study Contact” are provided in the Send To field, to specify

which project personnel should receive the notification.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge

Codes in Notifications section of this manual for more information.

Add Outstanding Stipulations Notification

Navigate to [Module] > Review Board Administration > Outstanding Stipulations Notification link.

Review Board Notification Setup

FIG RCVIGUE A3SIYIIIGIL (UL LaLIun
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification «

A X R E N

Bine Cotur

The Outstanding Stipulations Notification Setup page opens.

My Workspaces = Post Award Outstanding Stipulations Notification Setup

Add a New Notification
List of Outstanding Stipulations Notifications

No Qutstanding Stipulations Notifcation has been posted.

Click the Add a New Notification button. The Edit Outstanding Stipulations Notification page opens.

Type of - - y
Notification: QOutstanding Stipulations Notification

Title: lo ion - Appl c

rection(s) Required

Notification .
if within: in days.
Send E-Mail

Notification: © Yes ) No

Principal Investigator

My Workspaces = Post Award Edit Outstanding Stipulations Notification

Insert Merge Code | | save Notication |

Content:

[2erb_name%]

Please be advised one or more application corrections are required. Please log in to IRIS to view details.

Send To:
Study Contact
s B I u 5 X3 x2 Verdana * 1 & I~ 9~ =~
=° =~ = % @ o ## & 9

E-mail
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Enter the desired subject line of the notification email in the Title field.
Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

In the Send To field, select the checkbox for “Principal Investigator”, “Study Contact” or both to add them to
distribution.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
configured on the Outstanding Stipulations Notification Setup page.

My Workspaces = Post Award Outstanding Stipulations Notification Setup

Add a New i ‘] [Delete ificati -]

List of Outstanding Stipulations Notifications

Notification prior to due date

Qutstanding Stipulations Outstanding Stipulation - Application Correction(s)
o X Notification 30 Days Required

Notice that the Add a New Notification button remains, indicating that additional notifications of this type can
be created for different types of stipulations.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised, and a Delete Notification(s) button is now available as well.

Edit Outstanding Stipulations Notification
Navigate to [Module] > Review Board Administration > Outstanding Stipulations Notification link.

Review Board Notification Setup

FIT MCVITUE MBI IO L a Lo
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Motification ﬁ
_unmmmwmhﬁﬂhnnsﬂun—' i i 3

P®PH01

The Outstanding Stipulations Notification Setup page opens.

My Workspaces ® Post Award Outstanding Stipulations Notification Setup

[ Add a New Notification ] [ Delete Nofification(s) ]

List of Outstanding Stipulations Notifications
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Click the icon in the Edit column for the applicable notification. The notification is opened for editing in the Edit
Outstanding Stipulations Notification page.

A S R I PNEG]  Edit Outstanding Stipulations Notification

Insert Merge Code | [ Save Notification

Type of Notification: Outstanding Stipulations Notification

Title: [cutstanding stipulation - Application Conrectionts) Required

Notification if within: in days.

Send E-Mail Notification: @ ves O No

Principal Investigator
Study Contact

Send To:

B I u & x x Font Family *~ 12 ~ & 1~ - E~

E-mail Content: Er = E E % @ o & &

ions are required. Please log in to iRIS to view details.

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

In the Send To field, select the checkbox for “Principal Investigator”, “Study Contact” or both to add them to
distribution.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the configuration panel. The notification is
revised on the Outstanding Stipulations Notification Setup page.

My Workspaces & Post Award Outstanding Stipulations Notification Setup

Add 2 New Notifcation | [ Delete Notincationts) |

List of Outstanding Stipulations Notifications

Notification prior to due date

Send E-mail Notification

Outstanding Stipulations Outstanding Stipulation - Application Correction(s)
o | Bl Notification 15 Days Requi s

Delete Outstanding Stipulations Notification
Navigate to [Module] > Review Board Administration > Outstanding Stipulations Notification link.

Review Board Notification Setup

FIT MCVITU AISIYIIIISI T a L
Meeting Agenda And Minute Notification
Meeting Attendance Motification Setup
Outcome Letter Notification

QOutstanding Stipulations Motification ﬁ
® coecinip E B Notification Set

2OP001
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The Outstanding Stipulations Notification Setup page opens.

(TS eIl Outstanding Stipulations Notification Setup

[(agua New Notcaton | [[Dekte Notrcatonts) |

List of Outstanding Stipulations Notifications|

e T ————— e T T—

= Qutstanding Stipulations Outstanding Stipulation - Application Correction(s)
=) Notification 15 Days Required Yes

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Select the checkbox in the far-left column for the applicable notification and click the Delete Notification(s)
button.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

My Workspaces = Post Award Outstanding Stipulations Netification Setup

Add a New Nofification
List of Outstanding Stipulations Notifications

No Outstanding Stipulations Motifcation has been posted.

If deleting the notification has left the list on this page empty the Edit icon and Delete Notification(s) button no
longer appear.

Special Purpose Forms Response Notifications

Notifications related to submission corrections and review responses can be configured in the iRIS™ system on
the Special Purpose Response Form Notification Setup page. When configured, these notifications are
automatically sent to applicable project personnel as follows:
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— a Submission Correction notification is sent when a request for submission corrections is
saved to the system

— a Review Response notification is sent when a board review response request is saved to the
system

— a Submission Correction Reminder notification is sent X days before the due date for
requested submission corrections, where X is a number specified in the notification
configuration form

— a Review Response Reminder notification is sent X days before the due date for a requested
review response, where X is a number specified in the notification configuration form

All four of these notification types are configured on the Special Purpose Response Form Notification Setup
page. To access the page, navigate to [Module] > Review Board Administration > Special Purpose Forms
Response Notification Setup link.

B LW I FAZTnygeasarLEes feUrLIE e UL
Meeting Agenda And Minute Motification
Meeting Attendance Notification Setup
Outcome Letter Motification

Outstanding Stipulations Notification

DOD®I®N!

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = Post Award Special Purpose Response Form Notification Setup 4]

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Respense Pending Reminder Notification has been posted.

Submission Correction and Review Response notification types are configured in the upper portion of the page
(red box in screenshot above).

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).
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The same configuration form, shown below, is used for Submission Correction and Review Response notification
types.

Insert Merge Code ] [ Save Netification

Title:

Submission Correction

Send E-Mail Notification: ® ves O o

¢ B I u 5 x Font Family + 12 - & I~ 9~

E E % [ o & &

ii
4
iii
4
I

E-mail Content:

One or more errors have been found in your submission. Flease see the specific correction request(s) in your workspace Task
List, make the requested corrections and resubmit.

[%%rb_name%]

The Title field is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

The same configuration form, shown below, is used for both Submission Correction Reminder and Response
Pending Reminder notification types.

Insert Merge Code | [ Save Notfication

Type of Notification: Special Purpose Form Correction Reminder Notification

Title: |

Notification if within: in days.

Send E-Mail Notification: ® ves O omo

Font Family >~ 12 - & |- 9=~

i
a4
il
q
lil

= = ke = % [l Q - a2
E-mail Content:

The Title field is used as the subject line in the notification e-mail.

The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.
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Submission Response Notification Setup
Two types of submission response notifications are configured in the iRIS™ system on the Special Purpose
Response Form Notification Setup page:

— a Submission Correction notification is sent when a request for submission corrections is
saved to the system

— a Review Response notification is sent when a board review response request is saved to the
system

Both notification types are configured on the Special Purpose Response Form Notification Setup page. To access
the page, navigate to [Module] > Review Board Administration > Special Purpose Forms Response Notification
Setup link.

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup

Outstanding Stipulations Notification

-
-
® Outcome Letter Notification
-
-

Special Purpose Forms Response Notification Setup *

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces & Post Award Special Purpose Response Form Notification Setup | <]

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications
Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

Submission response notifications are configured in the upper portion of the page (red box in screenshot above).

Notice that while an Edit icon is provided for these notifications in the far-left column, there are no add or delete
buttons. This means that only one version of each notification type can be configured, and that the configured
notifications cannot be deleted.

Click the Edit icon for the applicable notification type.
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List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Motifications

Add a New Reminder Nofification

Notification after ? Days hr Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days R Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

The selected notification type is opened in the Edit Submission Notice page for revision. The same configuration
form, shown below, is used for both types.

Insert Merge Code ] | save Notication |

Title: 'Submission Caorrections Reuuwred\ ®
Send E-Mail Notification: ® ves ) Mo
< B I U & x x* \Verdana 11 v & I I =~
P - — Q
=< == = % @ - =] E]
E-mail Content: One or mere errors have been found in your submission. Flease see the specific correction request(s) in your workspace Task

List, make the requested corrections and resubmit.

[#erb_name%a]

Make desired changes in the Title field, which is used as the subject line in the notification e-mail.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button. The selected notification type is revised on the Special Purpose Response

Form Notification Setup page.
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List of Response Types

Submission Type Submission Corrections Reguired Yes

Submission Type Review Response Yes
[=3]

List of Submission Correction Reminder Notifications

Add a New Reminder Mofification

Notification after ? Days Send E-mail Notification

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Mofification

Notification after ? Days

Send E-mail Notification
Mo Response Pending Reminder Notification has been posted.

Submission Response Reminder Notification Setup

Two types of submission response notifications are configured in the iRIS™ system on the Special Purpose
Response Form Notification Setup page:

— a Submission Correction notification is sent when a request for submission corrections is
saved to the system

— a Review Response notification is sent when a board review response request is saved to the
system

Both notification types are configured on the Special Purpose Response Form Notification Setup page. To access

the page, navigate to [Module] > Review Board Administration > Special Purpose Forms Response Notification
Setup link.

B IAMwiLuY FLmsngsIarLase SwLrLIEELRI LI
Meeting Agenda And Minute Motification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

PP

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.
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My Workspaces [ Post Award Special Purpose Response Form Notification Setup 4 |

List of Response Types

Send E-mail Notification

Submission Type Submission Correction

Submission Type Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ?

Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days

Send E-mail Notification
Mo Response Pending Reminder Netification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

The same configuration form, shown below, is used for addition or revision of both reminder types.

[ Insert Merge Code ] [ ‘Save Nofification ]

Type of Notification: Spedial Purpose Form Correction Reminder Notification
Title: [
Notification if within: in days.
Send E-Mail Notification: ® ves O No
& B I U & x x Font Family ~ 12 v & 1~ qv =~

i
4
fii
4
lil
il

% & o = =]

E-mail Content:

The Title field is used as the subject line in the notification e-mail.

The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Desired boilerplate text and Merge Codes are entered in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Add Submission Response Reminder Notification

Navigate to [Module] > Review Board Administration > Special Purpose Forms Response Notification Setup link.
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Review Board Notificati

FaL Lw e maTg

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

DPOOPIDNI

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = Post Award Special Purpose Response Form Notification Setup 4

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Respense Pending Reminder Notification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

Click the Add a New Reminder Notification button for the applicable notification type.

List of Response Types

Send E-mail Notification

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Noification

Notification after ? Days Send E-mail Netification

No Response Pending Reminder Notification has been posted.

The Edit Submission Notice page opens for configuration of the reminder. The same configuration form, shown
below, is used for both reminder notification types.
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Insert Merge Code ] I ‘Save Nofification I

Type of Notification: Special Purpose Form Correction Reminder Motification
Title: [ Correction Reminder
Notification if within: in days.
Send E-Mail Notification: ® ves O o
" B I u 5 X2 x? Verdana - 11 - 4 I~ 9~ =~

= = - = % @ fo] - =] D
E-mail Content:

Requested corrections on one or mere submissions have not yet been received. Please login to iRIS to view details, then make
the requested corrections and resubmit.

[%rb_name%]

Enter the desired subject line of the notification email in the Title field.
Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button. The selected reminder type is added on the Special Purpose Response Form
Notification Setup page.

List of Response Types

Send E-mail Nofification

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notiication | [ Delsts Reminder Noffication(s)

] Special Purpose Form Correction 30 Days Submission Correction Reminder Yes
= Reminder Notification

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

Notice that an Edit icon is available for the reminder, and now that at least one reminder of this type is
configured a Delete Reminder Notification(s) button is added for the type.

The Add a New Reminder Notification button remains, indicating that multiple versions of this reminder type
can be configured.

Edit Submission Response Reminder Notification
Navigate to [Module] > Review Board Administration > Special Purpose Forms Response Notification Setup link.
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*a rw s g

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

2252001

Special Purpose Forms Response Notification Setup *

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces & Post Award Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications = —
Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Respense Pending Reminder Notification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

Click the Edit icon for the applicable notification type.

List of Response Types

Send E-mail Notification

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add 2 New Reminder Notification | [ Delete Reminder Noffication(s)

Notification after ? Days Send E-mail Notification

m} Special Purpose Form Correction 30 Days Submission Correction Reminder Yes
= Reminder Notification

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted

The notification is opened for editing in the Edit Submission Notice page. The same configuration form, shown
below, is used for both reminder notification types.
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Type of Notification: Special Purpose Form Correction Reminder Notification

Title: |5uhmlssmn Correction Reminder
Notification if within: in days.
Send E-Mail Notification: ® ves O no

Insert Merge Code ] | save natiication |

" B I u 5 x x® Verdana * 1"

1= -
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il
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E-mail Content:

the requested corrections and resubmit.

[%%6rb_name®a]

1~ ®~

Requested corrections on one or more submissions have not yet been received. Please login to IRIS to view details, then make

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the

Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button. The selected reminder type is revised on the Special Purpose Response Form

Notification Setup page.

List of Response Types

Submission Type Submission Corrections Required

Submission Type Review Response

Send E-mail Notification

List of Submission Correction Reminder Notifications

[ Acd 2 New Reminder Notficat

] [oee

Notification after ? Days ‘

o - Special Purpose Form Correction

Reminder Notification 15 Days

Submission Correction Reminder

| Send E-mail Notification

List of Review Response Reminder Notifications

Notification after ? Days

o Response Pending Reminder Notification has been posted.

Add a New Reminder Nofification

Send E-mail Notification

Delete Submission Response Reminder Notification

Navigate to [Module] > Review Board Administration > Special Purpose Forms Response Notification Setup link.
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Review Board Notification Setup

B PMLwELur FzTIgaamsrLEsy dwirataELtiLivee
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

DOPO®»OINI

Special Purpose Forms Response Notification Setup *

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces @ Post Award Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications . n—
Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Notification after ? Days il Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Select the checkbox(es) in the far-left column for the applicable reminder type(s) and click the Delete Reminder
Notification(s) button.

List of Response Types

Send E-mail Notification

Submission Type Submissien Corrections Required Yes

Submission Type Review Response Yes

List of Submissian Correction Reminder Notifications

[ Add a New Reminder Ntification ] [ oelete Reminder Notricationis) ]

Notification after ? Days Send E-mail Notification

Special Purpase Form Correction 30 Days Submission Correction Reminder Yes

= Reminder Notification

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after 7 Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.
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A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

iRIS™ v13.01

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on

the notification setup page.

List of Response Types

Submission Type Submission Corrections Required

Submission Type Review Response

Send E-mail Notification

List of Submission Correction Reminder Netifications

Notification after ? Days

No Submission Correction Reminder Notification has been posted.

Add a New Reminder Notification

Send E-mail Notification

List of Review Response Reminder Notifications

Notification after ? Days

No Response Pending Reminder Notification has been posted.

Add a New Reminder Notification

Send E-mail Notification

Notice that the Edit icon and Delete Reminder Notification(s) button no longer appear.

Inactivity Submission Notifications

The Inactivity Submission Notification is used to alert personnel that no activity has occurred on a given

submission for a specified period of time.

This type of notification is configured on the Inactivity Submission Notification Setup page. To access the page,
navigate to [Module] > Review Board Administration > Inactivity Submission Notification Setup link.
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Review Board Notification Setup

Subr Meeting gnment NouTication Setup

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup

The Inactivity Submission Notification Setup page opens.

My Workspaces = IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Notifications

Add a New Nolification | | Delels Natification(s)

Notification after days of Inactivity Send E-mail Notification

[ r_/, Inactivity Submission Netification 30 Davs [wairb_numbers] - Inactivity Notification Yes

Add Inactivity Submission Notification
Navigate to [Module] > Review Board Administration > Inactivity Submission Notification Setup link.

Review Board Notification Setup

Submission Meeting Assignment Notification Setup
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup

The Inactivity Submission Notification Setup page opens.

My Workspaces & IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Netifications

Add a New Notifcation | | Delete Netification(s)

Send E-mail Notification

[ |'_,/ Inactivity Submission Netification 30 Days [96irb_numberse] - Inactivity Notification ves

Click the Add a New Notification button to open the Edit Inactivity Submission Notification page.
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My Workspaces & IRB Edit Inactivity Submission Notification

Insert Merga Code | | Save Notifcation |

Type of Notification: Inactivity Submission Notification

Title: Include RB Number

Notification if past: 0 days of inactivity.

Send E-mail Notification: @ ves No

*Send To:

Additional Recipients: Add

B I u 5 X2 x? Font Family * 12 - & 1~ a-

Er=-2 E % @B 9 £ = &

E-mail Content:

Enter the desired subject line of the notification email in the Title field. To include the RB number in the Title,
place the cursor in the Title field where the number should appear and click the Include RB Number button.

Enter the number of days of inactivity after which the notification is to be sent in the Notification if past field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

The Additional Recipients field allows for the addition of other iRIS™ users to the distribution list for this
notification. Click the Add button to select specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.
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Last Mame: l:l {You may enter a partial name to search)
) Directory First Name: I_I
a‘ Browse/Find: Find

‘AII Departments i ||

Departm erlt

(=zearch resultz display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

I Save Selected User(s) -'II
Last Name: (You may enter a partial name to search)
Browse/Find: Find
bY (&l Departments =

Check
for 5"“‘ Training |User Name

fi
Multiple

11

= Harper, Jill M, M.D.,

& rho JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added to the Additional Recipients field and a Delete button populates next to the Add button.

EHarpen Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to

remove the user from distribution.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is configured on
the notification setup page.
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My Workspaces & IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Netifications

Add a New Nolification | | Delete Notification(s)

MNotification after days of Inactivity Send E-mail Notification

[ |'_,/ Inactivity Submission Netification 30 Days [96irb_numberss] - Inactivity Notification ves

Edit Inactivity Submission Notification
Navigate to [Module] > Review Board Administration > Inactivity Submission Notification Setup link.

Review Board Notification Setup

Submission Meeting Assignment NotTication Setup
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup

The Inactivity Submission Notification Setup page opens.

My Workspaces = IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Notifications

Add a New Nolification ] | Datote Notiications)

MNotification after days of Inactivity Send E-mail Notification

[ r_/, Tnactivity Submissian Notification 30 Days [3irb_numberdt] - Inactivity Notification Yes

Click the icon in the Edit column to open the applicable notification in the Edit Inactivity Submission Notification
page.
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My Workspaces & IRB Edit Inactivity Submission Notification

Insert Merge Code | | Save Notifcation J

Type of Notification:

Title:

Notification if past:

Send E-mail Notification: @ ves

*Send To:

Additional Recipients: Add

B 1 u & x = Font Family -~ 12 - & t- q9-

ErE E % @ a = s

No activity has been recorded in the system for the above-referenced submission during the past thirty (30) days. Pl
and update submission status

ease lagin

[%orb_named)

E-mail Content:

Make desired changes to the subject line of the notification email in the Title field. To include the RB number in

the Title, place the cursor in the Title field where the number should appear and click the Include RB Number
button.

Enter the number of days of inactivity after which the notification is to be sent in the Notification if past field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive

the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

The Additional Recipients field allows for the addition of other iRIS™ users to the distribution list for this

notification. Click the Add button to select specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.
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Last Mame: l:l {You may enter a partial name to search)
) Directory First Name: I_I
a‘ Browse/Find: Find

‘AII Departments i ||

Departm erlt

(=zearch resultz display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

I Save Selected User(s) -'II
Last Name: (You may enter a partial name to search)
Browse/Find: Find
bY (&l Departments =

Check
for

I? S‘UJ;“ Training |User Name
Multiple

t1

= Harper, Jill M, M.D.,

& rho JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added to the Additional Recipients field and a Delete button populates next to the Add button.

EHarpen Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to

remove the user from distribution.

Revised boilerplate text and Merge Codes as desired in the E-Mail Content text editor. See the Using Merge
Codes in Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is revised on the
notification setup page.
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My Workspaces & IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Netifications

Add a New Nolification | | Delete Notification(s)

MNotification after days of Inactivity

[m) r_,/ Inactivity Submission Netification 30 Days [96irb_numberss] - Inactivity Notification ves

Delete Inactivity Submission Notification
Navigate to [Module] > Review Board Administration > Inactivity Submission Notification Setup link.

Review Board Notification Setup

Submission Meeting Assignment NotTication Setup
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup

The Inactivity Submission Notification Setup page opens.

My Workspaces = IRB Inactivity Submission Notification Setup

Select the language: | English ~

List of Inactivity Submission Notifications

Add a New Nolification ] | Datote Notiications)

MNotification after days of Inactivity

[m) = Inactivity Submission Notification 30 Days [%irb_numbersh] - Inactivity Notification Yes

Click to select the checkbox(es) for the notification(s) to be deleted in the far left column and click the Delete
Notification(s) button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the notification.

Click CONFIRM to delete the notification and close the popup. The selected notification type is deleted on the
notification setup page.
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Task Inactivity Submission Notifications
The Task Inactivity Submission Notification is used to alert personnel that no activity has occurred on a given
task for a specified period of time. Please note that these notifications are for board specific tasks.

This type of notification is configured on the Task Inactivity Submission Notification Setup page. To access the
page, navigate to [Module] > Review Board Administration > Task Inactivity Submission Notification Setup link.

Review Board Notification Setup

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup ‘

The Task Inactivity Submission Notification Setup page opens.

My Workspaces = IRB Task Inactivity Submission Notification Setup

Select the language: | English ~

List of Task Inactivity Submission Natifications

Add a New Notification Delete Notification(s)

Notification after days of Inactivity itle Send E-mail Notification

0 4 Tnactivity Task Notification 30 Days irb_numbert] - Task Inactivity Notification

Add Task Inactivity Submission Notification
Navigate to [Module] > Review Board Administration > Task Inactivity Submission Notification Setup link.

Review Board Notification Setup

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup «

The Task Inactivity Submission Notification Setup page opens.

My Workspaces = IRB Task Inactivity Submission Notification Setup

Select the language: | English ~

List of Task Inactivity Submissian Natifications

Add a New Notification Delete Notification(s)

Notification after days of Inactivity tle Send E-mail Notification

0 7 Inactivity Task Notiflcation 30 Days [airb_numberis] - Task Inactivity Notification ves
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Click the Add a New Notification button to open the Edit Task Inactivity Submission Notification page.

My Workspaces & IRB Edit Task Inactivity Submission Notification

Insert Merge Code ] [ Save Notification l

Type of Notification: Inactivity Task Notification

Title: Include RB Number

Notification if past: 0 days of inactivity

Send E-mail Notification: ® ves No

Send To:

Task List : —none-- ~

Additional Recipients: Add
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E-mail Content:

Enter the desired subject line of the notification email in the Title field. To include the RB number in the Title,
place the cursor in the Title field where the number should appear and click the Include RB Number button.

Enter the number of days of inactivity after which the notification is to be sent in the Notification if past field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Click in the Task List field to open a drop down picklist of tasks. Click to select the task for which this inactivity
notification is being sent.

The Additional Recipients field allows for the addition of other iRIS™ users to the distribution list for this
notification. Click the Add button to select specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.
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Last Mame: l:l {You may enter a partial name to search)
ﬂj Directory First Name: I Find I

Browse/Find:
<] |

‘AII Departments

Departm erlt

(=zearch resultz display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

I Save Selected User(s) -'II
Last Name: (You may enter a partial name to search)
Browse/Find: Find

bY (&l Departments =

Check
for S‘UJ;“ Training |User Name

fi
Multiple

t1

= Harper, Jill M, M.D.,

& rho JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added to the Additional Recipients field and a Delete button populates next to the Add button.

EHarpen Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to

remove the user from distribution.

Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

Click the Save Notification button to save the notification and close the page. The notification is configured on

the notification setup page.
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My Workspaces = IRB Task Inactivity Submission Notification Setup

Select the languags: | English ~

List of Task Inactivity Submission Notifications

Add a New Natification Delete Notification(s)

Notification after days of Inactivity itle Send E-mail Notification

u] 7 Inactivity Task Notiflcation 30 Days [airb_numberts] - Task Inactivity Notification Yes

Edit Task Inactivity Submission Notification

Navigate to [Module] > Review Board Administration > Task Inactivity Submission Notification Setup link.

Review Board Notification Setup

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup «

The Task Inactivity Submission Notification Setup page opens.

My Workspaces & IRB Task Inactivity Submission Notification Setup

Select the language: | English ~

List of Task Inactivity Submission Natifications

Add a New Notification Delete Notification(s)

Notification after days of Inactivity itle Send E-mail Notification

0 4 Tnactivity Task Notification 30 Days irb_numbert] - Task Inactivity Notification

Click the icon in the Edit column to open the applicable notification in the Edit Task Inactivity Submission
Notification page.
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My Workspaces = IRB Edit Task Inactivity Submission Notification

Insert Merge Code l [ Save Notification ‘

Type of Notification: Inactivity Task Netification

Title: nactivity Notification Include RB Number
Notification if past: 30 days of Inactivity.

Send E-mail Notification: ® ves O ne

Send To:

<l <]
5

Task List : Submission Routing Signeft v

Additional Recipients: Add

< B I u §& x, = Font Family - 12 - & 1~ a9~
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you has been recorded in the system in the past thirty (30) days. Please login to the

E-mail Content:

Make desired changes to the subject line of the notification email in the Title field. To include the RB number in
the Title, place the cursor in the Title field where the number should appear and click the Include RB Number
button.

Enter the number of days of inactivity after which the notification is to be sent in the Notification if past field.

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification. Click to select the applicable checkboxes, indicating that those personnel will receive the
notification.

Click in the Task List field to open a drop down picklist of tasks. Click to select the task for which this inactivity
notification is being sent.

The Additional Recipients field allows for the addition of other iRIS™ users to the distribution list for this
notification. Click the Add button to select specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.
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Last Mame: l:l {You may enter a partial name to search)
) Directory First Name: I_I
a‘ Browse/Find: Find

‘AII Departments i ||

Departm erlt

(=zearch resultz display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

I Save Selected User(s) -'II
Last Name: (You may enter a partial name to search)
Browse/Find: Find
bY (&l Departments =

Check
for S‘UJ;“ Training |User Name

fi
Multiple

t1

= Harper, Jill M, M.D.,

& rho JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

The results list may include multiple names of iRIS™ users to be added to the distribution list. In that case select
the checkbox(es) at far left for all applicable users and click the Save Selected User(s) button. The selected
user(s) are added to the Additional Recipients field and a Delete button populates next to the Add button.

EHarpen Jill M, M.D., PhD

If a user is added in error, select the checkbox to the left of that user’s name and click the Delete button to

remove the user from distribution.

Make desired changes to boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using
Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button to save changes and close the page. The notification is revised on the
notification setup page.
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My Workspaces = IRB Task Inactivity Submission Notification Setup

Select the languags: | English ~

List of Task Inactivity Submission Notifications

Add aNew Notfication | | Delete Nolification(s)

Send E-mail Notification

Delete Task Inactivity Submission Notification
Navigate to [Module] > Review Board Administration > Task Inactivity Submission Notification Setup link.

Review Board Notification Setup

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Designated Review to be placed on the Agenda Notification
Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Inactivity Submission Notification Setup

Task Inactivity Submission Notification Setup «

The Task Inactivity Submission Notification Setup page opens.

My Workspaces & IRB Task Inactivity Submission Notification Setup

Select the language: | English ~

List of Task Inactivity Submission Natifications

Add aNew Notfication | | Delete Notification(s)

Send E-mail Notification

Click to select the checkbox(es) for the notification(s) to be deleted in the far-left column and click the Delete
Notification(s) button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the notification.

Click CONFIRM to delete the notification and close the popup. The selected notification type is deleted on the
notification setup page.
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Post Award Terms And Condition Notification Setup

When configured, Terms and Conditions (T&C) notifications are automatically sent to applicable project
personnel to inform them they have been selected by the board to receive and/or review a T&C document. This
type of notification is configured on the Setup Post Award Terms & Conditions Notification page.

To access the page, navigate to Post Award Management > Review Board Administration > Post Award Terms
And Condition Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Motification

Special Purpose Forms Response Notification Setup

Post Award Terms And Condition Notification Setup

DODPDIIOIOIOIONIOIOND

Post Award Monitoring & Reporting Notification Setup

The Award Terms & Conditions Signoff Notification page is opened, as shown below.

My Workspaces & Post Award Award Terms & Conditions Signoff Notifications

Post Award Terms and Conditions Ready for Review and N —
Sign-off grants/11021 Yes _Dsme Notification

Post Award Terms and Condition Signaff

Add a New Notification

Notification prior to due date

Ntify every 5 Days

Reminder for Terms and Conditions
9 11021

Notify every 1 Days Reminder for Terms and Conditions

The initial notification is configured in the upper part of the page. Notice that there is only one configurable
record here. When the notification is unconfigured an Add Notification button is provided in the Notification
Action column. When this notification is configured, as in the screenshot above, the Add button is replaced with
a Delete Notification button.

T&C reminder notifications are configured in the lower portion of the page.
Add Post Award Terms And Condition Notification

Navigate to Post Award Management > Review Board Administration > Post Award Terms And Condition
Notification Setup link.
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Review Board Notification Setup

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Qutstanding Stipulations Motification

Special Purpose Forms Response Notification Setup

Post Award Terms And Condition Notification Setup

DOPPPIDPOIOIOIOOD

Post Award Monitoring & Reporting Notification Setup

iRIS™ v13.01

The Award Terms & Conditions Signoff Notification page is opened, as shown below.

My Workspaces = Post Award Award Terms & Conditions Signoff Notifications

Post Award Terms and Conditions Ready for Review and
1

Post Award Terms and Condition Signoff oo nantion

Back

Delete Notification

Notification Type

Notification prior to due date

Post Award Terms and Condition . Reminder for Terms and Conditions
] Notification for Signoff Reminder Notify every 5 Days 1
o Fost Awerd Terms and Condition Notify every 1 Days Reminder for Terms and Conditions
=1 | Notification for Signoff Reminder

Add a New Notification

Send E-mail Notification

The initial notification is configured in the upper part of the page. Notice that there is only one configurable

record here. When the notification is unconfigured an Add Notification button is provided in the Notification

Action column. When this notification is configured, as in the screenshot above, the Add button is replaced with

a Delete Notification button.

T&C reminder notifications are configured in the lower portion of the page. Click the Add a New Notification

button for the applicable notification type.

The Setup Post Award Terms & Conditions Notification page opens.
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My Workspaces & Post Award Award Terms & Conditions Signoff Notifications

Insert Merge Code I l Save Notification I

Type of Notification: Post Award Terms and Condition Signoff
Title: [Post Aviard Terms and Conditions Ready for Review and Sign-off grants/ 11021
sSend E-Mail Notification: ® ves O no
I B I u 5 x x? Font Family - 12 - & I~ q~ =E~ =~ =~ E =

This is @ notification for PI receiving a request to sign off in term and conditions
[ostoday%]

[%pi_name1%]

[%project_title%]

[%proposal_number%]

please dlick on the link below te go to yeur task
E-mail Content

[%task_redirect_link%]

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

As shown below, the reminder notification type also includes a Notification if Within field, for entry of the
number of days in advance of the due date the reminder is to be sent.

My Workspaces & Post Award Award Terms & Conditions Signoff Notifications

Insert Merge Code ” Save Notification ]

Type of Notification: Post Award Terms and Condition Notification for Signoff Reminder
Title: ‘ Reminder for Terms and Conditions grants 11021

Notification if within: Days

Send E-Mail Notification: @ ves O o

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button. The selected reminder type is revised.

Edit Post Award Terms And Condition Notification

Navigate to Post Award Management > Review Board Administration > Post Award Terms And Condition
Notification Setup link.
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Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Motification Setup

Post Award Terms And Condition Metification Setup

Post Award Monitoring & Reporting Notification Setup

The Setup Post Award Terms & Conditions Notification page opens.

My Workspaces B Post Award Award Terms & Conditions Signoff Notifications

Post Award Terms and Conditions Ready for Review and
21

Post Award Terms and Condition Signoff ol grante/11s

iRIS™ v13.01

Delete Notification

Notification Type Notification prior to due date

o Post Award Terms and Condition

; Reminder for Terms and Conditions
Notification for Signoff Reminder Notify every 5 Days g 1

o Post Award Terms and Condition

Notification for Signoff Reminder Hotify every 1 Bays

Reminder for Terms and Conditions

Add a New Notification

Send E-mail Notification

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

As shown below, the reminder notification type also includes a Notification if Within field, for entry of the

number of days in advance of the due date the reminder is to be sent.

My Workspaces = Post Award Award Terms & Conditions Signoff Notifications

Type of Notification: Post Award Terms and Condition Notification for Signoff Reminder

Title: | Reminder for Terms and Conditions grants 11021

Send E-Mail Notification: @ ves O wo

Notification if within:

Insert Merge Code ” Save Notification ]

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the

notification is saved to the system for recordkeeping purposes but is not sent.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the

Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button. The selected reminder type is revised.
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Delete Post Award Terms And Condition Notification
Navigate to Post Award Management > Review Board Administration > Post Award Terms And Condition
Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Qutstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Post Award Terms And Condition Motification Setup

Post Award Monitoring & Reporting Notification Setup

The Setup Post Award Terms & Conditions Notification page opens.

My Workspaces © Post Award Award Terms & Conditions Signoff Notifications

Post Award Terms and Conditions Ready for Review and

Post Award Terms and Condition Signaff Samoft aranie/1io0s Yes Delete Notification

Add a New Notification

Notification Type Notification prior to due date ‘Send E-mail Notification
b Post Award Terms and Condition . Reminder for Terms and Conditions .

Q )| Notification for Signoff Reminder Notify every 5 Days grants 11021 Yes
3 Post Award Terms and Condition .

[x] ot Aerd Terme nd Condier. Notify every 1 Days Reminder for Terms and Conditions ves

Click the icon in the Delete column for the applicable notification. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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Post Award Monitoring & Reporting Notification Setup
When configured, Post Award monitoring and reporting notifications are automatically sent to applicable project
personnel.

This type of notification is configured on the Setup Post Award Monitoring & Reporting Notification page.

To access the page, navigate to [Module] > Review Board Administration > Post Award Monitoring & Reporting
Notification Setup link.

Review Board Notification Setup

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Motification

Special Purpose Forms Response Notification Setup
Post Award Terms And Condition Notification Setup
Post Award Monitoring & Reporting Notification Selup’

The Setup Post Award Monitoring & Reporting Notification page opens.

Post Award

Post Award Monitoring & Reporting Notifications Setup

My Workspaces &

List of Post Award Monitoring & Reporting Notifications

Add a New

Notification Type

o : Post Award Monitoring &
5 Reporting Reminder

0 - Post Award Monitoring &
[} Reporting Reminder

0o - Post Award Monitoring &

[=3] Reporting Reminder

Notification Type

Post Award Monitoring &

Notification prior to due date

Reporting 30 days Reminder 20 Days
Post Award Monitoring &
Reporting Reminder 3 Days
You have a report dus in 1 Day
for [%proposal_number%], 1 Days

Send E-mail Notification

Post Award Monitoring & Reporting Report Due

Report Due for [%proposal_number],
[%project_title%]

Add Post Award Monitoring & Reporting Notification
Navigate to Post Award Management > Review Board Administration > Post Award Monitoring & Reporting

Notification Setup link.
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Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Motification Setup

Post Award Terms And Condition Metification Setup

Post Award Monitoring & Reporting Notification Setup:

V <

The Setup Post Award Monitoring & Reporting Notifications Setup page opens, as shown below.

My Workspaces & Post Award

List of Post Award Monitoring & Reporting Notifications

Notification Type

O Post Award Monitoring &
=l Reporting Reminder

o Post Award Monitoring &
=i Reporting Reminder

=] Post Award Monitoring &
= Reporting Reminder

Post Award Monitoring & Reporting Report Due

Post Award Monitoring & Reporting Notifications Setup

Notification prior to due date

Post Award Monitoring &

Reporting 30 days Reminder 20 Days
Post Award Monitoring &
Reporting Reminder 3 Days
You have a repart due in 1 Day
for [%proposal_number%], 1 Days

Report Due for [%proposal_number],
[S%project_title%]

| Add a New Notification | [ Delete Reminder Notification(s)

Send E-mail Notification

Delete Nofification

The initial notification is configured in the lower part of the page. Notice that there is only one configurable

record here. When the notification is unconfigured an Add Notification button is provided in the Notification
Action column. When this notification is configured, as in the screenshot above, the Add button is replaced with
a Delete Notification button.

Reporting and Monitoring reminder notifications are configured in the upper portion of the page. Click the Add a
New Notification button for the applicable notification type.

A configuration panel opens.
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My Workspaces = Post Award

Post Award Monitoring & Reporting Notifications Setup

Insert Merge Code ]I Save Nofification l

Type of Notification: Fost Award Monitoring & Reporting Report Due

Title:
Send E-Mail Notification: ® ves O 1o

Add Role Delete Role
ST [J  study Project Manager

[} Study Coordinator

[0 Pprincipal Investigator

u

o

II u & x x Font Family >~ 12 - 8 1~ 9~ =

«
i
‘4
iii
4
liil

B
% @ 0 # = 8

E-mail Content:

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

As shown below, the reminder notification type also includes a Notification if Within field, for entry of the
number of days in advance of the due date the reminder is to be sent.

’ Insert Merge Code ]l Save Notfication |

Type of Notification: Post Award Monitoring & Reporting Reminder

Title: [Post Award Monitoring & Reporting 30 days Reminder
Notification if within: in days.

Send E-Mail Notification: ®ves Owo

T E (O Principal Investigator

[ study Project Manager

O study Coordinater

¢ B I U §& x = Font Family - 12 - & - 9 =E-

E~sE=EvE E % @ a0 #£ = B

This is a notification for Post Award monitoring and Reporting Reminder due in 30 days
Today's Date : [Yotoday%]

Proposal # [%proposal_number%]

Project manager: [%pi_name2%]

[Sereport_name%]

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Click to select the applicable Send To: checkboxes to specify which roles receive the notification. Click the Add

Role button to add roles. To delete a role from the list, click to select the applicable role checkbox and click the
Delete Role button.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the
Using Merge Codes in Notifications section of this manual for more information.

Click the Save Notification button. The selected reminder type is configured.
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Edit Post Award Monitoring & Reporting Notification
Navigate to Post Award Management > Review Board Administration > Post Award Monitoring & Reporting
Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification
Qutstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Post Award Terms And Condition Motification Setup '
Post Award Monitoring & Reporting Notification Setup

The Setup Post Award Monitoring & Reporting Notifications Setup page opens, as shown below.

My Workspaces & Post Award Post Award Monitoring & Reporting Notifications Setup

List of Post Award Monitoring & Reporting Notifications

‘Add a New Notficaton | [ Delsts Reminder Notifcation(s)

Notification Type Notification prior to due date Send E-mail Notification
o K P mering Ramder & amare 3 Sy Reminer 20 Days ves
oK P porang e P e Femdee 30ers Yo
. postavard Moritoring 8. Y942 T S n 2 0oy - s >

i) Reporting Reminder

Report Due for [%proposal_number],

[%eproject_title%] Yes Delete Notification

Post Award Monitoring & Reporting Report Due

The initial notification is configured in the lower part of the page. Notice that there is only one configurable
record here. When the notification is unconfigured an Add Notification button is provided in the Notification
Action column. When this notification is configured, as in the screenshot above, the Add button is replaced with
a Delete Notification button.

My Workspaces = Post Award Post Award Monitoring & Reporting Notifications Setup

List of Post Award Monitoring & Reporting Notificatians

‘Add a New Notification ] l Delete Reminder Notification(s)

=1 -

R S| ncering R Renoncna 38 dirs Reminder 20 Days ves

o | | s e oo

O | oo | rmmesenema e e - ves >

Report Due for [%proposal_number%],

[Seproject_title%] Yes Delete Nofification

Post Award Monitoring & Reporting Report Due

Reporting and Monitoring reminder notifications are configured in the upper portion of the page.

Click the icon in the Edit column for the applicable notification type.
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The selected notification is opened in a configuration panel.

My Workspaces = Post Award

Post Award Monitoring & Reporting Notifications Setup

Insert Merge Code ]I Save Nofification l

Type of Notification: Fost Award Monitoring & Reporting Report Due

Title: Report Due for [%proposal_number%]. [%project fitle %]
Send E-Mail Notification: ® ves O 1o

Add Role Delete Role
ST [J  study Project Manager

[} Study Coordinator

Principal Investigator

‘l

I U & x x Font Family > 12 - & 1~ 9~

i
)
iif
)
lii
‘
lil

% @ 0 # = 8

This is 2 reminder, [%pi_fname%], your project [%proposal_number%], [%project_title%s] has 2 report due today. The report is for
[%report_name%:]. Please make sure that you reach out to us if you need assistance.

Grants Office

E-mail Content:

Make desired changes to the Title field, which is used as the subject line in the notification e-mail.

As shown below, the reminder notification type also includes a Notification if Within field, for entry of the
number of days in advance of the due date the reminder is to be sent.

’ Insert Merge Code ]l Save Notfication |

Type of Notification: Post Award Monitoring & Reporting Reminder

Title: [Post Award Monitoring & Reporting 30 days Reminder
Notification if within: in days.

Send E-Mail Notification: ®ves Owo

T E (O Principal Investigator

[ study Project Manager

O study Cosrdinater

»

I B I Uu § x = Font Family - 12 - & I~ 9- =

% @ 0 £ = &

This is a notification for Post Award monitoring and Reporting Reminder due in 30 days
Today's Date : [Yotoday%]

Proposal # [%proposal_number%]

Project manager: [%pi_name2%]

[Sereport_name%]

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.

Click to select the applicable Send To: checkboxes to specify which roles receive the notification. Click the Add

Role button to add roles. To delete a role from the list, click to select the applicable role checkbox and click the
Delete Role button.

Make desired changes to the boilerplate text and Merge Codes entered in the E-Mail Content text editor. See the

Using Merge Codes in Notifications section of this manual for more information.
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Click the Save Notification button. The selected reminder type is revised.

Delete Post Award Monitoring & Reporting Notification
Navigate to Post Award Management > Review Board Administration > Post Award Terms And Condition
Notification Setup link.

Review Board Notification Setup

Review Response Motification Setup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Qutstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

Post Award Terms And Condition Motification Setup

Post Award Monitoring & Reporting Notification Setup

The Setup Post Award Terms & Conditions Notification page opens.

My Workspaces & Post Award Award Terms & Conditions Signoff Notifications

eview and Yes Delete Notification

Post Award Terms and Condition Signaff

Add a New Notification

Notification prior to due date o Send E-mail Notification

Reminder for Terms and Conditions

MNotify every 5 Days grants 11021

o Post Award Terms and Condition

Notification for Signoff Reminder Hotify every 1 Days Reminder for Terms and Conditions Yes

Click the icon in the Delete column for the applicable notification. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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