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ARC—Review Board Administration: Notifications iRIS™ v12.01

Introduction

The iRIS™ Animal Resource Center (Animal Resource Center) module groups tasks relevant to management of
studies involving animal subjects. Animal Resource Center includes tools to assist with livestock management,
livestock facilities management, materials ordering and billing, and study documentation and processing.

This manual is focused on Animal Resource Center Review Board Administration Notifications.

Navigation in iRIS™

iRIS™ includes two standard navigation tools on all pages nested one or more levels beneath the primary
Workspace page of the module currently in use (e.g., Study Assistant, Conflict of Interest Assistant, Animal
Resource Center, etc.): a Path directory tree, and Back buttons.

Path Directory Tree

The Path item at the upper left of iRIS™ pages provides a hyperlinked menu directory tree, allowing the user to
quickly navigate back through the path they followed to get to their current location. Path appears on all pages
nested at least one level beneath the main workspace

In the example shown the user is viewing the Broadcast Notice Add a new notice page. This page is nested three
levels beneath the main workspace page, as indicated by the three links available in the Path directory tree:
Home, board admin and broadcast notice.

EﬁR’S b’,@ihledms Account: Administrator

Department: CH - 7543 — General Hospital
Integrated

Research Information System Path: Home > board admin > broadcast notice
My Workspaces & Vivarium

@Help 8 myProfile ¥ G+ Log out

Broadcast Notice

[ Return To List ] [ Temp Save Notice } [ Send ]

Add a new notice.

*Subject: |

Content:

" B I u 5 Xz = Font Family - 12 ~ 4 1~ 9~

i
]

= = -

Click on broadcast notice in the Path to navigate up one level in the directory tree, to the main Broadcast Notice
page. There are now two levels in the Path directory tree: board admin and Home.

RIS b B Account: Administrator
m)‘ edRIS Department: GH - 7543 - General Hospital @ Help 2 My Profile ~ G+ Log out
Resan Path: Home > board admin

Research Information System
My Workspaces & Vivarium

Broadcast Notice

Add a New Notice

P  |edit/view|subject

Date Sent Last Modified By

No records have been added.

©2020 iMedRIS Data Corporationl
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Click on board admin in the Path to navigate up one level in the directory tree, to the Board Administration

page. There is now one level in the Path: Home.

RIS oy @ Account:_Administrat
edRIS ccount: Administrator Hel ® My Profile ~ m
Integrated Path: Home @ = - PUosila
Research
My Workspaces & Vivarium Board Administration 4]
Copy Configurations
| System Setup ‘ ‘ List Maintenance Setup ‘ | Clean-up ‘
e p—
® Board Definition ® Animal Health Record Setup
® Board Configuration Options ® 1nternal Transfer Originating PI Signoff Notification Setup

Click on Home in the Path to navigate up one level in the directory tree, to the main Workspace page. No Path
item is displayed here because the user is now at the top-most level of the directory tree.

i (3 Hello Administrator
TiRIS Bidneams A <am NO PATH @ren 2 wsome -
A Ittt Syvban 09/16/2019 02:33 PM PDT

My Workspaces [ Vivarium

Vivarium H

[
A4

P B

Add & new Protocol Find a Protocol Submissions Orders Find an Order Cage Cards Material Order Chargs Ticket
A a
ﬂ 192 e | | ] ] y [=g) n.

Back Button
The second navigation tool is the Back button, which appears on all pages nested at least one level beneath the

main workspace. The Back button takes the user to the same location as the last link shown in the Path.

M' Account: Administrator
by :
:R’i; edRIS Department: GH - 7543 - General Hospital @Help 2 wmyrrofile ~ | GeLogout
n":ﬂmh Information System Path: Home > board admin > broadcast notice
My Workspaces & Vivarium Broadcast Notice
[ReumToust | [ Tempsavenotics | [ send |
Add a new notice.
*Subject: |
Content:
« B I u = Xz x2 Font Family - 12 ~ & I~ 9~ 2~ =E~ =~ = =

In the example shown above, both the Back button and the broadcast notice link in the Path return the user to

the Broadcast Notice page:

©2020 iMedRIS Data Corporation2



ARC—Review Board Administration: Notifications iRIS™ v12.01

RIS v : Account: Administrator
! My edRIS Department: GH - 7543 - General Hospital @uep & wyprofile ~ -GLng o
v Path: Home > board admin

Research Information System
Broadcast Notice

My Workspaces = Vivarium

Add a New Notice

Edit/View|Subject Date Sent Last Modified By

No records have been added.

Clicking the Back button on the Broadcast Notice page returns the user to the Board Administration page, as
indicated by the last link in the Path directory tree shown in the screenshot above.

Note that where the Back button appears on a page with editable fields or document upload controls, clicking the
button before saving changes returns the user to the same location as the last link shown in the Path without
saving changes.

Review Board Notification Setup

The Review Board Notification Setup panel, accessed via Animal Resource Center > Review Board
Administration, provides links for configuration of various standardized notification types to be sent to applicable
study personnel and board members.

My Workspaces & Vivarium Board Administration [ <}

| System Setup | | List Maintenance Setup | | Clean-up |

® Board Definition ® Animal Health Record Setup
® Board Configuration Options ® Internal Transfer Originating PI Signoff Notification Setup
® Broadcast Notice ® Internal & External Transfer Coordinator Signoff Notification Setup
® Business Associate List ® Internal & External Transfer Veterinarian Signoff Notification
Setup

® setup C ittee List
- etup Committee Lis ® overdue Tasks Notification

Setup Revi Board Rol

etup Review Boa es ® Task Assignment Notification

(] Setup Role Access N R
P ® task Complete Notification

Setup Prici L 1
P etup Priang Leve ® Invoice Setup and Notification

Setup Order Status ® Review Response Notification Setup
® Setup Order Numbering N e
- ® Reviewers Notification Setup
4 Setup Ticket Numbering ® 1nternal Documents Notification

Setup Material Order List ® Internal Routing Notification
® Sectup Material Order Item List Y . _ . .
Ps Pre Review Assignment Notification

Setup Ti fer N beri
Py etup Transter Numbering - Meeting Agenda And Minute Notification

Setup W N beril
P etup Wean Numbering - Meeting Attendance Notification Setup

Setup Facilities/Buildings /Floors/Room

P / as/ / ® Outcome Letter Notification

L] Setup Cage Status - - - e o
® ® Outstanding Stipulations Notification

Setup Cage Types L] Special Purpose Forms Response Notification Setup
- Setup Cage Records
[ ] Setup Cage Reason and Description
® Setup Separation Numbering
® Sectup Cage Card Template
[NV VIR NP S e M — S

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.

©2020 iMedRIS Data Corporation3
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General Notification Setup Process

The general procedure for creating and editing notifications in iRIS™ is the same, regardless of type. 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 = Vivarium Edit Overdue Task Notification n
[ Insert Merge Code ] l Save Nofification ]
Type of Notification: Overdue Task Notification
| Title: [overdue Task | I

send E-Mail Notification: ®ves O o

Send To: |

s B I U § x xp ‘e -

= = -

v m % £ & o

E-mail Content:
Please check your Task List, one or more tasks are overdue.

. [%rb_name]

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.

My Workspaces = Vivarium 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 o

Send To: Principal Investigator

Study Contact

¢ B I U 5 x; x Font Family * 12 - & I~ 9~ =
Er Er E E % M Q £ B8

E-mail Content:

©2020 iMedRIS Data Corporation4
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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.

My Workspaces &

Type of Notification:

Vivarium

Setup Internal Transfer Originating PI Signoff Notification

iRIS™ v12.01

Insert Merge Code ] [ Save Nofification ]

Internal Transfer Originating PI Signoff Reminder Notification

Title: [P1 signoff Required
INutin every ? Days 1 in days. I
send E-Mail Notification: ® vas O no

< B I U £ xx x* \Verdana > 11 v & I v =~
== == E % @ o0 # & 9

PI signoff is required. Please check your Task List and complete any pending signoff tasks.
E- il Content:
mail Content [%rb_name%)

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.

My Workspaces @ Vivarium

Setup Internal Transfer Originating PI Signoff Notification

Insert Merge Code } [ Save Nofification ]

Type of Notification: Internal Transfer Originating PI Signoff Exceeded Notification

Title: [signaff Deadiine Excesded
Notify when signoff has not
= o do.
Send E-Mail Netification: ® ves O o

" B I u 5 x x* Verdana -~ 11 - & i~ 9~ =~

=< == = % @m 2 # & 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®s]

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.

©2020 iMedRIS Data Corporation5
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« B I u 5 x = Verdana >~ 11 -~ & 1~ 9~

= =~ = % @m 2 # a 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%:]

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

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.

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 [ <}

[ Insert Merge Code } [ Save Template ]

*Title: Animal Return, Incomect Sex Gounts ‘

*Content:

o B I u § x x Verdana - 11 - 4 I~ 9~
= - E % [o - 4 = =
Dear ,

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.

‘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.

©2020 iMedRIS Data Corporation6
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My Workspaces = Vivarium Vendor Email Template n
I Insert Merge Code: I Save Template

*Title: Animal Return, Incorrest Sex Counts |

*Content:
- B I U 5 Xz b Verdana 11 - & 1~ 9~ =~ = ~
= = % 2 = =] g2

s
gear, )’ 4

Our livestack order number |was received on . Unfortunately, the sex counts of these animals are incorrect. Our arder 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

The Insert Data Merge Code popup window displays. Scroll down to the sections of the list labeled for Animal
Resource Center and select the desired Merge Code. In this example, the Merge Code for “Order Number” is
selected.

4 Insert Dats Merge Code - Microsoft Edge - m| X

1 | httpsi//sb1imedris.net/RE_Correspondence_Code_DIg jsp?s=1572384035235

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

E Preferred Delivery Date

Preferred Vendor

q Request - Stock Number/Code
Request - Age/Size

| Reguest - Number of Males

Request - Number of Females
Request - Number of Cages

Request - Approved Location

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

7

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 Return, Incorrect Sex Counts

*Content:
" B I u 5 Xz x? Verdana - 1M - & 1~ I~ =~ =~
= v = % = Q & & 2

Dear , ’

Our livestock order number [%order_num® ] was received on . Unfortunately, the sex counts of these animals are incorrect.
Qur 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

©2020 iMedRIS Data Corporation?7
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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.

My Workspaces [ Vivarium Vendor Email Template < |

l Insert Merge Code ] I Save Template I

*Title: Animal Return, Incorrect Sex Counts |

*Content:

1—
= -

" B I L8] S x x? Verdana *~ 11 - & i~ 9~

i
a4

= -

% @ 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
Study 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.

©2020 iMedRIS Data Corporation8
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iRIS™ v12.01

Insert Data Merge Code: ﬂ

ler Humber
Request - Order Date
Preferred Delivery Date
Preferred Vendor

Request - Stock Number/Code
Request - Age/Size

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

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.

Merge Codes Applicable to Animal Resource Center

A

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

code title.

Categories and Merge Codes from the list that are most applicable to Animal Resource Center are summarized in

the table below.

---Animal Resource Center

---Animal Resource Center

---Animal Resource Center

---Animal Resource Center

Request Info --- Ordering Info --- Receiving Info --- Cage Info ---
Number of Females Order - Order Date Date Received Cage Type
Number of Males Expected Delivery Date Purchase Cost Bar Code
Age Size Confirmation Number Service Cost Cage - Cage ID
Species Name Method of Ordering Container OK Cage - Species
Strain Name Vendor Name General Appearance Cage - Strain
Order Number Vendor Contact Eyes, Ears, Nose, Mouth Cage - Number of Males

Request - Order Date

Vendor Phone

Urogenital, Anus

Cage - Number of Females

Preferred Delivery Date Vendor Fax Respiratory Cage - Number of Unknown
Sex
Preferred Vendor Vendor Email Hydration Cage - Cage Card Comments

Request - Stock
Number/Code

Order - Species

Receive - Number of Males

Cage - List of Animal IDs

Request - Age/Size

Order - Strain

Receive - Number of
Females

©2020 iMedRIS Data Corporation9
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---Animal Resource Center
Request Info ---

---Animal Resource Center
Ordering Info ---

---Animal Resource Center
Receiving Info --—-

Cage Info -

Request - Number of Males

Order - Stock Number/Code

Must go through
Quarantine

Request - Number of
Females

Order - Age/Size

Receive - Number of Cages

Request - Number of Cages

Order - Number of Males

Receive - Approved Location

Request - Approved
Location

Order - Number of Females

Order - Number of Cages

Order - Approved Location

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
Name)

Meeting Old Business

Submission List of all reviewers

Chairperson Name (First Name, Last
Name)

Meeting Miscellaneous

Submission Primary Reviewer

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
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Animal Health Record Notifications

Animal health and life status notifications can be automatically sent to applicable study personnel any time a
change in subject animal health or life status is saved to the system. These notifications are configured on the
Animal Resource Center — Animal Health Records page. To access the page, navigate to Animal Resource Center
> Review Board Administration > Animal Health Record Setup link.

Animal Health Record Setup ﬁ

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Doviow Doacnnnca Motifiratinn Satoan

The Animal Resource Center — Animal Health Records page opens. The page looks as shown below when no
notifications are configured.

My Workspaces & Vivarium ARC- Animal Health Records 0

List of Animal Life Status Motifications
R S S R N T
No Animal Life Status Notifications has been posted.
List of Animal Health Status Notifications
S S S R T

Mo Animal Health Status Notifications has been posted.

There are two (2) types of animal health record notifications, one for life status changes and one for health
status changes.

Configured animal life status notifications (e.g., Deceased, Euthanized, etc.) are shown in the List of Animal Life
Status Notifications list at the top of the page. Configured animal health status notifications (e.g., Healthy,
Immunosuppressed, etc.) are shown in the List of Animal Health Status Notifications list at the bottom of the
page.

Both types employ the same general add/edit form, shown below.
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My Workspaces & Vivarium Edit Animal Status Notification | 4]

Type of Notification: Animal Life Status

Title: [

status:

Send E-Mail Notification: ® ves O o

Send To: (Users on a Study will automatically receive the notification without being added as a required.)

B I U 5 x = omfemy -7 e 1w =

% 5 &

i
Ll
il
Ll
lil
il
&
5]

E-mail Content:

The Type of Notification is pre-populated as either “Animal Life Status” or “Animal Health Status”.
The Title field is used as the subject line in the notification e-mail.

The Status field provides a dropdown list of life statuses for a life status notification, and a dropdown list of
health statuses for a health status notification. Note that these lists are configured under Animal Resource Center
> Review Board Administration > System Setup tab, via the Setup Life Status and Setup Health Status links.

If “Yes” is selected for Send E-Mail Notification 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.

As the note on the Send To line indicates, study personnel are automatically added to the routing list for this
type of notification. An Add button is provided for selection of specific, additional iRIS™ users to 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 Animal Status Notification

Navigate to Animal Resource Center > Review Board Administration > Animal Health Record Setup link.

Animal Health Record Setup ﬁ

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Owverdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Rawvi, . ifi, d Catun

The Animal Resource Center — Animal Health Records page opens. Click the applicable Add a New Notification
button.
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My Workspaces = Vivarium ARC- Animal Health Records (4]

List of Animal Life Status Notifications

=T e e e

No Animal Life Status Motifications has been posted.

Add a New Nofification

List of Animal Health Status Netifications

(B lem | e | me | mee | Seed S Rotication

No Animal Health Status Notifications has been posted.

The Edit Animal Status Notification page opens for creation of the notification.

My Workspaces [ Vivarium Edit Animal Status Notification

Insert Merge Code ] [ Save Nofification ]

Type of Notification: Animal Life Status
Title: [change in Subject Animal Life Status
Status: ‘

Alive
Culled

Send E-Mail Notification: Deceased o

Shipped

Send To: 5ers on a Study will automatically receive the notification without being added as a required.)

" B I u & x x Font Family 12 + &4 1- v =~

= v i= v 1

lil
lil
&
]
o]

-4 (=)

E-mail Content:

The example shown above is a life status notification, so its Type of Notification field specifies “Animal Life
Status”. In a health status notification, this field would read “Animal Health Status”.

Enter a Title for the notification. This text will appear as the e-mail subject line of the notification.

Select a Status from the dropdown list. The example shown above is a life status notification, so its Status field
contains the life status dropdown list (configured via Animal Resource Center > Review Board Administration >
Setup Life Status link). In a health status notification, this field would contain the health status dropdown list
(configured via Animal Resource Center > Review Board Administration > Setup Health Status link).
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My Workspaces [ Vivarium Edit Animal Status Notification <]
[ Insert Merge Code ] [ Save Notification ]

Type of Notification: Animal Life Status

Title: [change in Subject Animal Life Status

Status:
Is=nd E-Mail Notification: ® ves O mo I

Send To: » (Users on a Study will automatically receive the notification without being added as a required.)

< B I U & x x Font Family * 12 * & - - =~

i
a4
i}
a4
il
lil

% @ 0 £ o

E-mail Content:

If “Yes” is selected for Send E-Mail Notification 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.

As the note on the Send To line indicates, study personnel are automatically added to the routing list for this

type of notification. Click the Add button to select specific, additional iRIS™ users to receive the notification. The
Search User Directory page opens for user lookup and selection.

My Workspaces & Vivarium Search User Directory |4 ]

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

d Directory First Name:
Browse/Find:

I Find I

by
Department: [All Departments W ||

(=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.
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My Workspaces & Vivarium Search User Directory 0

Save Selected User(s)
Last Name: (You may enter a partial name to search)
Browse/Find: Find

bY 4l Departments ~]

Check
for

Salact|

+ |Training (User Name

Multiple
# Harper, Jill M, M.D.,
O ‘/ PhD

a 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) is (are) added on the Edit Animal Status Notification page.

My Workspaces [ Vivarium Edit Animal Status Notification

Insert Merge Code ] [ Save Notification ]

Type of Notification: Animal Life Status
Title: [change in Sublect Animal Life Status
Status: Euthanized
Send E-Mail Notification: =~ ® ves (O no
(Users on a Study will automatically receive the notification without being added as a required.)
Send To: Harper, Jill M, M.D.,
PhD

o B I U § x x Font Family >~ 12 - & I+ 9 =~

% [l Q =

E-mail Content:

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.

As shown below, 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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My Workspaces = Vivarium Edit Animal Status Notification

Insert Merge Code ] | 5ave Notification |

Type of Notification: Animal Life Status

Title: [change in Subject Animal Life Status
Status:

Send E-Mail Notification: @ ves O No

Send To:

(Users on a Study will autematically receive the notification without being added as a required.)
O

Harper, Jill M, M.D.,
PhD

s B I u 5 Xz x? Font Family > 12 - & I~ 9~ =~

EroE =

% @ a2 * &

E-mail Content:
Study animals are euthanized and ready for post-mortem examination.

[%rb_name%]

Click the Save Notification button. The notification is added on the Animal Resource Center — Animal Health
Records page.

My Workspaces & Vivarium ARC- Animal Health Records 0

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

List of Animal Life Status Notifications

Send E-mail Notification

O ! Animal Life Status Change in Subject Animal Life Status Euthanized

Add a New Nofification

List of Animal Health Status Notifications

=R e A T

Mo Animal Health Status Notifications has been posted

Because the example is a life status notification the record is added to the List of Animal Life Status
Notifications. Health status notifications are added to the List of Animal Health Status notifications.

Notice that a Delete Notification(s) button now appears above the applicable notification list. This button only
appears when the list has at least one entry. Notice also that the Add a New Notification button remains,

indicating that multiple animal life status notifications can be created. The same is true for animal health status
notifications.

Edit Animal Status Notification

Navigate to Animal Resource Center > Review Board Administration > Animal Health Record Setup link.
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Animal Health Record Setup ﬁ

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Catun

The ARC — Animal Health Records page opens. Click the icon in the Edit column for the applicable notification.

Vivarium

ARC- Animal Health Records

My Workspaces &

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

List of Animal Life Status Notifications

Animal Life Status

Change in Subject Animal Life Status Euthanized Yes

Add a New Notification

List of Animal Health Status Notifications

T

No Animal Health Status Notifications has been posted.

The record is opened for editing in the Edit Animal Status Notification page.

My Workspaces [ Vivarium

Edit Animal Status Notification

[ Insert Merge Code ] I Save Notification I

Type of Notification:

Title:

Status:

Send E-Mail Notification:

Send To:

E-mail Content:

Animal Life Status

[Subject Animals Euthanized

Euthanized
® ves O o

Harper, Jill M, M.D.,
D PhD

{Users on a Study will sutomatically receive the notification without being added as a required.)

" B I u k3 Xz x? Font Family - 12 ~ 4 1~ 9~ =~

Er ErE E % R o =& =

Study animals are euthanized and ready for post-mortem examination.

[%rb_name%]

Make desired changes to the notification.
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The example shown above is a life status notification, so its Type of Notification field specifies “Animal Life
Status”. In a health status notification, this field would read “Animal Health Status”.

Title text will appear as the e-mail subject line of the notification.

The example shown above is a life status notification, so its Status field contains the life status dropdown list
(configured via Animal Resource Center > Review Board Administration > Setup Life Status link). In a health status
notification, this field would contain the health status dropdown list (configured via Animal Resource Center >
Review Board Administration > Setup Health Status link).

If “Yes” is selected for Send E-Mail Notification 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.

As the note on the Send To line indicates, study personnel are automatically added to the routing list for this
type of notification. Click the Add button to select specific, additional iRIS™ users to receive the notification. The
Search User Directory page opens for user lookup and selection.

My Workspaces & Vivarium Search User Directory [« ]

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

a'\j Directory First Name:
Browse/Find:

by
Department: [2ll Departments = \l

(search 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.

My Workspaces = Vivarium Search User Directory 0
Last Name: (You may enter a partial name to search)

BY [l Departments <]

m| V‘ B e il M, M.0., IJHarp@msc.edu

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) is (are) added on the Edit Animal Status Notification page.

My Workspaces = Vivarium Edit Animal Status Notification

Insert Merge Code ] [ Save Motification ]

Type of Notification: Animal Life Status

Title: [change in Subject Animal Lite Status
Status:

Send E-Mail Notification: @ ves O 1o

Send To:

(Users on a Study will automatically receive the notification without being sdded as a required.)
E Harper, Jill M, M.D.,
PhD

o B I U § x x* FontFamiy - 12 - & 1~ q- =~

i
«
i
4
lil
liil

% @=@ o =+ &

E-mail Content:

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.

Revise 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.

My Workspaces = Vivarium Edit Animal Status Notification 4]

[ Insert Merge Code ] | 5ave Notification |

Type of Notification: Animal Life Status

Title: [change in Subject Animal Life Status
Status:

Send E-Mail Notification: @ ves O No

(Users on a Study will automatically receive the notification without being added as a required.)

Send To: O Harper, Jill M, M.D.,
PhD

o« B I u 5 Xz x? Font Family > 12 - & I~ 9~ =~

= = =

% @ o £ &

E-mail Content:
Study animals are euthanized and ready for post-mortem examination.

[%rb_name%]

Click the Save Notification button. The notification is revised on the Animal Resource Center — Animal Health
Records page.
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My Workspaces = Vivarium ARC- Animal Health Records | 4]

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

List of Animal Life Status Notifications

Send E-mail Notification

O i) Animal Life Status Subject Animals Euthanized Euthanized Yes
‘Add a New Notification
List of Animal Health Status Netifications
K T

No Animal Health Status Notifications has been posted.

Delete Animal Status Notification
Navigate to Animal Resource Center > Review Board Administration > Animal Health Record Setup link.

Animal Health Record Setup ﬁ

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

The ARC — Animal Health Records page opens.

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 notification(s) to be deleted and click the Delete Notification(s)
button.
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My Workspaces Vivarium ARC- Animal Health Records | <}

[ Add a New Noification ] J Delete Notification(s) |

List of Animal Life Status Notifications

E 3| Animal Life Status Subject Animals Euthanized Euthanized Yes

Add a New Notification

List of Animal Health Status Notifications

No Animal Health Status Notifications 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 record is deleted on the ARC — Animal Health
Records page.

My Workspaces = Vivarium ARC- Animal Health Records [4 )
Add a New Nofification

List of Animal Life Status Motifications

Mo Animal Life Status Netifications has been posted.

Add a New Nofification

List of Animal Health Status Motifications

Mo Animal Health Status Notifications has been posted.

Notice that the Delete Notification(s) button no longer appears when the applicable notification list is empty.
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Transfer Signoff Notifications

Transfer signoff notifications can be configured in the iRIS™ system via a transfer signoff notification setup page.
When configured, these notifications are automatically sent to applicable study personnel when a transfer
signoff task is initially assigned or when an assigned transfer signoff task is incomplete. A separate setup page is
provided for each of the following three study personnel roles:

— Internal Transfer Originating PI
— Internal & External Transfer Coordinator
— Internal & External Transfer Veterinarian

To access the respective setup pages, navigate to Animal Resource Center > Review Board Administration >
[applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup «

Internal & External Transfer Coordinator Signoff Notification Setup «
Internal & External Transfer Veterinarian Signoff Notification Setup «
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Daviawr Dacnnnca Matifiratinn Catun

The contents of the respective setup pages are the same for all three study personnel roles, and each contains
options to configure four notification types.

My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
I S S Ty Y S
3] Internal & Externa’!“z;‘afr‘\:::rm(‘:nordmator Signoff Transfer Coordinator Signoff Required Yes Delete Notification
Internal & External Transfer Coordinator Signoff Not Defined Mot Defined Add Notification
Denial Notification
[ | tpe | iy | e | cedcmivomoton | Acen |
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinater Signoff Required Yes Delete Notification
Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined ‘Add Mofification
Notification

A Transfer Signoff Notification is sent to applicable study personnel when their signoff is required for an animal
transfer order.
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A Transfer Signoff Denial Notification is sent to applicable study personnel when their signoff for an animal
transfer order is denied by the applicable Board.

A Transfer Signoff Reminder Notification is sent to applicable study personnel when the signoff due date has not
yet passed AND signoff has not yet been received.

A Transfer Signoff Exceeded Notification is sent to applicable study personnel when the signoff due date has
passed AND signoff has not yet been received.

My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
m—__ e o ot
Internal & External Transfer Coordinater Signoff Transfer Coordinator Signoff Required Yes Delete Notification
Notification
Internal & External Transfer Coordinator Signoff Net Defined Not Defined Add Notification
Denial Motification
mF_—z_
Internal & External Transfer
Coordinator Signoff Reminder Motify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification «
Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Mot Defined Not Defined ‘Add Nofification
Notification

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

As shown in the screenshot below, the configuration panel for each of the two (2) types of transfer signoff
notification contains the same fields.
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My Workspaces Vivarium Setup Internal & External Transfer Coordinator Signoff Notification {4}

[ Insert Merge Code ][ ‘Save Notification ]

Type of Notification: Internal & External Transfer Coordinator Signoff Notification

Title: Transfer Coordinator Signoff Required

Send E-Mail Notification: ® ves O No
o B I U S5 x x? Verdana - 11 - & I~ I~ =~ = ~
= - = % Q = =] 2

E-mail Content:
Signoff is required. Please review your workspace Task List and complete any signoff tasks shown there.|

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.

As shown below, the same general configuration panel is used for both transfer signoff reminder and transfer
signoff exceeded notification types, though the Type of Notification and notification frequency field differ.

My Workspaces ® Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Insert Merge Code ] [ Save Nofification ]

Type of Notification: Internal & External Transfer Coordinator Signoff Reminder Notification

Title: [Transfer Coordinator Signoff Required
Notify every ? Days |:| in days.
Send E-Mail Notification: ® ves O no
Verdana 1 =
«~ B I U § x =x - - & 1~ 9 =~
= = o)
= =~ = % @ - = D

E-mail Content: +  Transfer Coordinator signoff is required. Please review your Task List and complete any signoff tasks

[%rb_name%]|

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

In a transfer signoff reminder notification type the notify frequency field is Notify every ? Days (shown in the
screenshot above). This field specifies how frequently the reminder is to be re-sent until signoff is complete.

In a transfer signoff exceeded notification type the notify frequency field is Notify when signoff has not been

completed within ? Days (shown below). This field specifies the notification is to be sent ? Days after the due
date.
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Motify when signoff has not .
been completed within ? Days in days.

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.

Configure Transfer Signoff Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup -*

Internal & External Transfer Coordinator Signoff Notification Setup *
Internal & External Transfer Veterinarian Signoff Motification Setup *
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

D owicwrs Daoacnnnca Mabificratinn Coboan

The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types.

My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
S T e T S
Internal & Bxternal Transfer Coordinator Signaff Transfer Coordinator Signoff Required Yes Delete Notification
= Notification
Internal & External Transfer Coordinator Signoff Nt Defined Not Defined ‘Add Notfication
Denial Motification
. Internal & External Transfer
Coordinator Signoff Reminder Motify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification «
o Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Mot Defined Not Defined Add Nofification
Notification

As illustrated by 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 (red boxes)
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— until a notification type is configured, its Title, Send E-Mail Notification, and When to Notify

(where applicable) 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, 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)

As shown in the screenshot below, the two (2) types of transfer signoff notification are accessed in the upper
portion of the screen.

My Workspaces = Vivarium

Setup Internal & External Transfer Coordinator Signoff Notification

Internal & External Transfer Coordinator Signoff
Notification

Send E-mail Notification

Transfer Coordinator Signoff Required Yes

Delete Notification
Internal & External Transfer Coordinator Signoff
Denial Notification

Not Defined Not Defined Add Notification «
T S BT S T T S
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification
- Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined Add Notification
Notification

Click the applicable Add Notification button. A panel opens for configuration of the notification.

My Workspaces & Vivarium

Setup Internal & External Transfer Coordinator Signoff Notification

Type of Notification:

Insert Merge Code ” ‘Save Nofification ]

Internal & External Transfer Coordinator Signoff Denial Notification
Title:

Send E-Mail Notification:

v, FontFamiy L 12
2

- =}
E-mail Content:

The configuration panel for each of the two notification types contains the same fields. However, the Type of

Notification field reads “[User Role] Signoff Notification” for signoff notifications and “[User Role] Signoff Denial
Notification” for signoff denial notifications.
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My Workspaces E Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

[ Insert Merge Code ]I Save Notification I

Type of Notification: Internal & External Transfer Coordinator Signoff Denial Notification

Title: Signoff Denied

Send E-Mail Notification: ®ves Omno
o B I u & x x* Verdana - 11 -~ & I~ 9~ =~ = -
E - E % @ o £ & D

E-mail Content: The [Yerb_name%] has denied your signoff pending fulfillment of the following stipulation(s):

[*sub_stips_1%]

Please make requested changes and resubmit.

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 applicable notification setup page.

My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
I S S T By
) Internal & Externahzz?f?csafggr(faordlnator Signoff Transfer Coordinator Signoff Required Yes Delete Notification
=
Internal & ExteBne:II‘;Flrai\lrlostfﬁl":act?:l:dinator Signoff Signoff Denied Yes Delete Notification
=
T S T S Ty S~ S

Internal & External Transfer

Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification
Notification

Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Mot Defined

Not Defined Add Notification
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 both transfer signoff 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 both transfer signoff notification types when configured.
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Edit Transfer Signoff Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Motification Setup -‘

Internal & External Transfer Coordinator Signoff Notification Setup -ﬁ
Internal & External Transfer Veterinarian Signoff Notification Setup «
Overdue Tasks Motification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Daowicwr Dacnanca Mantificratinn Satoan

The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types.

My Workspaces & Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

w_“

Internal & ExtsmELZ;‘EFTES::;EWM‘”HW Signoff Transfer Coordinator Signoff Required Yes Delete Notification «
Internal & ExtEmEl_ Transfer Coordinator Signoff Not Defined Not Defined Add Notification
Denial Notification
B S ™ S
Internal & External Transfer
Coordinater Signeff Reminder Motify every 1 Days Transfer Coordinater Signoff Reguired Yes Delete Notification «
Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined ‘Add Nofification
Notification

As illustrated by 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 (red boxes)

— until a notification type is configured, its Title, Send E-Mail Notification, and When to Notify
(where applicable) 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, 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)

As shown in the screenshot below, the two (2) types of transfer signoff notification are accessed in the upper
portion of the screen.
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My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Send E-mail Notification

Internal & External Transfer Coordinator Signoff

Transfer Coordinator Signoff Required Yes Delete Notification
(=2 Motification
Internal & External Transfer Coordinator Signoff Signoff Denied ‘es Delete Notification
=4 Denial Notification
S I N S e Lo I
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification
Notification
Internal & External Transfer
Coordinator Signoff Exceeded Mot Defined Not Defined Mot Defined Add Notification
MNotification

Click the icon in the Edit column for the applicable notification. The selected notification is opened in a
configuration panel.

My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Insert Merge Code ” Save Nofification ]

Type of Notification: Internal & External Transfer Coordinator Signoff Denial Notification
Title: Signoff Denied
Send E-Mail Notification: ® ves O No
« B I U & x ¥ Font Family 12 v & [~ v =~ = -

Er E E % @ 2 £ &

E-mail Content:
mat = The [%rb_name%] has denied your signoff pending fulfillment of the following stipulation(s):

[Fesub_stips_1%:]

Please make requested changes and resubmit.

The configuration panel for each of the two notification types contains the same fields. However, the Type of

Notification field reads “[User Role] Signoff Notification” for signoff notifications and “[User Role] Signoff Denial
Notification” for signoff denial notifications.

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

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 Code changes 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.
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My Workspaces =

Type of Notification:

Title:

Send E-Mail Notification:

E-mail Content:

Vivarium

Internal & External Transfer Coordinator Signoff Denial Notification

[Transfer [Signoff Denied

® ves () No

e B I u & x x Font Family > 12 -~ & I~ 9~ E~

L[}
4

Er E E % @& o = =}

The [%rb_name%] has denied your signoff pending fulfillment of the following stipulation(s):

[%esub_stips_1%]

Please make requested changes and resubmit.

The notification is revised on the applicable notification setup page.

My Workspaces =

Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

I S S T T B N

[=3]

Internzl & Externa:\“gl;?fT:;’;rort‘ioordlnator Signoff Transfer Coordinator Signoff Required Yes Delete Notification

Internal & External_ Transfer Ct_)ordlnator Signoff Transfer Signoff Denied Yes Delete Notification
[==3) Denial Motification

Internal & External Transfer

Coordinator Signoff Reminder Motify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification

MNotification

Internal & External Transfer

Coordinator Signoff Exceeded Mot Defined Not Defined Net Defined Add Notification

MNotification

Delete Transfer Signoff Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup -*

Internal & External Transfer Coordinator Signoff Notification Setup *
Internal & External Transfer Veterinarian Signoff Motification Setup *
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

D owicwrs Daoacnnnca Mabificratinn Coboan
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The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types.

My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
m_ Serd ot et |
Tnternal & External Transfer Coordinator Signaff Transfer Coordinator Signoff Required Yes Delete Notification
Notification
Internal & External Transfer Coordinator Signoff Nt Defined Not Defined ‘Add Notfication
Denial Notification

Internal & External Transfer
Coordinator Signoff Reminder Motify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification «
Notification

Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined ‘Add Nofification

Notification

As illustrated by 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 (red boxes)

— until a notification type is configured its Title, Send E-Mail Notification, and When to Notify
(where applicable) 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, 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)

As shown in the screenshot below, the two (2) types of transfer signoff notification are accessed in the upper
portion of the screen.
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My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Send E-mail Notification

Internal & External Transfer Coordinator Signoff

) ansfe Transfer Coordinator Signoff Required Yes Delete Notification
=1} Motification

) Interns| & External Transfer Coordinator Signoff Transfer Signoff Denied Yes Delete Netification
[=3] Denial Notification

T S T S e e e
§ Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification

Motification

Internal & External Transfer

Coordinator Signoff Exceeded Mot Defined Mot Defined Mot Defined Add Notification
Motification

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 applicable notification setup page.
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My Workspaces Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Send E-mail Notification

| | ntemal & External Trensfer Coordinatar Signoft Transfer Coordinater Signoff Required Yes Delete Notification

Internal & External Transfer Coordinator Signoff

Denial Notification Not Defined Not Defined ‘Add Notification

I S T S T S

Internal & External Transfer

Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinater Signoff Required Yes Delete Notification
Notification
Internal & External Transfer —
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined Add Notification
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.

Configure Transfer Signoff Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup «

Internal & External Transfer Coordinator Signoff Notification Setup «
Internal & External Transfer Veterinarian Signoff Notification Setup «
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Dauiams Dacnaneca Matificratinn Catan

The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types. Click the applicable link to open the respective notification setup page.

My Workspaces & Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

w_“
Tnteral & Externa) Transfer Coordinstor Signoff Transfer Coordinator Signoff Required Yes Delete Noification «

Internal & External Transfer Coordinator Signoff Not Defined Not Defined Add Notification
Denial Notification

| whentomesty | Wl | Sedcominosfcon | Acwon |
Internal & External Transfer
Coordinater Signeff Reminder Motify every 1 Days Transfer Coordinater Signoff Reguired Yes Delete Notification «

Notification

Internal & External Transfer

Coordinator Signoff Exceeded Not Defined Not Defined Not Defined ‘Add Nofification
Notification
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As illustrated by 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 (red boxes)

— until a notification type is configured its Title, Send E-Mail Notification, and When to Notify
(where applicable) 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, 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)

My Workspaces @ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
I S S T ™ S
) Intemal & External Transfer Coordinztor Signaff Transfer Coordinator Signoff Required ves Delete Notification
Internal & Exteg;li;rlr?qnost';;l;ati?:r:dinator Signoff ot Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Internal & External Transfer

Coordinator Signoff Reminder Not Defined Not Defined Mot Defined «
Notification
—
Internal & External Transfer
Coordinator Signoff Exceeded Mot Defined Mot Defined Mot Defined
MNotification

As shown in the screenshot above, transfer signoff reminder notification types are accessed in the lower portion
of the screen. Click the applicable Add Notification button. A panel opens for configuration of the notification.

As shown below, the same general configuration panel is used for both transfer signoff reminder and transfer
signoff exceeded notification types, though the Type of Notification title and notification frequency field differ.

©2020 iMedRIS Data Corporation34



ARC—Review Board Administration: Notifications iRIS™ v12.01

My Workspaces & Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Insert Merge Code ] [ Save Notification ]

IType of Notification: Internal & External Transfer Coordinator Signoff Reminder Notification I

Title: [Transfer Coordinator Signoff Required

Motify every ? Days [T ] indays.

Send E-Mail Notification: ® ves O Mo

Verdana 11 =

S B I U & x x O T R
= _ Q
E~- E - =E % b4 Z & 9

E-mail Content: -+ Transfer Coordinator signoff is required. Please review your Task List and complete any signoff tasks.

[%%rb_name]|

As shown above, for a signoff reminder notification type, the Type of Notification field reads “[User Role] Signoff

Reminder Notification”. The same field reads “[User Role] Signoff Exceeded Notification” for a signoff exceeded
notification type.

My Workspaces © Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Insert Merge Code I ‘Save Notification I

Type of Notification: Internal & External Transfer Coordinator Signoff Reminder Notification

Title: [Transfer Coordinator Signoff Required

Notify every ? Days D in days.

Send E-Mail Notification: ® ves O No

Verdana 1" —

< B I U & x x - - & 1- 9 =~
- — o
= = = % [ - (= D>

E-mail Content: +  Transfer Coordinator signoff is required. Please review your Task List and complete any signoff tasks.

[%rb_name%!]

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

As shown in the screenshot above, for a signoff reminder notification type the notification frequency field is

Notify every ? Days. For that type of notification, enter how frequently the reminder is to be re-sent until signoff
is complete, in days.

As shown in the screenshot below, for a signoff exceeded notification type the notification frequency field is

Notify when signoff has not been completed within ? Days field. For that type of notification, enter the number
of days after the due date the reminder is to be sent.

Motify when signoff has not .
been completed within ? Days in days.
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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 applicable notification setup page.

My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
e i ottt
Internal & Bxternal Transfer Coordinator Signaff Transfer Coordinator Signoff Required Yes Deiete Notification
Notification
Internal & External Transfer Coordinator Signoff Not Defined Nt Defined ‘Add Notification
Denial Notification
I T S T = S
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Nofification
Notification
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Mot Defined Not Defined Add Notification
Motification

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 signoff reminder and signoff
exceeded 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 signoff reminder and signoff exceeded notifications when configured.

Edit Transfer Signoff Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup «

Internal & External Transfer Coordinator Signoff Notification Setup ﬁ
Internal & External Transfer Veterinarian Signoff Notification Setup «
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

PODOODOIOIOO

Daviaw Dacnnnca Matificatinn atun

The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types. Click the applicable link to open the respective notification setup page.
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My Workspaces & Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

S T S
Transfer Coordinater Signoff Required Yes Delete Notification «

Internal & External Transfer Coordinater Signoff
[==3] Notification

Internal & External Transfer Coordinator Signoff Not Defined Not Defined Add Notification
Denial Notification

[ Whentodory | Twe | sendCrmiNoutcston | Aden
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification .

Notification

Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined ‘Add Notification

Notification
—

As illustrated by 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 (red boxes)

— until a notification type is configured its Title, Send E-Mail Notification, and When to Notify
(where applicable) 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, 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)

As shown in the screenshot below, transfer signoff reminder notification types are accessed in the lower portion
of the screen.

My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

I S S T e = S
Intemal & Exlernallu';rt.‘af?cs:;:):onrd|nator Signoff Transfer Coordinator Signoff Required Yes Delete Notification
[=3)

Internal & External Transfer Coordinator Signoff Not Defined Not Defined Add Notification
Denial Notification

T T T
Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Nofification
[=3)

Notification

Internal & External Transfer

Coordinator Signoff Exceeded Not Defined Mot Defined Mot Defined Add Notification
Notification

Click the icon in the Edit column for the notification. The notification is opened in a configuration panel.
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As shown below, the same general configuration panel is used for both transfer signoff reminder and transfer
signoff exceeded notification types, though the Type of Notification title and notification frequency field differ.

My Workspaces &

Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Insert Merge Code ] l Save Notification ]

I1yp= of Notification:

Internal & External Transfer Coordinator Signoff Reminder Notification I

Title:

Notify every ? Days

Send E-Mail Notification:

E-mail Content:

[Transter Goordinator Signoff Required

] ndme

@ves O o

s B I U § x o Vedm LT L s 1 g =~
= =~ = » @m % » & o

+  Transfer Coordinator signoff is required. Please review your Task List and complete any signoff tasks.

[%rb_name]|

As shown above, for a signoff reminder notification type, the Type of Notification field reads “[User Role] Signoff
Reminder Notification”. The same field reads “[User Role] Signoff Exceeded Notification” for a signoff exceeded

notification type.

My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Type of Notification:

Title:

Notify every ? Days

Send E-Mail Notification:

E-mail Content:

Insert Merge Code I Save Notification I

Internal & External Transfer Coordinator Signoff Reminder Notification

[Transfer Goordinator Signofi Required

e

®ves O no

« B I u & x »x Font Family > 12 - & i~ 9~ =~

Ex Ev E E % @ o0 *£ &

Transfer Coordinator signoff is required. Please review your Task List and complete any signoff tasks.

[%rb_name%:]

Make desired changes to the notification.

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

As shown in the screenshot above, for a signoff reminder notification type the notification frequency field is
Notify every ? Days. This field specifies how frequently the reminder is to be re-sent until signoff is complete, in

days.

As shown in the screenshot below, for a signoff exceeded notification type the notification frequency field is
Notify when signoff has not been completed within ? Days. This field contains the number of days after the due

date the reminder is to be sent.
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Motify when signoff has not .
been completed within ? Days in days.
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.

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

My Workspaces Vivarium Setup Internal & External Transfer Coordinator Signoff Notification

Intemal & External Transfer Coordinator Signoff Transfer Coordinator Signoff Required Yes Delete Nofification
[=3] Notification
Internal & External Transfer Coordinator Signoff Not Defined ot Defined Add Notification
Denial Notification
Cese | e | s | we | eiComidotmeton | ke

Notification

Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Mot Defined Add Notification

Notification

Internal & External Transfer
Coordinator Signoff Reminder Notify every 1 Days Transfer Coordinator Signoff Required Yes Delete Notification
[=3)

Delete Transfer Signoff Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup «

Internal & External Transfer Coordinator Signoff Notification Setup «
Internal & External Transfer Veterinarian Signoff Notification Setup «
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Daviaur Dacnnnca Mabifiratinm Catoan

The contents of the respective setup pages are the same for all three roles, and each contains options to
configure four notification types.
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My Workspaces = Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
R T ™ N
) i} Internal & Exte’”a:v'g';f’“:‘:j;:"""d'"at°’ Signoff Transfer Coordinator Signoff Required Yes Delete Nofification
Internal & External Tﬁivrgstfingt?unr:dlnatnr Signoff Denial Mot Defined Not Defined Add Notification
‘When to Notify Send E-mail Notification Action
[y | ncermal & External Tranafer Coordinater | oty every 2 Dave Transfer Coordinator Signoft Reduired ves Deeie Notfcaton | gl
Internal & External Transfer Coordinater Not Defined Not Defined Not Defined Add Notification
Signoff Exceeded Notification

As shown in the screenshot above, transfer signoff reminder notification types are accessed in the lower portion
of the screen.

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 applicable notification setup page.
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My Workspaces [ Vivarium Setup Internal & External Transfer Coordinator Signoff Notification
[ | e twe ecmaineewn | awe |
Internal & External Transfer Coordinator Signoff Transfer Coardinator Signeff Required ves Delete Notification
=] Notification
Internal & External Transfer Coordinator Signoff Net Defined Not Defined ‘Add Netffication
Denial Notification Sl

‘When to Notify Send E-mail Notification
Internal & External Transfer
Coordinator Signoff Reminder Not Defined Not Defined Not Defined Add Notification
Notification
——
Internal & External Transfer
Coordinator Signoff Exceeded Not Defined Not Defined Not Defined Add Notification

Motification

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.

Task Notifications

Task assignment, reminder, overdue and completion notifications can be configured in the iRIS™ system via a
task notification setup page. When configured, these notifications are automatically sent to applicable study
personnel when a task is initially assigned, assigned and not yet complete, overdue, or complete. Three separate
setup pages are provided for the following four types of task notification:

— Overdue Task
— Task Assignment, Assigned Task Reminder
— Task Complete

To access the respective setup pages, navigate to Animal Resource Center > Review Board Administration >
[applicable setup link].

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification «fsm

Task Assignment Motification #

Task Complete Notification #

Invoice Setup and Motification

Mreimees Marmnemen ek dime Cadaam

An Overdue Tasks Notification is sent to applicable study personnel when an assigned task is overdue.
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My Workspaces = Vivarium Overdue Task Notification

® Overdue Task Notification Overdue Task Yes Delete Notification

A Task Assignment Notification is sent to applicable study personnel when a task is assigned to them, and an
Assigned Task Reminder Notification is sent to applicable study personnel when their assigned task is not yet
complete.

My Workspaces = Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification Mot Defined Not Defined Add Notification

Send E-mail Notification

Assigned Task Reminder Notification Not Defined Not Defined Add Notification

A Task Complete Notification is sent to applicable study personnel when their assigned task is accepted as

complete.

My Workspaces = Vivarium Task Complete Notification

Send E-mail Notification ‘

Task Complete Notification Mot Defined Mot Defined Add Notification

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 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)
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My Workspaces & Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification

Task Assigned Yes Delete Notification

Assigned Task Reminder Notification

Not Defined Not Defined Add Notification

The same configuration form is used for all four task notification types.

My Workspaces & Vivarium

Edit Task Assignment Notification

[ Insert Merge Code ] [ Save Notification ]

Type of Notification: Task Assignment Notification

Title:

Task Assigned

Send E-Mail Notification:

® ves O no
Delete
cond Tor
[] Harper, Jill M, M.D., PhD
< B I u & x x Font Family - 12 - & I~ 9~ =~ = ~
=Er E E % @@ o = =

E-mail Content: You have a new assigned task. Please review your Task List and complete any outstanding items.

[%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 Add button opens a user search form for lookup and selection of one or more specific iRIS™ users to 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.

Configure Task Notification

Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

©2020 iMedRIS Data Corporation43



ARC—Review Board Administration: Notifications iRIS™ v12.01

Review Board Motification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification *

Task Assignment Motification #

Task Complete Notification <

Invoice Setup and Notification

Mmerinee: Moarmnnen Mobificadinm Cakoan

Note that the task assignment notification and assigned task reminder notification are both configured via the
Task Assignment Notification link.

The applicable task notification setup page opens.

My Workspaces = Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification Task Assigned Yes Delete Notification

Send E-mail Notification

Assigned Task Reminder Notification Not Defined Not Defined Add Notification

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)

Click the applicable Add Notification button. In this example, a Task Assignment Notification is being configured.
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My Workspaces & Vivarium

Task Assignment Notification

Send E-mail Notification

Task Assignment Notification

Mot Defined Not Defined ‘Add Motification

Send E-mail Notification

Assigned Task Reminder Notification

Mot Defined Not Defined Add Notification

A configuration panel is opened for the notification. The same configuration panel is used for all four task
notification types.

My Workspaces [ Vivarium

Edit Task Assignment Notification

Insert Merge Code } [ Save Notification }

Type of Notification: Task Assignment Notification

Title:

Task Assigned
Send E-Mail Notification: ® ves O No
Send To:
~ B I U & x x* FontFamiy v+ 12 ~ & I~ Qv =Ev =~

EvE E % B o s &
E-mail Content:

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.

Click the Add button to select one or more specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.

My Workspaces = Vivarium Search User Directory 0

Last Name:

H Directory First Name:
Browse /Find:

l:l {You may enter a partial name to search)

I Find I

by
Department: [All Departments V||

(zearch results display here)
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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.

My Workspaces & Vivarium Search User Directory | <)
Save Selected User(s)
Last Name: (You may enter a partial name to search)
B ]
h Browse/Find: A
DY (Al Departments <

O «/ B EEEDEDJ\H M, M.D., Harp@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 in the Send To field of the configuration panel.

My Workspaces = Vivarium Edit Task Assignment Notification 0o
[ Insert Merge Code ] [ Save Notification ]
Type of Notification: Task Assignment Notification
Title: Task Assigned
Send E-Mail Notification: @®ves Omo
Delete

P

Elnarver 5w, uo., pro

B I U 8 x x* FontFamiy - 12 ~ & (- 9= E -~
ErE =E % & Q (=]

E-mail Content:

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.

As shown below, 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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My Workspaces & Vivarium Edit Task Assignment Notification

Insert Merge Code | | Save Notification

Type of Notification: Task Assignment Notification

Title: [Task Assigned

Send E-Mail Notifications ®ves Ono

[ Harper, Jill M, M.D., PhD

Send To:

s B I U & x x \Vedana 1 - & 1- 9>

]
«

i
4

= = % = o # B8 2

E-mail Content: You have a new assigned task. Please review your Task List and complete any outstanding items.

[%rb_name%]

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

My Workspaces & Vivarium Task Assignment Notification

Send E-mail Notification

) Task Assignment Notification Task Assigned Yes Delete Notification

Send E-mail Notification

Assigned Task Reminder Notification Mot Defined Mot 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 task assignment 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 task assignment notifications when configured.

Edit Task Notification

Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification «

Task Assignment Notification *

Task Complete Notification *

Invoice Setup and Notification

Prssines Barmnmen Makifirtinm Caton
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Note that the Task Assignment Notification and Assigned Task Reminder Notification are both configured via the
Task Assignment Notification link.

The applicable task notification page opens.

My Workspaces = Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification Task Assigned Yes Delete Notification

Assigned Task Reminder Notification Not Defined

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)

In this example, a Task Assignment Notification is being revised. Click the icon in the Edit column for the
applicable notification.

My Workspaces & Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification

Task Assigned Yes Delete Notification

Send E-mail Netification

Assigned Task Reminder Notification Not Defined Mot Defined Add Notification

The notification is opened in an edit panel. The same edit panel is used for all four task notification types.
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My Workspaces & Vivarium

Edit Task Assignment Notification

Insert Merge Code ] [ Save Notification ]

Type of Notification: Task Assignment Notification

Title:

|Task Assigned

Send E-Mail Notification:

® ves O no
Send To:
] Harper, Jill M, M.D., PhD
< B I u & x x Font Family - 12 - & I~ 9~ =~ = ~
=Er E E % @@ o = =

E-mail Content: You have a new assigned task. Please review your Task List and complete any outstanding items
[%rb_name%]

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.

Click the Add button to select one or more specific iRIS™ users to receive the notification. The Search User
Directory page opens for user lookup and selection.

My Workspaces &

Vivarium Search User Directory | <}

Last Name:
4 Directory

First Name:
Browse /Find:

l:l (¥ou may enter a partial name to search)

I Find I

by
Department: [4ll Departments e ||

(=zearch 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.
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My Workspaces ® Vivarium Search User Directory

Save Selected User(s)
Last Name: (You may enter a partial name to search)
B
Browse /Find:

by [AIl Departments

]

Check
for St recining|User Name

Multiple

3 ::lgp!n Jillm, M.D., JHarp@msc.edu

o
tt

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) is (are) added in the Send To field of the notification edit panel.

My Workspaces & Vivarium

Edit Task Assignment Notification

Insert Merge Code ] [ Save Notification ]

Type of Notification: Task Assignment Notification

Title: [Task Assigned
Send E-Mail Notification: @ves Ono
Send To:

[ Harper, Jill M, M.D., PhD

»

o B I U § x % Font Family - 12
ErE E % @ Q = =
E-mail Content:

You have a new assigned task. Please review your Task List and complete any outstanding items.
[%erb_name%]

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.

As shown below, 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.

My Workspaces & Vivarium

Edit Task Assignment Notification

Insert Merge Code ] | save Notiication |

Type of Notification: Task Assignment Notification

Title:

Task Assignment

Send E-Mail Notification: ® ves O no

Send To:
[ Harper, Jill M, M.D., PhD.
s B I U & =x x* FontFamiy - 12 -~ & |- - = =~
EvE E % B o r &

E-mail Content: You have a new assigned task. Please review your Task List and complete any outstanding items.

[%rb_name%]
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Click the Save Notification button to save changes and close the edit panel. The notification is revised on the
applicable task notification setup page.

My Workspaces [ Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification Task Assignment Yes Delete Notification

Send E-mail Notification

Assigned Task Reminder Notification Mot Defined Mot Defined Add Notification

Delete Task Notification
Navigate to Animal Resource Center > Review Board Administration > [applicable setup link].

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification *

Task Assignment Motification #

Task Complete Notification «fsm

Invoice Setup and Motification

Mmssimess Memmnmen Mabifieabine Cabam

Note that the Task Assignment Notification and Assigned Task Reminder Notification are both configured via the
Task Assignment Notification link.

The applicable task notification page opens.

My Workspaces [ Vivarium Task Assignment Notification

Send E-mail Notification

%
Task Assignment Motification Task Assigned Yes Delete Notification
3]

Send E-mail Notification

Assigned Task Reminder Notification Not Defined Mot Defined Add Notification
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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)

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.
In this example, a Task Assignment Notification is being deleted.

My Workspaces & Vivarium Task Assignment Notification

Sand E-mail Notification

Task Assignment Notification Task Assigned Yes Delete Notification

Send E-mail Netification

Assigned Task Reminder Notification Not Defined Mot Defined Add Notification

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 notification configuration.

Click CONFIRM to delete the notification configuration and close the popup. The selected notification type is
now unconfigured on the applicable task notification setup page.
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My Workspaces = Vivarium Task Assignment Notification

Send E-mail Notification

Task Assignment Notification Not Defined Not Defined Add Notification

Send E-mail Notification

Assigned Task Reminder Notification Not Defined Not Defined Add Nofification

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.

Invoice Setup and Notification

The iRIS™ system enables setup of a standardized notification tied to invoices, such that when an invoice is
generated applicable study personnel are automatically notified. To access the setup page, navigate to Animal
Resource Center > Review Board Administration > Invoice Setup and Notification link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification *

Review Response Notification Setup

Reviewers Notification Setup

BD”DD””’

In s6i

The Invoice Setup and Notification page opens.

My Workspaces [ Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF T | Sfudy Billing Template hd

Email Notification Setup

Send E-mail
Notification

%
i} Cost Center Email Notification Notification of Cost Center Charges Yes Delete Motification
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In the example shown above, the notification is configured.

Notice that there is no add button provided in the Email Notification Setup area of the page, indicating that only
one such notification can be configured at any time and is used for all invoices where notification is desired.

An Edit icon and Delete Notification button are provided for the email notification when it is configured.

As shown in the example below, when the email notification is unconfigured the Type field defaults to “Invoice
Setup and Notification”, the Title and Send E-Mail Notification fields are set to “Not Defined” and the Edit icon
and Delete Notification button are removed. An Add Notification button appears in place of the Delete
Notification button.

My Workspaces [ Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF T ARC Study Billing Template hd

Email Notification Setup

Invoice Setup and Notification Not Defined Not Defined Add Notification

The Select Invoice PDF Template field on the upper part of the page includes a dropdown list of available invoice
PDF templates, as shown in the screenshot below.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Inveice PDF Template

‘Save Template

-—-none--
Select Invoice PDF Template: IR T R
Study Biling Template:

Email Notification Setup

Caost Center Email Notification Motification of Cost Center Charges Yes Delete Notification

Note: Invoice templates are configured via iRIS™ > System Administration > Site List Setup tab > Finance Setup
section > Define Study Invoice Templates link.
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A notification is configured on the bottom part of the page, then an invoice template is selected from the
dropdown list in the upper part of the page and the Save Template button is clicked to associate the notification
with the selected template.

Configure Invoice Setup and Notification
Navigate to Animal Resource Center > Review Board Administration > Invoice Setup and Notification link.

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification ﬁ

Review Response Notification Setup

Reviewers Notification Setup

In

The Invoice Setup and Notification page opens. In the example shown below, the notification is configured.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

‘Save Template

Select Invoice PDF Template: [Study Biling Template ~

Email Notification Setup

Cost Center Email Notification Notification of Cost Center Charges Yes Delete Nofification

Notice that there is no add button provided in the Email Notification Setup area of the page, indicating that only
one such notification can be configured at any time and is used for all invoices where notification is desired. An
Edit icon and Delete Notification button are provided for the email notification when it is configured.
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My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF T |ARC Study Billing Template w

Email Notification Setup

Send E-mail
Notification

Invoice Setup and Motification Not Defined Mot Defined Add Notification

In the screenshot below, the notification is unconfigured.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF —none— ~

Email Notification Setup

Send E-mail Notification

Invoice Setup and Notification Not Defined Not Defined Add Motification

When the email notification is unconfigured the Type field defaults to “Invoice Setup and Notification”, the Title
and Send E-Mail Notification fields are set to “Not Defined” and the Edit icon and Delete Notification button are
removed. An Add Notification button appears in place of the Delete Notification button.

Click the Add Notification button.

The Setup Cost Center Email Notification page opens for configuration of the notification.
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My Workspaces & Vivarium Setup Cost Center Email Notification

Insert Merge Code ] | save Notification |

Type of Notification: Cost Center Email Notification
Title: ARC Study Invoice Generated
Send E-Mail Notification: ® ves O mo
s B I U & x x Verdana * 11 - @& I 9~ =~ E~ =~

E % @ o £ & 9

E-mail Content: An invoice has been generated under ARC study account number [3&study_account_numbersa].

[%arb_namea]

The Type of Notification field is set to “Cost Center Email 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.

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 configuration and close the Setup Cost Center Email Notification
page. The notification is configured on the Invoice Setup and Notification page.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

—none—
Selact Invoice PDF Template: [ M IS
Study Billing Template

Email Notification Setup

Send E-mail Notification

4 Cost Center Email Notification ARC Study Inveoice Generated Yes Delete Nofification

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 invoice setup notifications
when configured.
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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 invoice setup notifications when configured.

Select the desired invoice template in the Selected Invoice PDF Template dropdown list, then click the Save
Template button to associate the configured notification with the invoice template.

The Invoice Setup and Notification page reloads with the selected template still selected in the Select Invoice
PDF Template field.

My Workspaces Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

I Select Invoice PDF Template: [ARC Study Billing Template ~] I

Email Notification Setup

Send E-mail Notification

Cost Center Email Notification ARC Study Invoice Generated Yes Delete Notification

Edit Invoice Notification
Navigate to Animal Resource Center > Review Board Administration > Invoice Setup and Notification link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification *

Review Response Notification Setup

Reviewers Notification Setup

BDD”D.”D.

TInt In Eo Mowifio o83

The Invoice Setup and Notification page opens. In the screenshot below, the notification is unconfigured.

My Workspaces Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Salect Invoice PDF —nene— ~

Email Notification Setup

Send E-mail Notification

Invoice Setup and Notification Not Defined Mot Defined Add Notification
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When the email notification is unconfigured the Type field defaults to “Invoice Setup and Notification”, the Title
and Send E-Mail Notification fields are set to “Not Defined” and the Edit icon and Delete Notification button are
removed. An Add Notification button appears in place of the Delete Notification button.

In the example shown below, the notification is configured.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF T | Study Biling Template ~

Email Notification Setup

Cost Center Email Notification Notification of Cost Center Charges Yes Delete Notification

Notice that there is no add button provided in the Email Notification Setup area of the page, indicating that only
one such notification can be configured at any time and is used for all invoices where notification is desired. An
Edit icon and Delete Notification button are provided for the email notification when it is configured.

Click the icon in the Edit column of the Email Notification Setup section of the page.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF Template: [ARC Study Billing Template ~

Email Notification Setup

Edit Send E-mail Notification

Cost Center Email Notification ARC Study Invoice Generated Yes Delete Nofification

Note that it does not matter which invoice template, if any, is currently selected in the Select Invoice PDF
Template field. The process described in this section is specific to the notification itself. Any pre-existing
association(s) between the notification and invoice template(s) remain in place, though going forward the revised
version of the notification will be sent when associated invoices are generated.

The notification is opened for editing in the Setup Cost Center Email Notification page. Make desired changes to
the notification.
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My Workspaces & Vivarium Setup Cost Center Email Notification

Insert Merge Code ] | save Notification |

Type of Notification: Cost Center Email Notification
Title: ARC Study Invoice Generated
Send E-Mail Notification: ® ves O mo
s B I U & x x Verdana * 11 - @& I O~ =~ =~ =~

E % @ o £ & 9

E-mail Content: An invoice has been generated under ARC study account number [3&study_account_numbersa].

[%arb_namea]

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.

Click the Save Notification button to save changes and close the Setup Cost Center Email Notification page. The
notification is revised on the Invoice Setup and Notification page.

My Workspaces & Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF T 1 ARC Study Billing Template hd

Email Notification Setup

Send E-mail Notification

3 Cost Center Email Notification ARC Study Invoice Motification Yes Delete Nofification

Delete Invoice Notification

Navigate to Animal Resource Center > Review Board Administration > Invoice Setup and Notification link.
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Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification ﬁ

Review Response Notification Setup

Reviewers Notification Setup

BDDDDDDDDDD

TInt In Eo Mowifio o83

The Invoice Setup and Notification page opens.

My Workspaces = Vivarium Invoice Setup and Notification

Setup Invoice PDF Template

Save Template

Select Invoice PDF Template: [ Study Biling Template v

Email Notification Setup

Cost Center Email Notification Notification of Cost Center Charges Yes Delete Mofification

CAUTION: Deleting a configured invoice notification de-configures the notification and removes its association
from any invoice templates with which it has previously been associated. Until the notification is reconfigured, no
notification will be sent when invoice templates previously associated with the now-unconfigured notification are
generated.

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 selected notification type is now unconfigured on
the Invoice Setup and Notification page.
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My Workspaces Vivarium Invoice Setup and Notification | <]

Setup Invoice PDF Template

Save Template

Select Invoice PDF Template:[ARC Study Biling Template ~

Email Notification Setup

Send E-mail Notification

Invoice Setup and Notification Not 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 type.

Review Response Notifications

A review response notification is automatically sent to applicable study 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 study.

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

To access the page, navigate to Animal Resource Center > Review Board Administration > Review Response
Notification Setup link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup ﬁ

Reviewers Notification Setup

1n

BDDDDDDDDDD

The Review Response Notification Setup page opens.
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My Workspaces & Vivarium Review Response Notification Setup | 4]

List of Response Types

Send E-mail Notification

e

Submissien Correction Submission Correction No

Review Response Review Response

List of Submission Correction Reminder Notifications
Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

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. 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

— 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 Animal Resource Center > Review Board Administration > Review Response Notification Setup link.
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Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Motification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup ﬁ

Reviewers Notification Setup

In ifs

The Review Response Notification Setup page opens.

My Workspaces = Vivarium Review Response Notification Setup o

List of Response Types

Send E-mail Notification

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

No 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 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. 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.

Click the icon in the Edit column for the applicable review response notification.
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My Workspaces [ Vivarium Review Response Notification Setup o

List of Response Types

Send E-mail Notification

Submissien Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days.

No Response Pending Reminder Notification has been posted.

The notification is opened in a configuration panel.

My Workspaces @ Vivarium Edit Submission Notice 4|

[ Insert Merge Code } I ‘Save Notification I

Title: Submission Comection

Send E-Mail Notification: ® ves O no

Principal Investigator

Send To:
Study Contact
" B T u 5 Xz o Font Family > 12 - & I~ 9~ =~ = ~
Er E E % @ a #* &
One or more errors have been found in your submission. Please 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 & Vivarium Review Response Notification Setup 0

List of Response Types

Submission Correction Submission Correction Yes

Review Response Review Response Mo

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

No Response Pending Reminder Notification has been posted.

Correction / Response Reminder Notification Setup

A review response notification is automatically sent to applicable study 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 study.

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

To access the page, navigate to Animal Resource Center > Review Board Administration > Review Response
Notification Setup link.

Animal Health Record Setup

Internal Transfer Originating PT Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup -

Reviewers Notification Setup

EEEEEEREENR R

In i

The Review Response Notification Setup page opens.
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My Workspaces = Vivarium Review Response Notification Setup |
List of Response Types
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

No 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

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

Configure Response Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > Review Response Notification Setup link.

®  Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup ﬁ

Reviewers Notification Setup

In a6

The Review Response Notification Setup page opens.
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My Workspaces = Vivarium Review Response Notification Setup II

List of Response Types

Send E-mail Notification

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

Notification after ? Days.

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Nofification

Send E-mail Notification

Notification after 2 Days.

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

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

My Workspaces & Vivarium Review Response Notification Setup [}

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

Mo Response Pending Reminder Notification has been posted.
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The notification configuration panel opens. The same configuration form is used for both types of reminder

notification.

Type of Notification: Submission Correction Reminder Notification

Title: [Submission Gorrections Required

Notification if within: in days.
Send E-Mail Notification: ® ves O Mo

Principal Investigator
Send To:

Study Contact

My Workspaces & Vivarium Edit Submission Notice 0

[ Insert Merge Code ] I Save Nofification I

s B I Uu & x x Verdana

= =E % @ a * & 2
E-mail Content:

workspace Task List, make the requested corrections and resubmit.

[%rb_name%]|

Submission corrections requested by the review board have not yet been received. Please see the specific correction request(s) in your

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.
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My Workspaces = Vivarium Review Response Notification Setup n

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 Notiication | | Delete Reminder Notification(s) |

O ) Submission Correction Reminder

=l Notification 30 Days Submission Corrections Required Yes

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.

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 Animal Resource Center > Review Board Administration > Review Response Notification Setup link.

®  Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Motification

Review Response Notification Setup ﬁ

Reviewers Notification Setup

BDDDDDDDDD

In i

The Review Response Notification Setup page opens.
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My Workspaces = Vivarium Review Response Notification Setup o

List of Response Types

Send E-mail Notification

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

Notification after ? Days.

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Nofification

Send E-mail Notification

Notification after 2 Days.

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

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

My Workspaces & Vivarium 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 Notifications

Notification aftar ? Days.

O . 5“"”‘55‘”'&:‘”‘2;":: Reminder 30 Days Submission Corrections Required Yes

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

No Response Pending Reminder Notification has been posted
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The notification is opened in a configuration panel.

My Workspaces & Vivarium Edit Submission Notice 4]

[ Insert Merge Code ] I Save Notification I

Type of Notification: Submission Correction Reminder Notification

Title: [submission Camections Requirsd

Notification if within: in days.

Send E-Mail Notification: ®ves O omo

Principal Investigator
Study Contact

Send To:

»

o B I U 5§ x x Font Family 12 ~ 4 1~ 99~

E % & o = =}

E-mail Content:

Submissien 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.

[%rb_name%s]

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 & Vivarium Review Response Notification Setup

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction ves

Review Response Review Response No

List of Submission Correction Reminder Notifications

Notification after ? Days

5
0 Submission Correction Reminder 15 Days

Y Mottt Submission Corrections Required Yes

List of Review Response Reminder Notifications

Notification after 2 Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

Delete Response Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > Review Response Notification Setup link.

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup ﬁ

Reviewers Notification Setup

h’....””’

In 165

The Review Response Notification Setup page opens.

My Workspaces Vivarium Review Response Notification Setup

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Notifications

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 Nolification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted
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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

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 [ Vivarium Review Response Notification Setup | <}

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction Yes

Review Response Review Response No

List of Submission Correction Reminder Notifications

Notification after ? Days

Submission Correction Reminder

=i Notification 15 Days Submission Corrections Required Yes

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.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM
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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 Vivarium Review Response Notification Setup 4}

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction Yes

Review Response Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

| Send E-mail Notification

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days.

No Response 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.

Reviewer Notifications
When configured, a reviewer notification is automatically sent to applicable study personnel 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 Animal Resource Center > Review Board Administration > Reviewers Notification

Setup link.
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Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers MNotification Setup ‘

Internal Documents Notification

Internal Routing Notification

The Reviewers Complete Notification page opens.

My Workspaces = Vivarium Reviewers Complete Notification 0

List of RB Reviewers Complete Notifications

Send E-mail Notification

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 Not Defined Add Nofification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Motification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of i i inds

When to Notify Send E-mail Notification

Reviewer Assignment Pending

Not Defined Mot Defined Not Defined ‘Add Nofification
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 study Assigned Reviewer(s) when a new task for the
applicable review type is assigned
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— the “Reviewer Unassignment” notification type is sent to the applicable study 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 study reviewer task is assigned but has not yet been completed.

Send E-mail Notification

Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Yes Delete Motification «

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

Process Administrative Rt_aviewer Assignment

Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Mot 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/assignment/unassignment
notification types.

My Workspaces [ Vivarium Edit Reviewer Assignment Notifications

Insert Merge Code ] [ Save Nofification ]

Type of Motification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer Assignment

Send E-Mail Notification: ® ves O No
« B I U & x x Font Family - 12 ~ & - - =+ = -
Er E E % R o £ &

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

Configure Reviewer Notification
Navigate to Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup «

Internal Documents Notification

Internal Routing Notification

The Reviewers Complete Notification page opens.

My Workspaces = Vivarium Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Nofification

List of Reviewer Assignment Notifications

Send E-mail Notification

Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Nofification

Expedited Reviewer Assignment Motification Not Defined Not Defined Add Notfification

Exempt Reviewer Assignment Notification Mot Defined Mot 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 i Assi ind
Edit Type When to Notify Title Send E-mail Notification Action

Reviewer Assignment Pending

Not Defined Not Defined Mot 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.
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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

1 Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Yes Delete MNotification «

Expedited Reviewer Assignment Motification Mot Defined Not Defined Add Motification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Process Administrative Reviewer Assignment . . _ .

Notification Mot Defined Not Defined Add Notification

Reviewer Unassignment Notification Mot 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.

My Workspaces & Vivarium Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail Notification

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 Mot Defined Mot Defined Add Notification
Exempt Reviewer Assignment Notification Mot Defined Mot Defined Add Notification

Process Administrative Reviewer Assignment » -
Notification Not Defined Mot Defined Add Notification
Reviewer Unassignment Motification Not Defined Mot Defined Add Notification

List of il Assi ind.

When to Notify Send E-mail Notification

Reviewer Assignment Pending

Not Defined Mot Defined Not Defined Add Nofification
Reminder
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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.

[ Insert Merge Code ] I Save Notification I

Type of

Notification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer

Send E-Mail

Notification: ® ves [ No

« B I U 5 x x2 Verdana - 11 - & 1~ I~ =~ = ~

= - E % @ ° # & 9

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.
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My Workspaces = Vivarium

List of RB Reviewers Complete Notifications

iRIS™ v12.01

Reviewers Complete 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 Mot Defined Not Defined Add Nofification
Notification
Reviewer Unassignment Notification Mot Defined Not Defined Add Notification

List of Revi i ind

When to Notify

Reviewer Assignment Pending

Reminder Not Defined

Send E-mail
Notification

Not 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 reviewer

complete/assighment/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.

Edit Reviewer Notification

Navigate to Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Animal Health Record Setup

Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification
Review Response Notification Setup
Reviewers MNotification Setup ﬁ
Internal Documents Notification

Internal Routing Notification

Review Board Notification Setup

Internal Transfer Originating PI Signoff Notification Setup
Internal & External Transfer Coordinator Signoff Notification Setup

Internal & External Transfer Veterinarian Signoff Notification Setup

The Reviewers Complete Notification page opens.
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My Workspaces & Vivarium Reviewers Complete Notification 4}

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

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

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 N - -
Notification Mot Defined Not 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 Motification Agenda Reviewer Assignment Yes «
Expedited Reviewer Assignment Motification Mot Defined Not Defined Add Notification
Exempt Reviewer Assignment Motification Not Defined Not Defined Add Motification
Process Administr:laotii:i\;:?c?ttia;ri.le»\rer Assignment Not Defined Not Defined Add Notification
Reviewer Unassignment Motification Mot Defined Not Defined Add Notification

As illustrated by the screenshot above:

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

iRIS™ v12.01

List of Reviewer Assignment Notifications

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

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

Vivarium

Edit Reviewer Assignment Notifications

My Workspaces &

Insert Merge Code ] I ‘Save Nofification I

Type of Notification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer.

Send E-Mail Notification: ® ves O o

Verdana * 1 - & I~ 9~ =~

=< == = % @m % # & o

s B I U & x %

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.

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.
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My Workspaces = Vivarium Reviewers Com

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 Notification Yes Delete Nofification

Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Motification

Process Administrative Reviewer

Assignment Notification Not Defined Mot Defined Add Motification

Reviewer Unassignment MNotification Mot Defined Not Defined Add Motification

List of i Assi ind

Send E-mail
Notification

When to Notify

Reviewer Assignment Pending

Mot Defined Not Defined Not Defined ‘Add Nofification
Reminder

Delete Reviewer Notification
Navigate to Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Review Board N n Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup -ﬁ

Internal Documents Notification

Internal Routing Notification

hbososososnoosnnoo

The Reviewers Complete Notification page opens.
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My Workspaces = Vivarium Reviewers Complete 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
Edit Type Title Send E-mail Notification Action

Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Expedited Reviewer Assignment Motification Mot 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 Notification Mot Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Mot Defined Not Defined Net 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 Delete Notification button for the applicable notification.
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My Workspaces = Vivarium Reviewers Complete Notification

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 | Agenda Reviewer Assignment Notification Yes Delete Nofification
Expedited Reviewer Assignment Notification Not Defined Not Defined Add Nolification

Exempt Reviewer Assignment Notification Not Defined Mot 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 Netification

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Notification
Reminder

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 [ Vivarium Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Mot Defined Add Notification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Nofification

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 Mot Defined Add Notification
Assignment Notification

Reviewer Unassignment Notification Not Defined Mot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewsr fssignment fending Not Defined Not Defined Not Defined Add Notfication

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 Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Motification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup -ﬁ

Internal Documents Notification

Internal Routing Notification

hboasososososnosnnon

The Reviewers Complete Notification page opens.
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iRIS™ v12.01

My Workspaces [ Vivarium Reviewers Complete Notification
List of RB Reviewers Complete Notifications
Edit Type Title Send E-mail Notification Action
Reviewers Complete Motification Mot Defined Mot Defined Add Notification
List of Reviewer Assignment Notifications
Edit Type Title Send E-mail Notification Action
Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Expedited Reviewer Assignment Notification Mot Defined Mot Defined Add Notification
Exempt Reviewer Assignment Notification Mot Defined Mot Defined Add Notification
Process Adm‘mSt;J?:;;;i;T;,fwar Assignment Not Defined Not Defined Add Noification
Reviewer Unassignment Motification Mot Defined Not Defined Add Notification
When to Notify Send E-mail Notification
Reviewer };s:si:?:rnt Pending Not Defined Not Defined Mot 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.

=

Vivarium

Reviewers Complete Notification

My Workspaces

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 Not Defined Not Defined

Expedited Reviewer Assignment Notification Not Defined Not Defined

Exempt Reviewer Assignment Notification Not Defined Not Defined

Process _Admlnlstratwg Reviewer Not Defined Not Defined
Assignment Notification

Reviewer Unassignment Notification Not Defined Not Defined

Add Motification

Add Motification

Add Motification

Add Motification

Add Motification

Send E-mail
Matification

When to Notify

Reviewer Assignment Pending Not Defined Not Defined Mot Defined
Reminder
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Click the “Reviewer Assignment Pending Reminder” Add Notification button. The notification configuration
panel opens.

My Workspaces [ Vivarium Edit Reviewer Assignment Notifications

Insert Merge Code ] I Save Mofification I

Type of Notification: Reviewer Assignment Pending Reminder

Title: i lete Revi

Motify every ? Days in days.

send E-Mail Notification: ®ves O no
" B I U & x x? Verdana - 11 - & I~ 1~ =~
= E - = % 4 o0 £ & 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.

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.
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My Workspaces Vivarium Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail
Notification

Reviewers Complete Notification Mot Defined Mot Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Edit Type Title e Action
Agenda Reviewer Assignment Notification Mot Defined Mot Defined Add Notification
Expedited Reviewer Assignment Motification Mot Defined Mot Defined Add Notification
Exempt Reviewer Assignment Notification Mot Defined Mot Defined Add Notification
Process Administrative Reviewer Not Defined Mot Defined Add Notification
Assignment Motification
Reviewer Unassignment Notification Mot Defined Mot Defined Add Notification

List of il Assi ind.

When to Notify

Reviewer Assignment Pending

Notify every 30 Days Incomplete Reviewer Assignment Yes Delete Motification
5] Reminder

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 Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Motification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup -ﬁ

Internal Documents Notification

Internal Routing Notification

hbosoosososonosnnon

The Reviewers Complete Notification page opens.
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My Workspaces [ Vivarium Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

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

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Mot 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 Mot Defined Add Notification

When to Notify Send E-mail Notification

Reviewer Assignment Pending

Not Defined Not Defined Not Defined Add Nofification
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.

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

My Workspaces = Vivarium Reviewers Complete Notification

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 Not Defined Not Defined

Expedited Reviewer Assignment Notification Not Defined Not Defined

Exempt Reviewer Assignment Notification Not Defined Not Defined

Process Administrative Reviewer Not Defined Mot Defined
Assignment Notification

Reviewer Unassignment Notification Not Defined Not 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 & Vivarium Edit Reviewer Assignment Reminders [ <}

[ Insert Merge Code ] | Save Hotification |

Type of Notification: Reviewer Assignment Pending Reminder

Title: |\ncomp|ele Reviewer Assignment

Motify every ? Days in days.

Send E-Mail Notification: ® ves O o

< B T u § x Verdana >~ 11 - 4 I~ 9~ =~

= -
=~ E ~

% @ 0 £ 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.
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List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined

iRIS™ v12.01

My Workspaces & Vivarium Reviewers Complete Notification

Add Nofification

List of Reviewer Assignment Notifications

Edit Type Title
Agenda Reviewer Assignment Notification Not Defined Not Defined
Expedited Reviewer Assignment Notification Not Defined Not Defined
Exempt Reviewer Assignment Notification Not Defined Not Defined

Process Administrative Reviewer

Assignment Notification Not Defined Not Defined

Reviewer Unassignment Notification Not Defined Mot Defined

Action

Add Notification

Add Notification

Add Notification

Add Notification

Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Assignment Pending

| p il Notify every 15 Days Incomplete Reviewer Assignment Yes

Delete Notification

Delete Reviewer Reminder

Navigate to Animal Resource Center > Review Board Administration > Reviewers Notification Setup link.

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup ﬁ

Internal Documents Notification

Internal Routing Notification

Do Do Acci & Mindifiratine

Review Board No ation Setup

The Reviewers Complete Notification page opens.
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My Workspaces = Vivarium Reviewers Complete 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
Edit Type Title Send E-mail Notification Action

Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Expedited Reviewer Assignment Motification Mot 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 Notification Mot Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Mot Defined Not Defined Net 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 & Vivarium Reviewers Complete Notification

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 Not Defined Not Defined Add Notification

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

List of Revi Assi
When to Natify EEEE
N
Reviewer ‘;flflw:r"t Pending | oty every 15 Days Incomplete Reviewer Assignment Yes Delete Notification
Jias)

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 = Vivarium 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 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 Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Mot Defined Mot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Nofification
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.

Internal Documents Notification

The review board can upload study 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 study 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 Animal Resource Center > Review Board Administration > Internal Documents

Notification Setup link.

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification «

Internal Routing Notification

Pra Beview Ascionmant Notificatinn

The Setup Internal Document Notification page opens.
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My Workspaces & Vivarium Setup Internal Document Notification 0

I S S " S
Internal Document Notification Not Defined Not Defined Add Notification

Add Internal Documents Notification

Navigate to Animal Resource Center > Review Board Administration > Internal Documents Notification Setup
link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers MNotification Setup

Internal Documents Notification ﬁ

Internal Routing Notification

hboosooososososnnoo

Pre Beview 8ssi

The Setup Internal Document Notification page opens.

My Workspaces [ Vivarium Setup Internal Document Notification
l=r == [ "= [ == =]
Internal Document Notification Mot Defined Mot Defined Add Notification

Click the Add Notification button. A configuration panel opens.

My Workspaces [ Vivarium Setup Internal Document Notification | 4]

Save Mofification
Type of Motification: Internal Document Notification
Title: |Adocument has been routed to you through iRIS for review/action. P
ISend e |

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
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the board member elects to distribute the uploaded document additional study 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.

My Workspaces [ Vivarium Search User Directory | 4]

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

Directory First Name:
Browse/Find:

I Find I

by
Department: [All Departments e ||

(search 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.

My Workspaces Vivarium Search User Directory [ <}
Last Name: {You may enter a partial name to search)
3 oo Cetteme ]

bY 4l Departments ~]

Check
for

Select|

+ |Training (User Name

Multiple
#  Harper, Jill M, M.D.,
O ‘, PhD

a JHarp@mse.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 on the Setup Internal Document Notification page.

My Workspaces [ Vivarium Setup Internal Document Notification | 4]
Save Notification

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

EHarper, Jill M, M.D., PhD
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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 [ Vivarium Setup Internal Document Notification

N S ™ TS ™ S
A document has been routed to you through
=h IRIS for review/action. Please log in for details. Harper, Jill M, M.D., PhD LR IEEIR

Internal Document Notification

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 Animal Resource Center > Review Board Administration > Internal Documents Notification Setup
link.

Review Board Notification Setup

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment MNotification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification ﬁ

Internal Routing Notification

Pra Boview Acci Nntifiratinn

The Setup Internal Document Notification page opens.

My Workspaces Vivarium Setup Internal Document Notification
I T NN
Internal Document Notification A document has been rauted to you through Harper, Jill M, M.D., PhD: Delete Notification
IRIS for review/action. Please log in for details.

Click the icon in the Edit column. The notification is opened in a configuration panel.

My Workspaces = Vivarium Setup Internal Document Notification | 4]

Type of Notification: Internal Document Notification
Title: |Adocumsnt has been routed to you through iRIS for review/action. P
|5.=,.d . |
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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 study 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.

My Workspaces & Vivarium Search User Directory | 4]

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

aqj Directory First Name:
Browse/Find:

by
Department: ‘AII Departments e ||

(=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.

My Workspaces & Vivarium Search User Directory | 4]

Save Selected User(s)
Last Name: (You may enter a partial name to search)
Browse/Find: Find
bY (2l Departments =

O || 8 paperrimme MHarp@msc.cdu

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.

My Workspaces [ Vivarium Setup Internal Document Notification

Save Notification

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

EHarper, 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 & Vivarium Setup Internal Document Notification [ <}

I S ™ TS N S
Internal Document Notification . A document th been routed to you lhmug_h Harper, Jill M, M.D., PhD Delete Notification
=] RIS for review/action. Pleaze log in for details.

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

Delete Internal Documents Notification

Navigate to Animal Resource Center > Review Board Administration > Internal Documents Notification Setup
link.

Animal Health Record Setup

Internal Transfer Originating PI Signoff Notification Setup

Internal & External Transfer Coordinator Signoff Notification Setup
Internal & External Transfer Veterinarian Signoff Notification Setup
Overdue Tasks Notification

Task Assignment Notification

Task Complete Notification

Invoice Setup and Notification

Review Response Notification Setup

Reviewers Notification Setup

Internal Documents Notification «

Internal Routing Notification

Dro Boview Acci Notificatinn

The Setup Internal Document Notification page opens.
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My Workspaces = Vivarium Setup Internal Document Notification
[ | 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.

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 & Vivarium Setup Internal Document Notification 4|

I S S T S ™
Internal Document Notification Not Defined Not Defined ‘Add Motification

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 study
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 Animal Resource Center > Review Board Administration > Internal Routing
Notification link.
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Review Board Motification Setup

Invoice Setup and Notitication
Review Response Motification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification

hbooosoood

Mooti Addon.d Blobificatbi Py

The Internal Routing Notification page opens.

My Workspaces [ Vivarium Internal Routing Notification

Send E-mail Notification

RE Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Motification «

Send E-mail Notification

RB Internal Routing Complete Notification Mot Defined Mot Defined Add Notification

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 Animal Resource Center > Review Board Administration > Internal Routing Notification link.

Review Board Notification Setup

Invoice Setup and Notitication
Review Response Motification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification

hboosooood

Mooti Adtond M otificotbi ot

The Internal Routing Notification page opens.
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My Workspaces & Vivarium 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

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

My Workspaces & Vivarium Edit RB Internal Routing Notification

[ Insert Merge Code ] I Save Nofification I

Type of Notification: RB Internal Submission Routing Complete Notification
Title: Internal Submission Routing Signoff Complete
Send E-Mail Notification: ® ves O ne
i B I U 5 X3 b'S Verdana * 11 o~ & I~ 9~ =~ =~ =~ =

% @ o * = a 9

Your study/protecal signoff task for [%rb_committee_name%%] is complete.

E-mail Content: [%rb_chair_name1%]|

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 @ Vivarium Internal Routing Notification

Send E-mail Notification

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

RE Internal Submission Routing Complete Motification Internal Submission Routing Signoff Complete Yes Delete Notification
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Edit Internal Routing Notification

Navigate to Animal Resource Center > Review Board Administration > Internal Routing Notification link.

Review Board Motification Setup

Invoice Setup and Notitication
Review Response Motification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification

hbooooood

Mooti Addon.d Blobificatbi Py

The Internal Routing Notification page opens.

My Workspaces [ Vivarium 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 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.

My Workspaces & Vivarium Edit RB Internal Routing Notification

[ Insert Merge Code } I Save Notification I

Type of Notification: RB Internal Submission Routing Signoff Notification
Title: Internal Submission Routing Signoff Task
Send E-Mail Notification: ®ves Ono
" B I U & x x Font Family ~ 12 ~ & [~ I~ =~ E~ =~ = =

% @ a £ = &

e s The board has assigned an internal routing signoff task. Please review your Task List and complete any outstanding signoff tasks.
[%rb_name%:]
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.
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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 @ Vivarium Internal Routing Notification

Send E-mail Notification

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

RE Internal Submission Routing Complete Motification Internal Submission Routing Signoff Complete Yes Delete Notification

Delete Internal Routing Notification
Navigate to Animal Resource Center > Review Board Administration > Internal Routing Notification link.

Review Board Motification Setup

Invoice Setup and Notitication
Review Response Motification Setup
Reviewers Notification Setup
Internal Documents Notification
Internal Routing Motification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification

hbooooood

Mooti Adton.d Motificati Sab

The Internal Routing Notification page opens.

My Workspaces & Vivarium Internal Routing Notification

Send E-mail Notification

RB Internal Submission Routing Signoff MNotification Internal Submission Routing Signoff Task Yes Delete Motification

Send E-mail Notification

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

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.
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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 notification is now unconfigured on the Setup
Internal Routing Notification page.

My Workspaces & Vivarium Internal Routing Notification

Send E-mail Notification

RB Internal Submission Routing Signoff Netification Internal Submission Routing Signoff Task Yes Delete Nofification

Send E-mail Notification

RB Internal Routing Complete Motification Mot Defined Mot Defined Add Motification

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

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)
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The configuration pages for these notification types are accessed via Animal Resource Center > Review Board
Administration > [applicable notification link].

W Keview Hesponse Motfication Setup
Reviewers Motification Setup

Internal Documents Notification

Internal Routing Notification

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

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

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 Animal Resource Center > Review Board Administration > Pre Review Assignment Notification
link.

Review Board Notification Setup
T RCVICW RCSpPUNSE (YOLIILALION LU

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification ﬁ
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Qutcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

The Prereview Notification Setup page opens.
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My Workspaces & Vivarium Prereview Notification Setup

Edit Type Title Send E-mail Notification | Action
Prereview Agenda Assignment Motification Not Defined Not Defined ‘Add Motification
Prereview Expedite Motification Not Defined Not Defined
Prereview Exempt Notification Not Defined Not Defined
Prereview Administrative Notification Not Defined Not Defined ‘Add Notification

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

My Workspaces = Vivarium Edit Prereview Notification | <}

[ Insert Merge Code H ‘Save Nofification ]

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

Principal Investigator
Study Contact

Send To:

< B I U & x x* FontFamiy >~ 12 ~ & I~ - =~

ErEr E E % @ a £ &
E-mail Content:

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

[%rb_name2%]

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 Animal Resource Center > Review Board Administration > Pre Review Assignment Notification link.
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Review Board Notification Setup
REVIEW ReSPUNSE NOLIILALON SELup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification ﬁ
Meeting Agenda And Minute Notification
Meeting Attendance Motification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

‘' E AR ERRE RN N

Special Purpose Forms Response Notification Setup

The Prereview Notification Setup page opens.

My Workspaces & Vivarium Prereview Notification Setup

Edit Type Title Send E-mail Notification | Action
Prereview Agenda Assignment Notification Mot Defined Mot Defined ‘Add Mofification
Prereview Expedite Motification Mot Defined Mot Defined
Prereview Exempt Notification Mot Defined Mot Defined
Prereview Administrative Notification Not Defined Mot Defined ‘Add Nofification

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.

My Workspaces @ Vivarium Edit Prereview Notification

Inseri Merge Code ]l Save Noification ||

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

Study Contact

Ll

" B I u & x x Verdana > 11 ~ & 1~ 9~

]
a4

- == = % @m % # & o

i

(Eel ErmiEE 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%:]|

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.
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Select the checkbox for “Principal Investigator”, “Study Contact” or both to specify which study 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.

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 [ Vivarium Prereview Notification Setup

Send E-mail Notification | Action

Prereview Agenda Assignment Notification Prereview Agenda Assignment Yes Delete Notification

Prereview Expedite Notification Not Defined Mot Defined Add Notificatio

Prereview Exempt Notification Not Defined Mot Defined Add Motification

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 Animal Resource Center > Review Board Administration > Pre Review Assignment Notification link.

Review Board Notification Setup
T RCVICW ReSpPUNSE NOLIILALION S0P

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification ﬁ
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

‘AR R R R R RN ]

Special Purpose Forms Response Notification Setup

The Prereview Notification Setup page opens.
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My Workspaces & Vivarium Prereview Notification Setup

Send E-mail Notification | Action

a)

Prereview Agenda Assignment Notification Prereview Agenda Assignment Yes Delete Notification

Prereview Expedite Notification Not Defined Not Defined Add Notification
Prereview Exempt Notification Not Defined Mot Defined Add Notification
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.

My Workspaces [ Vivarium Edit Prereview Notification | 4|

[ Insert Merge Code ]I Save Motification I

Type of Notification: Prereview Agenda Assignment Notification
Title: Prereview Agenda Assignment NDtiﬁc:aIiorJ
Send E-Mail Notification: ® ves O Mo

Principal Investigator
Send To:
Study Contact

" B I u £ x = Verdana - 11 -~ & 1~ 9~

[
4

=~ E - = % = Q = = 2

E-mail Content: . ) . . . .
Be advised that you have been assigned a prereview agenda task for the [Yerb_meeting_date?t] review board meeting. Please
review your workspace Task List and complete the assigned task before the meeting.

[%erb_namee]

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 study 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.
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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.

Vivarium

Prereview Notification Setup

My Workspaces 5]

=1 Prereview Agenda Assignment Notification Prereview Agenda Assignment Notification Yes
Prereview Expedite Notification Mot Defined Mot Defined Add Notification
Prereview Exempt Notification Mot Defined Mot Defined
Prereview Administrative Notification Mot Defined Mot Defined Add Notification

Delete Pre Review Notification
Navigate to Animal Resource Center > Review Board Administration > Pre Review Assignment Notification link.

Review Board Notification Setup

T REVIEW RESPUNSE NOLIILALIOH SeLup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification ﬁ
Meeting Agenda And Minute Notification
Meeting Attendance MNotification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

‘AR RERERE N RN ]

Special Purpose Forms Response Notification Setup

The Prereview Notification Setup page opens.

Vivarium

Prereview Notification Setup

My Workspaces &

Send E-mail Notification | Action

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

Prereview Administrative MNotification 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.
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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.

My Workspaces & Vivarium Prereview Notification Setup

Prereview Agenda Assignment Motification Mot Defined Mot Defined
Prereview Expedite Notification Mot Defined Mot Defined
Prereview Exempt Notification Mot Defined Mot Defined

Prereview Administrative Notification Mot Defined Mot Defined

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:

— 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 Animal Resource Center > Review Board Administration > Meeting Agenda
And Minute Notification Setup link.
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T KeVIEW Kesponse NOTTICATIon Serup

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

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces & Vivarium Meeting Agenda and Minute Notification Setup
Edit Type Title Send E-mail Notification Action
Final Meeting Agenda Notification Mot Defined Mot Defined
Revised Meeting Agenda Motification Mot Defined Mot Defined Add Nofification
Final Meeting Minute Notification Mot Defined Mot Defined
Draft Meeting Minute Notification Mot Defined Mot Defined Add Nofification

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

My Workspaces Vivarium Edit Meeting Agenda And Minute Notification

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 ¥ = - 4 1+ =~ = -
— — o]
ErE E % = - =]

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.
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Add Meeting Agenda / Minute Notification
Navigate to Animal Resource Center > Review Board Administration > Meeting Agenda And Minute Notification
Setup link.

Review Board Notification Setup

W Keview Kesponse NOUTICATIon >erup

Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification ﬁ
Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces & Vivarium Meeting Agenda and Minute Notification Setup
Edit Type Title Send E-mail Notification Action
Final Meeting Agenda Notification Not Defined Mot Defined
Revised Meeting Agenda Motification Mot Defined Not Defined Add Nofification
Final Meeting Minute Notification Mot Defined Mot Defined
Draft Meeting Minute Motification Mot Defined Mot Defined Add Nofification

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.

My Workspaces & Vivarium Edit Meeting Agenda And Minute Notification

Insert Merge Code }I Save Nofification |

Type of Notification: RE Final Meeting Agenda Motificabion
Title: Final Meeting Agenda Published
Send E-Mail Notification: ® ves O o
« B I U § x x2 Verdana ~ 11 - & I~ 9~ =~ = ~
— Q
E - E % & B o

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

Enter the desired subject line of the notification email in the Title 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. The notification is configured on the Meeting Agenda and Minute
Notification Setup page.

My Workspaces & Vivarium Meeting Agenda and Minute Notification Setup
Send E-mail Notification
3 Final Meeting Agenda Notification Final Meeting Agenda Published Yes
Revised Meeting Agenda Notification Not Defined Not Defined
Final Meeting Minute Motification 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 Animal Resource Center > Review Board Administration > Meeting Agenda And Minute Notification
Setup link.

KEVIEW KESPONSe NOUTICATION Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification ﬁ
Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Notification

DOPP22201

Special Purpose Forms Response Notification Setup

The Meeting Agenda and Minute Notification Setup page opens.
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My Workspaces ¥ Vivarium Meeting Agenda and Minute Notification Setup

Send E-mail Notification
Final Meeting Agenda Notification Final Meeting Agenda Published Yes
Revised Meeting Agenda Motification Mot Defined Not Defined
Final Meeting Minute Notification Mot Defined Not Defined
Draft Meeting Minute Notification Mot Defined Not Defined

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.

My Workspaces = Vivarium

Edit Meeting Agenda And Minute Notification

[ Insert Merge Code ]I ‘Save Notification I

Type of Notification: RE Final Meeting Agenda Notification

Title:

Final Meeting Agenda Notification|

Send E-Mail Notification: ® ves O No

P B T u 5 X2 » Font Family - 12 - & I~ 9~

ErE E % @ a = =]
(Emill ez 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.
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My Workspaces = Vivarium Meeting Agenda and Minute Notification Setup

Final Meeting Agenda Notification Final Meeting Agenda Motification Yes Delete Notification

Revised Meeting Agenda Notification Not Defined Not Defined Notification

Final Meeting Minute Notification Mot Defined Not Defined Notification

Draft Meeting Minute Motification Mot Defined Mot Defined Notification

Delete Meeting Agenda / Minute Notification
Navigate to Animal Resource Center > Review Board Administration > Meeting Agenda And Minute Notification
Setup link.

Review Board Notification Setup

W KEVIEW KESpPOnse NOUTICATION Serup
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

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces & Vivarium 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 Notification

Final Meeting Minute Notification Not Defined Not Defined Notification

Draft Meeting Minute Notification Not Defined Not Defined Motification

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.
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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.

My Workspaces ] Vivarium Meeting Agenda and Minute Notification Setup
Final Meeting Agenda Motification Not Defined Mot Defined Add Notification
Revised Meeting Agenda Notification Not Defined Mot Defined Add Notification
Final Meeting Minute Notification Not Defined Mot Defined Add Notification
Draft Meeting Minute Notification Not 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 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 Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.
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Review Board Notification Setup

Internal Routing Motification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup *
Outcome Letter Notification

Outstanding Stipulations Notification

POOOPOIDDI

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces & Vivarium Meeting Attendance Notification Setup [ <}

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined [ G AL T D R ML T }

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

Add Meeting Attendance Notification
Navigate to Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.
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Review Board Motification Setup

LIS A LU LIS L gL
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Motification
Meeting Attendance Notification Setup *
Outcome Letter Notification

Outstanding Stipulations Notification

‘R R R R R R B

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces [ Vivarium Meeting Attendance Notification Setup

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 Not Defined Not Defined [ ARG BRLEET R CEED EETS OTE T ]

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.
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My Workspaces Vivarium Meeting Attendance Notification Setup

Add a New Motification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined Add Member Attendance Change Nefification

The Edit Meeting Attendance Notification page opens.

My Workspaces = Vivarium Edit Meeting Attendance Notification

[ Insert Merge Code } I ‘Save Notification I

Type of Notification: Meeting Attendance Notification
Title: |Please Set Meeting Availability
Notification if within: in days.
Send E-Mail ® IS
Notification: ® Yes L Mo
Verdana 1
& B I u & x x - > 4 I Oy Ev =~
= — [o]
= - =E % [@ ~ & 2

E-mail Content:

You are on the list of attendees for one or more upcoming board or committee meeting(s). Please legin 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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My Workspaces & Vivarium Meeting Attendance Notification Setup

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

List of Meeting Attendance Notifications

Notification prior to expiration

O 1 Meeting Attendance Motification 30 Days Please Set Meeting Availability

‘ Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Mot Defined Not Defined

Add Member Attendance Change Notification

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 Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup

link.

Review Board Notification Setup

LNLCI G PULWIBSILS IULTLauun
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup «
Outcome Letter Notification

Outstanding Stipulations Notification

DODPOIIOINI

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces & Vivarium Meeting Attendance Notification Setup 0

List of Meeting Attendance Notifications

Notification prior to expiration

ate

Mo Meeting Attendance Motification has been posted.

Add a New Motification

Send E-mail Notification

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Mot Defined

[ Add Member Attendance Change Noification }

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
3| Meeting Attendance Notification 30 Days Member Attendance Notification

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

My Workspaces [ Vivarium

Meeting Attendance Notification Setup

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

Notification prior to expiration

ate

Send E-mail Notification

O 1 Meeting Attendance Metification 30 Days Please Set Meeting Availability

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Motification

Not Defined Not Defined Add Member Altendance Change Notification ]

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

My Workspaces [ Vivarium

Edit Meeting Attendance Notification

Inseri Merge Code ] | save Nofification |

Type of Notification: Meeting Attendance Motification

Title: |Please Set Meeting Availability
Motification if within: in days.

Send E-Mail Notification: ® ves O no

< B I u & x x Verdana >~ 1

= . = - = % [a o -~ =
E-mail Content:

You 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.
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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

iRIS™ v12.01

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

upper portion of the Meeting Attendance Setup page.

List of Meeting Attendance Notifications

My Workspaces & Vivarium Meeting Attendance Notification Setup | 4]

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

[l || | Meeting Attendance Notification 15 Days Please Set Meeting Availability Yes

List of Member Attendance Change Motification

Member Attendance Change Notification Mot Defined

Send E-mail

Notification

Not Defined

Add Member Attendance Change Nofification

Delete Meeting Attendance Notification

Navigate to Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup

link.

LIS A1 UL SIS UL gL
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup *
Outcome Letter Notification

Outstanding Stipulations Notification

‘R R R R R R R

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.
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My Workspaces [ Vivarium Meeting Attendance Notification Setup

Add a New Mofification

List of Meeting Attendance Notifications

Motification prior to expiration

d Send E-mail Notification
ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

= Send E-mail _
Edit Type Title Notification Action
Member Attendance Change Notification Not Defined Not Defined [ R ENIEETEETEEED EIETE o ]

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

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.
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My Workspaces [ Vivarium Meeting Attendance Notification Setup

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

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

date

%
[l 4 Meeting Attendance Notification 15 Days Please Set Meeting Availability Yes

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.

My Workspaces & Vivarium Meeting Attendance Notification Setup

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change MNotification

Send E-mail

Natification

Member Attendance Change Notification Not Defined Nt Defined AR BT A BTN ER € BN ST ]

Notice that in this example, because the notification list is now empty, the Edit icon and Delete Notification
button no longer appear.
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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 Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.

LULE1 181 LUL LTSS, UL LA
Internal Routing Notification

Pre Review Assignment Notification

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

Outstanding Stipulations Notification

‘AR R R RN N

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces & Vivarium Meeting Attendance Notification Setup [ <}
——————————————————————

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

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.
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List of Member A Change

Send E-mail Notification

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

Add Meeting Attendance Change Notification
Navigate to Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.

Review Board Notification Setup

LULGH 11G1 UL WSS VUL gL
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup *
Outcome Letter Notification

Outstanding Stipulations Notification

DOO»OPIMIDNIC

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces Vivarium Meeting Attendance Notification Setup | 4|

List of Meeting Attendance Notifications

Motification prior to expiration

Send E-mail Notification
ate

Mo Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Motification

Member Attendance Change Motification Mot Defined Not Defined [ Sl SETlpE R TENE §EE (L

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.
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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 unconfigured, click the Add Member Attendance Change Notification button.

My Workspaces & Vivarium Meeting Attendance Notification Setup 0

Add a New Notification
List of Meeting Attendance Notifications

Motification prior to expiration

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

List of Member Attendance Change Notification

Send E-mail
Notification

Member Attendance Change Notification

Not Defined Mot Defined | Add Member Attendance Change Notification |

The Edit Meeting Attendance Notification page opens.

My Workspaces = Vivarium

Edit Meeting Attendance Notification

[ Insert Merge Code ] I Save Motification I

Type of Notification: Member Attendance Change Notification

Title: : Change Nofification

Notification if within: in days.

Send E-Mail Notification: ® ves O no

s B I U &

=~ E - =E % [a Q - = 2
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.
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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.

My Workspaces & Vivarium Meeting Attendance Notification Setup [ 4]
Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

Mo Meeting Attendance Notification has been posted.

List of Member Attendance Change Motification

Member Attendance Change Notification = Member Attendance Change Notification Yes SEER L EMEE A ETIETED € 12T ol
g

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 Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.

LNUGI G UL UGS VUL G
Internal Routing Notification

Pre Review Assignment Motification

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup -ﬁ
Outcome Letter Notification

Outstanding Stipulations Notification

DOO»OIDIMIMNI

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.
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My Workspaces & Vivarium Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Motification Not Defined Not Defined [ Sl SETlET TR § e L

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 ification

Send E-mail Notification

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

When the notification is configured, click its Edit icon.

My Workspaces & Vivarium Meeting Attendance Notification Setup n

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
date

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification | Member Attendance Change Notification Yes Delete Member Attendance Change Ny tion

The notification is opened for editing in the Edit Meeting Attendance Notification page.
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My Workspaces ] Vivarium Edit Meeting Attendance Notification

[ Insert Merge Code ] | Save Nofffication |

Type of Notification: Member Attendance Change Notification
Title: |Member Changes|
Notification if within: in days.
Send E-Mail Notification: ® ves O o
« B I u S x x Font Family - 12 -~ & I~ 9~ =~

i
‘
fii
«
il
i
&P
&l

o = =]
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.

My Workspaces & Vivarium Meeting Attendance Notification Setup 0

List of Meeting Attendance Motifications

Notification prior to expiration

Send E-mail Notification
ate
Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Motification

Send E-mail ‘

Notification

Member Attendance Changes Yes JEEEL AT AIE TR HITREE Y o ]

Member Attendance Change Motification
g

Delete Meeting Attendance Change Notification

Navigate to Animal Resource Center > Review Board Administration > Meeting Attendance Notification Setup
link.
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Review Board Motification Setup

LIS A LU LIS L gL
Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Motification
Meeting Attendance Notification Setup *
Outcome Letter Notification

Outstanding Stipulations Notification

‘R R R R R R B

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.

My Workspaces [ Vivarium Meeting Attendance Notification Setup

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 Not Defined Not Defined [ ARG BRLEET R CEED EETS OTE T ]

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 Attendance Change Notification

Send E-mail Notification

Member Attendance Change Notification Member Attendance Change Notification Yes [ DEIE (MEnBer AETEETED CHEgR =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.
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My Workspaces ] Vivarium Meeting Attendance Notification Setup n

List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

No 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 Delete Member Attendance Change N tion 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.

My Workspaces & Vivarium Meeting Attendance Notification Setup [ 4}

List of Meeting Attendance Notifications

Notification prior to expiration
late

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined Add Member Attendance Change Notification ]

Outcome Letter Notifications

Three types of review board outcome notifications can be configured in the iRIS™ system:
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— RB Outcome Letter Notification, automatically sent to applicable study personnel when an
outcome letter is sent

— Outcome Signoff Letter Notification, automatically sent to applicable study 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 Animal Resource Center > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
IS KEVIEW ASSIYIIICIL MO Lauon

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

P31

Special Purpose Forms Response Motification Setup

The RB Outcome Letter Notification setup page is opened.

My Workspaces = Vivarium RB Outcome Letter Notification 0
- |

List of RB Qutcome Letter Notifications

Send E-mail
m Crif=is “

RB Outcome Letter Notification Not Defined Not Defined { Add RB Outcome Letter Nofification }

List of Outcome Signoff Letter Notifications

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 Mot Defined

[ Add Outcome Signoff Complete Motification ]

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:
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— 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)

My Workspaces @ Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail

RB Outcome Letter Notification Outcome Letter Notification

N ?

List of Outcome Signoff Letter Notifications

[ Delete Qutcome Letter MNofification ]

Send E-mail

Notification

Outcome Signoff Letter Notification Mot Defined Mot Defined Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Outcome Signoff Complete Notification Mot Defined Mot Defined

[ Add Outcome Signoff Complete Notffication ]

As shown in the screenshot below, the configuration page for all three of these notification types contains the
same fields.

[ Insert Merge Code ][ Save Nofification ]
Type of Notification: RB Outcome Letter Notification
Titlez
Send E-Mail Notification: ® ves O No
~ B I U & x x* \Vedana 11 - & |~ 9 =~
=- == = % @ 0o #£ B8 9

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.
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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.

Add Outcome Letter Notification

Navigate to Animal Resource Center > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
FrE REVIEW ASSIGIIENL VU UL dUOTn

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

POB®DIN1

Special Purpose Forms Response Notification Setup

The RB Outcome Letter Notification setup page is opened.

My Workspaces & Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

E

RB Outcome Letter Notification Not Defined Not Defined { Add RB Outcome Letter Nofification }

List of Outcome Signoff Letter Notifications

Send E-mail
m“

Qutcome Signoff Letter Notification Not Defined Mot Defined { Add Qutcome Signoff Letter Motification ]

List of Outcome Signoff Complete Notifications

Send E-mail -
E

Qutcome Signoff Complete Notification Not Defined Mot Defined [ Add Outcome Signoff 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)
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— 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)

My Workspaces = Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
m— Notification “

RB Outcome Letter Notification Outcome Letter Notification [ Delete Outcome Letter Nofification ]

N .

List of Outcome 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

Send E-mail

Notification

Outcome Signoff Complete Notification Mot Defined Mot Defined [ Add Outcome Signoff Complete Notification ]

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.

My Workspaces & Vivarium Edit RB Outcome Letter Notification 4|

[ Insert Merge Code “ Save Notification I

Type of Notification: RBE Outcome Letter Notification

Title: Outcome Letter Nofification

Send E-Mail Notification: ® ves ) No
« B I Uu & x x* Verdana *+ 11 ~ & I I =~
=< == E % Q = =] 2

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

[%erb_name?t]

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.
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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.

My Workspaces = Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

RE Outcome Letter Notification Qutcome Letter Notification Yes Deleie Outcome Letter Notification

List of Outcome Signoff Letter Notifications

H“ T

Qutcome Signoff Letter Notification Not Defined Mot Defined [ ‘Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Outeome Signoff Complete Notification Not Defined Not Defined [ Add Outcome Signoff Complete 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 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.

Edit Outcome Letter Notification
Navigate to Animal Resource Center > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
FrE REVISW ASSIYIIIENL NULULaUUn

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

POPDPOD1

Special Purpose Forms Response Notification Setup

The RB Outcome Letter Notification setup page is opened.
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My Workspaces = Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E Lrrim “

RB Outcome Letter Notification Mot Defined Mot Defined

[ dd RB Outcom Letter Nofiication |

List of Outcome Signoff Letter Notifications

Send E-mail .
m

Outcome Signoff Letter Notification Not Defined Not Defined

[ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
m“

Qutcome Signoff Complete Notification Not Defined Not Defined

[ Add Outcome Signoff 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)

My Workspaces & Vivarium RB Outcome Letter Notification 0

List of RB Outcome Letter Notifications

Send E-mail
RB OQutcome Letter Notification ‘Qutcome Letter Notification Yes Delete Quicome Letier Nofification
List of Outcome Signoff Letter Notifications

Send E-mail

Notification

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

List of Outcome Signoff Complete Notifications

Send E-mail

Notification

Outcome Signoff Complete Notification Not Defined Not Defined [ Add Outcome Signoff Complete Notification
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Click the icon in the Edit column for the applicable notification type.

My Workspaces = Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

- Send E-mail
s e “
RE Outcome Letter Notification Qutcome Letter Notification Yes [ Delete Outcome Letter Notification ]

List of Outcome Signoff Letter Notifications

Send E-mail .
E“

Outcome Signoff Letter Notification Not Defined Not Defined [ Add outcome Signoft Letter Notcation |

List of Qutcome Signoff Complete Notifications

Send E-mail
E“

Outcome Signoff Complete Notification Not Defined Not Defined [ a4 Outcome Signaft Complete Notication |

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

My Workspaces [ Vivarium Edit RB Outcome Letter Notification < |

[ Insert Merge Code ]I Save Notification I

Type of Notification: REB Outcome Letter Notification

Title: Review Bnard| Outcome Letter Notification

Send E-Mail Notification: ® ves ) No
« B I Uu & x x* Font Family - 12 -~ & 1~ 9~ =~
= = = = S [al Q -4 =)

E-mail Content:

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

[2&rb_name:]

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 panel. The notification is revised
on the RB Outcome Letter Notification page.
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My Workspaces & Vivarium RB Outcome Letter Notification 4]

List of RB Outcome Letter Notifications

Send E-mail
E Notification “

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 Outcome Signoff Letter Nofification }

List of Outcome Signoff Complete Notifications

Send E-mail -
E

Outcome Signoff Complete Notification Not Defined Mot Defined

[ Add Outcome Signoff Complete Notification }

Delete Outcome Letter Notification

Navigate to Animal Resource Center > Review Board Administration > Outcome Letter Notification link.

Review Board Notification Setup
FrE REVIEW ASSIYIIIEHL INOUILALon

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

2229221

Special Purpose Forms Response Notification Setup

The RB Outcome Letter Notification setup page is opened.

My Workspaces @ Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail _
E Cripmim

RB Outcome Letter Notification Not Defined Not Defined

[ Add RB Outcome Letter Notication |

List of Outcome Signoff Letter Notifications

Send E-mail
m Notification “

Outcome Signoff Letter Notification Mot Defined Not Defined

{ Add Outcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail i
E SoHTETe

Outcome Signoff Complete Notification Not Defined Not Defined

[ Add Outcome Signoff Complete Motification ]

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

My Workspaces = Vivarium RB Outcome Letter Notification 0
List of RB Outcome Letter Notifications
I T T

i1 RB OQutcome Letter Notification ‘Qutcome Letter Notification Yes Delete Quicome Letier Nofification

List of Outcome Signoff Letter Notifications

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

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

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 button for the applicable notification type.
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My Workspaces = Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
m LTi =i “

RB Outcome Letter Notification Review Board Qutcome Letter Notification Yes | Delete Outcome Letter Notification |

List of Outcome Signoff Letter Notifications

Send E-mail
m Notification “

Outcome Signoff Letter Notification Not Defined Not Defined [ Add outcome Signoft Letter Noification |

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.

My Workspaces Vivarium RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
m LoERE “

RB Outcome Letter Notification Not Defined Not Defined [ 44 B Outcome Letter Notifcation |

List of Outcome Signoff Letter Notifications

Send E-mail
m“

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

List of Outcome Signoff Complete Notifications

Send E-mail -
E

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

Outstanding Stipulations Notifications

Outstanding stipulation notifications can be configured to automatically alert applicable study 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 Animal Resource Center > Review Board Administration > Outstanding Stipulations
Notification link.

Review Board Notification Setup

FIT MCVITU MSD GG L I a L

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter NMotification

Outstanding Stipulations Motification ﬁ

Special Purpose Forms Response Motification Setup

PO

The Outstanding Stipulations Notification Setup page is opened.

My Workspaces [ Vivarium Outstanding Stipulations Notification Setup

Add a New Notification

List of Outstanding Stipulations Notifications

IS =) = === =R ===

Mo Outstanding Stipulations Notifcation has been posted.

The Edit Outstanding Stipulations Notification page is used for configuration of this notification type.
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My Workspaces [ Vivarium Edit Outstanding Stipulations Notification

Insert Merge Code ] l Save Nofification ]

Type of Notification: Outstanding Stipulations Notification

Title: |

Motification if within: in days.

Send E-Mail Motification: ® ves ) Mo

Principal Investigator
Study Contact

Send To:

o B I U & x Font Family ~ 12 ~ 4 1~ 9~

i
1
iii
1
i
I
I
(3]

E-mail Content:

a = =

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.

Select checkboxes for “Principal Investigator” and “Study Contact” are provided in the Send To field, to specify
which study 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 Animal Resource Center > Review Board Administration > Outstanding Stipulations Notification link.

FIT RCVITW Assg UL aton

Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification «

Special Purpose Forms Response Notification Setup

POO®OINI

The Outstanding Stipulations Notification Setup page opens.
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My Workspaces [ Vivarium Outstanding Stipulations Notification Setup

Add a New Notification

List of Outstanding Stipulations Notifications

e | et e

No Qutstanding Stipulations MNotifcation has been posted.

Click the Add a New Notification button. The Edit Outstanding Stipulations Notification page opens.

My Workspaces = Vivarium Edit Outstanding Stipulations Notification

insert Merge Code | [ save Nouncation |

Type of . . . I
Notification: Outstanding Stipulations Notification
Title: |C i - App Cor Required
Notification .
if within: in days.
Send E-Mail @ ~
Notification: =+ 'es ' No
Principal Investigator
Send To:
Study Contact
B I U § x x* Verdana M -~ & I~ 9 =-
= = = % @ Q > = 0
E-mail

Content:
Please be advised one or more application corrections are required. Please log in to iRIS to view details.

[%%rb_namec]

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.
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My Workspaces = Vivarium Outstanding Stipulations Notification Setup

Add a New Motification ] [ Delete Nofification(s) ]

List of Qutstanding Stipulations Notifications.

Notification prior to due date Send E-mail Notification

Outstanding Stipulations Outstanding Stipulation - Application Correction(s)
] [iS) Notification 30 Days Required es

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 Animal Resource Center > Review Board Administration > Outstanding Stipulations Notification link.

Meeting Agenda And Minute MNotification

Meeting Attendance Notification Setup

Outstanding Stipulations Notification ﬁ

®

e

®  Outcome Letter Notification

®

[ Special Purpose Forms Response Notification Setup

The Outstanding Stipulations Notification Setup page opens.

My Workspaces & Vivarium Outstanding Stipulations Notification Setup

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

List of Outstanding Stipulations Notifications

Outstanding Stipulations Outstanding Stipulation - Application Correction(s)
O Notification 30 Days Require Yes

Click the icon in the Edit column for the applicable notification. The notification is opened for editing in the Edit
Outstanding Stipulations Notification page.
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My Workspaces = Vivarium Edit Outstanding Stipulations Notification

Insert Merge Code: ] | save Notification |

Type of Notificati Outstandi

Title: [Butstanding Stipulation - Application Gorrection(s) Required

Notification if within: in days.

Send E-Mail Notification: |~ ® ves O o

Principal Investigator
Study Contact

Send To:

s B I U & x x* FontFamiy v 12 v & lv Qv =~
E-mail Content: E~r Er=E E % @ o # &

Please be advised one or mere application corrections are required. Please log in to IRIS to view details.

[%rb_name]

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 = Vivarium Outstanding Stipulations Notification Setup

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

List of Outstanding Stipulations Notifications

Notification prior to due date

Send E-mail Notification

: Outstanding Stipulations
O g Stipl

Outstanding Stipulation - Application Correction(s)
— Notification 15 Days

Required fes

Delete Outstanding Stipulations Notification

Navigate to Animal Resource Center > Review Board Administration > Outstanding Stipulations Notification link.

Review Board Notification Setup

FIT MCVITU AISIYIIIISI L a L

Meeting Agenda And Minute Notification
Meeting Attendance Motification Setup
Outcome Letter Notification

Outstanding Stipulations Motification *

Special Purpose Forms Response Notification Setup

DOO®»OIDI
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The Outstanding Stipulations Notification Setup page opens.

My Workspaces = Vivarium QOutstanding Stipulations Notification Setup

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

List of Qutstanding Stipulations Notifications

Edit Type Notification prior to due date Title Send E-mail Notification

3 Outstanding Stipulations Outstanding Stipulation - Application Correction(s)
|5 Notification 15 Days Required

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 & Vivarium Outstanding Stipulations Notification Setup

Add a New Notification

List of Outstanding Stipulations Notifications

B e ] e soufcaton prior o due dute

No Outstanding Stipulations Notifcation 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.

©2020 iMedRIS Data Corporation152



ARC—Review Board Administration: Notifications iRIS™ v12.01

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 study personnel as follows:

— 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 Animal Resource Center > Review Board Administration > Special Purpose
Forms Response Notification Setup link.

B A% AW ILWE FLITIEIEEEL R AL LI
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Motification

Qutstanding Stipulations Motification

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.
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My Workspaces = Vivarium 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 Nofification

Notification after ? Days T Send E-mail Notification

Mo Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notfcation |

Notification after ? Days T Send E-mail Notification

Mo Response 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).

The same configuration form, shown below, is used for Submission Correction and Review Response notification
types.

My Workspaces & Vivarium Edit Submission Notice

[ Insert Merge Code ] [ Save Nofification }

Title: Submission Correction
Send E-Mail Notification: ® ves O o
< B I u 5 x Font Family + 12 - & 1~ 9~ =~

E- = =

% @A 0 £ &

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.
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The same configuration form, shown below, is used for both Submission Correction Reminder and Response
Pending Reminder notification types.

My Workspaces = Vivarium Edit Submission Notice 4]

[ msert Merge code | [ save Notication |

Type of Notification: Special Purpose Form Correction Reminder Notification

Title: |

Notification if within: in days.
Send E-Mail Notification: ® ves O Mo
s B I u & x x Font Family 12 * & 1~ 9+ =E~-

= - = -

% @ 0o * &

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.

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 Animal Resource Center > Review Board Administration > Special Purpose Forms Response
Notification Setup link.
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Review Board Notification Setup

F AL MLwSLur maTngaaEsrLEnL dmLAIARLULILSS
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Motification

Outstanding Stipulations Notification

DPOPO®»IDI

Special Purpose Forms Response Notification Setup *

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces & Vivarium Special Purpose Response Form Notification Setup 0

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

No Submission Correction Reminder Motification 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 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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My Workspaces [ Vivarium 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 Motifications

Add a New Reminder Nofification

Notification after ? Days T Send E-mail Notification

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Netifications

Add a New Reminder Nofification

Notification after ? Days T 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.

My Workspaces & Vivarium Edit Submission Notice | 4]

[ Insert Merge Code ] I Save Mofification I

Title: 'Submission Corrections Required| *
Send E-Mail Notification: ® ves ) No
" B I u = Xa x? Verdana - 11 ~ & I~ 9~ =~
= = — (o]
E~- E - E % @ x B 2
E-mail Content: One or mere errors have been found in your submission. Please see the specific correction request(s) in your workspace Task

List, make the requested corrections and resubmit.

[#erb_namea]

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.

©2020 iMedRIS Data Corporation157



ARC—Review Board Administration: Notifications iRIS™ v12.01

My Workspaces [ Vivarium Special Purpose Response Form Notification Setup

List of Response Types

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

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

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 Animal Resource Center > Review Board Administration > Special Purpose Forms Response
Notification Setup link.

Review Board Notification Setup

B IAAWILN FLaIegeIEeELaET §RLr LI R LI
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

PO®»OINI

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.

©2020 iMedRIS Data Corporation158



ARC—Review Board Administration: Notifications

My Workspaces ®

iRIS™ v12.01

Vivarium Special Purpose Response Form Notification Setup | <]

List of Response Types

Submission Type Submission Correction

Submission Type Review Response

Send E-mail Notification

List of Submission Correction Reminder Notifications

Notification after ? Days

No Submission Correction Reminder Motification has been posted.

Add a New Reminder Notification

Send E-mail Notification

List of Review Response Reminder Notifications

Notification after ? Days

Mo Response Pending Reminder Notification has been posted.

Add a New Reminder Notification

Send E-mail Notification

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.

My Workspaces & Vivarium Edit Submission Notice
Insert Merge Code ] [ ‘Save Nofification ]

Type of Notification: Special Purpose Form Correction Reminder Notification
Title: [
Notification if within: in days.
Send E-Mail Notification: ® ves O No

o B I U 5 Xz x? Font Family > 12 ~ & 1~ 9- =~

=+ =Er E E % a =}

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 Animal Resource Center > Review Board Administration > Special Purpose Forms Response

Notification Setup link.
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Review Board Notification Setup

DR ALY LYY FLIZIELE fTALE L
Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup

Outcome Letter Notification

Outstanding Stipulations Notification

Special Purpose Forms Response Notification Setup ﬁ

POPP020 1

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces & Vivarium 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 Nofification

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 Nofffication

Notification after ? Days Send E-mail Notification

Mo Respanse 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.

My Workspaces [ Vivarium Special Purpose Response Form Notification Setup

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 7 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 7 Days Send E-mail Notification

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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My Workspaces ® Vivarium Edit Submission Notice [ <}
[ Insert Merge Code ] I ‘Save Nofification I
Type of Notification: Special Purpose Form Correction Reminder Notification
Title: [ Carrection Reminder
Notification if within: in days.
Send E-Mail Notification: ® ves O No
s~ B I U § x x? Verdana >~ 11 - 4 1~ 9~ =~

|
‘

fii
‘

lil

% B o = =] 0

E-mail Content:

Requested corrections on one or more submissions have not yet been received. Please login to iRIS to view details, then make
the requested corrections and resubmit.

[%erb_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.

My Workspaces & Vivarium Special Purpose Response Form Notification Setup | <]

List of Response Types

Send E-mail Notification

submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Motifications

Add a New Reminder Notiication | [ Delsts Reminder Noffcation(s)

] Specia Purpose Form Correction 20 0ays Submission Correction Reminder ves
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.
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Edit Submission Response Reminder Notification
Navigate to Animal Resource Center > Review Board Administration > Special Purpose Forms Response
Notification Setup link.

Review Board Notification Setup

B P YELUE mIIIGIIErLaL SR L P
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

2220901

Special Purpose Forms Response Notification Setup -ﬁ

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = Vivarium 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

No 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

No 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).

Click the Edit icon for the applicable notification type.

My Workspaces [ Vivarium Special Purpose Response Form Notification Setup

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 Notfication(s)

Notification after ? Days Send E-mail Notification

O . SDEC':'Ef\:'i%‘ffh‘r;’i?cﬁg:‘m‘“ 30 Days Submission Correction Reminder Yes

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.
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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.

My Workspaces & Vivarium Edit Submission Notice | < |

[ msent Merge oge | | save Notcation |

Type of Notification: Special Purpose Form Correction Reminder Notification
Title: |5ubmisswon Cormection Reminder
Notification if within: in days.
Send E-Mail Notification: ® ves O o
s B I U & x x* \Verdana -1 - & 1 - E-

= v = v

% [ o = =] 2
E-mail Content:

Requested corrections on one or more submissions have not yet been received. Please login to iIRIS to view details, then make
the requested corrections and resubmit.

[erb_name®s]

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.

My Workspaces ® Vivarium Special Purpose Response Form Notification Setup

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

[ Acd 2 New Reminder Notfication | [ Delets

Notification after ? Days | Send E-mail Notification

0 Special Purpose Form Correction

Reminder Notification 15 Days ‘Submission Correction Reminder Yes

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

o Response Pending Reminder Notification has been posted.
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Delete Submission Response Reminder Notification

Navigate to Animal Resource Center > Review Board Administration > Special Purpose Forms Response
Notification Setup link.

Raview Board Notification Setup

B MLwELur FzTIgaamsrLEIL dwirataELtiLivee
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification

DOPOOINI

Special Purpose Forms Response Notification Setup ﬁ

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = Vivarium Special Purpose Response Form Notification Setup {4}

List of Response Types

Send E-mail Notification

Submission Type Submission Correction

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

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.
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My Workspaces Vivarium Special Purpose Response Form Notifi

List of Response Types

Send E-mail Notification

Submission Corrections Required

Submission Type

Submission Type Review Response

List of Submission Correction Reminder Notifications

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

Send E-mail Notification

Notification after ? Days

5 m
Special Purpase Form Correction 30 Days Submission Correction Reminder
=1 Reminder Notification

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

Ho Response Pending Reminder Notification has been posted.

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 & Vivarium Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Corrections Required

Submission Type

5
Submission Type Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.
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Notice that the Edit icon and Delete Reminder Notification(s) button no longer appear.
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