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Conflict Of Interest Assistant Manual

Meeting Agenda

The Meeting Agenda page, available under COI Assistant > Meeting Management > Meeting Agenda, allows users to view
information related to a specific meeting date. A user can access past and future meetings from this area. If you have a
review board administrator role, you can come to this area to prepare for an upcoming meeting. If your role does not
have this administrative privilege, you can come to this area to look at submissions placed on a particular meeting date.
Roles that have read/write access to this page can be setup under Setup Role Access in Review Board Administration.

Conflict of Interest Meeting Agenda [{]Back

Agenda State: Draft
Reviewer Notifications: Disabled 4 04/12/2017 } g Submission Review validation | _a Save Changes
Items to be Reviewed at New Committee Meeting :

i ~
:)I:-J;:;%tl\-lembers Ann A. Analyst, M.D., Jan Board Member, Ph.D., John Board Member, Joe Board Member, Charles Coordinator

Non Voting Members
Present

@ Meeting Attendance
Administrator, Susan Investigator

Call to Order

0ld Business

New Business

E Miscellaneous

E Closing Comments

Meeting Motions

Review Documents View File Title

No documents have been associated with this agenda

Meeting Start Time: l:“:l Meeting End Time: l:l l:l Meeting Chair: [—none— v

The meeting agenda page will open to the next upcoming meeting. You can flip to a different meeting date by clicking on
the green arrows by the meeting date at the top of the page.

At the top of the page will appear information about the meeting you are viewing.

Agenda State — This will appear as either Draft or Finalized. Draft means that the agenda template is still in setup mode.
Finalized means the agenda is ready for the meeting.

Reviewer Notifications — This will appear as either Enabled or Disabled. Enabled means reviewers for the conflict
matches assigned to this meeting date have been notified of their assignments. Disabled means reviewers have not yet
been notified.

Items to be reviewed at ‘New Committee’ Meeting — All the items following this label are represented at the meeting.
The words “New Committee” in this case is the name of the committee. This could be different in your system,
depending on the names of your committees.

If your role allows write access to this page, you will be able to modify the following fields:

© iMedRIS Data Corporation 2



COl Assistant — Meeting Management iRIS 10.03.02
Meeting Attendance
Call to Order
Old Business
New Business
Miscellaneous
Closing Comments
Meeting Motions
Review Documents View Fila Title
Mo documents have been associated with this agenda
Meeting Attendance
Meeting Attendance is initially empty for a meeting. Attendance is typically tracked the day of the meeting.
COI - Review Board Meeting Attendance [4]Back
Q Save Changes |
Present Voting Member Name Member Role Relationship R tati | Representative
¢|3’ Gender Specialty to the Affiliation epresentational ¢ speacific
Institution FEIEEE entity
Chairperson, Gregory Chairperson
Member, Frank Board Member
Member, George Board Member
Member, Joe Board Member T?Fﬂi_ated
Member, Nancy Board Member
Member, Robert Board Member Affiliated Affiliation 1
Alternate Member for:
Member, Sue —none— -
Present Non Voting Member Name Member Role Gender Specialty Relationship Affiliation Representational Representative
to the capacity of specific
Institution entity
Administrator Ex-Officic Member
Coordinator, Dan Coordinator Scientist E:fd;?:mn
Coordinator, Jan Coordinator
Click here to modify the guest list
Guast Name Specialty Affiliation

No guests have been listed.

When the Meeting Attendance link is clicked, the above page will open, listing all available members and staff of the

review board. Each member is listed with additional information, as shown in the table above. This information reflects

details from their user accounts. You will be able to mark which members are present at the meeting by clicking on the

checkboxes next to their names.

If you have alternate members, you will be able to indicate who they are alternates for by selecting a name from the

dropdown list. A member is designated as an alternate in their user account.

If there are any guests present at the meeting, you can add their presence by clicking on the “Click here to modify the
guest list” link, right above the guest table.

© iMedRIS Data Corporation
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COI Meeting - 04/12/2017 Guest list [4]Back

Add Meeting Guest |

Delete Edit Member Name Specialty Affiliation

No guests have been listed.

A new page will open. This page will list out any guests added to the meeting. The first time you click on this link, the

table will be empty, as no guests have been added to the meeting yet. Click on the Add Meeting Guest button to add a
guest.

COI Meeting - 04/12/2017 Guest list [4]Back

i I Save Guest Info |

* Guest Name: |COI Guest |

* Spedialty: | Neurology v

* Affiliation: [NIH |

This will open another page, allowing you to type the guest’s name, indicate his or her specialty, and enter the guest’s
affiliation. Specialty can be configured by the designated system administrator in System Administration > List

Configuration and Maintenance > Site List Setup > Study Management > Specialty. After entering the necessary
information, click on the Save Guest Info button.

COI Meeting - 04/12/2017 Guest list [4]Back

Add Meeting Guest |

Delete Edit Member Name Specialty

o COI Guest Neurclogy

Affiliation

NIH

The record will be added to the guest list table. You can add more guests as needed. You can also remove a guest from
the list by clicking the red X icon in the Delete column. Click the Back button when you are finished to take you to the
previous page.

The guest list will be added to the attendance list for the meeting.

© iMedRIS Data Corporation
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COI - Review Board Meeting Attendance (4|Back
Q Save Changes |
Present Voting Member Name Member Role Relationship R tati I Representative
H Gender Specialty to the Affiliation c:pr:i&:r“ tenal of specific
Institution pa entity
Chairperson, Gregory Chairperson
Member, Frank Board Member
| Member, George Board Member
Member, Joe Board Member Men-
' Affiliated
Member, Nancy Board Member
Member, Robert Board Member Affiliated ,ifﬂllatlon

Alternate Member for:

SETIEL 2LE Member, George -

Present Mon Voting Member Name Member Role Gender Specialty

Relationship Affiliation Representational Representative

to the capacity of specific
Institution entity
Administrator Ex-Officio Member
Coordinator, Dan Coordinator Scientist Radiation
! Safety
= Coordinator, Jan Coordinator
Click here to modify the guest list
Guest Name Specialty Affiliation
COI Guest Neurclogy NIH
After selecting which users are present at the meeting, click on the Save Changes button.
Conflict of Interest Meeting Agenda [4]Back

Agenda State: Finalized

Reviewer Notifications: Enabled 01/13/2014 >
Items to be Reviewed at Committee 1

Meeting :

Voting Members

Present Frank Member, Nancy Member

Voting Members Members
Absent

Mon Voting Members
Meeting Attendance present

George Member

Administrator

Ex-Officio Member
Staff Present

Staff Absent
Guests Present

Administrator

Dan Coordinator

Jan Coordinator

COI Guest (Neurclogy) from NIH

Call to Order

i

Old Business

[

New Business

[

Miscellaneous

i

Closing Comments

[y [

Meeting Motions

Review Documents

i

View File Title

MNo documents have been associated with this agenda

Gregory Chairpersan, Robert Member, Joe Member, Sue Member [ Alternate for: George Member) ,

Q Save Changes |

11
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You will then return to the Meeting Agenda page. The white space to the right of the Meeting Attendance link will
update, reflecting attendance based on the selections you have made. You can modify the attendance any time before
Meeting Minutes are published for the meeting.

Call to Order, Old and New Business, Miscellaneous and Closing Comments

Meaeating Attendance

)

Call to Order

)

0ld Businass

)

New Business

i)

Miscellaneous

i)

Closing Comments

i)

Meeting Motions

[

Review Documents

[

View File Title

Mo documents have been associated with this agenda

The links for Call to Order, Old Business, New Business, Miscellaneous, and Closing Comments allow you to enter
information either prior to the meeting or while the meeting is being held. These items can all be used as merge codes in
the Meeting Minutes template.

Enter the meeting agenda call to order. ﬂ
OB aME B I U=#x x2S A- A~ E E £ EE
O || Format  ~ | Font ~ | Size ~ | @ B m

€) Cancel | ) erty |

You can click on any of these links to open a rich text editor. You can type in or copy and paste your text. When you are
finished, click the Apply button.

© iMedRIS Data Corporation 6
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Conflict of Interest Meeting Agenda [4]Back

Agenda State: Draft
Reviewer Notifications: Disabled 4 04/12/2017 P 9 Submission Review validation | _D Save Changes
Items to be Reviewed at New Committee Meeting :

g?;gé%:ﬂembers Ann A. Analyst, M.D., Jan Board Member, Ph.D., John Board Member, Joe Board Member, Charles Coordinator A
B meeting attendance gf:sgﬁtﬁ"g Members Administrator, Susan Investigator
Guests Present COI Guest (Neurology) from NIH
B callto order Meeting Call to Order text field
B old Business Old Business text field
B New Business New Business text field
B miscellaneous Miscellaneous text field
B Closing Comments Closing Comments text field

The meeting agenda page will display any text entered via the text editor in the fields to the right of the corresponding
label.

Meeting Motions
Use the meeting motion section to capture board member votes and approval for previous meeting minutes.

COI - Meeting Motion [4]Back
T Add Minutes Approval T Add a Hew Motion | Q Save All Changes |
Edit Meeting Motion
No Motions have been added.

When you first open the Meeting Motions page, no motions will be listed. You can add a motion by clicking the Add
Minutes Approval button or the Add a New Motion button.

Add Minutes Approval — To approve minutes from a past meeting, click this button. A new screen will be displayed
containing a list of previous meeting minutes.

COI - Meeting Motion [4]Back

ISave 1! d Mii for b Apprmmll

View Minutes

Date Minutes Sent for
Comments

Select

Meeting Meeting Date Agenda State

[]  New Committee meeting held on 02/08/2017 Finalized | view Finalized Minutes |

You will only be able to select minutes from past meetings in which the minutes were generated and published.
Otherwise, meeting dates will not be listed.

You can view the published minutes by clicking the View Finalized Minutes button. This will open the published minutes
in a PDF document in a separate window.

Select the meeting which you would like to present for minutes approval at this meeting and click on the Save Selected
Minutes for Member Approval button.

© iMedRIS Data Corporation 7
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iRIS 10.03.02
COI - Meeting Motion [4]Back
. Add Minutes Approval . Add a New Motion | _D Save the Vote Summary |
Edit Meeting Motion
0 Meeting Minutes Approval for the New Committee meeting held on February 08, 2017

Number Vote Type Comments

" | |
D Absent | |
D Against | |
[0 ] Abstain | |
D Conflict of Interest | |
D Not present for Vote | |

You will be returned to the previous page, and a record will be added with the motion text “Meeting Minutes Approval

for the ‘Committee Name’ Meeting held on ‘Meeting Date’”. Underneath the motion text, you will be able to indicate
how the members voted.

Depending on your Review Board Configurations, the motion you added may or may not be set for anonymous voting.
For more details on setting this configuration, please refer to the Review Board Properties manual.

If your system is configured with anonymous voting, a screen will appear similar to the screenshot above. Enter the
number of members who voted for a particular Vote Type in the Number column, as well as any necessary comments.

After you've finished entering your votes, be sure to click the Save the Vote Summary button.

If the anonymous voting configuration is off, the added motion will appear as shown below.

Edit Meeting Motion

0 Meeting Motion 1

Relationship . Representative
Vote Member Name Gender Specialty to the Affiliation Eaep;;e:istsntatlonal of specific
Institution P entity

The member voting list depends on the meeting attendence. Please take attendence.

Attendance will need to be set before voting can take place. If attendance has not been set, the above page will be
displayed. If attendance has been set and taken, the list of members present will be displayed as shown below.
COI - Meeting Motion [4]Back

Add Minutes Approval | Add a New Motion | _D Save All Changes |

Edit Meeting Motion

o Meeting Minutes Approval for the New Committee meeting held on February 08, 2017
Vote Member Name Gender Specialty ?ﬁ;:ittiz;;::ip i Affiliation (I:l:garg;;ntaﬁonal xgwmentative Cl=pediilc
Analyst, Ann A., M.D. Female Affiliated Scientist Psychiatry
Comments: ‘ |
Board Member, Jan, Ph.D. Female Affiliated Scientist Radiation Safety
Comments: ‘ |
Board Member, Joe
Comments: ‘ |
Board Member, John
Comments: ‘ |
Coordinator, Charles Male
Comments: ‘

© iMedRIS Data Corporation
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The vote type can be selected in the Vote column next to each Member’s Name. Each member’s Gender, Specialty,
Relationship to the Institution, Affiliation, Representational Capacity, and Representative of Specific Entity can also be
found under the corresponding columns.

Add a New Motion — If you need to capture a vote for a general meeting item (that is not specific to a conflict match)
you can add a new motion and manually enter the motion text.

COI - Meeting Motion [4]Back
-

Enter the meeting motion.

[] A b R I 4

u
Marmal (.. T < M I

&
&5
i
T

I

4
5=
i
]
[t
Il
(l
o)

When you click on this button, a new page will open, containing a rich text editor. You can enter or copy and paste your
motion language and then click on the OK button. The vote will be added to the list of meeting motions and you will be
able to capture the vote in the same way as described above for the Minutes Approval motion.

After the votes for the motions have been set, select the Save the Vote Summary button. The votes will be saved and
can be used to merge into the Meeting Minutes template (see the Review Board Administration — System Setup manual).

_ i
I LT Motion: Meeting Minutes Approval for the New Committee meeting held on February 08, 2017

Total votes For: 3 Total votes Absent: 1 Against: 0
Conflict of Interest: 1 Not present For Vote: 0 Abstained: 0
Motion:

Meeting Motion 1

Total votes For: 4 Total votes Absent: 0 Against: 0
Conflict of Interest: 1 Not present For Vote: 0 Abstained: 0

After you add and save the meeting’s motions, motion summaries will display on the Meeting Agenda page to the right
of the Meeting Motions link. This is how the merged motion will display in the Meeting Minutes template, if you pull that
information in.

Whether you use anonymous voting or not, the motion summary will not pull the member's names. Only a total number
of votes for each voting category are displayed.

Review Documents
If there are any documents that need to be presented and reviewed at a meeting, they can be uploaded to the meeting
agenda page and pulled up during the meeting. These would be documents that are not specific to a conflict match.

© iMedRIS Data Corporation 9
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B Review Documents View File Title

No documents have been associated with this agenda

Click on the Review Documents link.

COI - Review Board Meeting Agenda Documents [4]Back

Add a New Document

0 result(s) found...
i Edit View File Title Last Modified by

No document have been associated with this agenda

A new page will open, containing a list of documents attached to the meeting. The list will be empty if no documents
have been added. Click the Add a New Document button.

COI - Review Board Meeting Agenda Documents [4]Back

Q Save Document

Add a document associated with this meeting agenda.

Document for review
*Title:

COI Board to review this new training manual.

Dascription:

Upload Document: Upload ... ]

A new page will open. Type in the title of the document and provide a description, if applicable. Click on the Upload
button to browse your computer for the document you would like to upload.

Document Location: Browse...

Instruction: Uploading @ document into iRIS™ reguires locating the document on the computer.
Once yvou have located the document click on the 'Save selected file' button. The buttons will
become disabled. If the document is a large document the window will stay in place until the
upload operation has completed.

g Save selected file U Cancel

If the location is unknown, select the Browse button to browse through your system files. After the file is located, select
the Save Selected File button to upload the file or the Cancel button to cancel the process.

© iMedRIS Data Corporation 10
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COI - Review Board Meeting Agenda Documents [1]Back

Q Save Document |

Add a document associated with this meeting agenda.

Document for review
*Title:

COI Board to review this new training manual.

Description:

Upload Document: Upload ...

After the document is uploaded, a document icon will display to the left of the Description field. To replace this
document with another one, select the Upload button again, followed by Save Document.

Review Documents: Vi Fila Title

Drocument for review

The attachment will appear in the Review Documents table. You will be able to delete attachment(s) or add more
attachment(s) as necessary by clicking on the Review Documents link.

Meeting Start and End Times, Meeting Chair
You can add the actual meeting start time, end time, and indicate who chaired the meeting.

Meeting Start Time: 8 30 AM Meeting End Time: 9 30 AM Meeting Chair: Chairperson, Gregory -

Meeting Start Time and Meeting End Time allow you to specify the actual start and end times by entering the hour and
minutes and selecting “AM” or “PM.” These two fields can be used as merge codes in your Meeting Minutes template.

Meeting Chair allows you to select from a drop down list of board members and staff who chaired the meeting. This can
also be used as a merge code in the Meeting Minutes template.

After entering the meeting time and Chairperson’s details, click on the Save Changes button on the top right of the
meeting agenda page.

Conflict Matches Assigned to the Meeting

Any conflict match that is assigned to the meeting date will populate at the bottom portion of the meeting agenda page.

© iMedRIS Data Corporation 11
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Interest 1

Order Expand Open Group Name ﬁ:‘:"’ Covered Person's Name Reported Interest Type Reported Interest Third Party Reported Role Reporting Action
Agenda Category 1 : Conflicts assigned to Meeting - 2 Objects

@ Susan Investigator E‘g:gég::r;:ﬁi: Eamzihel w7 Pfizer KDM - Not a Board Member Individual Annual Reporting F

Eguity Interests in Biomedical or y .

1 /i a - r \

RS @ Covered Person Healthcare Entities Pfizer KDM - Not a Board Member Individual Annual Reporting
Agenda Category 2 : Expedited and Process Administratively i d to Meeting - 1 Objects

=1 @ Covered Person Financial Interest Pfizer KDM - Not a Board Member Individual Annual Reporting F

Conflict matches will appear in one of two groups, which you can select from the Conflict Match processing screens
depending on how the match was processed.

Conflicts Assigned to Meeting will populate with matches that were placed on the meeting for full board review.

Expedited or Administratively assigned to Meeting will populate with matches that were assigned the “Expedite” or
“Process Administratively” review process and then placed on the meeting under the “Outcome” tab of the Conflict
Match processing screens. You can change the ordering of items placed on a meeting by assigning numbers in the Order
column. When you do this, make sure you save the meeting agenda page for your changes to take effect.

Any of the conflict matches can be opened from the meeting agenda page. Click on the icon in the Open column. This
will open the Conflict Match Processing screens. If you are a coordinator or administrator, you will be able to process the
match when you open the conflict match. If you are a board member, you can open the match to fill out a member
checklist and view match details.

Meeting Minutes
The Meeting Minutes link provides access to published meeting minutes from past COl meetings. This is an area where
board members can go to pull minutes from a past meeting.

COI - Meeting Minutes Archive [4]Back

COI list of meeting minutes

14 result{s) found...

B committee 1 meeting held on 12/16/2013 | View Draft Minutes | i
Q Committee 1 meeting held on 11/18/2013 | View Finalized Minutes |

@ Committee 1 meeting held on 10/21/2013 | View Finalized Minutes |

Q Committee 1 meeting held on 09/16/2013 | View Finalized Minutes |

@ Committee 1 meeting held on 08/19/2013 | View Finalized Minutes | -
Q Committes 1 meating held an 07 /15/30132 [ View Finalized Minutes |

This page will display a link for each board meeting that has been held, from newest to oldest. If minutes have been
generated and a Finalized version has been published, a View Finalized Minutes button will populate next to the meeting
link. If a Draft version of the minutes has been published, the button will read View Draft Minutes. If the meeting
minutes have not been published yet, no button will display. You can click on the View Finalized Minutes or View Draft
Minutes button to view the PDF document for that meeting. You can also open the meeting agenda by clicking the
meeting date hyperlink.

© iMedRIS Data Corporation 12



COl Assistant — Meeting Management iRIS 10.03.02

When you click to view the draft or finalized minutes, a new window will open, displaying the information entered for
the meeting. The fields in the minute’s document will reflect what was defined in the Meeting Minutes Template. Ifitis
a Draft version of the minutes, a watermark will appear with the word DRAFT across the minutes.

© iMedRIS Data Corporation 13
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Meeting Manager

Within the Meeting Manager, you can view meeting agendas, set meeting attendance, and set items to be reviewed at
the meeting. Access to this menu item can be controlled with the Role Access matrix in Review Board Administration.
The Meeting Manager is typically reserved for a review board administrator. You can view current agendas and
publish/create Agendas and Meeting Minutes to send to review board members. The Agenda and Meeting Minutes
templates are created under Review Board Administration. For more information, see the Review Board Administration
documentation.

COI - Meeting Manager [41Back
Meetings from | | Bl to] =) | Refresh ‘ ‘ Show all meetings Meeting Schedule A& Meeting Availability
54 result(s) found... 1-15 p
~ Date Final
Date Draft Date Final Published ~
o Agenda Notify Pu_ ishe Pu_ ishe Minutes g e 5 .
Meeting Date State Revi rs ;:;n;ltfes Mlnut?js Sent to the Availability Edit/View Reviews & Minutes
nt for S by Meeting
Comments Committee
Attendees
0’;3“;3202':;[1“;“‘!& fmectng[Retdlon Draft Disabled ) | Submissions Review |
New Committee meeting held on " : et I N
08/09/2017 Draft Disabled 0 | Submissions Review |
New Committee meeting held on q —_— — n
07/12/2017 Draft Disabled 0 | Submissions Review |
New Committee meeting held on _ . — . N
06/14/2017 Draft Disabled ) | Submissions Review |
New Committee meeting held on . — T N
05/10/2017 Draft Disabled ) | Submissions Review |
New Committee meeting held on B . e T . N
04/12/2017 Draft Disabled 0 | Submissions Review | V]

The Meeting Manager page will list all the meetings defined for the COI Office, displaying the newest meetings at the top
of the list. You can search for a meeting date by entering filter information in the Meetings from/to date fields and
clicking the Refresh button. This will display any meetings that fall under the dates you selected. You can switch back to
viewing all the meetings by clicking the Show all meetings button.

Below is a description of the columns on this page.

Meeting Date — Click on one of the Meeting Dates to create documents for the Agenda and Minutes, change status, and
to send out the Agenda and Minutes to the board members. More will be described about this shortly.

Agenda State — Displays the agenda status as Draft or Finalized.

Notify Reviewers — Displays the current setting for email notifications to reviewers. If this is set to Enabled, then once
the agenda has been finalized, all appropriate email notifications will be created and sent to the reviewers alerting them
that they have been assigned to review certain submissions. When the status is set to Disabled, this indicates that
reviewers have not received their notifications or tasks yet.

Date Minutes Sent for Comments — Indicates the date a draft version of the minutes was sent via email to IRB members
for review.

Date Minutes Approved by Committee — Indicates the date the minutes were approved by the committee. A motion can
be added to a meeting date to approve a previous month’s minutes. When the board votes on the minutes, the date of
that meeting is captured in this column.

© iMedRIS Data Corporation 14
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Date Final Published Minutes Sent to the Meeting Attendees — On the Meeting Minutes screen, you have the option to
send out a final copy of the minutes to the meeting attendees. This column will populate with that date.

—
Availability — You can click the “  icon in this column to set whether board members will be present at this meeting.

Edit/View Reviews & Minutes — Depending on the status of the meeting minutes for that meeting date, a link to view
the Draft or Finalized Minutes will populate. You can click the Submissions Review button in this column to view the

submissions on the agenda for a meeting.

Meeting Schedule

From the Meeting Manager, you can add new meeting dates. Click the Meeting Schedule button on the top right of the

screen to get started.

COI - Review Board Setup Meeting Recurring Pattern and Meeting Dates [4]Back

Add a New Recurring

COI list of meeting recurring pattern.

1 result(s) found...

Delete Edit Recurring Pattern Name Committee Name Location EEE E_nd
Time Time
h : - 1234 Main St Building ABC 10:00

e 1 Committee 1 Committee 1 Room 133 8:00 AM AM

Add a New Meeting

CO1I list of meeting dates.

12 result(s) found... 1-10 P
Delete Edit Meeting Date Suhmisé.ion LIz Committee Name Location Sfarl: E."d
¥ Time Time
’ 5 1234 Main St Building ABC 10:00
o =3 08/03/2015 Committee 1 Room 123 8:00 AM AM
(% 09/07/2015 Committee 1 1234 Main St Building ABC | 5,4 5y | 10:00

A new page will open, broken into two parts. The first part of the page lists recurring meetings and the second part of the
page lists regular meeting dates that have been individually created. Note that this list only shows meetings that have
not yet occurred; future meeting dates are not shown. Once a date has come and gone it will no longer appear in this
list. You can set up a recurring meeting pattern if your board meets on a regular basis. When you create a recurrence, the
system will create meeting dates for up to 12 months and populate them in the second portion of the page. If you do not
use a recurring pattern for your meetings, you can add meetings individually using the second part of the page.

Recurring Meetings
Click on the Add a New Recurring button.

© iMedRIS Data Corporation 15
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COI - Review Board Meeting Recurring Pattern [{]Back

Q Save Meeting Schedule

C0OI edit a meeting recurring pattern.

Recurring Pattern Name: COl Meeting

*Start Date: 01132014 [EE=

Start Time: 8 oo AN - =
End Time: 9 0o AN -

*Meeting Type: Committee 1

Meeting Location: ABC Room Buiding 123

Comments:

A new page will open. You must first enter the meeting information. You can provide specific details about the meeting.
“COl Meeting” is the name used to reference this particular recurring pattern. Start Date is a required field and is the
beginning date the recurring meeting dates will trigger from. The Start Date does not have to be the day of the first
meeting. iRIS will not generate any meeting before the start date, only dates after the start date. Start Time and End
Time are fields where you can enter the planned meeting start and end time. Meeting Type is a required field. This is a
drop down list of your committees for the COIl Review Board. Meeting Location allows you to specify where the meeting
will be held. This can be set up now, and changed for an individual meeting at a later time. A comments field is also
provided in case you need to document anything related to the meeting record.

Change Recurrence Pattern: Monthhy
Monthly Pattern: O pay |1 of every |1 month(s)
(& The |thid % || Monday | of every 1 month(s)

After you add the meeting details, you will need to set up the recurring pattern. The meetings can be set up to generate
weekly or monthly. You can choose your desired meeting pattern by selecting the option from the Change Recurrence
Pattern drop down list. Depending on your selection, the information below will change, allowing you to setup a weekly
or monthly pattern.

Click on the Save Meeting Schedule button and the system will generate 12 months’ worth of meeting dates based on
the pattern you set up.

You can modify an existing recurring pattern if necessary; however, note that any changes made to the pattern will not
update any meetings that have already been generated based on that particular pattern.

You can also delete a recurring pattern; however, deleting a recurring pattern will not delete the meeting records that
were created as a result of the recurring pattern. These must be deleted separately.
© iMedRIS Data Corporation 16
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Add a New Meeting
You can set up an individual meeting as needed. To do this, click on the Add a New Meeting button.

COI - Review Board Setup Meeting Recurring Pattern and Meeting Dates [{]Back

Q Save Meeting Schedule

C0OI add a meeting.

*Meeting Date: v

Start Time: AN W
End Time: AN W
Submission is Due by: v

*Meeting Type: —none— | ¥

Meeting Location:

Enter Comments in the
Editor:

A new page will open. You can provide specific details about the meeting. The Meeting Date is a required field and this
indicates the date for the meeting. Start Time and End Time are fields where you can enter the planned meeting start
and end times. Submission Due By is a date field used to inform study personnel when a form should be submitted in
order to make it onto the meeting agenda. Meeting Type is a required field. This is a dropdown list of your committees
for the COI Review Board. Meeting Location allows you to specify where the meeting will be held. This can be set up now
and changed for an individual meeting later. There is also a comments field provided, in case additional documentation
related to the meeting is necessary.

After you enter all the necessary information, click on the Save Meeting Schedule button to add the meeting to the list
of meetings.

COI list of meeting dates.
12 result(s) found... 1-10 W
Delete Edit Meeting Date SuhMTS;'iDn LIz Committes Name Location Sfarl: E."d
¥ Time Time
. 1234 Main St Building ABC . 10:00
0 ) 08/03/2015 Committee 1 Room 123 8:00 AM AM
0 09/07/2015 Committee 1 1234 Main St Building ABC | g.gg py | 10:00
—_ Room 123 AM
a 10/05/2015 Committee 1 1234 Main St Building ABC | 5,0 om | 10700

You can edit the details of any meeting set up in the system by clicking on the icon located in the Edit column.
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COI - Review Board Setup Meeting Recurring Pattern and Meeting Dates [1Back
Q Save Meeting Schedule

COI edit a meeting.

*Meeting Date:

0141302014 =

Start Time: 8 oo AN -
End Time: 9 oo AN -
Submission is Due by: v

*Meating Type: Committee 1

Meeting Location:

ABC Room Building 123

Enter Comments in the
Editor:

-~

A new page will open, allowing you to modify any of the details for the meeting. Make any necessary changes, and then
click on the Save Meeting Schedule button to return to the list of meetings.

Meeting Agenda/Meeting Minutes

You can prepare a certain meeting by clicking on the link for the meeting date. Doing this will enable you to set the

agenda status, enable reviewer notifications, generate your meeting agenda, and, once a meeting has past, you will be

able to generate and send out the minutes.

COI - Meeting Manager

| ] o

Meetings from |

|' | Refresh H Show all meetings

54 result(s) found...

Date Draft
. Published
Meeting Date Agtear;:ga Ret?t'fv rs Minutes
Sent for
Comments
New Committee meeting held on .
Q 09/13/2017 Draft Disabled
New Committee meeting held on :
08/09/2017 Draft Disabled
New Committee meeting held on .
07/12/2017 Draft Disabled
New Committee meeting held on .
06/14/2017 Draft Disabled
New Committee meeting held on .
05/10/2017 Draft Disabled
New Committee meeting held on .
04/12/2017 Draft Disabled
Meeting Agenda

[4]Back

s Meeting Schedule Jm Meeting Availability |

Click on the name of the meeting under the column Meeting Date.

© iMedRIS Data Corporation
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COI Meeting Minutes from 01/13/2014 [II Back

Meeting Agenda Options -> Current Agenda Status is: Draft

| Click To Open The Meeting Agenda
E Meeting Status: @ Draft Finalized

¥ Enable Reviewer Notifications? Yes @ No

A new page will open, displaying meeting agenda options for the meeting date you selected. If you have not generated
the meeting agenda for this meeting yet, the page will display as shown in the screenshot above. You can access the
Meeting Agenda page in iRIS by clicking on the link next to the yellow folder that reads Click to Open the Meeting
Agenda.

Conflict of Interest Meeting Agenda [4]Back

Agenda State: Draft
Reviewer Notifications: Disabled 04/12/2017 €D submission Review validation | L Save changes
Items to be Reviewed at New Committee Meeting :

i ~N
:)Il?;g‘le?]tl‘dembers Ann A. Analyst, M.D., Jan Board Member, Ph.D., John Board Member, Joe Board Member, Charles Coordinator

Meeting Attend:
ceting Attendance Non Voting Members

Present Administrator, Susan Investigator

E Call to Order

0ld Business

New Business

% Miscellaneous

E Closing Comments
Meeting Motions

Review Documents View File Title

No documents have been associated with this agenda

Meeting Start Time: I:“:l Meeting End Time: I:“:l Meeting Chair: [—none— e

(W]

This will open the Meeting Agenda, allowing you to make any changes to the agenda before generating the agenda
template. For more information about this page, see the Meeting Agenda section of the manual. Click the Back button to
return to the previous page.

COI Meeting Minutes from 01/13/2014 [II Back

Meeting Agenda Options -> Current Agenda Status is: Draft

y Click To Open The Meeting Agenda
E Meeting Status: @ Draft Finalized

¥ Enable Reviewer Notifications? Yes @ No

Meeting Status — When you are ready to generate the meeting agenda, set the status from Draft to Finalized.

Enable Reviewer Notifications — When you are ready to notify reviewers with board review assignments for a meeting
date, switch this status from No to Yes. As soon as you set this option to Yes, assigned reviewers will receive an email
notification with their board reviewer assignments, as well as receive a homepage task. At this point, you will also be
able to send out the published version of the agenda to the board members.

© iMedRIS Data Corporation 19



COl Assistant — Meeting Management

COI Meeting Minutes from 01/13/2014

Meeting Agenda Options -> Current Agenda Status is: Finalized

\ Click To Open The Meeting Agenda

E Meeting Status: Draft @ Finalized

EI Enable Reviewer Motifications? Yes @ No

Finalized Agenda

Generate A Finalized Agenda Document

Finalized Agenda

Generate A Finalized Agenda Document
@ Check-0ut The Finalized Agenda For Editing In Word
i;j Edit The Finalized Agenda Within The Browser

@ Publish The Finalized Version Of The Agenda

iRIS 10.03.02

A Finalized Agenda area will display underneath the Meeting Agenda Options once you change the Meeting Status from
Draft to Finalized. Click the Generate A Finalized Agenda Document link.

iRIS will grab your Meeting Agenda Template as it has been set up under Review Board Administration > Setup Finalized
Agenda Document Template. This is a Microsoft Word document that uses merge codes to pull in specific information
about the meeting and items placed on that meeting. When the agenda template is generated, the screen will refresh

and you will see three new links available.

Check-Out The Finalized Agenda For Editing In Word — After you generate your agenda, you can check the document out

to make any edits on your computer using Microsoft Word. Click on this link.

© iMedRIS Data Corporation
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Download Final Agenda from the COI meeting held on 01/13/2014 [4]Back

Instructions:
Step 1: If your browser blocks pop-ups, then after a few moments a bar similar to the one shown below may appear in
yvour browser.

Li To help protect your security, Internet Explorer blocked this sits from downloading Files ko your computer, Click here For options .,

Simply click on the bar and a small drop down list will appear. Click Download File from the list of options.
Downlosd File. ..
What's the Risk?

More information

Step 2: In a few moments, your browser will prompt vou to either Open or Save the file (see example below). Note:
this is not the actual File Download box, it is only a picture. In order to Check-out the document and edit it, yvou will need
to Sawve it to your workstation.

Fille Download

m

D pous waant 80 opin cn zaves thix file?.

ﬂ:] P ’ Complete Checkout ]

Tipe Micraiolt Word Coturerd, 23,508
Freatc: 6522042, 146

Opan_ | [ Gwm | [ Cance ) ’ Cancel ]

| hdn flas For tha Inbaimat cor b sk, sorme fleg can potantisly
@' Fram e compused I you 0 ot b e sotren. do et pen o
s el ihial"s Hhee ks

To do =0, click Save. This will open up a window similar to the one shown below that allows you to choose where in your
workstation you would like to save the document.

Once you've selected where you will save the document, click Sawe. After this, the Download Complete box will appear
as shown below. From here you can choose to open the document to edit it, open the folder that contains the document,
or Cloze the Download Complete box to edit the document later.

Step 3: IT IS VERY IMPORTANT that after you've saved the file to your workstation and closed the Download Complete
box that you click the Complete Checkout button in iRIS. This allows you to check the document (or upload the

document)back into |RIS once you've finished editing it.
To cancel tha Dacimeant Chacl Loniit clicl Cancal Moka. T6 woifis alrasde caved the file fn wnnie comodere tha file will

A new window will open, and your Internet browser will download the template. Internet Explorer is used in this
example. Depending on your Internet settings, you may have a blocker installed that prevents you from downloading files
without approval. Wait a few moments, and the browser may prompt you with a yellow bar at the top or bottom of the
page. Click the yellow bar, select Download File, and then Open or Save from the menu that appears (you will receive a
different button depending on the browser/browser version you are using). Do this before clicking the Complete
Checkout button. If you click Complete Checkout before saving the file to your desktop, you will lose the template and
will need to regenerate the agenda to get it back.

Do you want to cpen or save meeting_agenda_01_13_2014.rtf (110 KB) from iris-pm? Open Save = Cancel

When you select to download the file, a pop-up window will ask you if you would like to open or save the document. You
can do either; however, we recommend that you save the document before opening. You will want to make sure you
save the document to a location on your computer that you will remember.

Download Final Agenda from the COI meeting held on 01/13/2014 EI Back

Instructions:
Step 1: If your browser blocks pop-ups, then after a few moments a bar similar to the one shown below may appear in
your browser.

Lﬂ To halp protect vour security, Internet Explorer blocked this sike From downloading files ko your computer, Click here For options, ..

Simply click on the bar and a small drop down list wi

What's the Rizk?

Mere information

Step 2: In a few moments, your browser will prompt you to either Open or Sawve the file (see example below). Note:
this is not the actual File Download box, it is only a picture. In order to Check-out the document and edit it, vou will need
to Save it to your workstation.

Fie Download

D oo it 10 e e zivv thiz filn?.

ﬁ:] e ’ Complete Checkout l
Tipe  Mcrasch Werd Doourverd, 73508
From 6522042146
Open | [ Swm | [ Conem ] ’ Cancel ]

| hie as ko the Inmirat c.r ba sk, some flss can poantisly
! Fgon poea comcuet ||_mourmulhemta donod cpen o
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Once this is complete, you need to click on the Complete Checkout button within the browser. If you did not want to
check out the document, click the Cancel button. This will return you to the previous page without checking out the

agenda document.

COI Meeting Minutes from 01/13/2014
Meeting Agenda Options -> Current Agenda Status is: Finalized

| Click To Open The Meeting Agenda

E Meeting Status: Draft @ Finalized

i—’l Enable Reviewer Notifications? Yes @ No

Finalized Agenda

Check-In Finalized Agenda

If you have the document checked out, you will not be able to do anything more with the agenda template until you

check it back in. The screen will display only one link, Check-In Finalized Agenda.

COI Meeting Minutes from 01/13/2014
Meeting Agenda Options -> Current Agenda Status is: Finalized

\ Click To Open The Meeting Agenda
E Meeting Status: Draft @ Finalized

W& Enable Reviewer Notifications? Yes @ No

Finalized Agenda

0 Final Agenda Is Currently Checked-0ut By Administrator

If another user views this page while the agenda document is checked out, they will see that it is checked out, along with
the name of the user who currently has this document checked out. They will not be able to view, modify or publish the

agenda until the document is checked back in.

Once you make any necessary edits to the agenda in Microsoft Word on your computer, you can check it back in to iRIS.

Navigate back to the meeting page for the meeting date.
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COI Meeting Minutes from 01/13/2014

Meeting Agenda Options -> Current Agenda Status is: Finalized

\ Click To Open The Meeting Agenda
E Meeting Status: () Draft @ Finalized

EI Enable Reviewer Motifications? ) Yes @ No

Finalized Agenda

T Check-In Finalized Agenda

Click the link Check-In Finalized Agenda.

2 Upload Document - Windows Internet Explorer | = et S
| http://iris-pm/1002_Doc/UploadDocurnent,jsp?USER_ID=181ID=12&TYPE=Finalized_AgendalRTF=Yes Dl

Document Location: Cl\Users\cackerman\Desktop\meeting_agenda_01_13_2014.rtf

Instruction: Uploading a document into iRIS™ requires locating the document on the computer.
Once you have located the document click on the 'Save selected file' butten. The buttons will
become disabled. If the document is a large document the window will stay in place until the
upload operation has completed.

[ saveselected file

© o |

iRIS 10.03.02

A pop-up window will open, allowing you to browse your computer for the agenda document you would like to upload.
Click the Save selected file button once you specify the document location. If you do not want to upload the document,
click on the Cancel button.

Finalized Agenda

Generate A Finalized Agenda Document
Check-0Out The Finalized Agenda For Editing In Word
Edit The Finalized Agenda Within The Browser

Publish The Finalized Version Of The Agenda

S e @ LE

After you save the file, the links will be restored to the page and you will be able to continue to work on publishing the

agenda.

© iMedRIS Data Corporation
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Edit The Finalized Agenda Within The Browser — You can click on this link to view the generated agenda as well as make
changes to the document without having to check it out to your computer.

COI Finalized Meeting Agenda from 04/12/2017 [4]Back

-» - Insert Template Language | E Save Change

iRIS_Word_Editor.itf [Compatibility Mode] - Word Sign in

Insert Design Developer Q Tell mev

i Cut Calibri  Fra A Find ~
0o alibri A aaBbceDe| AaBbcer AaBb( AaBbC AaBb( AaBbCcl AaBbceD: 2 Renl
Op) v | Z3c Replace
Paste . 2 . . -
" ~ Format Painter B I U ~abe X, X T Normal | TNoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... |5 l} Select -
Clipboard [F] Font Styles [F] Editing -~
L 1“-|--‘§---\‘--1 P e e S S S B BRI - A SRR -

: Conflict of Interest Office
l Agenda for the Meeting on 04/12/2017

A new page will open with an embedded Microsoft Word tool containing the generated agenda. The Microsoft Word
editor is a feature only available when using Internet Explorer as your browser.

You may make any changes needed to the document by typing in or copying and pasting in text.

You can also insert pre-defined template language if needed. Click on the Insert Template Language button.

Insert Template Language il
Name
Template Language 1
Template Language 2
Template Language 3

A small pop-up window will open, containing a list of available language. These template languages are set up under
Review Board Administration > Setup Template Language. In the window above, select the template language you would
like to insert.
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Insert Template Language ﬂ

Template Language 1

» - Insert Template Language

The window will update, displaying the full content of the template language. If this is the language you would like to
merge into the agenda document, make sure you position your cursor at the location in the agenda document where you

want the language to appear. Then, click on the Insert Template Language button.

[4]Back

COI Finalized Meeting Agenda from 04/12/2017

- - Insert Template Language | _E Save Change

IRIS_Word_Editor.ritf [Compatibility Mode] - Word Sign in B
Insert Design ell me v want to do }:.L Share [
L] Cut E— Pe = iz _i=. |e=3= L Find ~
M e - Calibri “j4 v A A Al S-iE-fnr =32 2 T pambeenc] assbeede AaBbC AaBbC AaBb( AaBbCel AaBbCeD: 2 peny
Copy ~ | 23cReplace
Paste > g apy ., ==== 1=. - i i ; -
" ~ Format Painter T U ~abcXx X i A =E=EE=E=E=E E e} E-H TNormal | TNoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... |+ D, Select -
Clipboard F] Font F] Paragraph F] Styles F] Editing ~
L i |‘--§H-| 1 23 A e e S B AT -

Conflict of Interest Office

] Agenda for the Meeting on 04/12/2017
|

The meeting agenda page will refresh, and the language will be inserted in the document where you had positioned the
cursor.
When you are done editing the agenda document, click on the Save Changes button at the top right of the page to save

your work and return to the previous screen.

Publish The Finalized Version Of The Agenda — This should be done after making any necessary edits. Whether you
checked out the document or edited it within the browser, you are ready to publish the agenda.
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COI Meeting Minutes from 01/13/2014 [{]Back

Meeting Agenda Options -> Current Agenda Status is: Finalized

y Click To Open The Meeting Agenda

Meeting Status: ) Draft @ Finalized

Please Wait ...

¥ Enable Reviewer Notifications? () Yes @ No

Finalized Agenda

Generate A Finalized Agenda Document The Finalized Agenda is being generated into a
PDF file.

Check-Dut The Finalized Agenda For Editing In This operation may take several minutes.

Edit The Finalized Agenda Within The Browser

S s O LE

Publish The Finalized Version Of The Agenda

When you publish the agenda, the screen will pause for several moments (depending on the size of your agenda
document). At this time, iRIS is taking the Word document version of the agenda and converting it to a PDF.

COI Meeting Minutes from 01/13/2014

Meeting Agenda Options -> Current Agenda Status is: Finalized

| Click To Open The Meeting Agenda
Meeting Status: ) Draft @ Finalized

EI Enable Reviewer Notifications? () ves @ No

Finalized Agenda

Q Unpublish The Finalized Agenda

@ View The Finalized Agenda Document

The links on the page will change when the conversion is complete. When you publish the agenda, the agenda is locked
down to editing, as the agenda is ready to be sent out to members. You can click the Unpublish The Finalized Agenda
link to reset the agenda. This will refresh the screen and allow you to check out the agenda document again or edit it
within the browser. When you are finished making your changes, you will want to publish the agenda again. You can also
click the View The Finalized Agenda Document button to see the agenda document in a PDF version. Clicking this link
will open the document in a new window.
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COI Meeting Minutes from 01/13/2014
Meeting Agenda Options -3 Current Agenda Status is: Finalized

| Click To Open The Meeting Agenda

Meeting Status: ) Draft @ Finalized

EI Enable Reviewer Motifications? @ yes  No

Finalized Agenda
-8 Send The Finalized Agenda Document To All Members

@ Unpublish The Finalized Agenda

@ View The Finalized Agenda Document

Send The Finalized Agenda Document To All Members — Click this link to email the published agenda template to all
board members in preparation for the meeting. This option will only display if Enable Reviewer Notifications is set to

“Yes” and you have published the agenda.

Meeting Minutes
Once the day of the meeting is in the past, a new area will populate on the page called “Meeting Minutes Options” and

you can generate the minutes for that particular meeting. You will be able to generate a minutes document similar to the
meeting agenda template, and you can also edit the document and publish it. After the minutes are published, you will

be able to include the minutes in a future meeting motion for approval.
[4]Back

COI Meeting Minutes from 03/18/2013

Meeting Agenda Options -> Current Agenda Status is: Finalized Meeting Minutes Options

B Generate The Minutes From The Agenda

q Click To Open The Meeting Agenda

E Meeting Status: () Draft @ Finalized

¥ Enable Reviewer Notifications? (@ Yes

Finalized Agenda
’ Send The Finalized Agenda Document To All Members

@ Unpublish The Finalized Agenda

@ View The Finalized Agenda Document

Begin by clicking the Generate The Minutes From the Agenda link.
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[4]Back

Meeting Minutes Options

Generate The Minutes From The Agenda
Check-0Out The Minutes For Editing In Word
Edit The Minutes Within The Browser

Publish A Draft Version Of The Minutes

6« @]

Publish The Final Version Of The Minutes

iRIS will grab your Meeting Minutes Template, as it is setup in Review Board Administration > Setup Meeting Minutes
Template. This is a Microsoft Word document that uses merge codes to pull in specific information about the meeting
and items placed on that meeting. When the minutes template is generated, the screen will refresh and you will see four
new links available.

Check-Out The Minutes For Editing In Word — After you generate your minutes, you can check the document out to
make any editions on your computer using Microsoft Word. Click on this link.

Download Meeting Minutes from the COI meeting held on 03/18/2013 [4]Back

Instructions:
Step 1: If vour browser blocks pop-ups, then after a few moments a bar similar to the one shown below may appear in
vour browser.

Li To help protect vour security, Internet Explorer blocked this site From downloading files ko your computer, Click here for oplions, .,

Simply click on the bar and a =mall drop down list will appear. Click Download File from the list of options.
wnload File,..,
What's the Risk?

More information

Step 2: In a few moments, your browser will prompt yvou to either Open or Save the file (see example below). Note:
this is not the actual File Download box, it is only a picture. In order to Check-out the document and edit it, you will need
to Save it to your workstation.

Fie Download

Dim you want 10 opun an zave thiz filn?

= R [ Complete Checkout ]
J Tipe Mool Word Dosment, 23,58
Frome 8622042146

Opan_ | [ Gam || Conce | ’ Cancel ]

b s b the Infsiret car ba b serme e can potarfisy
) T
v e T, hat's the k!

To do so, click Save. This will open up a window similar to the one shown below that allows you to choose where in your
workstation you would like to save the document.

Once you've selected where you will save the document, click Sawve. After this, the Download Complete box will appear
as shown below. From here you can choose to open the document to edit it, open the folder that contains the document,
or Cloze the Download Complete box to edit the document later.

Step 3: IT IS VERY IMPORTANT that after you've saved the file to your workstation and closed the Download Complete
box that you click the Complete Checkout button in iRIS. This allows you to check the document (or upload the
document)back into IRIS once you've finished editing it.

To cancel the Document Check-out, click Cancel. Note: If you've already saved the file to your computer, the file will
remain in your computer, however you will simply lose the option of checking the document back in.

A new window will open and your Internet browser will download the template. Internet Explorer is used in this
example. Depending on your Internet settings, you may have a blocker installed that prevents you from downloading files
without approval. Wait a few moments, and the browser may prompt you with a yellow bar at the top or bottom of the
page. Click the yellow bar, select Download File, and then Open or Save from the menu that appears (you will receive a
different button depending on what browser/browser version you are using). Do this before clicking the Complete
Checkout button. If you click Complete Checkout before saving the file to your desktop, you will lose the template and
will need to regenerate the agenda to get it back.
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Open Save = Cancel

Do you want to open or save meeting_minutes_03_18 2013.rtf from iris-pm?

When you select to download the file, a pop-up window will ask you if you’d like to open or save the document. You can
do either; however, we recommend that you save the document before opening. You will want to make sure you save the
document to a location on your computer that you will remember.

[4]Back

Download Meeting Minutes from the COI meeting held on 03/18/2013

Instructions:
Step 1: If your browser blocks pop-ups, then after a few moments a bar similar to the one shown below may appear in

your browser.
Li To help protect vour security, Internet Explorer blocked this site From downloading Files o your computer, Click here For options, .,

Simply click on the bar and a small drop down list will appear. Click Download File from the list of options.
Download File...
What's the Risk?

More information

Step 2: In a few moments, your browser will prompt you to either Open or Sawve the file (see example below). Note:
this is not the actual File Download box, it is only a picture. In order to Check-out the document and edit it, you will need

to Sawve it to your workstation.

File Download

Do pou want 1o open e zave thix file?
l Complete Checkout I

ﬁ-,g Mars shudy donumente-dummys? doc
Type Meiilt Word Docuned, 23508
Froi 6522042, 146

Cancel |

Open | [ Sw | [ Canee ]

e e b the Inbarrwt can b skl come filer can pobanfishs
Py zomeuten | pous oo rak Bt o4 soucs. 8 ol open o
setver this Hhe. il Hhe b

To do =o, click Sawve. This will open up a window similar to the one shown below that allows you to choose where in your
workstation you would like to save the document.
- T S U S TR =S TR SO TR

o T DY

Once this is complete, you need to click on the Complete Checkout button within the browser. If you did not want to
check out the document, click the Cancel button. This will return you to the previous page without checking out the

minutes document.

COI Meeting Minutes from 03/18/2013 [4]Back

Meeting Agenda Options -> Current Agenda Status is: Finalized Meeting Minutes Options

§ Click To Open The Meeting Agenda Check-In The Minutes

E Meeting Status: () Draft @ Finalized

¥ Enable Reviewer Notifications? @ Yes () No

If you have the document checked out, you will not be able to do anything more with the minutes template until you

check it back in. The screen will display only one link, Check-In The Minutes.

Meeting Minutes Options

Check-In The Minutes

If another user views this page while the minutes document is checked out, they will see that it is checked out, along
with the name of the user who currently has the document checked out. They will not be able to view, modify, or publish

the minutes until the document is checked back in.
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Meeting Minutes Options

o Minutes Are Checked-Out By Administrator

Once you make any necessary edits to the minutes in Microsoft Word on your computer, you can check it back in to iRIS.
Navigate back to the meeting page for the meeting date.

Click the Check-In The Minutes link.

(2 Upload Document - Windows Internet Explorer | = i
| http://iris-pm/1002_Doc/UploadDocument.jsp?USER_ID=1&ID=30&TYPE=Minutes&RTF=Yes D|

Document Location: Chlsersicackerman\Downleads'\meeting_minutez_03_18 2013.rtf

Instruction: Uploading a document into iRIS™ requires locating the document on the computer.
Once you have located the document click on the 'Save selected file' button. The buttons will
become disabled. If the document is a large document the window will stay in place until the
upload operation has completed.

Q Save selected file

A pop-up window will open, allowing you to browse your computer for the minutes document you would like to upload.
Click the Save selected file button once you specify the document location. If you do not want to upload the document,
click on the Cancel button.

[4{]Back

Meeting Minutes Options

Generate The Minutes From The Agenda
Check-0ut The Minutes For Editing In Word
Edit The Minutes Within The Browser

Publish A Draft Version Of The Minutes

S0 @E

Publish The Final Version Of The Minutes

After you save the file, the links will be restored to the page and you will be able to continue to work on publishing the
minutes.

Edit The Minutes Within The Browser — You can click on this link to view the generated minutes as well as make some
changes to the document without having to check it out to your computer.
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COI Meeting Minutes from 12/14/2016 [1]Back

-» - Insert Template Language | E Save Change |

iRIS_Word_Editor.rtf [Compatibility Mode] - Word Sign in

Insert  Design  Review

o Cut Calibri I P S PV == 5 o i £ Find -
e aton A =S| 3 AaBbCcDc| AaBbCcDe AaBbC( AaBbCcl AoBbCcDi AoBbCcD:e AaBbCcDe ab Ren
Copy ~| 23 Replace
Paste - : a . =El==1=. . iH . s -
" & Format Painter B I U ~abe X, X vl A SE=E= E & = TMNormal | TMo Spac.. Heading1 Heading2 SubtleEm.. IntenseE. Strong = D, Select -
Clipboard ] Font ] Paragraph ] Styles ] Editing -~
L 1....‘..5“...”1. i 2 ' © 3. ' 4 5 S B AT -

€Ol MEETING MINUTES
A new page will open with an embedded Microsoft Word tool containing the generated minutes. The Microsoft Word
editor is a feature only available when using Internet Explorer as your browser.
You may make any changes needed to the document by typing in or copying and pasting in text.

You can also insert pre-defined template language if needed. Click on the Insert Template Language button.

Insert Template Language ﬂ
Name
Template Language 1
Template Language 2
Template Language 3

A small pop-up window will open, containing a list of available language. Template language is set up under Review
Board Administration > Setup Template Language. In the window, click on the template language you would like to insert.
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Insert Template Language il

Template Language 1

=» - Insert Template Language

The window will update, displaying the full content of the template language. If this is the language you would like to
merge into the minutes document, make sure you position your cursor in the location in the minutes document where
you want the language to appear. Then, click the Insert Template Language button.

COI Meeting Minutes from 12/14/2016 [4]Back

- - Insert Template Language | E Save Change |

f [Compatibili Word Sign in

Insert Design Review View Developer Q Tellr o do ,':."L Share [
o Cut e Bp |z iz 4. (e=a3= ] A AP Find -
e Calibri S cJA A Al EEE EE 2L T aappeepe AaBbcede AaBDC( A3BBCCD AaBhCeDe AgBbCCD: AaBbCeDe o per
Copy v | $3cReplace
Paste = = - . s -
- + Format Painter B I U ~abe X, X -4 T Mormal | T MNoSpac.. Headingl Heading2 Subtle Em.. IntenseE. Strong =) D, Select -
Clipboard = Font & Styles % Editing ~
L 1‘--|‘--§‘--\‘--1 P S - R R B B S AR -SRI TR S -~

COI MEETING MINUTES

7] Template Language ]]

The meeting minutes page will refresh, and the language will be inserted in the document where you had positioned the
cursor.

When you are done editing the minutes document, click on the Save Changes button on the top right of the page to
return to the previous screen.

Publish A Draft Version Of The Minutes — You can publish a draft version of the minutes if you need to send out the draft
to the board members for review.
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COI Meeting Minutes from 03/18/2013 [«JBack
Meeting Agenda Options -> Current Agenda Status is: Finalized Meeting Minutes Options
y Click To Open The Meeting Agenda Generate The Minutes From The Agenda
E Meeting Status: ) Draft @ Finalized

Please Wait or Editing In Word

¥l  Enable Reviewer Notifications? @ ves () No
The Browser
Finalized Agenda

n Of The Minutes
~@p Send The Finalized Agenda Document To All Members [RLCHVCHR L EE TR ERETEY BT TS ST

into a PDF file. Draft Minutes To The Meeting Attendees
@ Unpublish The Finalized Agenda This operation may take several minutes.

Er

@ View The Finalized Agenda Document
@ View The Draft Version Of The Minutes

Do you want to route the minutes for approval?

) Yes @ No

When you publish the draft minutes, the screen will pause for several moments (depending on the size of your minutes
document). At this time, iRIS is taking the Word document version of the minutes and converting it to a PDF.

Meeting Minutes Options

B Generate The Minutes From The Agenda
@ Check-Out The Minutes For Editing In Word
C}" Edit The Minutes Within The Browser
e Publish A Draft Version Of The Minutes
e Publish The Final Version Of The Minutes
@) Send Out A Copy Of The Draft Minutes To The Meeting Committee Members

Date Minutes Sent for Comments : l:l =

[@] View The Draft Version Of The Minutes
Do you want to route the minutes for approval?

™\ P
UYes ®No

The links on the page will change when the conversion is complete. When you publish the draft minutes, the minutes
template is still available for editing. You will just need to make sure that if you modify the minutes that you publish the
draft version of the minutes again. There are several options available to you at this point. Each is described below.

Publish The Final Version Of The Minutes — Click on this link when you are ready to publish a finalized version of the
minutes. This would mean that you have verified the minutes are complete and ready to be approved by the board.
When you click on this button, the system will generate a PDF version. The page will refresh and you will no longer be
able to modify the minutes. You will need to unpublish the minutes, make your changes, and then publish the minutes
again.

Send Out A Copy Of The Draft Minutes To The Meeting Committee Members — If you would like to send a copy of the
Draft Minutes to the committee members, click on this link. The system will generate an email with the Draft Minutes
PDF attached and send it to all board members on the committee.
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%] Edit The Minutes Within Thdg

The Draft Meeting Minutes Document has been sent
to all Members.

s

When you click on this link, a pop-up message will indicate that an email was sent.

Q Publish A Draft Version Of The Minutes
Q Publish The Final Version Of The Minutes
) Send Out A Copy Of The Draft Minutes To The Meeting Committee Members

Date Minutes Sent for Comments : vl

lgi)] View The Draft Version Of The Minutes

Do you want to route the minutes for approval?

£y )
_¥es ® No

iRIS 10.03.02

After the page refreshes, a date field will populate underneath the link used to send the draft minutes. This date field will

populate with the date on which the draft minutes were sent out.

View The Draft Version Of The Minutes — You can view the PDF version of the Draft Minutes by clicking on this link. The

PDF will open in a separate window.

Do you want to route the minutes for approval? — You can email the minutes to a specific member or a group of

members for review. Set this from No to Yes to get started.

L@ View The Draft Version Of The Minutes
Do you want to route the minutes for approval?
@ Yes ) No

Click here to generate the routing list.

The Click here to generate the routing list link will populate on the page.

COI - Meeting Minutes Routing List

Add Review Board Routing Add Non-Review Board Routing
o w

e Delete Selected Routing(s) |

[4]Back

Q Save Routing List

Meeting Type: Committee 1

Meeting Date: 03/18/2013

Have you completed your ) Yes

selection of required )

routings? @ Mo
HEd I Name Signoff Approved Eriz Date Received Date Completed Comments
+ Number '9 PP Signature P
0o Administrator - Yes v

|

A new page will open when you click on the link. This page allows you to specify the member or members who need to

review the draft minutes. There are two ways to add a user to approve and signoff on the draft minutes:
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1. Add Review Board Routing — This allows you to choose from any COl board member.

: oOrd - Inch
;B' Num ;;r Name Signoff Approved Sl':g:n:
0 Chairperson, Gregory |L| Yes

—nene—
Adminiztrator

Coordinater, Jan
Coordinater, Dan
Member, Joe
Member, Sue
Member, Frank
Member, Nancy
Member, Robert
Member, George

2. Add Non-Review Board Routing — This allows you to choose any user in the iRIS database, regardless of their access to
the COI Office.

Search User Directory [4]Back

QSave Selected User(s) |

Last Name: |test (You may enter a partial name to search)
&‘) Br[;:‘::?;ﬁd: First Name: |j Qﬁ“d [
Departme:i‘:‘: All Departments b
C:ﬁft‘i‘pflzr Suesk:':t Training User Name Department Erst
H \f; 3 Test, Joe Department (primary) jtest@imedris.com

After selecting the users required to signoff, their records will appear as shown in the screen shot below.

: Order - Include _

*E' Number Name Signoff Approved Froene Date Received Date Completed Comments
0 Administrator - Yes *
1 Coordinator, Mary Jane, R.N. - Yes v

Below is a description of the columns on this page.

Order Number — Specifies who will receive the signoff task first. Users with the same order number will receive the task
at the same time.

Name — This is the name of the Board Member (selected from the drop down menu) being assigned to review the
minutes.

Signoff Eﬁ — This column is used for the currently logged-in user. An icon will populate in this column for each
personnel. If you are looking at this page and are selected as the signoff personnel, the icon next to your name will
become editable, and you will be able to sign off on the minutes by selecting this icon.

Approved — This area will display the status of the minutes after the user has approved or denied it.

Include Signature — If this field is set to “Yes,” the user’s electronic signature will be required when they approve the
minutes.
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Date Received — The date the user receives the minutes for signature.

Date Completed — The date the user applied their electronic signature.

Comments — Any comments the user may have may be entered here upon signoff.

Delete Selected Routing(s) — This button deletes all users selected for signoff via the checkboxes next to their name.

Once all routing selections are made, select the “Yes” radio button next to the Have you completed your selection of
required signatures? field. This will enable the users selected to signoff. Navigating back to the previous screen, the link
has updated to reflect the current status of the routing.

@ View The Draft Version Of The Minutes
Do you want to route the minutes for approval?
@ Yes No

Draft Routing in progress. Click here to manage the routing list.

Any user assigned to review the draft minutes will receive a task on their homepage in the RB Meeting Minutes Routing
Signoff group.

Below are your incomplete Conflict of Interest tasks:

7~ RB Meeting Minutes Routing Signoff 1
1 task(s) found... 1-1
Open Committee Name Meeting Date Received
New Committee 12/14/2016 03/01/2017
Meeting Minutes Routing [4]Back

i ] Save Meeting Minute Review

Meeting Type: &
New Committee
Meeting Date:
12/14/2016
Meeting Location:

)

COI MEETING MINUTES

Do you Approve or Deny these
meeting minutes?

This meeting minute requires
your electronic signature. if
Approved,

Please enter your UIN &
Password:

B Save Meeting Minute Review |

Click here to add comments.

A new page will open when the user opens their task. The page will display the PDF within the browser and show details
to the left of the PDF.

The Meeting Type (the committee name), Meeting Date, and Meeting Location all display at the top of the page. An
Approve or Deny option is available in the drop down list. The user will need to select one or the other and then apply

© iMedRIS Data Corporation 36



COl Assistant — Meeting Management iRIS 10.03.02

their electronic signature if they are approving the draft minutes. Comments can also be added within this page. After
adding the necessary information, the user must click the Save Meeting Minute Review button.

@ View The Draft Version Of The Minutes
Do you want to route the minutes for approval?

2 Yes MNo

Draft Routing Approved. Click here to view the routing list.

This will cause the status of the routing to update. If the draft minutes are approved, you may continue on with
processing the minutes. If the minutes were denied, you can open the link to view any comments the reviewer may have
left. To make any corrections, you would need to regenerate the minutes and publish another draft version of the

minutes.

Publish The Final Version Of The Minutes — After any necessary draft minutes are published, sent out, reviewed and
approved (if necessary), you can then move on to publishing the finalized version of the minutes.

Please Wait ...

The Final Meeting minutes are being generated into a PDF
file.
This operation may take several minutes.

When you publish the minutes, the screen will pause for several moments (depending on the size of your minutes
document). At this time, iRIS is taking the Word document version of the minutes and converting it to a PDF.

Meeting Minutes Options

~#) sSend Out A Final Copy Of The Minutes To The Meeting Committee Members
Q Unpublish The Final Version Of The Minutes

[@J View The Final Version Of The Minutes

Date Final Minutes Approved by I:I =
Committee : =g
Date Final Minutes Sent to the —
Meeting Attendees : (TG~

Do you want to route the final version of minutes for approval?
C‘ Yes '@' No

Draft Routing Approved. Click here to view the routing list.

The links on the page will change when the conversion is complete. When you publish the final version of the minutes,
the minutes are locked down to editing, as the minutes are ready to be approved by members. You can click the
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Unpublish The Final Version Of The Minutes link to reset the minutes. This will refresh the screen and allow you to check
out the minutes document or edit it within the browser. When you are finished making your changes, you can publish
the final minutes again. You can also click the View The Final Version Of The Minutes link to see the minutes document
in a PDF. Clicking this link will open the document in a new window.

The Date Final Minutes Approved by Committee field will populate beneath the link to view the minutes. This date will
update with the date the minutes were approved by the committee. This is done when a motion is created on the
Meeting Agenda page that pulls in the minutes from this meeting. You can also manually set the approval date by
selecting a date and clicking on the Set button.

If you Send Out a Final Copy Of The Minutes To The Meeting Attendees, the Date Final Minutes Sent to the Meeting
Attendees field will auto-populate with the date the minutes were sent. You can also enter a date manually. Be sure to
click the Set button to save the date in this field.

Once you publish the final version of the minutes, there is typically nothing left that needs to be done to the minutes,
unless they are denied at a meeting. In that case, you would unpublish the minutes, make any changes, and publish them
again so they can be voted on again.

Meeting Availability
Meeting Availability allows a user to indicate their availability for any future board meetings.
Meeting Availability 4|Back
g Save the availability |
Committee 1 Committee Meeting: ‘ 01/13/2014 | 2
Members Name Will be Present will Not be Present Available for Review
Chairpersan, Gregory No Response indicates presence at this @ Yes [ No
meeting
Member, Frank No Response indicates presence at this @ es () No
meeting
Member, George No Response indicates presence at this @ Yes No
meeting
Member, Joe No Response indicates presence at this @ Yes Na
meeting
Membher, Mancw Y- H Y T, @ va Dles

If you log in to Meeting Availability as a system administrator, each meeting date will appear on a single page. You can
switch between dates by clicking the arrows next to the date at the top of the screen. Each member of the board will
display on the page with three columns to the right of their name. You can set a member’s availability for a certain
meeting date by marking a response in any of the three columns.

Will be Present — Select this if the member will be at the meeting.

Will Not be Present — Select this if the member will not be attending the meeting. Note that if a selection is not made in
this column, it will indicate that the member will be present at the meeting. If this selection is flagged, the user’s name
will be flagged in the Member Attendance section of the Meeting Agenda page as “May not be present” (see the
screenshot below).
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COI - Review Board Meeting Attendance [4]Back
Q Save Changes |
Present Woting Member Name Member Role Relationship R tati | Representative
‘E’ Gender Specialty to the Affiliation epresentational ¢ specific
Institution =R entity
1l Chairperson, Gregory Chairperson
[l r;lliTE;':: Frank (May not be Board Member
Orthopaedic - S R Radiation
&) Member, George Board Member Surgery Affiliated Affiliation 1 | Scientist Safety
= Marmbhar lns Erzrd Marmbhar Mon-

Available for Review — If a member has indicated that he or she will not be available for reviewing assignments, set this
from Yes to No.

If you login to the system with a non-administrative role, you will only be allowed to set your availability for upcoming
meetings in this page.

Meeting Availability [41Back

Q Save the availability

List of meetings found

Availability Will be Present Will Not be Present Available for Review View Calendar -

Committee 1 z et
January 13, 2014 No Response indicates your E @ ves () No LRy

presence at this meeting

Committee 1

February 10, 2014 L @ ves ) No Lieiire f

m

Committee 1 z e
March 10, 2014 No Response indicates your 2 @ ves ©) No Lo

presence at thiz meeting

Committee 1 - A
April 14, 2014 No Response indicates your £ @ Yes (U No Lo f
presence at this meeting

Each meeting will be listed with the same options: Will be Present, Will Not be Present, and Available for Review.
Another column, View Calendar is also available.
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X cose (& prnt )

December 2013 February 2014
Sun Mon Tue Wed Thu Fri Sat

Sun Mon Toe Wed Thu Fri Sat
o1 02 03 04 05 06 07

08 00 10 11 12 13 14 January 2014 01 03 04 05 06 07 O
15 16 17 18 12 2021 00 10 11 12 13 1415
2?13 48 ¥ TN

2 30 31

16 17 18 12 20 11 22
B3 24 25 26 27 28

Sun Mon Tue Wed Thu Fri Sat

Clicking this icon will open a new page with a calendar view displaying the month of the meeting. Click the Close button
when you are finished viewing the calendar.

After setting your availability for a meeting date, be sure to click the Save the Availability button.
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