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Conflict Of Interest Assistant Manual

Conflict of Interest Assistant Overview

The Conflict of Interest Assistant is available to streamline and assist in an institution’s Conflict of Interest management.
The Conflict of Interest Assistant works similarly to other review boards. However, the main feature of this module is that
it works in conjunction with the rest of the software to avoid financial conflicts that may occur throughout the entire
process of submission reviews, signoffs, member reviews, and so on.

Whenever a submitted Annual COI or Study COI form has a conflict match, that match will populate in the Conflict
Matches queue. Within the Conflict of Interest Assistant, you can manage these matches, search already reviewed COI
matches, and review management plans.

™ cConflict of Interest Assistant i Find a Study
Conflict Matches

Search Conflict Matches

P (&

Reviewer Assignment

[

™ Meeting Management
™ Correspondence & Notifications
M User Management
# Letter Signoff
'_lj Reports
Submission Forms

'~ Review Board Administration
[

# Pin Conflict of Interest Assistant to the Content Dashboard

Note: Depending on a user’s access, they may not have all the items shown above available to them. See the Review
Board Administration manual for additional details regarding adding or removing access for roles on review boards.

Find A Study

Use Find a Study to look up studies. After clicking on this icon from the COI Assistant section of your main screen, a
search tool will appear.

COI - Find a Study [4]Back

Find a Study Filters

Display Projects by: |IRE Number L IRB Number: | I Adv;::iel::lsﬁnd

Study Nickname: | Study Status: [Al v

Reset
¥ Find options

|

Spansor: | | Study Classification: [l V]
|
|

Principal I i [ Reference Number: | |
Department: | IRB Expiration Date: | B - | | El @ s
0 result(s) found... 0-0

Study Nickname
Open Study Status IRB Number IRB Expiration Date Principal Investigator Sponsor
Study Title

No Studies found that match the filter criteria
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Using the dropdown lists and text fields, you can narrow your search using any known information. Depending on your
system settings, studies can be displayed by the IRB Number, Project Number, IACUC Number, IBC number, or Study
Nickname. Changing the Display Studies by field will update the table accordingly.

Some of the search fields are auto-populating fields. Begin by typing the name, and the system will return any resulting
matches for you to select. Sponsor, Principal Investigator, Department, and IRB Number are all auto-populating fields.

Find & Study Filters &

Display Projects by: | IRE Mumber Vl

Study Number:
ba

SPONSor:

principal Bausch & Lomb
stigator: Baxter

The Principal Investigator field allows you to flip between Active and Inactive Pls. Inactive Pls are any user accounts in
the system that have been flagged as Inactive that also are listed as Principal Investigators on studies. Active Pls are any
user accounts that are flagged as Active and also are listed as Principal Investigators on studies.

Active Principal Investigator : | |

Also available is a drop down of available Study Status and Study Classification that you can choose from.

Study Status:

Open

Study Classification: | Retumed for Corrections
Reference Numbear: Eendlng Acceptance o Participate ]

raft

Pending

IRB Mumber: | Pending - Submitted for Initial Review ]

Clozed to Accrual with follow-up

Closed

Sugpended

Inactive - Administratively Closed

IRE Expiration Date:

==

The Reference Number field allows you to search for studies by Submission Reference Number. Enter a reference
number for a specific submission form. When you filter the results, the study matching the reference number will
populate in the results.

Note: You must enter the entire Reference Number in this field, except for the leading zeros. Example, for a submission
with Reference Number “000288,” you would need to enter “000288” or “288"” to filter the results correctly.

You can search by an expiration date range by entering in the appropriate information in the Expiration Date fields.

IRB Expiration Date: |:| - |:|

Reset Find Options — This button will allow you to reset the study filters and begin a new search.

For more advanced search options, click on the Advanced Find Options button.

© iMedRIS Data Corporation 3
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This will allow you to filter by study personnel, study drugs, devices, issue reports, and key words in the Study Title. You
can choose to use one or all options in the Advanced Search Options by selecting an item from a drop-down list and/or
typing in the keywords. When you are finished, click the Apply button at the bottom right corner. Click the Cancel button
to close the window without applying the filters.

Find A Study: Advanced Search Options X |
Key Study Personnel
Fa)
Select User Name: | |
e EEERN e n Ol ] principal Investigator ~ ]
i [] study Author ]
i [] study Contact I
H [] pepartment Administrator H
i [] administrative Assistant I
ol [] Co-Investigator W I
| I A T
Drugs associated to Study W
Trade Name: | |
Generic Name: | |
L Investigational Name: | | I
Devices associated to Study &
Device Name: | |
W
Issues Reported to the Board
) cancel | @) oo |

When you click the Find button, the system will return any matching studies, depending on the filters you selected. If you
added Advanced Search Options, the button will update with a yellow border to indicate extra filters are in use.

Advanced
Find Q/

Options

Once you find the study you are looking for, you can click the icon in the Open column to open the study record.

COI - Find a Study [4]Back

Find a Study Filters

Display Projects by: | [RE Number v Study Status: | All V| Ad\;_andced ¢

I

Study Numbers | | Study Classification: | All v Options

Sponsor: | | Reference Number: ‘ ‘ Reset
IRE Number: -

Principal I i z | umber ‘ &
= I
Department: | | IRB Expiration Date: ‘ | | | ﬁ Find ...
Er
2 result(s) found... 1-2

o Study Number
IRB Expiration

Open Study Status IRB Number Principal T

pate Study Title

NCT00510276 Investigator, Susan Eli Lilly

23 GH-2015-22 07/02/2015 Treatment of Attention-Deficit/Hyperactivity Disorder (ADHD) With Atomoxetine in Young Adults
and Its Effects on Functional Outcomes
NCT003343880 Investigator, Susan New River Pharmaceuticals

GH-2015-25 06/16/2016 A Phase III, Randomized, Double-Blind, Multi-Center, Placebo-Controlled, Parallel-Group, Forced
- Dose Titration, Safety and Efficacy Study of NRP104 in Adufts With Attention-Deficit Hyperactivity

Dicorder (ADHD)
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The other columns on this page are as follows:
Study Status - This displays the current status of the study (i.e. Open, Pending, Draft, Completed).

IRB Number - If an IRB Number has been associated with a study, it will display here. This column will change to
whatever you choose to display the studies by, when using the “Display Studies by” filter.

IRB Expiration Date - If an expiration date has been associated with a study, it will display here. This column will also
change with whatever you choose to display the projects by.

Study Number - This displays the Study Number/Nickname given to the study in the initial section of the Study
Application.

Study Title - This displays the Study Title given to the study in the initial section of the Study Application.
Principal Investigator - This displays the name of the Principal Investigator on the study.
Sponsor — This displays the name of the Sponsor on the study.

To view a study, click the icon in the Open column and you will be brought to the Study Management page. By default,
this page opens to the Submissions tab, which will look similar to the screen shot below.

Study Nickname: ANALATRO
PI: Investigator, Susan

Approved . . - . - o AMALATRO - A Phase III Multicenter Clinical Trial of Analatro ~
Submissions Study Management

Protocol Items

Submissions [{]Back

®  study Application ® submissions History

®  Informed Consent ® Study Correspondence

® Other Study Documents

Track
Location

Ref
Number ‘ Request Type

Submission

There are no outstanding submissions.

B roacihilibe Faem

The submissions tab will display any forms available for viewing by the COI.

Clicking on the Study Management tab brings you to a screen where you can access all information regarding the study
(with the exception of subject information).

Study Nickname:  ANALATRO
PI: Investigat isan

S

Approved - ANALATRO - A Phase IIT Multicenter Clinical Trial of Analatro ~
Study Status: TRB Number :| HUMANPROTOCOL—2016-1558 1BC Number : TBC-16-073 Study Title : 5
[imins eI

Study Details A | Miscellaneous

Study Management [4]Back

® Study Summary/ Profile ® Equipments

External Study Personnel ®  Define Training Group

L]
] Department Access
L]

Associated projects

Depending on the COl’s access to a study record in the system, you may or may not see the same links as shown in the
screenshot above. This screen will allow you to see specific details about the study. One of the most important pieces of
information for the COl is the Study Summary/Profile link.

© iMedRIS Data Corporation 5
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Study Nickname: ANALATRO

PI: Investigstor, Susan Study Summary [I] Back
Approved AMALATRO - A Phase ITI Multicenter Clinical Trial of Analatro ~
IRE Number :| HUMANPROTOCOL--2016-1558 IBC Number : IBC-16-073 - - -
E Save Changes
A~

Al Study Summary Basic Information

Study Title: AMALATRO - A Phase IIT Multicenter Clinical Trial of Analatro [Antivenin Latrodectus (Black Widow) Equine Immune F (ab)2] in Patients with Systemic Latrodectism
Status: Approved
Study Nickname: ANALATRO

Animal Research: No Project Number: IRB-16-25840
VA Number: Therapeutic Area:

Current Enrollments: 1] Accrual Target:

elete]
= Eﬁm Study Personnel

Principal Investigator : 5 Susan Investigator

Study Contact: 425 susan Investigator

St a ko s Bob Investigator

Study Author: 25 Susan Investigator

5 Andrew Researcher

The Study Summary/Profile contains basic information about the study like personnel, review board information, study
details, etc. The screenshot above should look similar to your Study Summary screen, but might contain extra fields
about the study. Certain fields may or may not be in use and can be turned on and off under Review Board
Administration.

This area can be used to gather information about a specific study for COI purposes.

Conflict Matches

The Conflict Matches link allows you to view all conflict matches that have been generated as users have filled out their
disclosure forms, as well as process those matches.

When you click on the Conflict Matches link, a page will open displaying all matches, divided into four tabs: Not
Assigned, Assigned, Completed, and Agendas. Upon opening the link, the system will automatically default to the Not
Assigned tab. See the COI Assistant - Match Processing manual for more information.

COI - Conflict Matched Objects [4]Back
Create Group Add to Group | Q Remove from Group
Not Assigned Assigned Completed Agendas !‘ S
377 result(s) found... 1-377
Interest 1
. Matched Sh
J.E Open Object ‘Group Name Form Covered Person's Name Reported Interest Type Reported Interest Third Party Reported
Number
000537  Susan Investigator ~

Search Conflict Matches

Search Conflict Matches is a tool for the COI Office to look up users in the system and see information about their
submitted disclosures and view and change their current COl Due Date, commitment reviewers, and Covered Person flag.
Any previously submitted conflict match can be accessed from this area, documents uploaded within a Covered Person’s
match will populate here, and management plans can be accessed.

© iMedRIS Data Corporation 6
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COI - Search Conflict Matches |4 1Back
Last Name: | | [] Annual COI Lapsed ¥ Download COI Due Date Template | - o Upload COI Due Date |
First Name: | | [] Annual COI Due in next 120 Days
EmplO\;gE. | | ] Mo Annual COI Submitted ﬁ Find | * Download Institutional Roles Template | . ... Upload Institutional Roles |
o | | 11 ey outcome
Status:
19 result(s) found... 1-19
onen ?.l‘;:rrl User Name Primary Department S Status Documents RnremenBjconmicl (A
User Ty Dep COI Due Plan Matches

Role

" | ADMIN. - RED - Redlands 02/26/2016 Active
» Administrator

Healthcare System - 12345 - Sample Site 02/24/2017 Active
» Analyst, Ann
2 Healthcare System - 12345 - Sample Site Active
» Board Member, Jan, Ph.D.
- N v
',} Healthcare System - 12345 - Sample Site Active

The Search Conflict Matches page will list out all users in iRIS. Displayed in this table are the Open User, Open User Role,
User Name, Primary Department, Annual COIl Due, Status, Documents, Management Plan, and Conflict Matches
columns. Annual COI Due is the date a user’s Annual COIl Form is due in the COIl queue. Status is the user’s status in iRIS.
This can be either Active, meaning they have an active account in iRIS, or it can be Inactive, which means the user is not
active in the system, and any COI Due Dates for this user will not be enforced.

Filters
The top of the page contains fields so you can search for a particular user or search for users that have a COI Lapse or a
due date coming up.

You can search for a user by Last Name, First Name, Employee ID, User ID, and Status. Once you enter in the information,
click on the Find button. Any users matching your search criteria will populate in the list.

You can also use a combination of filters to narrow down a list of users meeting certain criteria related to the COI due
date, sponsors, and information from a processed Conflict Match. The items you can filter by are as follows.:

Annual COIl Lapsed — Any user who has a COl Due date in the past that has not submitted the Annual COI form will
populate in the list when this option is selected.

Annual COI Due in next 120 Days — Any user who has an Annual COI due date in the next 120 days will populate in the
list when this option is selected.

No Annual COI Submitted — This filter will only display Covered Persons who have never submitted the Annual COIl form
with an Annual COI Due Date in the future.

By Outcome — Select an outcome type from the dropdown list to locate any user whose Conflict Match has been
assigned the selected outcome.

You can use a combination of the search items to narrow down the results to find a particular user or users.

Download/Upload Templates
The Search Conflict Matches page contains options to download and upload spreadsheets that give you an easy way to
enter multiple users’ COIl due dates or Institutional Roles.

© iMedRIS Data Corporation 7
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COI Due Date Template
This will be the template that you want to use if you wish to upload COI due dates for multiple users to the system.

Click Download COI Due Date Template to start. A new screen will open with download instructions.

Download the COI Due Date Template [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 your
browser.

&, To help protect your security, Internet Explorer blocked this site from downloading files to 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 infFormation

Step 2:
In a few moments, your browser will prompt you 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.

| Download Complete

Do you waril 10 opan m save this file?

3 Mame Sudy_co0.ments-gumys2. 0o
M X
J Type Merosclt Word Cocursent, 231,866 | Cancel

Fronc 66.22042.046

You will be prompted to select whether you wish to open or save the file. Be sure to save the file to a known place on
your computer so you will be able to edit it.

Do you want to open or save COl_Due_Date_Template.xls (17.0 KE) from iris-ga? Open Save | ™ Cancel

Click Download Complete when you are finished downloading the template to return to the Search Conflict Matches
screen, or Cancel to return without downloading the file.

The template will appear as follows, giving you instructions about the proper formatting.

COI_Due_Date_Templatexls [Rg

Insert Page Layout Formulas Review

“ - - —
D% Calibri -1 A A T==®- E |G
Egy -
Paste " B I U-~ =E==e= H- $
Clipboard Font [F} Alignment [F}
c4 < I
A B C D

1 |Username Annual COI Due Date
2 |No more than 64 characters mm/dd/yyyy (max 10 char)
3 |endowu 3f15/2016
4 |endowu2 3/15/2016 | _|
5
6
7
8
9

When you are finished entering user names and COl Annual Due Dates, you can click the Upload COI Due Date button.
You will be prompted to browse for the file on your computer.

© iMedRIS Data Corporation 8
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Document Location: Browse...

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.

0 cancel |

G Save selected file

Click the Browse button to locate the file on your computer, and click Save Selected File to select the file and upload it
into iRIS. Click Cancel to proceed without uploading a file. You can see the users’ Annual COIl Due dates in the table of
conflict matches.

Open LrED - Annual Management Conflict
User '.iﬁ‘.’; tser Name AT T COI Due Status Documents Plan Matches
Healthcare System - 12345 - Sample Site 03/15/2017 Active
4 . %9 Analyst, Ann

Institutional Roles Template
This will be the template that you want to use if you wish to upload institutional roles for multiple users to the system.

Click Download Institutional Roles Template to start. A new screen will open with download instructions.

Download the Institutional Roles Template [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 your
browser.

.f,‘ To help protect your security, Internet Explorer blocked this site from downloading files to 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.

What's the Risk?

More informakion

Step 2:

In a few moments, your browser will prompt you 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.

‘ Download Complete ‘

Do you want 1o open o zave thiz (e ?

[ Name study_coouments-—dammyel doc c 1
| Type Mermiolt Word Doc.swert, 23,50 ance
Fiom 66 22042 146 v

You will be prompted to select whether you wish to open or save the file. Be sure to save the file to a known place on
your computer so you will be able to edit it.

Do you want to open or save User_Institutional_Roles_Template.xds (20.5 KE) from iris-ga? Open Save - Cancel

Click Download Complete when you are finished downloading the template to return to the Search Conflict Matches
screen, or Cancel to return without downloading the file.
© iMedRIS Data Corporation 9
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The template will appear as follows, giving you instructions about the proper formatting.

User_|nstitutional_Roles_Template.

Insert Page Layout Farmulas Data Review

& - L —

D‘;{) Calibri oA T==® B Ge

By ~
Paste " B I U-~ =Ss==e=x= EH- $
Clipboard = Font ] Alignment [P
F7 ~ Fe
A B C D

1 Username Institutional Role
2 |No more than 64 characteres Mo more than 96 characters
3 |usernamel Rolel
4 |username2 Role2
5
6
7
B
q

When you are finished entering user names and Institutional Roles, you can click the Upload Institutional Roles button.
You will be prompted to browse for the file on your computer.

Document Location: Browse. ..

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.

G Save selected file

0 Cancel |

Click the Browse button to locate the file on your computer, and click Save Selected File to select the file and upload it
into iRIS. Click Cancel to proceed without uploading a file. You can see the user’s Institutional Roles by clicking the icon in

the Open User Role column next to the user’s name.

Open
User
Role

Open
User

© iMedRIS Data Corporation
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€OI Due Status

User Name Primary Department Documents

Healthcare System - 12345 - Sample Site 03/15/2017 Active

5 Analyst, Ann
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Define Institutional Role Assignment for Analyst, Ann [4]Back

i J Save Role Assignments | Q Delete Role Assignment(s) |

List of role(s) currently assigned to Analyst, Ann oOther roles not assigned.
Role Name Role Name
[] 1IRBE Board Member ] Practitioner

[] researcher
[ vice President

Open User
COI - Search Conflict Matches [4]Back
Last Name: | | ] Annual COI Lapsed *  Download COI Due Date Template | . o Upload COI Due Date |
First Name: | | [] Annual COI Due in next 120 Days
Employ;f;” | ] Mo Annual COI Submitted ,@ Find | *  Download Institutional Roles Template | - o Upload Institutional Roles |
uIn: | | 01 By Outcome
Status:

19 result(s) found... 1-19
Open ?J‘;:’r‘ User Name Primary Department Annual Status Documents Management Conflict | .
User oo "y Dep: COI Due Plan Matches

Healthcare System - 12345 - Sample Site 02/24/2017 Active
4 .. % Analyst, Ann

Healthcare System - 12345 - Sample Site Active
J . " Board Member, Jan, Ph.D.

Healthcare System - 12345 - Sample Site Active
J . “ Board Member, Joe

v
2 Healthrare Suatem - 12345 - Samnle Sita Artive m m

In the list of users, the first column allows you to open specific, COl-related information about a user. From here, you can
set Annual COI Due Dates, change commitment reviewers, and see any Annual COIl forms sent to the office in the past.

Clicking on the icon in the Open User column will open a new page containing the user’s specific COl-related

information.
Conflict of Interest for Administrator [4]Back
i I Save Changes |
Researcher? ®vezs (O wo
Is Covered . Primary Reviewer: Jane Investigator, M.D. oy Add
Person? ¥ Yes LNo COI Form Type: | Annual COI v
Annual Report Secondary Reviewer: John Researcher, Ph.D. Add |
Due? [09/01/2016 [=)+
1 result(s) found...
*E’ Show Rev 5?;:5 Ref Number Created By Date Created Date Received ‘Outcome Status
(] 005196 Administrator 01/09/2017 01:45:10 PM 01/09/2017 01:46:03 PM PST

Researcher — If the user is used as study personnel on a study, this flag will be set to “Yes.” This can be changed on this
page if for any reason a certain user should no longer have access to the Study Assistant tab (this would restrict that
user’s ability to access studies they have a role on).

Is Covered Person — If the user is a Covered Person, this flag will be set to “Yes.” A user is typically set as a Covered
Person at the time their account is created, but you can set their flag at any time. Once a user is flagged as a Covered
Person, the system will include them in the Annual COI Due Date assignment and will send notifications to the user about
completing the form before the due date.

© iMedRIS Data Corporation 11
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Annual Report Due - This is a date field where you can set the Annual COI Due Date. You can set up a system-wide
Annual COI Due Date in Review Board Administration > System Setup > Setup COI Annual Due. If this date is in the future
and is set up, any user who is flagged as a Covered Person will update to this date. Otherwise, you can manually enter a
due date on this screen, or change the due date if necessary. The individual user’s Annual Report Due date is the date
that drives the COl related notifications (Annual COI Due, COI Past Due, COI Lapse notifications and tasks).

Primary Reviewer — If you are tracking Conflict of Commitment as well as Conflict of Interest, you can assign a Primary
Reviewer to the user here. Click on the Add button to search the iRIS database for this user’s commitment reviewer.
When you add the reviewer, their name will be listed next to the Primary Reviewer label. Whenever an Annual COIl form
is submitted for this user and the user has indicated a conflict of commitment, the reviewer will be assigned to review
this conflict.

Secondary Reviewer — If you are tracking Conflict of Commitment as well as Conflict of Interest, you can assign a
Secondary Reviewer to the user here. Click on the Add button to search the iRIS database for this user’s commitment
reviewer. When you add the reviewer, their name will be listed next to the Secondary Reviewer label. Whenever an
Annual COIl form is submitted for this user and the user has indicated a conflict of commitment, the reviewer can be
assigned to review this conflict.

If you are not using Primary or Secondary Reviewers, you can set the system up so that it does not require you to provide
a Primary and Secondary Reviewer for the Covered Person. This can be set in the system properties found under System
Administration > System Configuration > COI Settings > system.coi_primary_reviewer_required.

COI Form Type — From this dropdown list, you can select what type of forms you would like to display in the table of
results. Select from between Annual COIl and COI Miscellaneous.

In the table below the setting information, any COI forms submitted to the COI Office will display. You can view these
forms by clicking on the icon in the Edit/View column. You can also view the reference number for the submission, the
date the form was created, and when it was received into the COI processing queue. The Outcome Status column will
populate if an outcome has been given to the form. If you make any changes to the page, click the Save Changes button
before navigating away.

Open User Role
COI - Search Conflict Matches [4|Back
Last Name: | ‘ [] Annual COI Lapsed “  Download COI Due Date Template | s i Upload COI Due Date |
First Name: | ‘ [] Annual COI Due in next 120 Days
Emplo‘;g?: | ‘ D Mo Annual COI Submitted /® Find | “  Download Institutional Roles Template | . ... Upload Institutional Roles |
ur: | | O ey outcome
status:
19 result(s) found... 1-19
Open -
open |\ cer Juser Name Primary Department Soeial Status Documents Management Conflict |
User Role COI Due Plan Matches
" 4 Healthcare System - 12745 - >ample site 03/15/2017 Aclive
4 Analyst, Ann
2 Healthcare System - 12345 - Sample Site Active

o Board Member, Jan, Ph.D.

Healthcare System - 12345 - Sample Site 02/28/2017 Active
“. Board Member, Joe

',} Healthcare System - 12345 - Sample Site Active
+ Board Member, John (¥
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To view any institutional roles assigned to a user, click the icon in the Open User Role column. This page will allow you to
change the roles if needed.

Define Institutional Role Assignment for Investigator, Susan [1]Back

E Save Role Assignments | Q Delete Role Assignment(s) |

List of role(s) currently assigned to Investigator, Susan Other roles not assigned.
Role Name Role Name
[] Principal Investigator [] IRE Board Member

[] Vice President
[] researcher
[] officer

[] practitioner
[] pean

[] other

The column on the left side of the page lists the user’s current roles in the system. This list is configured in Review Board
Administration > List Maintenance Setup > Setup Institutional Role Name List. A user is assigned to a role by selecting the
role themselves in their Annual COIl form (if that data value is used in the form). When they submit the form, the system
will update this page to contain any of the roles they selected. You can also assign a user roles on this page. You can
remove a role from the user’s list by selecting the checkbox next to the role name, and then clicking the Delete Role
Assignment(s) button.

The column on the right displays other roles from the Institutional Role list that have not been assigned to this user. You
can add a new role for the user by selecting a role in this list and then clicking the Save Role Assignments button.

User Details

COI - Search Conflict Matches [4]Back
Last Name: | ‘ [] Annual COI Lapsed *  Download COI Due Date Template | s b Upload COI Due Date |
First Name: | ‘ [] Annual COI Due in next 120 Days
Emplo\f[:;: | ‘ D Mo Annual COI Submitted /® Find | * Download Institutional Roles Template . o Upload Institutional Roles |
uIn: | | [ By Outcome
status:
19 result(s) found... 1-19
Open -
open \yer Juser Name Primary Department Geiial Status Documents Management Conflict |
User Role COI Due Plan Matches
Healthcare System - 17345 - sample site U3/15/201/ Active
1 %> Analyst, Ann
Healthcare System - 12345 - Sample Site Active
J . %% Board Member, Jan, Ph.D.
Healthcare System - 12345 - Sample Site 02/28/2017 Active
J . %% Board Member, Joe
Healthcare System - 12345 - Sample Site Active
J . %% Board Member, John (¥

You can look up user details like contact information, training information, licenses, and CVs by clicking on the name of
the user in the User Name column.

© iMedRIS Data Corporation 13



COl Assistant - Overview iRIS 10.03.02

User Information - Ann A. Analyst, M.D. @Back

Contact Information

Last Name: Analyst First Name: Ann Middle Name: A.
Suffix: Contact Information:
Job Title: Email Address: analyst@ghimedris.com
Primary Number: (505) 555-1234
PETET R Cell Number:
Employee ID: Pager Number:
Specialty: Fax Number:
- _ S I s Street 1:
Relationship to the Institution (®) Affiliated () Non-Affiliated
Street 2:
Affiliation:  filiation A City:
C Parish:
Department(s) Healthcare System-Sample Site nunty [Rars!

State:
Province:
Country:

ZIP/Postal Code:

Training History
Training Group Course Course Date Course Expiration Score

DEMO - Working with Cats in Research Settings - Basic
Course

DEMO - Working with the IACUC - Basic Course (¥

When you click on the user’s name, a new page will open, displaying the user’s information as it has been entered into
their user account record. Click the Back button to return to the Search Conflict Matches page.

Documents
COI - Search Conflict Matches [4]Back
Last Name: | | [] Annual COI Lapsed “  pownload COI Due Date Template | s i Upload COI Due Date |
First Name:| | [] Annual COI Due in next 120 Days
Empluxﬁ)&” | ] No Annual COI Submitted /® Find | “  pownload Institutional Roles Template | . . Upload Institutional Roles |
UIN: | | [ By outcome
Status:

19 result(s) found... 1-19
Ens (I:_'IPS:? User Name Primary Department £ Status Documents (e pETE B ~
User Role COI Due Plan Matches

I | Healthcare System - 12345 - Sample Site 03/15/2017 Active 3]
3 . “ Analyst, Ann A., M.D.
Healthcare System - 12345 - Sample Site Active
a .. " Board Member, Jan, Ph.D.
Healthcare System - 12345 - Sample Site 02/28/2017 Active
3 . “ Board Member, Joe
Healthcare System - 12345 - Sample Site Active =
1] .. % Board Member, John v

The Documents column within Search Conflict Matches provides the ability to look up any Internal Documents associated
to the Covered Person within the match processing screens.

Internal Documents for Investigator, Susan [4]Back

-+, Add a NewDommentl Q DehteSeIel:tﬂlDoument(s}l @Cmmmdommlversimsl

Select A Category: |All W
1 result(s) found...
+B( Edit Title File Version Matched Object Num Last Modified by
: 1.0 Administrator
] |  Internet Search results @ 07/14/2015 000022 07/14/2015
14.81 KB
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The Documents link will direct you to the Covered Person’s document library, which stores any document you have
attached to conflict matches or added through the library itself.

From this area, you can edit existing documents, add new documents, and compare documents. You can also filter the
documents based on the Document Category assigned. The document category is defined within Review Board
Administration > List Maintenance Setup tab > Internal Document Category.

The Matched Object Number column will only populate with data if the document was uploaded through Internal
Documents within the conflict match processing screens. Any document added through this area will not be associated

to a conflict match.

Management Plan

COI - Search Conflict Matches [4]Back
Last Name: | | [] Annual COI Lapsed “  pownload COI Due Date Template | s i Upload COI Due Date |
First Name:| | [] Annual COI Due in next 120 Days
EmP'“\ﬁ:ﬂ | ] No Annual COI Submitted /® Find | “  pownload Institutional Roles Template | . o Upload Institutional Roles |
UIN: | | [ By outcome
Status:

19 result(s) found... 1-19
G (I)_lpsg'rl User Name Primary Department el Status Documents p BT | ST ~
User Role COI Due Plan Matches

I | Healthcare System - 12345 - Sample Site 03/15/2017 Active 3]
1 . “ Analyst, Ann A., M.D.
Healthcare System - 12345 - Sample Site Active
J .. " Board Member, Jan, Ph.D.
Healthcare System - 12345 - Sample Site 02/28/2017 Active
J . “ Board Member, Joe
Healthcare System - 12345 - Sample Site Active =
3 .. % Board Member, John L)

Management Plan Letters that have been generated and sent for a Covered Person will populate in the Management
Plan column within Search Conflict Matches.

18 result(s) found... 1-18
Open =
Open _ Annual Management Conflict
User lé::!r User Name Primary Department COI Due Status Documents Plan Matches
GH - Cardislogy 08/17/2015  Active =
4 L4 " Investigator, Susan
Filter Letters [ v
By:
view Click to G N Matched Ref Numb Date Letter Zl DI ate” Response Letter Titl Assigned
Letter open roup Name Object Num umber Created A Rec::i:red Status er litle Analyst
| 1 000022 000025 07/14/2015 | 07/14/2015 | Acknowledged Management Plan Letter C‘mrg;”namr’
:l r kb WAL LT E T : :
4 L4 %2 Member, Edward
:‘ None Selected Active
4 L4 9 Member, Frank
1 Mrrmae Qalactad nafM7Mmnic Artivia [anl m

Expanding the details for the Management Plan column will cause the Management Plans associated to the Covered
Person to display within the page.

You can filter the letters by selecting a status in the drop down list.
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Available filters:

All — will pull all letters regardless of status

Open Matches — will pull letters associated to conflict matches that are still in process

Conflict Processing Complete — will pull letters associated to conflict matches that have been completed within
the COI Conflict Matches queue.

Some of the columns are sortable. You can click on the column header to sort by that field. The default sort is Date Letter
Received, oldest to newest.

The columns available for the management plan details are as follows:
View Letter — This will open the letter in a separate window.
Click to Open - This will navigate you to the Conflict Match processing screens.

Group Name - If the letter is associated to grouped conflict matches, this column will populate with the assigned Group
Name.

Matched Object Num — Will display the unique Matched Object Number that the letter is associated to.

Ref Number — Will display the Submission Reference Number associated to the form that the Conflict Match was
submitted with.

Date Letter Created — Will display the date the letter was created in the Management Plan & Outcome Letter tab.
Date Letter Received — Will display the date the letter was received by the Primary Recipient.

Response Status — Will display one of the following status: “Open” — meaning the Covered Person has not sent the
response back to the COl yet; “Acknowledged” — meaning the Covered Person has returned the response to the COI but
the match is still being processed by the board; “Closed” — meaning the board has closed the Conflict Match that this
letter is associated to.

Letter Title — Will display the title of the letter.

Assigned Analyst — Will display the Assigned Analyst, if one has been associated to the Conflict Match associated to this
letter.
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Conflict Matches
COI - Search Conflict Matches [4]Back
Last Name: | | [] Annual COI Lapsed “  pownload COI Due Date Template | s Upload COI Due Date |
First Name:| | [] Annual COI Due in next 120 Days
EmD|0\;§)€:‘ | | D No Annual COI Submitted /® Find | “  pownload Institutional Roles Template | st Upload Institutional Roles |
UIN: | | [ By outcome
Status:

19 result(s) found... 1-19
G (I)_lpsg'rl User Name Primary Department el Status Documents LB e | [ i ~
User Role y bepa COI Due Plan Matches

Healthcare System - 12345 - Sample Site 03/15/2017 Active
1 . %% Analyst, Ann A., M.D.
Healthcare System - 12345 - Sample Site Active
1] . % Board Member, Jan, Ph.D.
Healthcare System - 12345 - Sample Site 02/28/2017 Active =
1| .. " Board Member, Joe
Healthcare System - 12345 - Sample Site Active
. .. <. Board Member, John v

The Conflict Matches column will allow you to look up any Conflict Match associated to the Covered Person.

18 result(s) found... 1-138
Open E
?_I'_::: ::4: User Name Primary Department 28'1":::'“3 Status Documents Man:lg::}enl ::::::; 2
GH - Cardiclogy 08/17/2015 | Active B
L4 L " Investigator, Susan !
Not Assigned ‘ | Assigned ‘ ‘ Completed
8 result(s) found... 1-8
Matched Object Sh Reported Int st Third _ _ Dat:
Open 2 ‘I:Nlumber]ec Group Name Fo:: = P:::E i Reported Interest Type Reporting Action Sulu:i:ted Ref Number
- . 07/14/2015
000015 New River Pharmaceuticals [["/CSments with Individual Annual 10:20:14 AM 000025
L Biomedical Third Parties Reporting Form BOT
) : - 07/14/2015
000016 New River Pharmaceuticals [Ntellectual Property ina  Individual Annual 10:20:14 AM 000025
=3 Biomedical Product Reporting Form POT
- - - . 07/14/2015
000017 New River Pharmaceuticals [S1s from a Biomedical  Individual Annual 10:20:14 AM 000025
L Company Reporting Form g

Expanding the details for the Conflict Matches column will cause the Conflict Matches associated to the Covered Person
to display within the page.

The Conflict Match records will be split into three tabs: Not Assigned, Assigned, and Completed. These tabs follow the
same logic as within the COI Conflict Matches queue, where unprocessed matches populate in the Not Assigned tab,
matches assigned a process that have not been completed populate in the Assigned tab, and any completed match
populates in the Completed tab.

The columns available for the detail are as follows:
Open - This will navigate you to the Conflict Match processing screens.
Matched Object Number — Will display the unique Matched Object Number for the match.

Group Name — If the letter is associated to grouped conflict matches, this column will populate with the assigned Group
Name.
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Show Form — Will display the submission form that the Conflict Match originated from. When clicked, the form will open
in a separate window.

Reported Interest Third Party — This column will populate with the indicated third party interest (the sponsor the user
indicated the interest with).

Reported Interest Type — Depending on the specific issue, this column will populate with the type of interest, as noted
within the form. It could be a Financial Interest, a Financial Commitment, Gifts from a Biomedical Company, etc.

Reporting Action — This column will display where the match has come from — whether the Annual COI (Individual
Annual Reporting Form), from a Study COI, or a Miscellaneous Disclosure.

Date Submitted— The date the conflict form was submitted into the workflow.

Ref Number — This column will populate with the reference number of the Study COI form.

Reviewer Assignment
The Reviewer Assignment link is available for you to access any open reviews you have been assigned to. You can also
access this area to view reviews you completed in the past.

When you click on the Reviewer Assignment link, a new page will open, displaying any of your incomplete reviewer
assignments. From this page, you can open the Reviewer Checklist by clicking on the icon in the Click to open column.

COI Assigned Match Objects for Review [4]Back
Inc lete || C lete | My Print Friendly |
Click Ref
to Group Name Covered Person = Review Process Date Received Assigned Reviewers Assigned Analyst

Number
open

COI Reviewer 1

Dr. Investigator, 04 Assign to Review Committee 01/17/2014 Sue Member Coordinator. 1

Susan M., Ph.D. Agenda 3:11:59 PM PST | COI Reviewsr 2 cordinatar, Jan
Robert Member

Dr. Investigator, Azszign to Review Committee 01/17/2014 COI Reviewsr 1 .

Susan M., Ph.D. 23 Agenda 3:12:11 PM PST  Robert Member Coordinator, Dan

You can flip between the Incomplete and Complete tabs to cycle through your open reviews and closed reviews. If you
need to make any changes to a closed review, you can open that assignment by navigating to the Complete tab, locating
your review, and clicking the icon in the Click to Open column. This will open the Reviewer Checklist you completed
before. You can make any necessary edits before saving and navigating back to the Reviewer Assignments page.

COI Assigned Match Objects for Review [4|Back
Incomplete Complete My Print Friendly
Click Ref
to Group Name Covered Person = Review Process Date Received Assigned Reviewers Assigned Analyst

Number
open
COI Reviewer 1
Assign to Review Committee 01/17/2014 Sue Member
Agenda 11:32:47 AM PST | COI Reviewer 2
Robert Member

Dr. Investigator,

Susan M., Ph.D. Coordinator, Jan

Meeting Management
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P Meeting Management Meeting Manager

)
M Correspondence & Notifications :
u Meeting Agenda

M User Management

Meeting Minutes
# Letter Signoff

9
_ *3  Meeting Availability
il Rennrits
The Meeting Management section of COI Assistant contains four subsections, Meeting Manager, Meeting Agenda,
Meeting Minutes, and Meeting Availability. This functionality will allow you to manage all aspects of meetings within
iRIS.

Meeting Manager

Meeting Manager allows you to view meeting agendas and set meeting availability. Access to this menu item can be
controlled through 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 Word document versions of Agendas and
Meeting Minutes to send to IRB members. The Agenda and Meeting Minutes templates are created under Review Board
System Setup.

COI - Meeting Manager [4 | Back
Meetings from | | B to] | | | Refresn |[ Show all meetings Meeting Schedule | | ™ yeeting Availability
54 result(s) found... 1-15 p

- Date Final
DatelD-an A Published ~
o Agenda Notify ublishe Pu_ isne Minutes e S 5 =
Meeting Date State Revi rs g;:;'tfﬁi Mlnutils Sent to the Availability Edit/View Reviews & Minutes
Approv.e by Meeting
Comments Committee
Attendees
New Committee meeting held on . —t T N
09/13/2017 Draft Disabled 0 | Submissions Review ‘
New Committee meeting held on 3 . —_— — f
08/00/2017 Draft Disabled o | Submissions Review ‘
New Committee meeting held on . — . -
07/12/2017 Draft Disabled ) | Submissions Review ‘

Please see the IRB Assistant - Meetings manual for more information.

Meeting Agenda

The Meeting Agenda area of the system allows you to view information related to specific meeting dates. You 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. Read/write access for the meeting agenda is configured under
Setup Role Access in Review Board Administration.
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Conflict of Interest Meeting Agenda [4]Back

Agenda State: Draft
Reviewer Notifications: Disabled 4 0a/12/2017 P 9 Submission Review validation | _D Save Changes
Items to be Reviewed at New Committee Meeting :

Voting Members

Present Ann A. Analyst, M.D., Jan Board Member, Ph.D., John Board Member, Joe Board Member, Charles Coordinator

Meeting Attend.
ceting Altendance Non Voting Members

Present Administrator, Susan Investigator
Call to Order

Old Business

E New Business

E Miscellaneous

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: |—-n0ne-— v|

The meeting agenda page will open by default to the next upcoming meeting. You can flip to a different meeting date by
clicking on the arrows by the meeting date at the top of the page. See the COI Assistant - Meetings manual for more
information

Meeting Minutes

Meeting Minutes allows you to access published meeting minutes for any past meeting. This is an area where board
members can go to pull minutes from a past meeting.

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 to the meeting agenda by clicking the link
for the meeting date.

COI - Meeting Minutes Archive [4]Back

COI list of meeting minutes

47 result(s) found... 1-30 P

Q New Committee meeting held on 02/08/2017
‘ View Finalized Minutes

E3] New Committee meeting held on 11/11/2015

1] New Committee meeting held on 01/11/2017
‘ View Draft Minutes

ca New Committee meeting held on 10/14/2015

ca New Committee meeting held on 12/14/2016 ca New Committee meeting held on 09/09/2015

Ed] New Committee meeting held on 11/09/2016 (E4) New Committee meeting held on 08/12/2015

When you click to view the draft or finalized minutes, they will open in a new screen displaying the information entered
from the meeting. The fields in the minutes document will reflect what was defined in the Meeting Minutes Template. If
it is a draft version of the minutes, a watermark will appear with the word DRAFT across the minutes. See the COI
Assistant - Meetings manual for more information.

© iMedRIS Data Corporation 20



COl Assistant - Overview iRIS 10.03.02

Meeting Availability

The Meeting Availability menu option brings you to a screen where, if you are an COl administrator, you can scroll
through meeting dates and set the availability for different board members for those dates.

Meeting Availability [4]Back

I I Save the availability |

New Committee Committee Meeting: 4 03/08/2017 '

Members Name

O

> No Response indicates presence at this meeting ®ves Ono
O

© No Response indicates presence at this meeting ®ves Ono
O

O No Respense indicates presence at this meeting @ ves Ono

© © ®@ves Ono

No Response indicates presence at this meeting

If you open the screen with a non-administrative role, you will be able to set your own availability for upcoming
meetings.

Meeting Availability [4]Back

g Save the availability |

List of meetings found

Aeatlebiity ___ View Galendar n

i O
Committee 1 o
March 08, 2017 No Response indicates your presence O ®ves ONo LSy
at this meeting
Committee 1 ) _O o @yes O e
April 12, 2017 No Respense indicates your presence Yes No Lol
at this meeting
Committee 1 i _O O ® O e,
May 10, 2017 No Response indicates your presence Yes No L)

e

For more information about Meeting Availability, see the IRB Assistant — Meetings manual.Audit System Notifications

Correspondence and Notifications

™ Meeting Management _—

Mlnmtienre A el LT P . ll:.-.-tns
9 Audit System Notifications
M user Management 1 |HAl I w—

h Correspondence & Notifications

The Correspondence and Notifications menu contains the Audit System Notifications sub-item.

Audit System Notifications

The Audit System Notifications tool can be used by board administrators to search for a particular notification already
sent by the system.

The Audit System Notifications menu item is typically accessible by Review Board Coordinators and Administrators. Its
accessibility can be provided to all roles via the Setup Role Access matrix found in Review Board Administration.
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Every notification that is sent out by the iRIS™ system is logged, making it possible to track. Since the system
automatically generates the notifications, this notification audit tool can be very useful for Coordinators who need to
check the status of a reviewer notification. All system notifications can be audited here to ensure that they were sent.

System Administration - Audit Notifications [{IBack
Notification Type: | —none— v Recipient(s): | Select User | [ Clear User
Date Range: From v To
Pisplay Project [1RB Number v Subject:
IRE Number: Content:
0 result(s) found... i-0
View  Notification Type IRE Number Date Posted Subject Recipient(s) Additional Recipient(s)

Clicking on the Audit System Notifications link opens the above Audit Notifications screen, which provides several filters
to search for notifications you would like to see.

A list of found notifications will display with fifty items per page. Selections can be made using the following filter tools:

Notification Type — Select a notification type from the drop-down list to filter the “Notification Type.”

—none— _______________________p§u
Account Created A
Account Locked

Additional Signoff

Annual COI

Annual COI Lapse

Annual Failure To Submit

Attendance Change

Award Motification

Auto Expire Study

Clinical Trial Patient Encounter

COI Management Plan

COI Management Plan Response

COI Management Plan Signoff

COI Management Plan Signoff Completed

COIl New Hire

Covered Person Commitment Change

Covered Person Commitment Change Deadline
Covered Person Commitment Change Reminder
Department Review Exceeded

Department Signoff

Reminder Notification for Review and Signoff
Designated Member Assignment

Designated Reviewer Assignment

Designated Review Agenda Assignment

Admin Reviewer Assignment

Agenda Reviewer Assignment

Auto Report

Email By Role Merge Code v
Email Selected Submission Components

Recipient(s) — Use this field if you wish to perform an audit for a specific user within the system. Only user(s) with
existing criteria who have received notifications will be displayed. When the Select User button is clicked, a new screen
will be displayed (see below). Enter the search criteria and click the Find button.
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Search User Directory

iRIS 10.03.02

[1]Back

i ISave Selected User(s) |

Last Name: (You may enter a partial name to search)
& Doy estname P
Browse/Find: by
v
Department: |AII Departments
C:‘I:J!;:tli(pi;zr Slﬂ?;ft Training User Name Department Email
O \/ 8 Person, Covered Redlands (primary)

When you have found the user, click the “Select User” icon next to his/her name. Once added to the search filter, you

can clear a name by selecting the Clear User button. This tool will only allow for searching one user at a time. If you

happen to attach more than one user from the above page, only the top-listed user will be selected by the system and be

inserted into the search tool (shown below). Additional filtering can be selected from the other fields on the page.

System Administration - Audit Notifications 4 | Back
Haotification Type: —Aone-— w Racipient{s) | Seeel User (=T
h"ﬁl‘l Firasim | Tow
Filber Ry == Search
""‘""p"""‘;;'l 1RB Mumber w Subject:
IRE Mumber: Contemt:
11 result{s) fourd...
Wiew  Hotfcation Type IRE Humber il Dats Posted Subject Hecipieni{s] Additionas] Recipientis] =
RE Meetng Letter Outcome 11/26/2002 10:21 AMReview Board Letber: OO User, MD
PST Hanagement Strategy
e g T TR TIE T T s

Date Range — If the approximate date of a notification is known, this would be the best filter to use.

IACUC/IRB/Project/IBC Number — This option is dependent on the selection made from the Display Projects by

drop-down list.

Subject — Enter a key word or phrase that would appear in the subject line of the notification. You can use the wildcard

“%" to administer this type of search.

Content — Enter a key word or phrase that would appear within the content section of the notification. You can use the

wildcard “%” to administer this type of search.

Provide information in one or all of the search fields to locate the necessary

notification. Click the Search button to

initiate the search engine. The results will be displayed in the table located under the search engine, with the most
recent notification placed at the top of the page. You can sort the notification results in ascending or descending order
by clicking on the column headings (as shown below). This feature is not included in the View and Recipient(s) columns.
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System Administration - Audit Notifications [4|Back
Notification Type: |—none— v] Reciplent(s): | Select User || Clear User
Date Range: From - To A Susan Investigator
— 9 L1 L1
Display Projects by: ‘IRB MNumber V| Subject: ‘ |
o wober: | content: | |

5 result(s) found... 1-5
View  Notification Type IRB Number ate Posted Subject Recipient(s) Additional Recipient(s) A

COI Review Response 02/23/2017 10:42 AM  Conflict of Interest Review was  Susan Investigator

1 PST Management Plan
COI Review Response 02/23/2017 10:32 AM  Conflict of Interest Review was Susan Investigator

4 Approved
Meeting Attendance 02/22/2017 08:40 AM  COI Meeting Attendance 2nd Administrator, Jan Board

noT LYFR PN MArmbhars Nk ™ TAan DAmeAd

The following columns will populate with your search results: View, Notification Type, <chosen> Number (dependent on
selection made in field: “Display Projects By:”), Date Posted, Subject, Recipient(s), and Additional Recipient(s).

Click the View icon to view the entire body of the notification that was sent. You will see a screen similar to the
screenshot below (notification information is read-only):

System Administration - Audit Notifications [4]Back

Send Email ¥
Subject

Conflict of Interest Review was Management
Plan

Author
Administrator
Recipient(s):
Susan Investigator
Additional
Recipients(s):
Attachments

No Attachments have been added to this
message

User Management

Content

The COI Office has reviewed your disclosure. It has been determined that a management plan must be followed. Please respond to the
management plan no later than .

r. User Management I 3:‘3 Grant User Access & Define Roles

L -

The Correspondence and Notifications menu contains the Grant User Access and Define Roles sub-item.

Grant User Access and Define Roles

This page will list any users who currently have a role on the review board.
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COI - Grant User Access & Define Roles [4]Back
Add a New Member | _Q Delete Selected Member(s) |
6 result(s) found...
i Edit Member Name Committee Name Role Voting Specialty Affiliation
I | Administrator gs;i:iown Bedles
| | Coordinator, Dan Committee 1 Coordinator No Administration ABC Clinic
I 1 Coordinator, Jan Committee 1 Coordinator No Administration
O | Member, Edward Committee 1 Board Member Yes Medical Oncology Egl'j.f-.;zgtrown Medical
I 1 Member, Frank Committee 1 Board Member Yes Microbiclogy ABC Clinic
O | Member, Jane Committee 1 Alternate Member Yes

Any user who has a role on the COI Review Board will populate in this list. You can see their name, what committee on
the board they belong to, and what their role is, along with if they are a voting member. If their account has the
information set up, their Specialty and Affiliation will display as well.

You can change a user’s access by clicking on the icon in the Edit column.

COI - Grant User Access & Define Roles [4]Back
i i Save Member Info |
Name: Administrator [¥] Grant col Administrative rights A
Highest Degree [] Grant coT Junior Administrative rights
Earned: c T voui
ommittee . 'oting
Gender: Access Committee Name Member
oncology ¥ Committee 1 ]
Anesthesiology Roles

ErE v Endocrinology

(®) Board Member
Emergency Medicine

() Expediting Board Member

O coordinator () Administrative Assistant

Relationship to

the Institution: | O"Affiliated

) -
{_) Chairperson

C: Ex-Officio Member

Affiliations: () Data Entry Member () Consultant/Ad Hoc Reviewer
Y - Y
Representational (_) Non-Voting Member (_) New Board Member Role
Capacity: () Vice-Chairperson () Alternate Member

Representative

of Specific Entity: Radiation Safety

test

Address:

Committee

Committee Name
Access

For: [] Board Member, Joe
[] Board Member, Jan, Ph.D.
|:| Board Member, John
Voting

Member

A page listing contact information as well as role information will open. You can change the board member’s role by

selecting another role within a committee. Click on the Save Member Info button if you make any changes before

returning to the list.

You can also add a new member to the board if their account has already been created in iRIS. Click on the Add a New

Member button. This will take you to a search list of all other users in the database who do not have a role on the board.
You can select a user and click on the Save Selected Members button to add them to the board.

Reports

The Reports tool allows you to access and run the pre-canned reports that come with the COIl Assistant module.
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Reports [4]Back

| Run Reports |

Conflict of Interest

Annual COI Form - Status and Disclosure
Annual COI Form Not Submitted

Annual COI Form Status

Covered Person by Department
Disclosure Summary Report

New Hire

[ P P (R (P (P (P

Outstanding Management Plans

The Reports page lists the available reports. Clicking on a report link will allow you to set specific parameters and run the
report. The parameters and filter options for each report will vary based on the requested information.

Disclosure Summary Report [4]Back

Helpful Information I Run Report j» I

Display Report as: ® ppr O ntML O Excel
Committee Name: | Find a Meeting First
Meeting Date: l:l Q Find Meeting

~

Within each report, you will have the option to display the report in PDF, HTML, or Excel format.
Display Report as: ) PDF (O HTML ) Excel

When you click the Helpful Information button, the Report Generation Help window will populate. The Helpful
Information window displays notes that assist you in running the report and displays the description of the report.

Report Generation Help X |

Learn about iRIS Reports )
Reporting System Hslpful Hints 1

Your are using Jasper Report Version :2.0.4

Description : Displays Conflict Matches reviewed at a meeting along with cutcomes and
the management plan.

Motes :

Fill all input fields
Flease follow the correct date format { MM-DD-YYYY)
Do not click twice on the Run button
Refresh the page after viewing the report
Some drop down menus are filtered by your access privileges
Be specific in your selections

s 8 8 8 & &

You can find description of the report under System Admininstration/Reports Administration You can also
add, delete, modify, move, download and upload jasper reports from reports administration. The

infournnadinem in thic comnet onnar b eoctrictod bae tho ocor eol Aounnrtoneund o rousioaar haooned o

The reports that are available through the COI Assistant are as follows:

Annual COIl Form — Status and Disclosure — This report will display the status of Annual COI forms and if a Covered
Person has an active Disclosure.

Annual COI Form Not Submitted — This report will display Covered Persons who have not submitted their Annual COI
form for the selected Annual COI Due Date Range.

Annual COI Form Status — This report displays a total number of Annual COI forms completed for the current Annual COI
period by Department and Job Title.
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Covered Person by Department — This report will display Covered Persons by their Primary Department.

Disclosure Summary Report — This report displays Conflict Matches reviewed at a meeting along with outcomes and the
management plan.

New Hire — This report will display any New Hires within the dates selected.

Outstanding Management Plans — This report will display any Covered Person with an outstanding Management Plan
that falls within the dates selected.

Review Board Administration

Review Board Administration allows you to configure many options related to the functioning of the board, set up
configuration lists, define document templates including Outcome Letters, Meeting Agendas, and Meeting Minutes, and
set up automatic review board-related notifications. Review Board Administration is typically reserved for Review Board
Administrators. See the COI Assistant - RB Administration manual for more information.
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