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Introduction

IACUC Review Board Administration, accessed via IACUC Assistant > Review Board Administration, is where the
designated Review Board Administrator sets up and manages configuration lists, review board options and roles,
various types of document templates and module settings.

TACUC Assistant Workspace
Find a Protocol
Submissions

Analyst Dashboard
Reviewer Assignment
Reviewer Dashboard
Meeting Management
Monitoring

Correspondence & Notifications

v v v v

User Management
Letter Signoff
Reports

Review Board Administration

Clicking the Review Board Administration menu link (above) or the Review Board Administration icon in the
IACUC Assistant Workspace loads the Board Administration page, as shown below.

My Workspaces & IACUC Board Administration 0

Copy Configurations

| SystemSetup | [ ListMaintenance Setup | [ Clean-up

Review Board System Setup Review Board Notification Setup

Board Definition Review Response Notification Setup

Board Configuration Options Continuing Review Notification Setup
Broadcast Notice 3yr Continuing Review Notification Setup
Setup Bundle Email Template Renewal Notification Setup
Setup Committee List Expiring Study Notification
Setup Review Board Roles Reviewers Notification Setup
Setup Role Access Internal Documents Notification
Setup Electronic Document Stamp Internal Routing Notification
Setup Study Numbering Pre Review Assignment Notification
Setup Agenda Categories Meeting Agenda And Minute Notification
Setup Finalized Agenda Document Template Meeting Attendance Notification Setup
Setup Agenda Revision Document Template Designated Review to be placed on the Agenda Notification
Setup Expedite Report Template Outcome Letter Notification
Setup Meeting Minutes Template Outstanding Stipulations Notification

Setup Outcome Letter Groups Board Members Notification Setup

DODIDIIIIDIIOIOIOIDIOND

Setup Outcome Letter Templates Special Purpose Forms Response Notification Setup
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

DODOODDIIDIDIIDIIOIDIOIOIOIOIDIOD

Available to Purge

This manual provides information and instructions pertaining to the links, tabs and controls accessible through
the Board Administration page.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 5
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Navigation in iRIS™

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

Path Directory Tree

The Path item at the upper left of iRIS™ pages provides a hyperlinked menu directory tree, allowing the user to

quickly navigate back through the path they followed to get to their current location. Path appears on all pages
nested at least one level beneath the main workspace

In the example shown the user is viewing the Broadcast Notice Add a new notice page. This page is nested three

levels beneath the main workspace page, as indicated by the three links available in the Path directory tree:
Home, board admin and broadcast notice.

M.',R’S by s Account: Administrator
y edRIS Department: GH _ 7542 _ General Hospital @ Help & MyProfile ~ | GeLogout
Integrated - -
Research Information System Path: Home > board admin > broadcast notice
My Workspaces & Vivarium

Broadcast Notice

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

Add a new notice.

*Subject: |

Content:

o B I u = xz x? Font Family - 12 - 4 I~ 9~ =

[
4
|
‘
fii
‘
lil
lil

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

MiRIS v B Account: Administrator
m&‘ edRIS Department: GH - 7543 - General Hospital @ Help 2 My Profile ~ G+ Log out
fonct Path: Home > board admin

Research Information System
My Workspaces & Vivarium

Broadcast Notice

P |edit/view|subject

Date Sent Last Modified By

No records have been added.

Click on board admin in the Path to navigate up one level in the directory tree, to the Board Administration
page. There is now one level in the Path: Home.

ErlR’S by iMledRIS Account: _Administrator
Integrated Path: Home ®Help - v Proftie
Research
My Workspaces & Vivarium Board Administration 4]
Copy Configurations
| System Setup ‘ ‘ List Maintenance Setup ‘ | Clean-up ‘

rrr——
® Board Definition ® Animal Health Record Setup

®  Board Configuration Options

® 1nternal Transfer Originating PI Signoff Notification Setup
T R

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01
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Click on Home in the Path to navigate up one level in the directory tree, to the main Workspace page. No Path
item is displayed here because the user is now at the top-most level of the directory tree.

f] Hello Administrator
b .
aRI.fM v é&neums your last login was « NO PATH @reo & wyeotie -
mrch Information System 09/16/2019 02:33 PM PDT
My Workspaces = Vivarium

Vivarium H

Find an Order Cage Cards Material Order Charge Ticket

N 192 [z ) ] S ) N |

Back Button

The second navigation tool is the Back button, which appears on all pages nested at least one level beneath the
main workspace. The Back button takes the user to the same location as the last link shown in the Path.

RIS v > Account: Administrator
y edRIS Department: GH - 7543 - General Hospital
Integrated
Research Information System

@Help 2 MyProfile - C* Log out

Path: Home > board admin > broadcast notice

My Workspaces = Vivarium Broadcast Notice

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

Add a new notice.

“Subject:

Content:

< B I U & x x* Font Family - 12 - & I~ 9~

m
4
I
4
i}
4
lil
lil

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

EﬁRlS b’r@‘i}wedﬂls Agccunt: Administrator

Department: GH - 7543 - General Hospital @ Help g My Profile ~ G+ Log out
Integrated = -

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

Broadcast Notice

Add a New Notice

Edit/View|Subject

Date Sent Last Modified By

No records have been added.

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

Note that where the Back button appears on a page with editable fields or document upload controls, clicking the

button before saving changes returns the user to the same location as the last link shown in the Path without
saving changes.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01
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System Setup Tab

System Setup is the first tab on the IACUC Board Administration page. This section allows review board
administrators to manage general IACUC Assistant module setup, define review board details, set up review
board roles and access, create document templates, change labels for data fields within the IACUC module, and
perform similar module configuration and data management tasks.

My Workspaces & 1ACUC Board Administration Kl Back

[ svstemsetup | [ list maintenance setup | [ clean-up |

Board Definition Review Response Notification Setup

Board Configuration Options Continuing Review Notification Setup
Broadcast Notice 3yr Continuing Review Notification Setup
Setup Bundle Email Template Renewal Notification Setup
Setup Committee List 3yr Full Renewal Notification Setup
Setup Review Board Roles Expiring Study Notification
Setup Role Access Reviewers Notification Setup
Setup Electronic Document Stamp Internal Documents Notification
Setup Study Numbering Internal Routing Notification
Setup Agenda Categories Pre Review Assignment Notification
Setup Finalized Agenda Document Template Meeting Agenda And Minute Notification
Setup Agenda Revision Document Template Meeting Attendance Notification Setup
Setup Expedite Report Template Designated Review to be placed on the Agenda Notification
Setup Meeting Minutes Template Outcome Letter Notification
Setup Outcome Letter Groups Outstanding Stipulations Notification

Setup Outcome Letter Templates Board Members Notification Setup

Setup Canned Motion Special Purpose Forms Response Notification Setup
Setup Template Language
Setup Correspondence Template

Setup Review Cycle

Available to Purge

Copy Configurations

Copy Configurations is a tool that can be made available to full System Administrators (as opposed to those
assigned to an Administrator role within a specific iRIS™ module) to help with initial setup of iRIS™ when two or
more similar review boards are needed. The copy tool allows an iRIS™ system administrator to copy pre-existing,
fully configured review board elements into a different, newly created review board.

CAUTION: Copy Configurations should not be used after setup of review boards is complete, nor in a live iRIS™
system. iMedRIS recommends performing a board configuration copy to a destination review board only once.

Note that configurations cannot be copied across review boards of different types (IRB to IBC, IRB to ARC, etc.).
Within IACUC it is only possible to copy configurations across IACUC review boards.

Click the Copy Configurations button to copy a pre-existing IACUC review board configuration to another IACUC
review board.

My Workspaces = IACUC Board Administration a

Copy Configurations

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

Review Board System Setup Review Board Notification Setup

® Board Definition ® Review Response Notification Setup
® Board Configuration Options ® Continuing Review Notification Setup
-~ e ;e ea

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 8
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The Copy Review Board Configuration page displays. The page contains links to configurations that can be
copied to another review board.

Note the Destination dropdown list at the top center of the page, and the Helpful Information button at right.
The Copy Configurations button is non-functional until the Destination and at least one configuration item are
selected (details follow below).

™iRIS bvré-iheums Acceunt: Administrator
Hel 2 wyPprofile
Integrated Path: Home > board admin @ &0 - My Crlog

Research Information System

My Workspaces = IACUC Copy Review Board Configuration | <]
souree : [ Copy Configurations ] | Heiprul information |
IACUC None ¥
e p————
B Board Definition Help K& B  Submission Natification Setup
Bl Board Configuration Options Continuing Review Notification Setup
Bt Sobin Frmmitrea |ick B Renewal Natification Setun

Click the Helpful Information button to view a popup containing important information and warnings about
copying review board configurations.

Review Board Copy Properties Help

Please Read the below warnings:
Review Board Copy Properties and Settings.

« This is one direction operation, you cannot rollback or delete the new values from this utility
* The wrong usage of this operation may cause redundancy problem in the database.

+ The copy cperation does not overwrite exisitng data . It will add the missing properties

+ Do not click multiple times on the copy button

« Do not modify the data or the settings during the copy operation.

* Take notes of the selected properties and the resulted copy output.

* Please verify the coppied data and make sure it is coppied correctly.

The colors refer to the resulted status of the copy operation on the selected properties:

Not Included
Successfully Coppied

Operation Failed

Invalid Option

Click the close window button in the upper right corner (marked with a red asterisk) to close the popup.

Back on the Copy Review Board Configuration page, select the target review board from the Destination
dropdown list at the top of the page. The configuration Source is shown at the upper left, indicating the review
board that is currently active. Only review boards of the same type will populate in the Destination dropdown
list.

My Workspaces & TACUC Copy Review Board Configuration

Source Destination :
Copy Configuraions | [ Helpfu Information |
meuc Era— ’ o Cote o

None.
FDAIACUG
1AGUC Il
Second IACUC

Review Board System Setup - General Review Board Notification Setup

B Board Definition Help K& Bl submission Notification Setup
B Board Configuration Options Bl Continuing Review Notification Setup

B Setup Committee List Bl Renewal Notification Setup
o

Select boxes for applicable configuration items in the setup lists are now available.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 9
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Source : Destination :

cancel Copy | [ copyc ions | ) Helpru
1aCUC lACUC v [ Py Py o

Board Definition Help B Submission Notification Setup

Board Configuration Options B Continuing Review Metification Setup

B Setup Committee List B Renews!| Notification Setup

E] Setup Review Board Roles B Expiring Study Notification

Setup Role Access B Reviewer Assignment Notification

Setup Electronic Document Stamp B Reviewers Complete Motification

B Setup Study Numbering B Internal Routing Complete Notification

B Setup Agenda Categories B Pre Review Assignment Notification
Setup Finalized Agenda Document This option will copy the master template || B Meeting Attendance Notification

B Template only. 2 . X
{en.copyResult( "Setup Finalized Agenda nent Member Attendance Change Notification
Template”,"RB_SETUF_AGENDA_TEMP B Designated Review to be placed on the Agenda Notification

B Tj'tn Vier\dz Revision Document The option will copy the master template ] Outcome Signoff Letter Notification

Setup Expedite Report Template B Outcome Signoff Complete Notification

B Setup Meeting Minutes Template This optian will copy the master template only, B Outcome Letter Notificatian

B Setup Gutcome Letter Groups B Outstanding Stipulations Motification

B Setup Gutcome Letter Templates B Internal Documents Notification

Setup Canned Mation B Mesting Agenda And Minute Notification

X . —

Setup Template Language

B Setup Correspondence Template

E] Setup Review Cycle

Review Board System Satup - List Maintenance Satup

Review Outcome/Outcome Configuration List

B Internal Document Category

B Predefined Stipulations

B Review Board Stipulation Actions

2 r Rank Cenfiguration List

Archived Location List

B Internal Routing User Roles

Select the configuration item(s) to be copied to the selected destination by clicking the respective checkbox(es).
Note that the following configuration items of the Source IACUC board cannot be copied:

— Board Definition

— Setup Review Board Roles

— Role Access

— Setup Correspondence Template

— Review Cycle

— Study Status Configuration List

Click the Copy Configurations button to complete the copy process. Click the Cancel Copy button to cancel the
process without saving changes.

When the Copy Configurations button is clicked the copy process completes, and the Copy Review Board
Configuration page refreshes.

Items where there is no data to copy, or where the corresponding field is not turned on in the destination review
board, are not copied to the Destination review board.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 10
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Source : Destination : =
TACUC None [opy Connguranons | [etpna rtommaton ]
B goard Definition Heip Kl B  Ssubmission Netification Setup
@ @oard configuration Options B  continuing Review Notification Setup
B  Setup Committee List B  Renewal Notification Setup
B  Setup Review Board Roles B  Expiring Study Notification
B setup Role Access B Reviewer Assignment Notification
B Setup Electronic Document Stamp B Reviewers Complete Notification
B Setup Study Numbering B  internal Routing Complete Notification
B  setup Agenda Categories B  ere Review Assignment Natification
@  Setup Finalized Agenda Bocument Template B  meeting Attendance Notificatl
fer.copyResult( “Setup Finalized Agenda Document Template”, RB_SETUP_AGENDA_TEMP)%> B  Member Attendance Change Notification
B setup Agenda Revisicn Document Template B  Designated Review to be placed on the Agenda Notification
B setup Expedite Report Template B  outcome Signoff Letter Notification
B  Setup Meeting Minutes Template B  outcome Signoff Complete Notification
B  Setup Outcome Letter Groups B  outcome Letter Notification
B setup Outcome Letter Templates B  outstanding Stipulatians Notification
B Setup Canned Motion B  Internal Documents Notification

Any items successfully copied are color coded with green text. Iltems that did not copy successfully are color
coded with red text.

Note: When performing a review board configuration copy from one board to another, fields that were originally
pre-populated in the destination board will be overwritten with data copied from the source board.

Board Definition

Review boards are defined, edited and deleted in the Review Board Administration area of IACUC Assistant. To
define a board, navigate to IACUC Assistant > Review Board Administration and click the Board Definition link on
the System Setup tab.

My Workspaces & 1IACUC Board Administration

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

Board Definition

Board Configuration Options ‘
Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Qotin Doview Rnaed Dalac

The Setup Board page is opened.

My Workspaces & IACUC Setup Board Kl Back

*Review Board Name: |ACUC
*Review Board Type: [Insiitufional Animal Care and Use Committee v
Assurance Number:  |A3659-01

Assurance Expiration: (12312012 | [FEi]

Comments:

Primary Address:

Street: 3350 La Jolia Village Dr.
City:|San Diego
State:| CA v
2ip/Postal Code: 92161
Country:| United States v

Primary Phone:
Phone Number: 858-552-8565 x 3774
Primary E-mail:

E-mail:

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 11
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There are two required fields: Review Board Name and Review Board Type. The Review Board Type dropdown
list contains predefined board types as specified in the institution’s contract with iMedRIS Data Corporation. The
dropdown is disabled on this page, as the review board type has already been pre-defined in System
Administration.

An Institutional Review Board (IRB) must have any required Assurance registered in order to receive research
support from various funding and resource institutions. For example, an institution must have a Federalwide
Assurance (FWA) registered in order to receive Health and Human Services (HHS) support for research involving
human subjects.

Where applicable, enter the registered Assurance Number and Assurance Expiration date. If no Assurance is
applicable to the board, skip these fields.

Use the Comments field to enter additional notes or comments about the board.

In the Primary Address section, enter Street, City, State, Zip/Postal Code and Country. This is the address that
will appear on board documents and correspondences that include a board address.

In the Primary Phone section, enter the Phone Number designated for contacting the board.
In the Primary E-Mail section, enter the E-mail address designated for contacting the board.
Click the Save Definition button at the upper right to save the record.

Board Configuration Options

To set or revise board configuration options, navigate to IACUC Assistant > Review Board Administration and click
the Board Configuration Options link on the System Setup tab.

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

Board Definition

Board Configuration Options «
Broadcast Notice

Business Associate List

Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Pricing Level

Setup Order Status

Catin Ardos Mombhorina

The Setup Board Properties page is opened. This page lists properties the administrator can set within the
review board module.
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My Workspaces

IACUC Setup Board Properties Kl Back
Download Properties Scri
RE Properties List

+ Board Set:
. Dgi[,meit”,fmcegsing « Please click a property name on the left-hand side to read its content.
s When it is not read-only, you could edit the value of a property.

«  Study Summary Info
« Submission Review « Please save your change.

Properties

+ Reviewers

« Meeting Settings

«  Security

«  Multi-site Setup

+ Recommendations and
Stipulations

« Study Board Properties

« Amendments

+ Submission Prereview

« Letter

+  Submissions

+ Notification

« Fee tracking

« Internal Routing

« Training

It is the System Administrator’s responsibility to determine the property settings that will best align with the
organization’s preferences before making changes.

If assistance is needed to ensure optimal settings, discuss intended changes with iMedRIS personnel before
making the changes.

Click the Download Properties Script button to download a SQL script containing configurations for the review
board properties, which can be used to import the configurations into another iRIS™ system.

Click an item in the RB Properties List to load an editable panel containing all properties related to that category.

My Workspaces & IACUC Setup Board Properties o

RB Properties List Download Properties Script |l Save After Eait

‘Dmperl' Value

. Board Setup

+ Document Processing

+ Study Summary Info

« Submission Review Properties
« Reviewers

« Meeting Settings

« Security

« Multi-site Setup

+ Recommendations and Stipulations
+ Study Board Properties

« Amendments

« Submission Prereview

« Letter

« Submissions

« Notification

+ Fee tracking

« Internal Routing

« Training

rb.allow_adult_benefit_assigned_list
rb.allow_adult_risk_assigned_list
rb.allow_change_of_business_associate_list
rb.allow_change_of_business_associate_type
rb.allow_change_of_device_list
rb.allow_change_of_drug_list
rb.allow_change_of_study_status
rb.allow_change_of_study_status_list
rh.allow_child_risk_assigned_ist
rb.allow_document_outcome_list
rh.allow_issue_reporting_list
rb.allow_regulatory_determination1_list
rb.allow_regulatory_determination2_list
rh.allow_review_outcome_list
rh.allow_reviewer_rank_list
rh.allow_risk_assigned_list
rh.allow_termination_reason_list
rb.Aute_expire_exempt_protocols
rb.display_date_board_rec_column
rb.Edit_Master_Lay_Summary
rb.Master_Lay_Summary_Label
rb.nofity_use_continuing_review_due
rb.number_of_days_to_lock_submission
rb.restrict_change_of_rb_number
rb.restrict_user_training_to_board_member
rb.stamp_no_clinic_use
rb.use_auto_expiration
rb.use_auto_select_PI_and_Contact
rb.use_bundle_to_external_source
rb.use_continuing_review_notif_when_full_renewal

rb.use_create_study

rb.use_duplicate_rb_number

® yes U no
® yes U no
® yes U no

® yes U no

® yes U no
Yes ® Ho
® yes U no

® yes o
® yes U no
® yes U no
® yes U no
® yes U no
® Yes U Ho
® Yes O o
® Yes U Ho
® Yes U o
® ves U Ho
® ves O o
® ves Mo
® ves O o
Master Lay Summary

Yes ® No
5

® Yes U No

® Yes U no
Yes ® Ho
® Yes U no

® Yes O o
Yes ® Ho
Yes ® No

® ves O Mo

Yes ® No

Where available, Yes/No radio buttons turn the property “on” or “off”. A property with any Property Value other
than Yes/No radio buttons is a variable.
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See the IACUC Assistant — Properties manual for more information on each individual property.

Broadcast Notice
Broadcast Notice allows the system administrator to send an email to review board members and to users on
studies associated with the review board. This is a useful tool for sending group alerts and messages.

Note that the Broadcast Notice tool under iRIS™ System Administration—as opposed to System Administration
within a module like IACUC—can send a message to all users in the iRIS™ system. The System Administrator must
be cautious to use the correct Broadcast Notice tool for their purposes.

To access Broadcast Notice options, navigate to IACUC Assistant > Review Board Administration and click the
Broadcast Notice link on the System Setup tab.

My Workspaces @ IACUC Board Administration

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Satun Raview Raard Bales

The Broadcast Notice page displays any broadcasts previously set up/sent out. The list is empty the first time the
page is opened.

My Workspaces = IACUC Broadcast Notice Kl Back

‘Edit,"\fiew Subject ‘Date Sent ‘Lasl Modified By

No records have been added.

Add a New Notice
Navigate to IACUC Assistant > Review Board Administration and click the Broadcast Notice link on the System
Setup tab.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

Board Definition
Board Configuration Options
Broadcast Notice
Setup Bundle Email Template

Setup Committee List

POID>OIOD

Satun Raview Rnard Balac

The Broadcast Notice page displays any broadcasts previously set up/sent out. The list is empty the first time the
page is opened.

My Workspaces [ IACUC Broadcast Notice

Add a New Notice

Edit/View |Subject Last Modified By

No records have been added.

Click the Add a New Notice button to create and send a message. The Add a new notice panel opens.

My Workspaces & IACUC Broadcast Notice o

Return To List Temp Save Notice

Add a new notice.

*Subject: | |

Content:

« B I U § xx x Font Family 12 -~ & ([~ 9= E - E -

Attachments:
Add a new Attachment

No Attachments have been added to this broadcast.

Click the Return to List button to cancel and return to the list of broadcast notices.

The Temp Save Notice button is used to save a notice draft, explained in greater detail in the Draft Notice
subsection of this manual, immediately following the current subsection.

Enter a Subject and type, or copy and paste, desired text in the Content area. Use the toolbar to format text as
desired. Notice that tools for insertion of hyperlinks and images are included.

Click the Add a new Attachment button to attach a document file to the notice.
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An upload panel opens. Enter the Title of the document and click the Upload button.

My Workspaces & IACUC Add Attachment [ 4]

*Title: | |

Load the document into iRIS:I Upload ... I

An upload dialog popup window displays.

Upload Document - Microsoft Edge = m} *

& | https://sb1.imedris.net/UploadDocument.jsp?USER_ID=18UD=08&TYPE=MessageAttach

Document Location:

Instruction: Uploading a document into iIRIS™ 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.

[ Save selected file |I Q cncel |

Click the Cancel button to close the popup without uploading a document.

Click the Browse button to navigate to the document to be uploaded. When the file path is displayed in the
Document Location field, click the Save selected file button to attach it to the notice record.

The Add Attachment panel refreshes, displaying an icon for the attachment to the left of the Title. Click the Save
and Return button save the notice and attachment.

My Workspaces [ IACUC Add Attachment

1ar *Title: [iRIS Profile Details |

RTF Load the document into iRIS: | Upload ...

The attached document icon displays in a table in the Attachments area of the Edit/View a notice panel.
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My Workspaces & IACUC Broadcast Notice o
[Reummouist | [ TempSaveNotics | [ sena |
Edit/View a notice.
*Subject: |Please Verify Contact Informafion ‘
Content:
Font Famil 12
s B I U § x x Y - - 4 1- q-=- =- = =
= Q
= % s B
Contact information has been entered by administrative staff. Please verify that the contact information provided in your iRIS profile is complete and
correct.
Attachments:
[ Acd anew attachment | | [ Delete Selected Attachments(s) |

Attachment Name

cl
» | iRIS Profile Details

To view an attachment, click its icon.

To remove an attachment, click the select checkbox to the left of the document icon and click the Delete
Selected Attachment(s) button.

Note that multiple attachments can be added, but users are still subject to institution or email server restrictions
on file size for email attachments.

Click the Send button at the upper right corner of the Edit/View a notice panel to send the notice. A popup
email distribution window opens for selection of notice recipients.

Click the Cancel button to exit without sending.

Please choose where email destination:
Send to KSPs and review board members

| send | [ cancel |

Note that Send to KSPs and review board members is selected by default when the popup opens. Click the

checkbox to deselect that option and unlock the other two options: Send to all KSPs and Send to review board
members.
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Please choose where email destination:

Send to K5Ps and review board members
Send to all KSPs

Send to review board members

[“sena | [[cancel |

Select the applicable checkbox, then click the popup window Send button.

After the notice is sent the Broadcast Notice page displays, with the sent broadcast notice added to the list and
its Date Sent field populated.

My Workspaces [ IACUC Broadcast Notice 0

[ AddanewNotice | [ Deete Selected Nolice |

| Edit[\riew|5|lbied

Last Modified By
D Please Verify Contact Information August 20, 2019
=3

Administrator

Note that the Edit/View icon is still present but the select box at the far left, for notice deletion, is gone. Sent
notices can be viewed but cannot be edited or deleted.

Draft Notice

When creating a new notice in the Add a new notice panel, it is possible to save the notice as a draft.

My Workspaces L] IACUC Broadcast Notice

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

Add a new notice.

*Subject:

Content:

« B I Uu & x ¥ Font Family - 12

4
[- 3
Fl
-
4
[
4
i
a4
il
4
il
il

Enter a Subject line and desired content, then click the Temp Save Notice button to save a draft of the notice

and return to the Broadcast Notice page. Note that draft notices do not have a Date Sent value in the list on the
Broadcast Notice page.
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[ Add a New Notice ] [ Delete Selected Notice ]

‘Edi‘tf\ﬁew‘Subied Date Sent Last Modified By

Please Verify Contact Information September 17, 2019 Administrator

=
=3
O I 1 I Please Confirm Office Mail Drop Code I IAdministralor

Edit a Broadcast Notice
Draft broadcast notices can be edited (and sent) or deleted. Notices that have been sent cannot be deleted or
edited, but they can be viewed.

Navigate to IACUC Assistant > Review Board Administration and click the Broadcast Notice link on the System

Setup tab.
My wericpaces ® e

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Satun Raview Raard Balac

The Broadcast Notice page displays any broadcasts previously set up/sent out.

[ Add a New Notice ] [ Delete Selected Notice ]

‘Edi‘tf\ﬁew‘Subied Date Sent Last Modified By

=
Please Verify Contact Information September 17, 2019 Administrator

=3
O I 1 I Please Confirm Office Mail Drop Code I IAdministralor

Draft notices do not have a value in the Date Sent column, which is how they can be easily identified in the
Broadcast Notice list.

Click the icon in Edit/View column to the left of a draft title to open the draft and resume work on it.

The title of the Add a new notice panel changes to Edit/View a notice when a draft is opened.
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My Workspaces &

Edit/View a notice.

“Subject:

Review Board Administration

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

Content:

Please Confirm Office Mail Drop Code

L B I

% &=

Administrative staff has entered mail drop codes for all study staff. Please confirm the mail drop code for your team.

Attachments:
Add a new Attachment

No Attachments have been added to this broadcast.

Click the Return to List button to return to the Broadcast Notice list page without saving changes.

= = ,  FontFamiy 12
L= X2 X -

E: = -~ = =
& &

Click the Temp Save Notice button to save changes and keep the notice as a draft.

Click the Send button to save changes and send the notice.

A popup email distribution window opens for selection of notice recipients. Click Cancel to exit without sending

Please choose where email destination:
Send to KSPs and review board members

Note that Send to KSPs and review board members is selected by default when the popup opens. Click the

checkbox to deselect that option and unlock the other two options: Send to all KSPs and Send to review board
members.
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Please choose where email destination:

Send to KSPs and review board members
Send to all KSPs

Send to review board members

Select the applicable checkbox, then click the popup window Send button.

After the notice is sent the Broadcast Notice page displays, with the Date Sent field populated for the sent
notice. Recall that sent notices cannot be edited or deleted.

Delete a Broadcast Notice
Draft broadcast notices can be edited (and sent) or deleted. Notices that have been sent cannot be deleted.

Navigate to IACUC Assistant > Review Board Administration and click the Broadcast Notice link on the System

Setup tab.
My werispaces ® e

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Satun Raview Raard Balac

The Broadcast Notice page displays any broadcasts previously set up/sent out. Note that the Date Sent column is
blank for draft notices listed here.

My Workspaces [ IACUC Broadcast Notice

E' ‘Editfview Subject ‘Lasl Modified By
) Please Verify Contact Information September 17, 2019 Administrator
I O I ) Please Confirm Office Mail Drop Code Administrator

Select the checkbox at far left for the applicable notice and click the Delete Selected Notice button.
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A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CONFIRM to delete the notice and return to the Broadcast Notice page.

Click CANCEL to return to the Broadcast Notice page without deleting the notice.

Setup Committee List

The Setup Committee List page is where current review board committees can be viewed, edited or deleted, and
new committees added.

[ Add a Commitiee ] [ Delete Selected Committee(s) ]

1 result(s) found...

Edit |Order |Committee Name

O 0 BRCA Working Group

Where the property rb.use_submission_by committee is set to “Yes” the review board is set up for Committee
Submissions. In this configuration submissions are routed to individual committees instead of the review board.
In addition, members of one committee are unable to access submissions sent to other committees.

Where the property rb.use_submission_by committee is set to “No” all submissions are routed to the review
board submission queue, where they are processed and added to the appropriate committee meeting date. Note
that each committee has its own set of meeting dates.

Edit Committee

Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Committee
List link.
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My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Electronic Document Stamp

P ST T S

The Setup Committee List page is opened. Committees currently assigned to the IACUC review board are listed
here. Click the icon in the Edit column for the applicable committee.

My Workspaces [ TACUC Setup Committee List [ <}

[ A0da committse | | Delete Setected Committsers) |

1 result(s) found...

Edit | Order [Committee Name

O 1 1] BRCA Working Group

An edit panel opens.

My Workspaces & IACUC Setup Committee List [ 4 |

Save Committee

“Order Number: D

Description: |BRCA Waorking Group |

The Order Number defines routing priority order for the committee. Routing priority goes in ascending order,
beginning with zero. If there is only one committee defined its Order Number will always be zero.

The Description is the committee name.
When changes are complete click the Save Committee button to save changes and close the edit panel.
Add Committee

Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Committee
List link.
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My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Electronic Document Stamp

P ST T S

The Setup Committee List page is opened. Click the Add a Committee button.

My Workspaces = IACUC Setup Committee List

Add a Committee [ Delete Selected Committee(s) ]

1 result(s) found...

Edit |Order |Committee Name

| I o BRCA Working Group

A System Authentication popup displays, warning that only iMedRIS Project Managers and Customer Support
personnel have the necessary rights to add new review board committees.

System Authentication: ﬂ

You are accessing a protected area of the system.
This operation can only be unlocked by your Project Manager or Customer Support.
Please contact your Project Manager or Customer Support for assistance.

Please input the password to unlock the operation.

[ ]

[ Cancel ] [ Verify Password and Unlock ]

This area is locked because there are costs to the institution for each review board and committee defined in
their iRIS™ system.

When an iMedRIS Project Manager or Customer Support representative adds a new committee, it is added to
the Setup Committee List page.
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[ Add a Commitiee ] [ Delete Selected Committee(s) ]

2 result(s) found...

Order |Committee Name

0 BRCA Working Group

1 | Oversight Committee

User accounts assigned to more than one review board committee will have a slightly modified main menu,
enabling them to select the applicable committee for various tasks.

IACUC Assistant 4 IACUC Assistant Workspace
SRB Assistant » Select the Committee 4 Committee A -
IBC Assistant » Add a new Study Committee B
=
» 1

Conflict of Interest Assistant Find a Study

Delete Committee
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Committee

List link.
My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Electronic Document Stamp

I EEERERE NN N

Cndrer Chardes Rimabnsinm

The Setup Committee List page is opened. Select the checkbox for the applicable committee(s) and click the
Delete Selected Committee(s) button.

2 result(s) found...

Order |Committee Name

1] BRCA Working Group

1 Oversight Committee

A confirmation popup displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Committee List page without deleting the selected committee(s).
Click the CONFIRM button to confirm the deletion and return to the Setup Committee List page.

Note: caution must be exercised when deleting committees, as deleting a committee with review tasks assigned
to it will disrupt and potentially orphan those tasks.

Also recall that review board committees can only be added by designated iMedRIS personnel, so if a needed
committee is deleted in error there may be some delay in recreating it.

Setup Review Board Roles

The Setup Roles List page is where review board member roles can be viewed, edited or deleted, and new roles
added. Each member role can be customized to allow for inclusion or exclusion on agenda and correspondence
routing, as well as to allow for or prohibit designation of an alternate iRIS™ user to fulfill the duties of the role
when the assigned user is unavailable.

My vorispaces 8 tacuc

Add a New Board Role
IFiII:er By In Use: @ ves ONo I
11 result(s) found... 1-10 ’

Include on Include in
I T N NP S =T
3| 1 Board Member Yes Yes Yes Yes Yes

2 Coordinator Yes Yes Mo Yes Yes
=

3 Chairperson Yes Yes Yes Yes Yes

3 4 Data Entry Member Yes Yes No Yes Yes
3| 5 Mon-\oting Member Yes Yes No Yes Yes
i & Alternate Member Yes Yes No Yes Yes
3| 7 Vice-Chairperson Yes Yes Yes Yes Yes
i k] Expediting Board Member Yes Yes Yes Yes Yes
i ] Administrative Assistant Yes Yes No Yes Yes

10 Ex-Officio Member Yes Yes No Yes Yes

Filter By In Use is set to “Yes” by default. Select “No” here to display roles that are not currently in use. Note that
this is a toggled setting, it is not possible to view both in use and not in use roles in a single list.

Columns in the Setup Roles List table are:
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— Delete: where it is possible to delete a role, click the icon in this column to delete a role
record; note that the icon does not appear for roles that cannot be deleted

— Edit: click the icon in this column to open a role record for editing

— Order: priority number of the role for review, signoff and correspondence routing; note that

priority numbers are ranked in ascending order from highest to lowest, beginning with one
(1) as the highest priority number

— Role Name: name assigned to the role; note that role names can be modified by the
institution

— Reserved: a “Yes” in this column indicates the role is Reserved and cannot be deleted; a “No”

here indicates the role is not Reserved and can be deleted, provided it is not currently in use
(see next item, below)

— In-Use: a “Yes” in this column indicates the role is currently in use on one or more studies /

protocols and cannot be deleted; a “No” here indicates the role is not currently in use and
can be deleted

— Allow Alternate: a “Yes” in this column indicates an alternate person who is included in the
Alternate For list under IACUC Assistant > User Management > Grant User Access & Define
Roles can be selected to fulfill the meeting duties of this role when the primary assignee is
unavailable; a “No” here indicates no alternate can be specified for the role

— Include on Agenda: a “Yes” in this column indicates users assigned to the role are selectable
in the list of Attendees for a meeting date; where the flag is set to “No” users assigned to the

role do not display in the meeting Attendees list for a meeting date and are not included in
notifications related to the meeting

— Include in Correspondence: a “Yes” in this column indicates persons assigned to this role
is/are to be included on the correspondence routing list; a “No” here indicates persons
assigned to this role is/are not included on the correspondence routing list

As shown below, ten Reserved review board roles are predefined by default.
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My Workspaces 1ACUC Setup Roles List o
Filter By In Use: @ ves Cio

11 result(s) found... 1-10 P

3| 1 Yes Yes Yes Yes Yes

Board Member
AN 2 Coordinator Yes Yes No Yes Yes
) 3 Chairperson Yes Yes Yes Yes Yes
i} 4 Alternate Member Yes Yes No Yes Yes
3f 5 Mon-Voting Member Yes Yes No Yes Yes
i) 6 Data Entry Member Yes Yes No Yes Yes
i) 7 Vice-Chairperson Yes Yes Yes Yes Yes
i) 8 Expediting Board Member Yes Yes Yes Yes Yes
) s Administrative Assistant Yes Yes No Yes Yes
i 10 Ex-Officio Member Yes Yes No Yes Yes

Reserved roles are always designated as In-Use regardless of whether the applicable role is currently assigned to
any studies/protocols.

In the example below, Filter By In Use is toggled to “No” to limit the list to Roles not currently in use. Notice that
the role is not Reserved, as indicated by a “No” in that column, and a Delete icon is provided for the role.

My Workspaces @ TACLC
»

Filter By In Use: ':::' Yes '@:‘ Mo

1 result(s) found...

Delete

Include on Include in
da

No Yes Yes Yes

NIH Auditor

Edit Board Role
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Review Board
Roles link.

My Workspaces @ IACUC Board Administration

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

Review Board System Setup

Board Definition

Board Configuration Options

Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Setup Review Board Roles «
Setup Role Access

Setup Electronic Document Stamp

Ctrim Ehandes Merrn b e

The Setup Roles List page is opened.
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My Workspaces © IACUC Setup Roles List o
IFilhEr By In Usa: ®ves Ono I

11 result(s) found... 1-10 P
A = Ty e

1 3, 1 Board Member Yes Yes Yes Yes Yes

i2S) 2 Coordinator Yes Yes No Yes Yes

| 3 Chairperson Yes Yes Yes Yes Yes

i 4 Data Entry Member Yes Yes MNo Yes Yes

3| 5 Non-Voting Member Yes Yes No Yes Yes

) 6 Alternate Member Yes Yes No Yes Yes

3, 7 Vice-Chairperson Yes Yes Yes Yes Yes

1 8 Expediting Board Member Yes Yes Yes Yes Yes

3| L] Administrative Assistant Yes Yes No Yes Yes

10 Ex-Officio Member Yes Yes No Yes Yes

Filter By In Use is set to “Yes” by default. Select “No” here to display roles that are designated as not in use. Note
that this is a toggled setting, it is not possible to view both in use and not in use roles in a single list.

Click the icon in the Edit column for the role.

My Workspaces & IACUC Setup Roles List (4}
Add a New Board Role
Filter By In Use: ®ves Ono

11 result(s) found... 1-10 P

Include on Include in
Agenda e T
1 Yes Yes Yes Yes Yes

& Board Member

=1 2 Coordinator Yes Yes Mo Yes Yes

=1 3 Chairperson Yes Yes Yes Yes Yes

[iaS ) 4 Data Entry Member Yes Yes No Yes Yes
i 5 Non-Voting Member Yes Yes No Yes Yes
i 6 Alternate Member Yes Yes Mo Yes Yes
1 7 Vice-Chairperson Yes Yes Yes Yes Yes
4 8 Expediting Board Member Yes Yes Yes Yes Yes
3 k] Administrative Assistant Yes Yes No Yes Yes
| 10 Ex-Officio Member Yes Yes No Yes Yes

The role is opened for editing in the Edit a Board Role panel. Edit each item in the panel as desired.
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My Workspaces & IACUC Setup Roles List

Back To List

Edit a Board Role.

*Order Number: l:l

*InUse: ®ves O o

“Role Name: |Board Member

*Allow Alternate for Meetings: ® ves () No
*Include in Minutes and Agenda? ®) yes () o

*Include in Correspondence? 'ZEZ' Yes IZ::Z' Mo

— Order Number: priority number of the role for review, signoff and correspondence routing;
note that priority numbers are ranked in ascending order from highest to lowest, beginning
with one (1) as the highest priority number

— In-Use: a selection of “Yes” indicates the role is currently in use on one or more studies /

protocols and cannot be deleted; a selection of “No” here indicates the role is not currently
in use and can be deleted

— Role Name: name assigned to the role; note that role names can be modified by the
institution

— Allow Alternate for Meetings: a selection of “Yes” indicates an alternate person who is
included in the Alternate Member For list under IACUC Assistant > User Management >
Grant User Access & Define Roles can be selected to fulfill the meeting duties of this role
when the primary assignee is unavailable, as shown below; a “No” here indicates no
alternate can be specified for the role

My Workspaces © IACUC Grant User Access & Define Roles Kl Back
Save Member Info
Name: Albo, Michael, B.S. Grant IACUC Administrative rights
N Grant IACUC Junior Administrative rights
Committee| . Votin,
Gender: --none-- Access | Committee Name Momber
¥ Committee A P
Roles
““‘““’"ﬁ:‘t‘;;‘;:”: Aaffiliated Non-Affiliated Voting Board Member Expediting Board Member
& Coordinator Administrative Assistant
Asatons: charperson offio mamber
. . . - Consultant/Ad Hoc
Representational Capacity: ) Scientist () Non-Scientist pata Entry Member Consultant/
Non-Voting Member
Representative of Specific Froe SDVA - Vet
ity: Vice-Chairperson
[ " Test Role
Alternate Member
For:
e Chong, Abby,
Primary Number: ho
Cell Number: Member, Board
Pager Number: Yu, AlexRB
Fax Number:

— Include in Minutes and Agenda?: a selection of “Yes” indicates users assigned to the role are
selectable in the list of Attendees for a meeting date; where the flag is set to “No” users
assigned to the role do not display in the meeting Attendees list for a meeting date and are
not included in notifications related to the meeting
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— Include in Correspondence: a selection of “Yes” indicates persons assigned to this role is/are

to be included on the correspondence routing list; a “No” here indicates persons assigned to

this role is/are not included on the correspondence routing list

Make desired edits and click the Save button to save changes, close the edit panel and return to the Setup Roles
List page. Click the Back To List button to return to the Setup Roles List page without saving changes.

Add Board Role

Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Review Board

Roles link.

My Workspaces

IACUC Board Administration

System Setup ‘ ‘

List Maintenance Setup | |

Clean-up ‘

Board Definition

Broadcast Notice

Setup Committee List

Setup Role Access

I EE R ERE R R R ]

Ctrim Ehandes Merrn b e

Board Configuration Options

Setup Bundle Email Template

Setup Review Board Roles «

Setup Electronic Document Stamp

The Setup Roles List page is opened. Click the Add a New Board Role button.

My Workspaces IACUC Setup Roles List

Filter By In Use: ®ves One

11 result(s) found...

)
Reserved Include on Include in
Agenda Correspondence
3 1 Yes Yes Yes Yes Yes

Board Member

|} 2 Coordinator
Ky 3 Chairperson
i) 4 Data Entry Member
i) 5 Non-Voting Member
i) 5 Alternate Member
1) 7 Vice-Chairperson
i) 8 Expediting Board Member
3 9 Administrative Assistant
10 Ex-Officio Member

‘Add a New Board Role

1-10 P

Yes Yes No Yes Yes
Yes Yes Yes Yes Yes
Yes Yes No Yes Yes
Yes Yes No Yes Yes
Yes Yes No Yes Yes
Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes
Yes Yes No Yes Yes
Yes Yes No Yes Yes

The Add a Board Role panel opens for the role, with the same fields and buttons as the edit panel.
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My Workspaces = IACUC Setup Roles List

Add a Board Role.

“Order Number:

“InUse: ®vyes (o

“Role Name: |
*“Allow Alternate for Meetings: () ves ® o
*Include in Minutes and Agenda? ® ves () Ng

*Include in Correspondence? (®)ves () No

Default selections for the Add a Board Role panel are shown above. Note that the Order Number field defaults
to the next available Order Number, based on the existing list of roles.

Enter the desired Role Name and edit other items as desired.

— Order Number: priority number of the role for review, signoff and correspondence routing;
note that priority numbers are ranked in ascending order from highest to lowest, beginning
with one (1) as the highest priority number

— In-Use: a selection of “Yes” indicates the role is currently in use on one or more studies /
protocols and cannot be deleted; a selection of “No” here indicates the role is not currently
in use and can be deleted

— Allow Alternate for Meetings: a selection of “Yes” indicates an alternate person who is
included in the Alternate For list under IACUC Assistant > User Management > Grant User
Access & Define Roles can be selected to fulfill the meeting duties of this role when the
primary assignee is unavailable; a “No” here indicates no alternate can be specified for the
role

— Include in Minutes and Agenda?: a selection of “Yes” indicates users assigned to the role are
selectable in the list of Attendees for a meeting date; where the flag is set to “No” users
assigned to the role do not display in the meeting Attendees list for a meeting date and are
not included in notifications related to the meeting

— Include in Correspondence: a selection of “Yes” indicates persons assigned to this role is/are
to be included on the correspondence routing list; a “No” here indicates persons assigned to
this role is/are not included on the correspondence routing list

Click the Save button to save changes and return to the Setup Roles List page. Click the Back To List button to
return to the Setup Roles List page without saving changes.

Delete Board Role
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Review Board
Roles link.
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My Workspaces & IACUC Board Administration

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

®  Board Definition
® Board Configuration Options

®  Broadcast Notice

() Setup Bundle Email Template

(] Setup Committee List

® Setup Review Board Roles ‘
(] Setup Role Access

L]

Setup Electronic Document Stamp
- o o S R - e

The Setup Roles List page is opened.

My Workspaces & [ACUC Setup Roles List [<]
I Filter By In Use: @ ves Ono I

11 result(s) found... 1-10 p

)
Include on Include in
i) 1 Yes Yes Yes Yes Yes

Board Member
S 2 Coordinater Yes Yes No Yes Yes
> 3 Chairperson Yes Yes Yes Yes Yes
3l 4 Data Entry Member Yes Yes No Yes Yes
3| 5 Non-Voting Member Yes Yes No Yes Yes
i 6 Alternate Member Yes Yes No Yes Yes
3| 7 Vice-Chairperson Yes Yes Yes Yes Yes
i 8 Expediting Board Member Yes Yes Yes Yes Yes
3| 9 Administrative Assistant Yes Yes No Yes Yes
3l 10 Ex-Officio Member Yes Yes No Yes Yes

Because Reserved roles and in-use roles cannot be deleted, there are no icons in the Delete column for those
roles on the Setup Roles List page.

Change the Filter By In Use option to “No” and click the Find button to view a list of roles that can be deleted.
Click the icon in the Delete column to delete a role.

My Workspaces & IACUC Setup Roles List {4}
IFilter By In Use: Oves ® g I

1 result(s) found...
o
E 3| No No Yes Yes Yes

12 NIH Auditor

A confirmation popup window appears. Click CANCEL to return to the Setup Roles List page without saving
changes. Click CONFIRM to delete the role and return to the Setup Roles List page.
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Are you sure you want to delete selected item?

CONFIRM CANCEL

Setup Role Access
The Setup Role Access page is where the System Administrator assigns read and write access privileges to review
board roles for applicable iRIS™ pages.

Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Role Access
link.

My Workspaces = IACUC Board Administration

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Electronic Document Stamp

 EEERERERE RN

[P R S,

The Setup Role Access page is opened.

My Workspaces © IACUC Setup Role Access

N I e e A e e e e e S e N
= = el Ic] = = = = Ic] = = =

Review Board Assistant s e st s = U] s =t | U= =] U=
's Not Assigned ] [m] [m] m] [m] a [m] [m] [m] o a [m] [m] [m] [m] a m]

s Assigned ] [m] o m] o a o o m] o a o o m] [m] a m]
Submissions Completed =] =] ] “ %] “ =] %] a o m} ) o a o m} [m}] a m} a [m] [m}] a [m]
's Agenda ] [m] [m] [m] [m] a [m] [m] [m] [m] a [m] [m] [m] [m] a m]

] %] %] [m] a [m] o m] [m] a m]

=) =) ] “ %] “ =] “ ) ) %} “ =] “ “ & ) o a ) [m] [m] a [m]

] %] ] [m] o [m] [m] [m] o a m]

] %] %] [m] a o o o [m] a m]

“ %] %] ] %3] %2} =] 4 %] %] =2} %] %] =] a o a ) m} a o m}

] %] =] [m] a [m] [m] [m] [m] [m] m]

] [m] [m] m] [m] a o o o [m] a o o m] [m] a m]

2] ] %] =] [m] o [m] [m] m] [m] o m]

Meeting Manager =] [m] o [m] [m] a [m] [m] [m] [m] o [m] [m] [m] [m] [m] (m]
Meeting M r Set-up Availability =] [m} a [m] [m] a o [m] m] [m] a o o o [m] a m]
Meeting Manager Set-up Schedule =} ] [m} o m] [m] [m] [m] o m] [m] [m] [m] [m] m] [m] o m]
Reviewer Assignments. =] [m] [m] [m] [m] a [m] [m] [m] [m] o [m] [m] [m] o [m] [m]
Outcome Letter Sign-off ] [m] [m] m] [m] a o o o [m] a o o m] [m] a m]
Outstar o ] [m] o m] [m] [m] [m] o m] [m] o [m] o m] [m] o m]
=] [m] o [m] [m] a [m] o [m] [m] [m] [m] [m] [m] [m] [m] m]

] [m] o m] [m] a [m] o [m] [m] a o o [m] [m] a m]
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All applicable iRIS™ pages for the IACUC module are listed in a column at the left side of the matrix. Column
headers display all applicable review board roles.

The System Administrator assigns Read and Write privileges for each page by role. The applicable system page is
shown in the column at left, and the System Administrator clicks the Read and/or Write select checkboxes in the
role columns at right to assign the applicable rights.

If both are selected, users assigned to the role can view and update records on the applicable page. If the page
allows for record deletion, users assigned to a role with both Read and Write access for the page can delete
records on the page as well.

If Read is selected but Write is not, users assigned to the role can view the applicable page but cannot modify or
delete records on the page.

Note that any role with Write access must also have Read access assigned.

The first two Read and Write columns do not have an associated role. These columns are used to turn access on
or off for the applicable page, regardless of user role. Settings in these columns override settings in the
role-specific columns to the right.

Review Board Assistant = i = & = iE
Submissions Not Assigned = = =
Submissions Assigned =
Submissions Completed [z
Submissions Agenda =] =) [=
Submission General Tab [} =] =
Submission Preview Screening Tab = = =
Submission Correspondence Tab =
Submission Review Summary Tab =

To make a given page read-only for all iRIS™ users, the system administrator selects the Read checkbox and
de-selects the Write checkbox for the page.

To hide a page entirely the System Administrator de-selects both checkboxes for the page.

Where both checkboxes are selected for a given page, the system administrator can assign Read and Write
access per role using the checkboxes in the columns at the right.

Click the Save Changes button to save changes.

Note: The page may take a few moments to save; wait for the page to finish loading before navigating away.
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Setup Electronic Document Stamp
The electronic document stamp applies pre-configured IACUC review board outcome details, such as in the
example shown below, to documents in a pre-designated location.

TACUC NUMBER: IS-300GS
IACUC APPROVAL DATE: 01/01/2001
IACUC EXPIRATION DATE: 12/31/2002

Electronic document stamps are configured on the Setup Document Stamp page, shown below.

My Workspaces [ IACUC Setup Document Stamp o

’ Add a New Stamp ] I Delete Stamp(s) ]

‘ Edit  |Title Document Category
p
Denied General Purpose N/A
=
oy
Approved General Purpose N/A

Add Electronic Document Stamp
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Electronic
Document Stamp link.

My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options

Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Electronic Document Stamp -

Setup Study Numbering

EEEEERER RN ]

The Setup Document Stamp page opens.

My Workspaces = IACUC Setup Document Stamp n

I Add a New Stamp I Delete Stampi(s)

| Edit |r|||= | |Doc||rlI=l|I B
Denied General Purpose N/A
Approved General Purpose N/A

Click the Add a New Stamp button. An add panel opens for creation of the new stamp, as shown below.
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My Workspaces = IACUC Setup Document Stamp n

l Preview Stamp Layout ] [ ‘Save Stamp Details I

TN UV W
. v
Type: | General Purpose [T T e T

Comments:

Show Stamp On: Last Page Only ® All Pages

9 Use placeable
stamp:

D

*Stamp Position On Page:
Top Left Top Center Top Right

Bottom Left [ Bottom Center (] Bottom Right
Font Type: |30F_NEW ¥
Font Size: [ 10 ¥
Font Color: [Black v
Opacity: [1.00 ¥
O oo P
Use Stamp Label: () ves ® 1o
Stamp Label:
Use Expiration Date: () yes ® g
Approval Label:
Expiration Label:

Image file must be in .jpg format.

Upload 0 No image has been uploaded.

Notice that some of the fields in the add panel contain default values. Complete the add panel fields as follows.

Title — enter the desired title of the stamp as it will appear in the list on the main Setup
Document Stamp page list

Type — click in the field to open a dropdown picklist of options, then click on the desired option
to select it: General Purpose (used for all documents, including consent and other study
documents), Informed Consent (used only on consent forms), and Study Document (used
only for other study documents); when Study Document is selected a Category dropdown
list field appears for selection of the specific document type, as shown below

Type: |Study Document ¥ | Category: [-none— ¥ |

—fone—

Flyer
Comirngs: Investigator brochure
Other
Show Stamp On: () | 2t Page Only @ AllE Protacol
ge Unly I Pages

Cusstionnaire
Survey

]
6 Use placeable stamp:

Note that the study document Category list is configured under My Workspaces > System Administration > List
Configuration and Maintenance > Site List Setup tab > Study Document Category.

Also note that “Consent form” is not generally included as an option for IACUC, as IACUC studies do not involve
human subjects, but that type can be included in the configuration list at institutions where animal owners are
required to provide consent for the use of their animals in research.

Comments — add any desired comments, such as a description of the stamp type
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Show Stamp On —select “Last Page Only” to display the stamp only on the last page, or leave
the default value of “All Pages” selected to display the stamp on all pages

Use placeable stamp — select this box to unlock the Coordinate (from bottom left) fields,
shown below, which allow for exact placement on the document page; entire the desired X/Y
coordinates to specify where the stamp should appear relative to the bottom left corner of
the document page

o
Use placeable stamp:

Coordinate (from bottom left): X (0 - 600): 0 Y (0 - 850): 0 [Drag/drop]

Stamp Position On Page — use this field as an alternative to the Use placeable stamp option for
stamp placement on the page; click to select “Top Left”, “Top Center”, “Top Right”, “Bottom
Left”, “Bottom Center” or “Bottom Right”

Font Type — click in the field to open a dropdown list of available font options, then click the
desired list item to select it

- ront Type: | 30F3_tEW ¥

Font Size: | A\NTOUAB

ANTQUABI

ANTQUAI

ARBLI__

ARIALN

6 ARIALHB
Scale Image To | ARIALNBI

Fit:

1 ARIALNI

Font Celor:

Opacity:

BEMICR
BESCREEN
Stamp Label: || BE_BAR t
BKANT
BOOKOS
BOOKOSE
Approval Label: || BOOKOSEI
BOOKOSI
Expiration Label: || BSSYIT
GARA
carsen -

Use Stamp Label:

Use Expiration Date:

Font Size — click in the field to open a dropdown list of available font size options, then click the
desired list item to select it

Font Color — click in the field to open a dropdown list of available font colors, then click the
desired list item to select it

Opacity — enter an opacity value between .01 and 1.0, where 1.0 indicates 100% opaque, to set
the relative transparency of the stamp

Scale Image to Fit — select this checkbox to automatically scale any uploaded images to fit
within the stamp

Click the Upload button. An upload dialog box opens, as shown below.
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@ Upload Document - Google Chrome = O X
@ imedris.net/demo3/UploadDocument.jsp?JPG=Yes&USER ID=1&ID=3&TYPE=RBStamp Q

Document Location: | Choose File | No file chosen

Instruction: Uploading a document into IRIS™ requires locating the decument 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 & large document the
window will stay in place until the upload operation has completed.

[ save selected file Q) cncel

Browse to the desired image file and select it, then click the Save selected file button to complete the upload.
Note that the image file must be in JPEG (.jpg, .jpeg) format.

An example of the completed add panel is shown below.

My Workspaces = IACUC Setup Document Stamp n

I Preview Stamp Layout I I Save Stamp Details I

*Title: |Approved Subject to NIH Review

Type: |General Purpose v
Comments:

Show Stamp On: Last Page Only ® all Pages

Use
placeable stamp:

“Stamp Position .
On Page: Top Left Top Center Top Right

Bottom Left Bottom Center * Bottom Right
Font Type: |30F9_NEW v
Font Size: |10 ¥
Font Color: | Black v
Opacity: [100 v
e Scale ¥ Scale To Fit
Image To Fit:
Use Stamp Label: ® ves (o
Stamp Label: Approved Subject to NIH Review

Use Expiration
P Date: © Yes No

Approval Label: |use default

Expiration Label: |use default

Image file must be in .jpg format.

Upload ... */ Image has been uploaded.

National Institutes
of Health

Click the Preview Stamp Layout button to preview the stamp in a popup window.

Click the Save Stamp Details button to save the stamp after previewing it. As shown below, the stamp is added
to the list on the Setup Document Stamp page.
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My Workspaces = IACUC Setup Document Stamp n

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

lB’ d B pe Do el atego
J 2! Approved Subject to NIH Review General Purpose N/A
a =4 Denied General Purpose NfA
J Ny Approved General Purpose N/A

Edit Electronic Document Stamp
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Electronic
Document Stamp link.

My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options

Broadcast Notice

Setup Bundle Email Template

Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Electronic Document Stamp «

Setup Study Numbering

The Setup Document Stamp page opens.

My Workspaces = IACUC Setup Document Stamp n

[ Add a New Stamp ] [ Delete Stampis) ]

Edit Title Document Category
(W] S Approved Subject to NIH Review General Purpose NfA
o 251 Denied General Purpose NfA
(] Approved General Purpose N/A

Click the icon in the Edit column for the applicable stamp. The stamp is opened in an edit panel, as shown below.
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My Workspaces = IACUC Setup Document Stamp n

*Title:

Type:
Comments:
Show Stamp On:

Use
placeable stamp:

*Stamp Position
On Page:

Font Type:
Font Size:

Font Color:
Opacity:

0 ..
Image To Fit:
Use Stamp Label:
Stamp Label:

Use Expiration
Date:

Approval Label:

Expiration Label:

I Preview Stamp Layout I I Save Stamp Details I

\Approved Subject to NIH Review

General Purpose v

Last Page Only '® All Pages
Top Left Top Center Top Right
Bottom Left Bottom Center ¥ Bottom Right
30F9_NEW v
10
Black v
100 v
¥ scale To Fit
® Yes No

\Approved Subject to NIH Review

® Yes No
use default

use default

Image file must be in .jpg format.

'/ Image has been uploaded.

Upload ...

National Institutes
of Health

Make desired changes to the stamp fields, described below.

Title — enter the desired title of the stamp as it will appear in the list on the main Setup
Document Stamp page list

Type — click in the field to open a dropdown picklist of options, then click on the desired option
to select it: General Purpose (used for all documents, including consent and other study
documents), Informed Consent (used only on consent forms), and Study Document (used
only for other study documents); when Study Document is selected a Category dropdown
list field appears for selection of the specific document type, as shown below

Type: Category: [none- v |
Flyer
Inwesfigator brochure
Oiher

Protocol
Cuestionnaire
Survey

Comments:

Show Stamp On: () | ast Page Only @ All Pages

a
e Use placeable stamp:

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01



IACUC Assistant Review Board Administration

Note that the study document Category list is configured under My Workspaces > System Administration > List
Configuration and Maintenance > Site List Setup tab > Study Document Category.

Also note that “Consent form” is not generally included as an option for IACUC, as IACUC studies do not involve
human subjects, but that type can be included in the configuration list at institutions where animal owners are
required to provide consent for the use of their animals in research.

Comments — add any desired comments, such as a description of the stamp type

Show Stamp On —select “Last Page Only” to display the stamp only on the last page, or leave
the default value of “All Pages” selected to display the stamp on all pages

Use placeable stamp — select this box to unlock the Coordinate (from bottom left) fields,
shown below, which allow for exact placement on the document page; entire the desired X/Y
coordinates to specify where the stamp should appear relative to the bottom left corner of
the document page

(5
Use placeable stamp:

Coordinate (from bottom left): X (0 - 500): 0 Y (0 - 850): 0 [Drag/drop]

Stamp Position On Page — use this field as an alternative to the Use placeable stamp option for
stamp placement on the page; click to select “Top Left”, “Top Center”, “Top Right”, “Bottom
Left”, “Bottom Center” or “Bottom Right”

Font Type — click in the field to open a dropdown list of available font options, then click the
desired list item to select it

- Font Type:l 30F9_NEW ¥

Font Size: § »nTOUAE
ANTQUAEI
ANTQUAI
Opacity: ARBLI__
ARIALM
6 ARIALNE
Scale Image To ||| ARIALMNEI
Fit: | ARIALNI
EEMICR
EESCREEMN
EE_BAR t
EKANT
Use Expiration Date: BOOKOS
BOOKOSE
Approval Label: || BOOKOSEI
EQOKOS!
Expiration Label: J| BSSYM7
GARA
GARAED =

Font Color:

Use Stamp Label:

Stamp Label:

Font Size — click in the field to open a dropdown list of available font size options, then click the
desired list item to select it

Font Color — click in the field to open a dropdown list of available font colors, then click the
desired list item to select it
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Opacity — enter an opacity value between .01 and 1.0, where 1.0 indicates 100% opaque, to set
the relative transparency of the stamp

Scale Image to Fit — select this checkbox to automatically scale any uploaded images to fit
within the stamp

Click the Upload button. An upload dialog box opens, as shown below.

@ Upload Document - Google Chrome = O X

@ imedris.net/demo3/UploadDocument.jsp?)PG=Yes&USER ID=18ID=3&TYPE=RBStamp Q

Document Location: | Choose File | Nofile chosen

Instruction: Uploading a document into iRIS™ requires locating the document an 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.

[ save selectad file € concel

Browse to the desired image file and select it, then click the Save selected file button to complete the upload.
Note that the image file must be in JPEG (.jpg, .jpeg) format.

Click the Preview Stamp Layout button to preview the stamp in a popup window.

Click the Save Stamp Details button to save the stamp after previewing it.

Delete Electronic Document Stamp
Navigate to IACUC Assistant > Review Board Administration > System Setup tab and click the Setup Electronic
Document Stamp link.

My Workspaces & IACUC Board Administration

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

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Electronic Document Stamp «

Setup Study Numbering

EEERE LR RENEN )]

The Setup Document Stamp page opens.
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My Workspaces = IACUC Setup Document Stamp n

[ Add a New Stamp ] I Delete Stampis) I

E Edit |Title Document Category
il Approved Subject to NIH Review General Purpose MNfA
3! Denied General Purpose MNSA
il Approved General Purpose NfA

Select the checkbox(es) in the far-left column for the stamp(s) to be deleted and click the Delete Stamp(s)
button.

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Document Stamp page without deleting the selected
committee(s).

Click the CONFIRM button to confirm the deletion and return to the Setup Document Stamp page. The stamp is
deleted.

My Workspaces = TACUC Setup Document Stamp 4]

[ Add aNew stamp | | Delete Stamp(s) |

Edit |Title Type Document Category

Denied General Purpose NAA
3]

Approved General Purpose N/A
3]

Setup Study Numbering

The iRIS™ system includes the option to generate and automatically assign pre-configured IACUC study
numbers.

Navigate to IACUC Assistant > System Configuration and click the Setup Study Numbering link.
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My Workspaces = IACUC Board Administration

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

Review Board System Setup

STiup novicw Uualu nuIcs
Setup Role Access

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

I E R EE R R N

Catun Fvnadite Renart Temnlate

The Setup Board Auto Generated Numbering page opens.

My Workspaces H IACUC Setup Board Auto Generated Numbering [}

Save Numbering

Use Sequence for TACUC Number: ®  Yes Mo

Use in Number |Description of Number Part Number Part Information

I+l Constant Prefix IACUC
School Code

. All 4 digits
Last 2 digits

¥ Calendar Year

89
o System Generated Number Zero Pad the Sequence Number
Number of Digits 3

Select “Yes” for Use Sequence for IACUC Number to enable autogenerated IACUC study numbering.

As demonstrated in the Description of Number Part column, the number can be configured to include a
Constant Prefix, School Code, Calendar Year and System Generated Number. Selecting the checkbox in the Use
in Number column includes all items in that row in the numbering scheme.

Options to pad the System Generated Number with leading zeroes, set a fixed digit count for numbers to be
generated, and insert an optional Separator character are also available.

In the screenshot shown above a numbering scheme that employs all options except School Code is configured.
The Constant Prefix is “IACUC".

The first Separator character is “ - “.

The School Code option is not selected, indicating that no School Code is included in the number.

The All 4 digits of the current Calendar Year are “20”".

The second Separator character is “ - “

The first sequence number to be used is “89”, the checkbox for Zero Pad the Sequence Number is selected and
Number of Digits is set to “3”.
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The first wean number generated by this scheme would be:

IACUC-2020-089

Click the Save Numbering button to save the numbering scheme.

Setup Outcome Letter Groups

The Setup Board Letter Templates page is accessed via IACUC Assistant > Review Board Administration > System

Setup > Setup Outcome Letter Groups link. As shown below, the Letter Types dropdown picklist on the add/edit
panel of the page includes two default letter group entries:

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens

My Workspaces ® IACUC Setup Board Letter Templates n
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template

Add a letter template.

*Title: [Approved With No Conditions |

Letter Type:

Outcome letter template for use on as-is approvals
Comments: P PP ‘

HTML Content I Check In/Out

B I U S x, x FontFamiy - 12~ & [+ - =~ =~

lil
lil
&
5]
]
N
B
©

The iRIS™ system allows for collecting sets of review board forms into additional, custom configured Letter Type
groups for assignment to different board review types.

Custom configured Letter Type groups are added to the Letter Type dropdown list on the Setup Board Letter
Templates page shown in the screenshot above, and are optionally made available on the Outcome Letter tab of
submission processing screens according to rules established at the time a Letter Type group is created or
revised (see Add Outcome Letter Group and Edit Outcome Letter Group subsections of this manual, below).

Letter Type groups are configured on the Setup Board Letter Group List page, shown below.

My Workspaces & IACUC Setup Board Letter Group List

No records found

Edit |Group Name

Add Outcome Letter Group

Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 46



IACUC Assistant Review Board Administration

My Workspaces & IACUC Board Administration

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

Review Board System Setup

SETup rinanzea Agenda vocument 1empilate
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

Setup Canned Motion

Catun Tamnlata | ananzma

The Setup Board Letter Group List page opens. Click the Add Group button.

My Workspaces = IACUC Setup Board Letter Group List

Edit

No records found

Group Name

An add panel is opened for creation of the group. Enter the desired Group Name, as shown below, then click the
Add button at right.

My Workspaces [ TACUC Setup Board Letter Group List {4}

Save All Changes

I Group Name™*: |IACUC Correction Forms I

Processed Administrative

No records found I

A popup opens for selection of review board forms to be included in the group. Note that because forms are
custom configured for each institution, the list of forms shown here will vary.
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P Select Review Beard Forms - Gocgle Chrome =

® not secur |

Seec
e -

Arc Order Ferm

ARC Submission Form

Feasibility Form

| QI TACUC - Pre-Review Correction Form
IACUC - Review Response Form
IACUC 3 Year Renewal

+| § Review Response and Correction Form
IACUC Protocol 3rd Year Renewal
Initial Review Submission Form

Study Amendment Form

I=
a4

Click the Cancel button to close the popup without adding any forms to the group.

Select the checkbox(es) in the far-left column for all forms to be included in the group, then click the Select
button to add them to the group and close the popup. As shown below, the selected forms are added to the list
of forms on the add panel.

My Workspaces & IACUC Setup Board Letter Group List 0

Save All Changes
Group Name®*: |IACUC Correction Forms

E ==

Processed Administrative

IACUC - Pre-Review Correction Form
Review Response and Correction Form

Study Amendment Form

If any forms were selected from the popup list in error, select the checkbox(es) for any forms to be removed from
the group and click the Remove button.

My Workspaces & IACUC Setup Board Letter Group List 0

Save All Changes
Group Name*: |IACUC Correction Forms

Processed Administrative

IACUC - Pre-Review Correction Form
Review Response and Correction Form

Study Amendment Form

Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).
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™ Outcome Letter &

Notification Letter: [ __ none-- v

Mo Letters have been created for this submission.

Note that all forms in the group are made available to the Full Board Review type by default.

An example of the fully configured group is shown in the screenshot below.

My Workspaces & TACUC Setup Board Letter Group List | <}

Save All Changes
Group Name*: |IACUC Correction Forms
=
TACUC - Pre-Review Correction Form L i
Review Response and Correction Form | o
Study Amendment Form | d

Click the Save All Changes button to save the new group. As shown below, the group is added on the Setup
Board Letter Group List page.

My Workspaces =l IACUC Setup Board Letter Group List |4 ]

I Add Group ] ’ Delete Group(s) ]

| Edit |=n....,..m

1ACUC Correction Forms
]

The new Letter Type group is also added to the Letter Type dropdown list on the Setup Board Letter Templates

page and is made available on the Outcome Letter tab of submission processing screens for the specified board
review types.

Edit Outcome Letter Group

Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.
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My Workspaces 1ACUC Board Administration

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

Review Board System Setup
>eTup rinanzea Agenda UOCUMeENT | emplare

Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

PODRIDOIDI

Setup Canned Motion

Qatun Tamnlata | annuana

The Setup Board Letter Group List page opens. Click icon in the Edit column for the applicable group.

My Workspaces IACUC Setup Board Letter Group List (4]

[ Adgerous | [ Dsite croupts) |

Edit Group Name

N

(] IACUC Correction Forms
=

The group is opened for editing. Make any desired changes to the Group Name.

My Workspaces & IACUC Setup Board Letter Group List {4}

Save All Changes

Group Name®*: |IACUC Correction Forms

B B8

Processed Administrative

o IACUC - Pre-Review Correction Form 54 ol %)
= Review Response and Correction Form o (W] |
= Study Amendment Form ] (] ¥

To remove forms from the group, select the applicable checkbox(es) in the far-left column and click the Remove
button.

My Workspaces [ IACUC Setup Board Letter Group List

Save All Changes
Group MName*: |IACUC Correction Forms

Processed Administrative

(0} IACUC - Pre-Review Correction Form | (] ||
(5] Review Response and Correction Form || () ||
(W) Study Amendment Form ) (W] ||

To add forms to the group, click the Add button.
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My Workspaces = IACUC Setup Board Letter Group List

Save All Changes
Group Name®: |IACUC Correclion Forms

Processed Administrative

TACUC - Pre-Review Correction Form rd vl
Review Response and Correction Form i rd
Study Amendment Form 4 '

A popup opens for selection of review board forms to be included in the group. Note that because forms are
custom configured for each institution, the list of forms shown here will vary.

P Select Review Board Forms - Google Chrome =

@ et secure | NN

Arc Order Form

ARC Submission Form

Feasibility Form

| J IACUC - Pre-Review Correction Form
TACUC - Review Response Form
IACUC 3 Year Renewal

«| | Review Response and Correction Form
TACUC Protocol 3rd Year Renewal

Initial Review Submission Form

! | Study Amendment Form

Click the Cancel button to close the popup without adding any forms to the group.

Select the checkbox(es) in the far-left column for all forms to be added the group, then click the Select button to
add them to the group and close the popup.

Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).

[~ Outcome Letter &

Notification Letter: —none-- =

Mo Letters have been created for this submissien.

Note that all forms in the group are made available to the Full Board Review type by default.

In the example screenshot below, checkboxes for the Expedite board review type are de-selected. Applying this
change means that the forms shown will not be included in the IACUC Correction Forms group when it is
selected from the Notification Letter dropdown list (see screenshot above) for submissions assigned to the
Expedite board review type.
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Click the Save All Changes button to save changes and close the edit panel.

My Workspaces & IACUC Setup Board Letter Group List 0

Save All Changes

Group Name®*: |IACUC Correcfion Forms

TACUC - Pre-Review Correction Form i
Review Response and Correction Form i
Study Amendment Form i

Delete Outcome Letter Group

Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.

My Workspaces & TACUC Board Administration

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

Review Board System Setup
SEetup rinalzea Agenaa vocument | empiate

Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

Setup Canned Motion

POODIDOIDI

Catun Tamnlzta | anmonama

The Setup Board Letter Group List page opens. Select the checkbox(es) for the group(s) to be deleted and click
the Delete Group(s) button.

My Workspaces IACUC Setup Board Letter Group List (4]

[ Add Group ] | Celste Groups) |

ear |.=,....., Name

5
IACUC Correction Forms
[=3]

A confirmation popup displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Board Letter Group List page without deleting the selected
template(s).

Click the CONFIRM button to confirm the deletion and return to the Setup Board Letter Group List page.

Setup Agenda Categories

Where the property rb.use_meeting is set to “Yes” (accessed via IACUC Assistant > Review Board Administration
> System Setup tab > Board Configuration Options > Submission Review Properties link), the iRIS™ system
provides the ability to configure a list of agenda topic categories that are frequently addressed in review
meetings, including the ability to attach relevant forms or documents where applicable.

The configured list appears on the Meeting Agenda page, as shown below.

B Initial Reviews - o submissions
0 Items for review in this category.

E continuing Review - o submissions
0 Items for review in this category.

E Modifications - o submissions
0 Items for review in this category.

E Amendments - 0 Submissions

Once configured, the categories can be added to a finalized agenda template with just a few clicks rather than
repetitive keystrokes (see the Setup Finalized Agenda Document Template section of this manual for more
information).

This functionality is provided on the Set-up Agenda Categories page. To access the page, click the Setup Agenda
Categories link under IACUC Assistant > Review Board Administration > System Setup tab.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

SeLup nure ALLess
Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

PODPOIRDI

Catum Frnadita Danast Tamnlata

The Set-up Agenda Categories page opens, as shown below.

My Workspaces TACUC Set-up Agenda Categories

[ Add Agenda Filter ] [ Add Group ] [ Delste Group(s) ]

Group Display Order

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
—

Columns and controls on this page are:

— select: far-left column, no header label; select the desired checkbox(es) here to select the
corresponding record(s)

— Edit: click the icon in this column to open the corresponding category for editing
— Group Name: designated category name

— Merge Code: designated short text to be used in document templates, such as the Finalized
Agenda Document Template, to pull the corresponding category name and any associated
form or document requirements into the template

— Group Display Order: the order in which the applicable category is to be shown on the
meeting agenda

— Add Agenda Filter button: click this button to open the Set-up Agenda Filter page, where
rules can be configured to exclude study or review item documents from the meeting
agenda that would otherwise be captured by an agenda category (see next subsection of this
manual, Agenda Filter)

— Add Group button: click this button to open an add panel for creation of a new agenda
category
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— Delete Group(s) button: click this button to delete any agenda category selected in the far-left
column

Agenda Filter

On the Set-up Agenda Filter page (shown below, accessed via the Add Agenda Filter button on the Set-up
Agenda Categories page, see previous section of this manual), agenda filters are configured to group review
document items. Once configured, agenda filters can be applied to include or exclude certain document types
when assigning documents to agenda categories.

My Workspaces & IACUC Set-up Agenda Filter 4 |

[ Add Filter ] [ Delete Filter(s) ]

Filter Type Filter Name

O Previously Reviewed Filter Previously Reviewed Filter
(==

Columns and controls on this page are:

— select: far-left column, no header label; select the desired checkbox(es) here to select the
corresponding record(s)

— Edit: click the icon in this column to open the corresponding filter for editing

— Filter Type: name of category / type of exclusion

— Filter Name: defaults to same value as Filter Type

— Add Filter button: click this button to open an add panel for creation of a new filter

— Delete Filter(s) button: click this button to delete any filter selected in the far-left column

Add Agenda Filter
Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces & TIACUC Set-up Agenda Categories 0

(sws0ws | [owowonw

Edit |Group Name Group Display Order

[l Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
=

As shown below, the Set-up Agenda Filter page opens.
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My Workspaces & IACUC Set-up Agenda Filter [ 4 |

| Add Filter | Delete Filter(s)

Filter Type Filter Name

5
™ Previously Reviewed Filter Previously Reviewed Filter
L=

Click the Add Filter button. As shown below, an add panel is opened for creation of the new filter.

My Workspaces IACUC Set-up Agenda Filter o

Validator Details

*Filter Type: | --none-- i

*Filter Name:

Click in the Filter Type field to open a dropdown picklist. Click the desired list item to select it.

My Workspaces [ IACUC Set-up Agenda Filter | < |

Save All Changes

Validator Details

* *Filter Type: JEmilil-m

Filter Expedited
*Filter Name: [|Filter Exempt
Filter Processed Administrative

Filter Previously Reviewed
Filter Conflict of Interest
Board Chair COI Filter
Filter User Defined

As shown below, in the case of any Filter Type selection other than “Filter User Defined” the Filter Name field
automatically populates with text corresponding to the selected Filter Type and is set to read only.

See the Filter User Defined subsection of this manual for more information about configuring user defined filters.

My Workspaces & IACUC Set-up Agenda Filter | « |

Validator Details

*Filter Type: Filter Exempt ~| "—
*Filter Name: Exempt Filter *

Click the Save All Changes button to save the filter and close the add panel. As shown below, the filter is added
to the list on the Set-up Agenda Filter page.
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My Workspaces & TIACUC Set-up Agenda Filter 0

[ Add Filter ] [ Delete Filter(s) ]

Hef
O 3 Exempt Filter Exempt Filter
N
O al Previously Reviewed Filter Previously Reviewed Filter
Edit Agenda Filter

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces & TIACUC Set-up Agenda Categories

m [ Add Group ] Delete Group(s) }

‘ Edit |Group Name Merge Code Group Display Order

N
[l Subject Animal Issue Reporting ARC_ANIMAL_ISSUES i
[=3]

As shown below, the Set-up Agenda Filter page opens. Click the icon in the Edit column for the applicable filter.

My Workspaces & IACUC Set-up Agenda Filter [«

[ Add Fiter ] [ Delete Filler(s) ]

Filter Type Filter Name
b’ - -
O Exempt Filter Exempt Filter
=3
% - - - - - -
O Previously Reviewed Filter Previously Reviewed Filter

As shown below, the record is opened in an edit panel. Click in the Filter Type field to expand the dropdown
picklist and select the desired item.

My Workspaces & IACUC Set-up Agenda Filter [}

Validator Details --none--
Filter Expedited *
*Filter Type:

Filter Processed Administrative
*Filter Name: |Filter Previously Reviewed

Filter Conflict of Interest

Board Chair COI Filter

Filter User Defined

As shown below, in the case of any Filter Type selection other than “Filter User Defined” the Filter Name field
automatically populates with text corresponding to the selected Filter Type and is set to read only.
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My Workspaces & IACUC Set-up Agenda Filter < |

Save All Changes

Validator Details

*Filter Type: | Filter Expedited d |

*Filter Name: | Expedited Filter «

See the Filter User Defined subsection of this manual for more information about configuring user defined filters.

Click the Save All Changes button to save changes and close the edit panel. As shown below, the filter is revised
in the list on the Set-up Agenda Filter page.

My Workspaces = IACUC Set-up Agenda Filter n

[ Add Filter ] [ Delete Filter(s) ]

i

O 1 4 Expedited Filter Expedited Filter

O ) 3| Previously Reviewed Filter Previously Reviewed Filter
Delete Agenda Filter

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces & IACUC Set-up Agenda Categories 0

(sws0ws | [owowonw

‘ Edit |Group Name Merge Code Group Display Order

N
[l Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
=

As shown below, the Set-up Agenda Filter page opens. Select the checkbox(es) in the far-left column for the
filter(s) to be deleted, then click the Delete Filter(s) button.

My Workspaces IACUC Set-up Agenda Filter 0
[carier | [oomeruere |

Filter Type Filter Name
b . . . -
Expedited Filter Expedited Filter
%
| 1 Previously Reviewed Filter Previously Reviewed Filter

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Set-up Agenda Filter page without deleting the filter(s).

Click CONFIRM to delete the filter(s) and return to the Set-up Agenda Filter page. As shown below, the selected
filter is removed.

My Workspaces IACUC Set-up Agenda Filter < |

[ Add Filter ] [ Delete Fiter(s) ]

Filter Type Filter Name

~
O Previously Reviewed Filter Previously Reviewed Filter
—

Filter User Defined

Note that familiarity with Structured Query Language (SQL), as well as a thorough knowledge of iRIS™
application modules, associated tables, custom forms and fields are required to create user defined filters using
this feature.

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces & TIACUC Set-up Agenda Categories 0

Add Agenda Filter [ Add Group ] [ Delste Group(s) }

Edit |Group Name Merge Code Group Display Order

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
=

As shown below, the Set-up Agenda Filter page opens.

My Workspaces [ IACUC Set-up Agenda Filter < |

[AcaFiter ] [ peete Fiters)

Filter Type Filter Name

~
O Previously Reviewed Filter Previously Reviewed Filter
==

Click the Add Filter button. As shown below, an add panel is opened for creation of the new filter.
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My Workspaces & IACUC Set-up Agenda Filter o

Validator Details

*Filter Type: |--none-- e

*Filter Name:

Click in the Filter Type field to open a dropdown picklist. Click “Filter User Defined” to select it.

My Workspaces & IACUC Set-up Agenda Filter (<]

Validator Details

*Filter Type: |Gl

Filter Expedited

*Filter Name: | Filter Exempt

Filter Processed Administrative
Filter Previously Reviewed
Filter Conflict of Interest

Filter User Defined

An add panel is opened for configuration of a custom filter query.

My Workspaces & IACUC Set-up Agenda Filter 0

[ Add a new Clause } [ Delete Clause } [ Save All Changes ]
Validator Details
“Filter Type: ‘ Filter User Defined |
*Filter Name: ‘ |
Order What to Filter Data Value Join by, if any
O |1 | |2pplic. Form all columns VI hat Application? | —none—
--none-- |
What Application Column ? 1
--none-- ~ 1
—

As shown in the screenshot above, the What to Filter field in the query builder form defaults to “Applic. Form all
columns”, and the corresponding Data Value fields default to What Application? and What Application Column?

In the screenshot below the What to Filter dropdown is expanded, showing that a second selection of
“Submission Form all columns” is available.
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My Workspaces [ IACUC Set-up Agenda Filter 4 |

[ Add a new Clause ] [ Delete Clause ] [ Sawve All Changes ]
Validator Details
*Filter Type: |Filter User Defined |
*Filter Name: | |
Order What to Filter Data Value Join by, if any
O Applic. Form all columns What Application?
Submission Form all columns [--none-- ~]
What Application Column ?
--none-- ~
[--none-- i
—

When “Submission Form all columns” is selected the Data Value fields update to reflect options applicable to the
Submission Form.

My Workspaces & IACUC Set-up Agenda Filter | 4 |

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Fi|ter User Defined d |

*Filter Name: | |

Order What to Filter Data Value Join by, if any
Il |1 |I5ubmissi0n Form all columns VI hat Form?
--none-- ~
[what Form Col ?
--none-- ~
[--none-- A
|

The What Form? dropdown list is populated with the names of forms configured for the specific institution, and
the What Form Column? dropdown list is populated with items specific to the selected form.

Note that the overall process of creating a user defined filter is the same regardless of whether “Submission Form
all columns” or “Applic. Form all columns” is selected under What to Filter. The user selects the desired
submission / application form, then selects a specific field from that form to compare against in the query.

With the default selection of “Applic. Form all columns” in place, the What Application? dropdown list populates
with application types. Click an application type in the list to select it.
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My Workspaces IACUC Set-up Agenda Filter 4]

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Filter User Defined ‘ |

*Filter Name: | |

Order What to Filter Data Value Join by, if any

| [Applic. Form all columns || what Application? —none—

IACUC APPLICATION (ANIMALS)
IACUC Data Values
IBC APPLICATION (BIO-SAFETY)

IRE Application
|--ncne-- e PCH Research Reguest

Proposal Form
Proposal Form - Main Application

As shown below, the What Application Column? dropdown list automatically populates with sections and
questions applicable to the selected application.

My Workspaces = IACUC Set-up Agenda Filter (]

[ Add a new Clause ] [ Delete Clause ] { Save All Changes ]

Validator Details

“Filter Type: | Filter User Defined |

*Filter Name:l |

Order What to Filter Data Value Join by, if any
O [ | [Applic. Form all columns | What Application?
[TACUC APPLICATION (ANIMALS) ~]

What Application Column 2

100_10_ADD_SPECIES

100_30_GRANT_PROPOSAL_YN
1000_10_GLOWVES_SPECIFY_SL

1000_10_HAZARD_PROTECTION_OTHER_MS
1000_10_HAZARDOUS_PROTECTIVE_MATERIAL
1000_10_OTHER_SPECIFY SL
1000_20_ANIMAL_CARETAKERS_MS
1000_20_GLOVES_SPECIFY_SL
1000_20_OTHER_SPECIFY_MS
1000_20_OTHER_SPECIFY_SL
120020 ANIMAL_HOUSING M5
1200_20_EXTERNAL_HOUSING_SL
1200_30_ANIMAL_TREATMENT_MS
1200_30_OTHER_TREATMENT_SL
1200_50_OWNER_REQUEST_EUTHANASIA_MS
300_30_AMIMAL CARE EMAIL SL
200_30_AMIMAL_CARE_EMERGENCY_PHOMNE_SL
200_30_ANIMAL_CARE_WORK_PHONE_SL
300_10_MASTER_LAY_SUMMARY
300_30_EXPERIMENTAL_DESIGN_RTE
400_20_GENETIC_MODIFIED YN
_A00_20_NON_RODENT_TRANSGENIC_YN
* _400_20_TRANSGENIC_ANIMAL_MS
_400_30_ANIMAL_SOURCE_MS
400_30_OTHER_ANIMAL SOURCE SPECIFY SL
400_40_ANIMAL HOUSING YN
_400_50_VETERINARY_CARE_MS
—400_60_ADOPTION_GUIDELINES_ML
_400_60_ADOPTION_MS ~

Click the desired item in the What Application Column? dropdown list to select it. As shown below, the area
beneath the What Application Column? field populates with options applicable to the selected column item.
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My Workspaces @ IACUC Set-up Agenda Filter 0

[ Acdanewciause | [ Delete clause | [ Save all Changes |

Validator Details

*Filter Type: ‘ Filter User Defined , |

*Filter Name: ‘ |

Order What to Filter Data Value Jain by, if any
O -1 [applic. Form all columns | What Application? —none—
TACUC APPLICATION (ANIMALS) Vl

What Application Column ?
* _400_20_TRANSGENIC_ANIMAL_MS ~

Which Option?

--none-- ~
Value J No

A thorough knowledge of iRIS™ data tables is required to understand the auto-populated options provided.

Make desired selections in the area beneath the What Application Column? field, then select the desired
comparator and data type from the dropdown lists at the lower left of the panel.

My Workspaces ® IACUC Set-up Agenda Filter {4}

[ Add a new Clause } [ Delete Clause } [ Save All Changes }

Validator Details

*Filter Type: [Filter User Defined /

Order What to Filter Data Value Join by, if any
| - Applic. Form all columns | What Application? —none—
TACUC APPLICATION (ANIMALS) \/l
What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~
Which Option?
Oves @ o

As shown below, the comparator dropdown contains all standard SQL query comparators. It is up to the user
constructing the query to select a comparator type that is applicable to the selected Application Column value to
the right of the comparator field.

My Workspaces = IACUC Set-up Agenda Filter n

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: | Filter User Defined ]

*Filter Name:| |

Order What to Filter Data Value Join by, if any
O [Applic. Form all columns ~| What Application?
| IACUC APPLICATION (ANIMALS) ' |

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~]
Which Option?

> |couil
MNOT EQUAL (Jves ® No
LESS THAN

LESS THAN EQUAL
GREATER THAN
GREATER THAN EQUAL
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Comparators of “NOT EQUAL” or “EQUAL” can be used for comparisons against Yes/No and text fields. The
remaining comparators are used for comparisons against numeric values.

In this example a comparator of “EQUAL” is selected because the Application Column value can only be “Yes” or
”NO”_

Note that the second comparator field defaults to “Value” but will dynamically update with other options where
such options are applicable to Application Column and comparator selections.

My Workspaces [ TIACUC Set-up Agenda Filter 4|

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Fi|ter User Defined |

*Filter Name:| |

Order What to Filter Data Value Join by, if any
[HEL [Applic. Form all columns ~| What Application?
[TACUC APPLICATION (ANIMALS) -]

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~]

Which Option?

. Oves @ o

In the screenshot above the first clause of the user defined filter query is complete. This query returns IACUC
applications where “No” is selected for option 1 of the question about whether transgenic animals are to be
used in the study.

Note that when a configured filter is applied during creation of an Agenda Category, the user is prompted to
choose whether to include or exclude records matching the filter’s criteria.

Click the Add a new Clause button to add another filter configuration panel to the page, adding another clause
to the filter query.

My Workspaces & [ACUC Set-up Agenda Filter 0

I Add a new Clause I [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: [Filter User Defined |

*Filter Name: | |

Order What to Filter Data Value Jain by, if any

(| |1 ‘ [4pplic. Form all columns ~~| What Application? —none—

[TACUC APPLICATION (ANIMALS) ~] AND
What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~

Which Option?

Oves ®nio
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When the query includes two or more clauses the Join by, if any field is used to specify the join type and the
Order field is used to specify the order in which each clause is to be evaluated when the query runs.

SQL familiarity is required to correctly configure the Order and Join by, if any fields.

After all desired clauses have been configured for the query, enter a Filter Name and click the Save All Changes
button to save the filter.

My Workspaces & IACUC Set-up Agenda Filter o
[ Add a new Clause ] [ Delete Clause ] Iml

Validator Details

*Filter Type: | Filter User Defined |

*Filter Name: |Include Transgenic Animals | «

Order What te Filter Data Value Jain by, if any
O |1 | [Applic. Form all columns | what Application?
| TACUC APPLICATION (ANIMALS) v |

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS e

Which Option?

Oves ®na

The filter is added on the Set-up Agenda Filter page.

My Workspaces = IACUC Set-up Agenda Filter 0

[ AdgFiter | [ Delete Fiterts) |
Edit Filter Type Filter Name
| \7 | Previously Reviewed Filter Previously Reviewed Filter
O .7 | |user Defined Filter Include Transgenic Animals
Add Agenda Category

Where the property rb.use_meeting is set to “Yes” (accessed via IACUC Assistant > Review Board Administration
> System Setup tab > Board Configuration Options > Submission Review Properties link), the iRIS™ system

provides the ability to configure a list of agenda topic categories. The configured list appears on the Meeting
Agenda page, as shown below.

E Initial Reviews - o Submissicns
0 Items for review in this category.

E continuing Review - o submissions
0 Items for review in this category.

B Modifications - o submissions
0 Items for review in this category.

E Amendments - 0 Submizzions
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Click the Setup Agenda Categories link under IACUC Assistant > Review Board Administration > System Setup

tab.

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

Review Board System Setup
-

Folup nus MuLcss
Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

Catun Fenadita Dannet Tamnlata

The Set-up Agenda Categories page opens, as shown below.

My Workspaces & IACUC Set-up Agenda Categories 0

[ ‘Add Agenda Filter ] [ ‘Add Group ] [ Delete Groupis) ]

Edit |Group Name Merge Cade Croup Display Order

[l Subject Animal Issue Reporting ARC_ANIMAL_ISSUES i
[=3]

Click the Add Group button. An add panel is opened for creation of the new category.

My Workspaces = IACUC Set-up Agenda Categories [ 4]

Group Name*; ‘ ‘

Group Order®: l:l

Group Merge Code™: ‘ ‘

= eetee |

No record found

Complete the top of the add panel as follows:

— Group Name: enter a descriptive name for the category; recall that categories are used when

creating a finalized agenda document template, so the name entered here should indicate
the contents of the category

— Group Order: the entry in this field is shown in the Group Display Order column of the Set-up
Agenda Categories page, and dictates the order in which this category appears in the
finalized agenda document template
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— Group Merge Code: enter the desired merge code to be used for inclusion of this category on
forms and in document templates; note that the code must include underscores where
spaces occur between words, and cannot include any special characters (e.g., &, #, etc.)

See the Using Merge Codes in Document Templates section of this manual for more information about working
with merge codes.

An example of the filled fields is shown below. Click the Add button to attach forms to this category, if applicable.

My Workspaces IACUC Set-up Agenda Categories 4|

Group Name*: |Suhjec1 Animal Census Status

Group Order*:

Group Merge Code*: |ARC_CENSUS_STATUS|

I
Form Name

No record found

The Select Review Board Forms popup appears, populated with all available forms for selection. Note that
because forms are custom configured for each institution, the list of forms shown here will vary.

Select Review Board Forms - Microsoft Edge = O X

Arc Order Form
External Transfer
Internal Transfer Form

‘Wean Request Form

Click the Cancel button to close the popup without adding any forms to the category.

Select the checkbox(es) in the far-left column for forms to be attached to the category, then click the Select
button.

The selected form(s) is(are) added to the category add panel, with options to apply previously configured filters
for each form if desired. All previously configured filters are shown here.

See the Agenda Filter section of this manual for more information about filter configuration.
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My Workspaces & IACUC Set-up Agenda Categories 0

Group Name*: |Subjec1 Animal Census Status ‘

Group Order*:

Group Merge Code™: |CENSUS STATUS

(W'B
Form Name

(Arc Order Form
Expedited Filter [--none— ~]
Previously Reviewed Filter [--none— ~]
Include Transgenic Animals [=-none— |
O External Transfer
Expedited Filter [--none— ]
Previously Reviewed Filter |--nnne— v|
Include Transgenic Animals [—none—- ~]
O Internal Transfer Form
Expedited Filter [-none— ~|
Previously Reviewed Filter |--none— vl
Include Transgenic Animals [~none—- ~]

As shown in the screenshot above, select the checkbox(es) in the far-left column for any forms added to the
category in error, then click the Remove button to remove the selected form(s).

In the screenshot below, the dropdown list containing options for application of the “Expedited Filter” on the
“Arc Order Form” item is expanded. This dropdown list is the same for all filters.

My Workspaces & IACUC Set-up Agenda Categories [ 4]

Group Name*: [Subject Animal Census Status |

Group Order®:

Group Merge Code™: [GENSUS_STATUS |

[0  Arc order Form
Expedited Filter

Previously Reviewed Filter

Mo Match Required
Include if this Type is found

Include Transgenic Animals Mot Included i this Type is found

O External Transfer
Expedited Filter [--none— ]
Previously Reviewed Filter |--nane— \/|
Include Transgenic Animals [~none— ~]

O Internal Transfer Form

Expedited Filter [--none— ]
Previously Reviewed Filter |--nnne— v|
Include Transgenic Animals [—none— M|

Make all desired selections in the filter option dropdown lists, then click the Save All Changes button. Note that
a selection is required in every dropdown list in order to save the category.
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My Workspaces [ TIACUC Set-up Agenda Categories (4]

Group Name*: |Subject Animal Census Status |

Group Order®:

Group Merge Code®: |ARC_CENSUS_5TATUS ‘

e

[0  Arc Order Form

Expedited Filter |Not Included if this Type is found V‘
Previously Reviewed Filter [ Mot Included if this Type is found |
Include Transgenic Animals |Not Included if this Type is found V\

[1 External Transfer

Expedited Filter | Mot Included if this Type is found V‘
Previously Reviewed Filter [ ot Included if this Type is found |
Include Transgenic Animals | Mot Included if this Type is found V\

[1 internal Transfer Form

Expedited Filter [Mot Included if this Type is found |
Previously Reviewed Filter [Mot Included if this Type is found |
Include Transgenic Animals | Mot Included if this Type is found V\

The category is added on the Set-up Agenda Categories page.

My Workspaces = IACUC Set-up Agenda Categories n

[ Add Agenda Filter } [ Add Group } [ Delete Group(s) ]

Edit |Group Name ‘Group Display Order
o

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
=

O | Subject Animal Census Status ARC_CENSUS_STATUS 2

Edit Agenda Category
Click the Setup Agenda Categories link under IACUC Assistant > Review Board Administration > System Setup

tab.

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

Review Board System Setup

Folup nus MuLcss
Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

PODOOIOIDI

Catun Fenadita Dannet Tamnlata

The Set-up Agenda Categories page opens, as shown below.
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My Workspaces & IACUC Set-up Agenda Categories 0

[ AddagencaFiter | [ Adacroup | [ Delete Groupis) |

Group Display Order

O ) Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

O Subject Animal Census Status ARC_CENSUS_STATUS 2

Click the icon in the Edit column for the applicable category. The category is opened for editing.

My Werkspaces = TIACUC Set-up Agenda Categories 4]

Save All Changes
Group Name*: ‘Subjant Animal Census Status |
Group Order*:
Group Merge Code*: [ARC_CENSUS STATUS |

=2 oemteee

[0  Are order Form

Expedited Filter |Nnt Included if this Type is found V|

Previously Reviewed Filter [Not Included i this Type is found |

Include Transgenic Animals |Not Included if this Type is found V|
O External Transfer

Expedited Filter [Not Included i this Type is found |

Previously Reviewed Filter [Not Included i this Type is found |

Include Transgenic Animals [Nt Included if this Type is found |

O Internal Transfer Form

Expedited Filter [Not Included i this Type is found |

Previously Reviewed Filter Mot Included if this Typs is found |

Include Transgenic Animals |NDI Included if this Type is found V|

Make any desired changes to fields at the top of the edit panel as follows:

— Group Name: descriptive name for the category; recall that categories are used when creating
a finalized agenda document template, so the name entered here should indicate the
contents of the category

— Group Order: the entry in this field is shown in the Group Display Order column of the Set-up
Agenda Categories page, and dictates the order in which this category appears in the
finalized agenda document template

— Group Merge Code: enter the desired merge code to be used for inclusion of this category on
forms and in document templates; note that the code must include underscores where
spaces occur between words, and special characters (e.g., &, #, etc.) are not allowed

See the Using Merge Codes in Document Templates section of this manual for more information about working
with merge codes.

As shown in the screenshot below, select the checkbox(es) in the far-left column for any forms to be removed
from the category, then click the Remove button to remove the selected form(s).
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My Workspaces ® IACUC Set-up Agenda Categories 4]

Save All Changes
Group Name*: |[Subject Animal Census Status |
Group Order*: [2 |
Group Merge Code*: \ARc_cENsus_sTAms \

Arc Order Form

Expedited Filter
Previously Reviewed Filter
Include Transgenic Animals

Expedited Filter
Previously Reviewed Filter

Include Transgenic Animals

-
O

Not Included if this Type is found
Not Included if this Type is found

[ | External Transfer
Expedited Filter [Not Included if this Type is found |
Previously Reviewed Filter
Include Transgenic Animals [Not Included if this Type is found_~|
[ Qintemal Transfer Form

Not Included if this Type is found -

Not Included if this Type is found -
Not Included if this Type is found
Not Included if this Type is found

Click the Add button to attach forms to this category, if applicable. The Select Review Board Forms popup
appears, populated with all available forms for selection. Note that because forms are custom configured for
each institution, the list of forms shown here will vary.

Select Review Board Forms - Microsoft Edge = m) x

)

Arc Order Form

External Transfer

Internal Transfer Form

o|oo|ofEl

Wean Request Form

Click the Cancel button to close the popup without adding any forms to the category.

Select the checkbox(es) in the far-left column for forms to be attached to the category, then click the Select
button.

Any selected form(s) is(are) added to the category add panel, with options to apply previously configured filters
for each form if desired. All previously configured filters are shown here.

See the Agenda Filter section of this manual for more information about filter configuration.
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My Workspaces & IACUC Set-up Agenda Categories 0

Group Name*: [Subject Animal Census Stalus

Group Order:

Group Merge Code®: [ARC_CENSUS_STATUS ]

=50 emtw. |

[0  Arcorder Form

Expedited Filter Not Included f this Type is found

Previously Reviewed Filter [Not Included if this Type is found |

Include Transgenic Animals Not Included f this Type is found
[]  External Transfer

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals
[ intemal Transfer Form

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals

When all desired changes to the category are complete, click the Save All Changes button to save changes and
close the edit panel.

Delete Agenda Category
Click the Setup Agenda Categories link under IACUC Assistant > Review Board Administration > System Setup

tab.
My Workspaces [ TACUC Board Administration

List Maintenance Setup | ‘ Clean-up |

‘ System Setup |

Review Board System Setup

aTlup nurs Aess
Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

POBDIOIDI

Catun Fvnadita Dannet Tamnlata

The Set-up Agenda Categories page opens, as shown below.

My Workspaces & IACUC Set-up Agenda Categories

[ #d0 Agenda Fiter | [ ada Grous | [osists Groupes) |

Merge Code Group Display Order

Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

Subject Animal Census Status ARC_CENSUS_STATUS 2

Select the checkbox in the far-left column for the applicable category(ies), then click the Delete Group(s) button.
A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Set-up Agenda Categories page without deleting the category(ies).

Click CONFIRM to delete the category(ies) and return to the Set-up Agenda Categories page. The category is
deleted.

My Workspaces = IACUC Set-up Agenda Categories 0

[ Add Agenda Filter ] [ Add Group ] [ Delete Group(s) ]

Group Display Order

O ) Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

Document Templates
The iRIS™ system provides tools for creation of pre-formatted document templates that include commonly used
boilerplate text and can pull a variety of system data into a document on the fly, when a document is generated.

The general process for template setup and use is the same, regardless of the document or correspondence

type.

— Template Definition: a template containing standardized boilerplate text for the desired
document or correspondence type (e.g., meeting agenda, meeting minutes, vendor email,
outcome letter, etc.) is created and formatted in a rich text editor

— Merge Code Addition: where the document or correspondence type needs to include specific
data pulled from the iRIS™ system (e.g., order number, review board name, vendor email
address, quantity of animals ordered, etc.), the applicable Merge Code for each needed data

item is added to the template

— Document / Correspondence Generation: when a template-based document /
correspondence is generated by an iRIS™ user, the pre-formatted template serves as the
default starting point for the document / correspondence; the user edits the document /
correspondence as desired before printing or sending it

The use of templates reduces time and effort demands on the user, reduces user error, and streamlines
enforcement of institutional communication standards and policies.
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Using Merge Codes in Document Templates
To insert a Merge Code in a document template, place the cursor in the text editor where you want the
corresponding data value to appear, then click the Insert Merge Code button to open the Merge Codes picklist.

Note that the example shown is taken from the Vivarium/ARC module, but the general process described is the
same regardless of the module in use.

My Workspaces & Vivarium Vendor Email Template 4|

I Insert Merge Code I [ Save Template ]

*Title: Animal Return, Incorrect Sex Counts |

*Content:
s B I U 5 x x2 Verdana A I Y I~ 9~ =~ = ~

= -

-

Ea)
Dear , /

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

Q -4 = o

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

- ARC Coordinator

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

Note that the list also includes sections for other modules, such as IRB and IACUC, to use in templates for
documents applicable to those modules. See the Merge Code List subsection of this manual for more information.

= nsert Data Merge Code - Microsoft Edge = m] X
- ]
£ | https://sb1.imedris.net/RE_Correspondence_Code_Dlg,jsp?s=1572384035235 |
=]
7777777 ARC Request Info ——————
=r| Request - Order Date
=4 Preferred Delivery Date
Preferred Vendor
a Request - Stock Number/Code
Request - Age/Size
- Reguest - Number of Males

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

7777777 ARC Ordering Info ——————
Order - Order Date ~

0K Cancel

Click the Cancel button to close the popup without inserting the Merge Code.
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Click the OK button to insert the Merge Code. The selected Merge Code is inserted in the template at the cursor
location.

My Workspaces & Vivarium Vendor Email Template [ 4 |
Inzert Merge Code Save Template

*Title: Animal Refurn. Incorrect Sex Counts |

*Content:
" B I u < 2 S Verdana - 1 - & I~ -~ =~ = -
= - E % o # & 2]

Dear , ’

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

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

- ARC Coordinator

In the screenshot below, Merge Codes for “Vendor Name”, “Order Number”, “Date Received”, “Order - Number
of Females”, “Order - Number of Males”, “Receive — Number of Females”, “Receive — Number of Males”, and

7

“Order — Order Date” are inserted.

My Workspaces Vivarium Vendor Email Template < |

[ Insert Merge Code ] I Save Template I

*Title: Animal Return, Incomect Sex Counts |

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

% @ 0o & & 9

= -

Dear [Yovendor_name3:],

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

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

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

- ARC Coordinator

Click the Save Template button to save changes.
Merge Code List

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

Study Financial Information

Meetings Submission Information

Multi-Site ARC Request Information
Study Personnel ARC Ordering Information
Study Contacts ARC Receiving Information

Form Creator

ARC Cage Information

Department Reviewer and Signoff

Study/IRB/IACUC Application Information

Most of the Merge Codes in the picklist are grouped under category titles. As shown in the screenshot below,

category titles are offset by dashed lines. Selectable Merge Code items are indicated by blue boxes.

Insert Data Merge Code:

er Number
Request - Order Date
Preferred Delivery Date
Preferred Vendor

Reqguest - Stock Number/Code
Reqguest - Age/Size

Request - Number of Males

R t - Number of

q F
Request - Number of Cages
Request - Approved Location

oK Cancel

=]

Category titles are not Merge Codes and cannot be inserted in a template. If a title item is selected and the OK

button is clicked, an error popup window displays.

A

This is 2 merge code title, Please select an item under a merge

code title.

Merge Codes Applicable to Animal Resource Center (ARC)
Categories and Merge Codes from the list that are most applicable to ARC are summarized in the table below.

---ARC Request Info ---

---ARC Ordering Info ---

---ARC Receiving Info ---

---ARC Cage Info ---

Number of Females Order - Order Date Date Received Cage Type
Number of Males Expected Delivery Date Purchase Cost Bar Code
Age Size Confirmation Number Service Cost Cage - Cage ID
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---ARC Request Info ---

---ARC Ordering Info ---

---ARC Receiving Info ---

---ARC Cage Info ---

Species Name

Method of Ordering

Container OK

Cage - Species

Strain Name

Vendor Name

General Appearance

Cage - Strain

Order Number

Vendor Contact

Eyes, Ears, Nose, Mouth

Cage - Number of Males

Request - Order Date

Vendor Phone

Urogenital, Anus

Cage - Number of Females

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

Request - Stock
Number/Code

Order - Species

Receive - Number of Males

Cage - List of Animal

IDs

Request - Age/Size

Order - Strain

Females

Receive - Number of

Request - Number of Males

Order - Stock Number/Code

Must go through
Quarantine

Request - Number of
Females

Order - Age/Size

Receive - Number of Cages

Request - Number of Cages

Order - Number of Males

Receive - Approved Location

Request - Approved
Location

Order - Number of Females

Order - Number of Cages

Order - Approved Location

Merge Codes Applicable to Meetings

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

below.

---Review Board Info ---

---Meeting Attendance Codes ---

---Submission Info ---

Review Board Name

Meeting Call to Order

Submission Approval Date

Review Board Committee Name

Meeting New Business

Submission Type

Chairperson Name (Last Name, First
Name)

Meeting Old Business

Submission List of all reviewers

Chairperson Name (First Name, Last
Name)

Meeting Miscellaneous

Submission Primary Reviewer

Chairperson First Name

Meeting Closing Comments

Submission Secondary Reviewer

Chairperson Middle Name

Meeting Actual Start Time

Submission all additional
reviewers over secondary

Chairperson Last Name

Meeting Actual End Time

Submission AD Hoc Reviewers

Chairperson Degree

Meeting Planned Start Time

Item Number on Agenda

Chairperson Address

Meeting Planned End Time

All Project Departments

Chairperson Phone

Meeting Chair (Last, First)

All Project Institutions

Chairperson EMAIL

Meeting Chair (First, Last)

Project Title

Electronic Signature

Total Voting Members

Project Short Title

Meeting Date

Quorum

Project Status

Meeting Location Voting Members Present Study Title
Non-Voting Members Present Study Alias
Alternate Members Present Study Status

Members Absent

Sponsor/Funding Source

Member Ex-officio Present

Proposal Number

Administrative Staff Present

Proposal Title

Guests Present

Proposal Short Title
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---Review Board Info --- ---Meeting Attendance Codes --- ---Submission Info ---
Meeting Motions Project Award Number

Project Previous Award Number
Project Open Ended

Is Archived

Archived Location

Setup Bundle Email Template

Where the property rb.use_bundle_stipulation is set to “Yes” (accessed via IACUC Assistant > Review Board
Administration > Board Configuration Options > Recommendations and Stipulations link), documents selected in
the Submission Complete tab of a completed IACUC submission are bundled with an electronic cover letter for
routing to selected recipients.

Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Bundle Email Template
link to configure the electronic cover letter.

My Workspaces & IACUC Board Administration

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

Review Board System Setup

Board Definition
Board Configuration Options
Broadcast Notice

Setup Bundle Email Template ‘

Setup Committee List

POBODO

Satun Review Rnard Balec

The RB Bundle Template page opens. Notice that by default, once the applicable property is set to “Yes” an
unconfigured “RB Bundle Document Template” is created, with Title and Send E-Mail Notification fields set to
“Not Defined”.

My Workspaces & TIACUC RB Bundle Template 0

Send E-mail Notification

RB Bundle Template Nat Defined Not Defined Add Notification

Note that only one RB Bundle Template can be configured at any time, and once configured, that template will
apply to all applicable email bundles.

Click the Add Notification button. The Edit RB Bundle Template page opens, as shown below.
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Send E-Mail Notification: ® ves No
*Recipient(s):
Additional recipient(s):
e B 1 u 5 Xz x? Font Family > 12 - & I~ I~ =~ =~ =~ = = % [Ea] jo] V-4 = =
Complete the page fields as follows.
E-mail Subject —subject line of the email bundle cover letter
E-mail Subject:

IACUC Submission Complete Documents
document bundling

Send E-mail Notification — select “Yes” to enable document bundling with the configured cover
Send E-Mail Notification:

letter; select “No” to save the configured cover letter to the system without enabling
Yes

Mo

Recipient(s) — click the word Recipient(s) to add iRIS™ users to the distribution list
*Recipient(s):

As shown below, the Search User Directory page opens.
My Workspaces

]

Last Name:
Directory

IACUC Search User Directory ]
l:l (¥ou may enter a partial name to search)
First Name:
Browse /Find: T
Y
|Department: |AII Departments

(search results display here)
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Click in the by Department field to open a dropdown list of departments, then click a department in the list to
add this criterion to the search. Note that it is not possible to search by department alone, full or partial Last
Name / First Name entries are also required.

Enter a full or partial Last Name and/or First Name to search by name. As shown below, the Last Name field
offers a dynamic picklist feature that populates as the Last Name is typed into the field.

Last Name: (You may enter a partial name to search)
aj Directory Browse/Find: First Name: duvrong

by Department: | an veparunens

As demonstrated below, clicking on a name shown in the dynamic Last Name picklist immediately populates
search results with details for that name, it is not necessary to click the Find button.

Last Name: (You may enter a partial name to search)
&3 oirectory prowse/Find: Frsthame: ]

by Department: |All Departments

O \f f: Duvrong, Rapitha R rduv@nhvec.com

When all search criteria are entered, if results are not yet populated click the Find button.

As indicated below, the results section of the page offers two methods for adding users to the distribution list.

Save Selected User(s)

Last Name: (You may enter a partial name to search)
& oirectory srowse/Find: FstNames ]

by Department: [ All Departments

O «/ 8 ouvrong, Ravitha R rduv@nhve.com

To add multiple users from a results list with multiple entries, select the Check for Multiple checkbox at far left
(blue arrow) for each user to be added, then click the Save Selected User(s) button at the upper right (blue box).

To add a single user from the results list, click the green checkmark for the applicable user (red arrow).

When the applicable user(s) is(are) selected from the Search User Directory page, that page closes and the
name(s) is(are) added to the Recipient(s) list as shown below. To add more iRIS™ users to the list, click the word
Recipient(s) again and repeat the user lookup/add process.

Delete
*Recipient(s): Duvrong, Rapitha 5, MS

Harper, Jill M Dr., PHD
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If any Recipient(s) were added in error select the checkbox to the left of the applicable name and click the

Delete button to delete it, as shown below.

Delete | e
| Delete |

*Recipient(s): Duvrong, Rapitha 5, MS
Harper, Jill M Dr., PHD

Additional recipient(s) — click the words “Additional recipient(s)” to add people who do not
have an iRIS™ account to the distribution list

The Recipient Additional Contacts page opens, as shown below.

My Workspaces & IACUC Recipient Additional Contacts

4y AddA New Contact Q Save And Return
= T

Mo Additional Recipients have been added.

Click the Add A New Contact link to add a blank row to the Additional Recipients table, as shown below.

My Workspaces & IACUC Recipient Additional Contacts

(L) AddANewContact (1) Remove Selected Contacts |yl Save And Retun

e T

Enter the contact Name and E-mail Address. Click the Add a New Contact button again and enter Name/E-mail
Address details for every non-iRIS™ user to be added to the distribution list, as shown below.

Recipient Additional Contacts [ 4|

4y AddANew Contact §f § 7 Remove Selected Contacts Q Save And Return
e

Marcus Reyes, DVM m.reyes@gsm.edu

My Workspaces [ IACUC

Gerry Vickers, MD gvickd@Imu.org

If any rows are added in error, select the checkbox in the far-left column for the applicable name and click the
Remove Selected Contacts button (red boxes in screenshot above).

When all desired contacts are entered click the Save And Return button (blue box in screenshot above) to close
the Recipient Additional Contacts page and add the listed contacts to the distribution list on the Edit RB Bundle

Template page, as shown below.
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Additional recipient(s): Marcus Reyes, DVM; Gerry Vickers, MD

If any Additional recipient(s) are added in error, click the words Additional recipient(s) again to reopen the
Recipient Additional Contacts form and delete the applicable contact(s).

Content — enter desired text and Merge Codes (see Using Merge Codes in Document Templates
subsection of this manual for more information about working with Merge Codes) for the
bundle cover letter; use the provided toolbar to format the text as desired

« B I U & x; x* \Verdana - 1M1 oy b I I =~

il
4
i
4
Il
&
¥
B

=] k)

Date: [%today%]

Content: PI Name: [%pi_name1%]

Study Title: [%study_title%]

IACUC Number: [%iacuc_number%]
Review Board: [%rb_name%]

An example of a fully configured template is shown below. Click the Save Notification button to save the
template and close the Edit RB Bundle Template page.

My Workspaces = IACUC Edit RB Bundle Template {4}

E-mail IACUC Submission Complete Dacuments

Subject:
Send E-Mail &
Notification: Yes No
Delete
*Recipient(s): Duvrong, Rapitha §, MS
Harper, Jill M Dr., PHD
Additional

recipient(s): Marcus Reyes, DVM; Gerry Vickers, MD

e B T U 5 Xz x? Verdana >~ 11 + & I 9~ = =~ = ~

lil
&
¥
S}

=] P

Date: [%today%)]

Content: PI Name: [%pi_name1%]

Study Title: [%study_title%]

IACUC Number: [%jacuc_number%]
Review Board: [%rb_name%]

As shown below, the template is now configured on the RB Bundle Template page.
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My Workspaces & IACUC RB Bundle Template o

Send E-mail Notification

. Bundle Email Template IACUC Submission Complete Documents Yes Delete Nofification

Notice that an Edit icon (red box in the screenshot above) is now available and the Add Notification button is
now replaced with a Delete Notification button (blue box in the screenshot above), indicating that only one
version of the template can be configured at any time.

Click the icon in the Edit column to reopen the template for revision in the Edit RB Bundle Template page.

Click the Delete Notification button to delete the configured template and disable document bundling with a
configured cover letter.

CAUTION: this action cannot be undone. If it later becomes necessary to resume document bundling the RB
Bundle Template must be reconfigured according to the directions in this section.

With the configured template in place, when an IACUC submission is completed and saved the option to Send
Bundle Email is made available via a button, as shown below.

Send Bundle Email ] [ Save the Submission Complete

Submission processing complete:

Clicking the Send Bundle Email button creates an email cover letter with all text, recipients and Merge Code data
items as configured in the template. All configured items can be revised in this email cover letter prior to
sending.

When the bundle email is sent, all documents selected in the Submission Complete tab of the applicable
submission are bundled and sent to the specified recipients.

Setup Finalized Agenda Document Template
The iRIS™ system provides the ability to configure finalized meeting agenda templates that include commonly
used boilerplate text and can automatically pull a variety of system data into the agenda when it is generated.

This functionality is provided on the Finalized Agenda Templates page. To access the page, click the Setup
Finalized Agenda Document Template link under IACUC Assistant > Review Board Administration > System Setup
tab.
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My Workspaces & TIACUC Board Administration

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

Setup klectronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template «
Setup Agenda Revision Document Template

Setup Expedite Report Template

LDDDDDI

Setun Meeting Minutes T, late

The Finalized Agenda Templates page opens, as shown below. Notice the two instruction items and the
corresponding buttons for each.

My Workspaces = IACUC Finalized Agenda Templates [}

1. Setup the Agenda Template Master which describes the layout of the minutes document \

2. Setup the Agenda Template Section which will merge the data from each Agenda submission

Submission Type

Edit Template

Subject Animal Issue Reporting Setup Section Information

As indicated in the instructions, the first step is setting up the Agenda Template Master. Click the Setup Agenda
Template button to begin.

My Workspaces ® IACUC Finalized Agenda Templates <]

1. Setup the Agenda Template Master which describes the layout of the minutes document

Agenda Template Master Setup Agenda Template

2. Setup the Agenda Template Section which will merge the data from each Agenda submission

Submission Type ‘ Edit Template

Subject Animal Issue Reporting Setup Section Information

The Agenda Template Definition text editor page opens, as shown below.

My Workspaces (= [ACUC Agenda Template Definition 0

l Validaie Merge Code Farmating “ Insert Merge Code “ Save Change |

HIML Content

L B I U & x x FontFamily -1z - & - -2 = =2 E E % @ 0 £ = &

Enter desired boilerplate text and Merge Codes and apply formatting as desired using the provided rich text

editor toolbar. See the Using Merge Codes in Document Templates section of this manual for more information
about working with Merge Codes.
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Recall that this template will serve as the basis for all finalized agenda documents, and therefore it should
include all items considered standard and necessary to any finalized agenda. An example of a completed finalized
agenda template is shown below.

My Workspaces & IACUC Agenda Template Definition 0
[ Validate Merge Code Formatting ] [ Insert Merge Code ] Iml

HTML Content ‘

s B I U & xx x* Verdana 11 v & I-v v E~v - =~

lil
&
5]
=]
N
]
[ 7
(4}

Finalized Meeting Agenda
[rb_committes_name%]

Today's Date: [%today%]

Meeting Date: [%rb_meeting_date%]

Meeting Location: [%rb_meeting_location%]

Chairperson: [%rb_chair_name%]

Voting Members Present: [%avote_members_present=a]
Members Ex-Officio Present: [%members_exofficio_present%]
Administrative Staff Present: [%emembers_staff_present%s]

Guests Present: [%meeting_guests%]

Meeting Call to Order: [%call_to_order%]
Meeting Old Business: [%o0ld_business%]
Meeting New Business: [%new_business]

Meeting Motions: [%meeting_motion%]

FULL BOARD MATCHES: [%FULL_BOARD_MATCHES%]
EXPEDITED MATCHES: [%EXPEDITED_MATCHES%]

Meeting Adjourned: [%meeting_snd%]

When template content is complete, click the Save Change button to close the page and save the template.

Back on the Finalized Agenda Templates page, any previously configured, custom agenda category sections are
listed in the lower section of the screen. Each section can be configured to specify what information is to be
displayed for each submission in the agenda template master.

Note that custom agenda category configuration includes a study/protocol/project selection component that
automatically limits review items pulled into the meeting to those matching specific criteria. Adding a custom
category to the agenda does not pull all animal study/protocol/project items into the meeting.

See the Setup Agenda Categories section of this manual for more information about configuration of custom
agenda categories.

My Workspaces & TACUC Finalized Agenda Templates o

1. Setup the Agenda Template Master which describes the layout of the minutes document

Agenda Template Master Setup Agenda Template

2. Setup the Agenda Template Section which will merge the data from each Agenda submission

Submission Type Edit Template

Subject Animal Issue Reporting Setup Section Information

Again, recall that the template will serve as the basis for all finalized agenda documents; custom agenda
categories should only be added to the template if those categories are applicable to most meeting agendas.

Click the Setup Section Information button for any agenda category to be added to the finalized agenda
template. The Agenda Section Definition page opens, as shown below.
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My Workspaces & IACUC Agenda Section Definition [ <}

[ velidate Merge Code Formatting [ insert merge Code || save Change |

HTML Content ‘

o B I U § x x Font Family ~ 12 -~ 4 I I~ =~ =~ =~ =

% @ o £ = &

The boilerplate text and Merge Codes entered here depend on the purpose of the agenda category. In this
example the category is intended to add animal issue reporting to the meeting, so its content is focused on

changes in animal life status and population counts. An example of a completed section definition is shown
below.

My Workspaces [ TACUC Agenda Section Definition [ 4]

[ validate Merge Code Formatting ][ Insert Merge Code ]l Save Change ||

HTML Content |

< B I u 5§ x @ Verdana >~ 11 - 4 I~ 9~ = =~ = ~

% @ o0 *# = &8 9

Subject Animal Issue Reporting

Animals Subject to Quarantine: [%go_through_quarantine®]

Animal Inspection General Findings on Receipt: [%gen_apearence]

Animal Inspection Eyes, Ears, Nose, Mouth on Receipt: [%eyes_ears_nose_mouth%]
Animal Inspection Urogenital on Receipt: [%turogenital_anus%]

Animal Ingpection Respiratory on Receipt: [%erespiratory®s]

Animal Ingpection Hydration on Receipt: [%ahydration]

When section definition content is complete, click the Save Change button to close the page and save the
section definition.

Going forward, each IACUC Meeting Agenda generated for a specific meeting date will consist of one document
that includes both the Agenda Template Master and any custom sections configured as above.

See the IACUC — Meeting Agenda, Minutes, and Meeting Manager manual for more information about meeting
management functionality in iRIS™,

Setup Agenda Revision Document Template

The Revision Agenda Template is used to generate an addendum when a new submission is placed on the
agenda after the initial Agenda is published for a given meeting date.

This functionality is provided on the Finalized Agenda Templates page. To access the page, click the Setup

Agenda Revision Document Template link under IACUC Assistant > Review Board Administration > System Setup
tab.
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My Workspaces [ IACUC Board Administration

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

Review Board System Setup

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template «
Setup Expedite Report Template

Setup Meeting Minutes Template

Setun Outcome | etter Gronns

The Setup Board Agenda Revision Templates page opens, as shown below.

My Workspaces & TIACUC Setup Board Agenda Revision Templates [ <}

1. Setup the Revision Template Master which describes the layout of the minutes document

Revision Template Master Setup Revision Template

2. Setup the Revision Template Section which will merge the data from each Revision submission

Subject Animal Issue Reporting Setup Section Information

Notice that this page is nearly identical to the Finalized Agenda Templates page, with the exception that where
the Finalized Agenda Templates page is used to configure the Agenda Template Master, this page is used to
configure the Revision Template Master.

Where this feature is in use it is often necessary for the institution to configure applicable agenda categories to
capture the most common agenda revision scenarios and related, pertinent data. See the Setup Agenda
Categories section of this manual for more information about configuration of custom agenda categories.

The process of configuring the Revision Template Master is the same as that for configuration of the Agenda
Template Master. See the Setup Finalized Agenda Document Template section of this manual for details of
template configuration.

Setup Expedite Report Template

Where the property rb.use_meeting is set to “Yes” (accessed via IACUC Assistant > Review Board Administration
> System Setup tab > Board Configuration Options > Meeting Settings link), it is possible to generate a summary
of expedited reports for attachment to a meeting date.

This functionality is provided on the Setup Expedite Report Templates page. To access the page, click the Setup
Expedite Report Template link under IACUC Assistant > Review Board Administration > System Setup tab.
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My Workspaces IACUC Board Administration

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

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setun Outcome | etter Gronns

Review Board System Setup

The Setup Expedite Report Templates page opens, as shown below.

My Workspaces IACUC Setup Expedite Report Templates 4 |

1. Setup the Expedite Report Template Section which will merge the data from each Expedite submission

Expedite Report Template Setup Template

Click the Setup Template button. The Expedite Report Template Definition text editor page opens, as shown

below.

My Workspaces & IACUC Expedite Report Template Definition | 4]

[ Validate Merge Code Formatting ” Insert Merge Code H Save Change ]

HTML Content

" B I U 5§ x x2 Font Family - 12 =~ 4 I~ 9~

1]
4
i
4
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4
fil
il

Enter desired boilerplate text and Merge Codes and apply formatting as desired using the provided rich text
editor toolbar. See the Using Merge Codes in Document Templates section of this manual for more information

about working with Merge Codes.

An example of a completed expedite report template is shown below.
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My Workspaces =

IACUC

Review Board Administration

Expedite Report Template Definition

Validate Merge Code Formatting ][ Insert Merge Code ]I Save Change I

HTML Content

Xz = Arial * 11 -~ & 1

Expedited Items
[3rhmeeting_dated]

‘
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‘
I
q
I
4
il

When template content is complete, click the Save Change button to close the page and save the template.

See the IACUC — Meetings manual for more information about generation of the expedited report as it relates to

meeting functionality in iRIS™.

Setup Meeting Minutes Template
The Meeting Minutes Template is used to generate a standardized minutes document for a given meeting date.

This functionality is provided on the Setup Board Minute Templates page. To access the page, click the Setup
Meeting Minutes Template link under IACUC Assistant > Review Board Administration > System Setup tab.

My Workspaces @

[IACUC

Board Administration

System Setup

| | List Maintenance Setup

| | Clean-up |

Review Board System Setup

setup klectronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template «
Setup Outcome Letter Groups

Setup Qutcome Letter Templates

The Setup Board Minute Templates page opens, as shown below.

My Workspaces © IACUC

Setup Board Minute Templates

1. Setup the Minutes Template Master which describes the layout of the minutes document

Minutes Template Master

2. Setup the Minutes Template Section which will merge the data from each Agenda submission

Submission Type

Subject Animal Issue Reporting

| Setup Minutes Template |

Edit Template

Setup Section Information
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Notice that this page is nearly identical to the Finalized Agenda Templates page, with the exception that where
the Finalized Agenda Templates page is used to configure the Agenda Template Master, this page is used to
configure the Minutes Template Master.

The process of configuring the Minutes Template Master is the same as that for configuration of the Agenda
Template Master. See the Setup Finalized Agenda Document Template section of this manual for details of
template configuration.

Setup Outcome Letter Groups
The iRIS™ system allows for collecting sets of review board forms into custom configured Letter Type groups for
assignment to different board review types. As shown below, the Letter Types list on the add/edit panel of the

Setup Board Letter Templates page (see the Setup Outcome Letter Templates section of this manual) includes
two default entries:

My Workspaces & IACUC Setup Board Letter Templates | <]

[ Validate Merge Code Formatting ] [ Insert Merge Codes ] [ Save the Letier Templaie ]

Add a letter template.

*Title: |[Approved With No Conditions

Comments; |0UtcOMe letter template for use on as-is approvals ‘

HTML Content I Check In/Out

o B I u § x = Font Family ~ 12 ~ & I~ 9~ =~ =~ = - I

= o0 £ = &8

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

Note: filters assigned to custom outcome letter groups determine those groups’ availability in the dropdown list
on the Outcome Letter tab, but the Outcome — General Group is always be available. For example, a letter
associated to a group called “Outcome — Full Renewal Approval” that has a filter assigning that group to the Full
Renewal Submission type would only be available for a Full Renewal Submission type, this letter would not be
available for any other submission type.

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens (shown below)
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My workspaces =

SENE T IACUC7201873991| IACUC Initial Review Submission Packet
PI: Administrator

Protocol Items Miscellaneous IACUC Items Submissien Forms

_ - Management, Handling, Husbandry, Medical and Surgical Techniques of Small Laboratory Animals utilizing the Mouse
[ACUC-2018-3991-727-1.0 m”‘c”c 2018-3991 Lo (Mus musculus), the Rat {Rattus norvegicus), the Hamster (Mesocricelus auratus), the Guinea Pig (Cavia porcellus) and
Bl i< Rabbit (Oryctolagus curiculus).
Protocol|

Print Friendly Create Letter

General Information

Outcome Letter W

Submission Components

Correspondence Notification Letter:

Submission History ——

Approval Letter o
Changes Requested

No Letters have been created for this submission.

Pre-review Screening

Submission Recaived
Notification Letter

Review Checklist
and Comments

Davicw Somma m

Custom configured Letter Type groups are added to the Letter Type dropdown list on the Setup Board Letter
Templates page (shown in the first screenshot above), and are optionally made available on the Outcome Letter
tab of submission processing screens according to rules established at the time a Letter Type group is created or
revised (see Add Outcome Letter Group and Edit Outcome Letter Group subsections of this manual, below).

Letter Type groups are configured on the Setup Board Letter Group List page, shown below.

My Workspaces & IACUC Setup Board Letter Group List

Edit |Group Name

No records found

Add Outcome Letter Group
Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.

My Workspaces = IACUC Board Administration

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

Review Board System Setup

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Dutcome Letter Templates

IEEEERERENE R

Setun Canned Mation

The Setup Board Letter Group List page opens. Click the Add Group button.
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My Workspaces & IACUC Setup Board Letter Group List

Edit |Group Name

No records found

An add panel is opened for creation of the group. Enter the desired Group Name, as shown below, then click the
Add button at right.

My Workspaces & IACUC Setup Board Letter Group List 4]

Save All Changes
I Group Name™®: |IACUGC GCorrection Forms I
Form Name Expedite Denied Processed Administrative

No records found I

A popup opens for selection of review board forms to be included in the group. Note that because forms are
custom configured for each institution, the list of forms shown here will vary.

P Select Review Board Forms - Gocgle Chrome =

® ot secure ||

T

Arc Order Form

ARC Submission Form

Feasibility Form

#| J|IACUC - Pre-Review Correction Form
IACUC - Review Response Form
IACUC 3 Year Renewal

«| § Review Response and Correction Form
IACUC Protocol 3rd Year Renewal

Initial Review Submission Form

B

Study Amendment Form

Click the Cancel button to close the popup without adding any forms to the group.

Select the checkbox(es) in the far-left column for all forms to be included in the group, then click the Select
button to add them to the group and close the popup. As shown below, the selected forms are added to the list
of forms on the add panel.
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My Workspaces & IACUC Setup Board Letter Group List 4|

Save All Changes

Group Name*: |ACUC Correction Forms

E ==

Processed Administrative

IACUC - Pre-Review Correction Form
Review Response and Correction Form

Study Amendment Form

If any forms were selected from the popup list in error, select the checkbox(es) for any forms to be removed from
the group and click the Remove button.

My Workspaces [ 1ACUC Setup Board Letter Group List 0

Save All Changes

Group Name*: |IACUC Correction Forms

Processed Administrative

IACUC - Pre-Review Correction Form td rd
Review Response and Correction Form rd <
Study Amendment Form rd <

Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).

[ Outcome Letter W&

Motification Letter: | __ none-- =

Mo Letters have been created for this submissien.

Note that all forms in the group are made available to the Full Board Review type by default.

An example of the fully configured group is shown in the screenshot below.
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My Workspaces IACUC Setup Board Letter Group List 0

Save All Changes

Group Name™*: |IACUC Correction Forms

IACUC - Pre-Review Correction Form v o
Review Response and Correction Form L i
Study Amendment Form i rl

Click the Save All Changes button to save the new group. As shown below, the group is added on the Setup
Board Letter Group List page.

My Workspaces [ IACUC Setup Board Letter Group List 0

i ‘Add Group ] ’ Delete Group(s) ]

Edit |.=,..u., o

IACUC Correction Forms
i

The new Letter Type group is also added to the Letter Type dropdown list on the Setup Board Letter Templates
page and is made available on the Outcome Letter tab of submission processing screens for Expedite, Exempt
and Process Administratively board review types.

Edit Outcome Letter Group
Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup

Setup Electronic Document stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Qutcome Letter Groups

Setup Outcome Letter Templates

Setun Canned Motion

The Setup Board Letter Group List page opens. Click icon in the Edit column for the applicable group.

My Workspaces IACUC Setup Board Letter Group List (4]

[ Add Group ] l Delete Group(s) ]

Edit Group Name

IACUC Correction Forms
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The group is opened for editing. Make any desired changes to the Group Name.

My Workspaces [ IACUC Setup Board Letter Group List {4}

Save All Changes
Group Name*: |IACUC Correction Forms
==
Processed Administrative
IACUC - Pre-Review Correction Ferm 4 rd
Review Response and Correction Form vd |
Study Amendment Form td '

To remove forms from the group, select the applicable checkbox(es) in the far-left column and click the Remove

button.
My Workspaces = IACUC Setup Board Letter Group List (4}

Save All Changes

Group Name®: ||IACUC Correction Forms

Processed Administrative

IACUC - Pre-Review Correction Form
Review Response and Correction Form

Study Amendment Form

Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).

[~ Outcome Letter &%

Motification Letter: | __ none-- v

Mo Letters have been created for this submission.

Note that all forms in the group are made available to the Full Board Review type by default.

In the example screenshot below, checkboxes for the Exempt board review type are de-selected. Applying this
change means that the forms shown will not be included in the Animal Order Forms group when it is selected
from the Notification Letter dropdown list (see screenshot above) for submissions assigned to the Exempt board
review type.

Click the Save All Changes button to save changes and close the edit panel.
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My Workspaces & IACUC Setup Board Letter Group List (<}

‘Save All Changes

Group Name™*: |IACUC Correction Forms ‘
==

TACUC - Pre-Review Correction Form td
Review Response and Correction Form "
Study Amendment Form i

Delete Outcome Letter Group
Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Outcome Letter Groups
link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup
Setup tlectronic bocument Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

DOIIIIOIOIOIDNA

Setun Canned Motion

The Setup Board Letter Group List page opens. Select the checkbox(es) for the group(s) to be deleted and click
the Delete Group(s) button.

My Workspaces & IACUC Setup Board Letter Group List [ 4]

Add Group I Delete Group(s) I

Edit |.=,....., Name

) IACUC Correction Forms

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Board Letter Group List page without deleting the selected
template(s).
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Click the CONFIRM button to confirm the deletion and return to the Setup Board Letter Group List page.

Setup Outcome Letter Templates

The iRIS™ system provides the ability to configure standardized outcome letter templates that include
commonly used boilerplate text and can automatically pull a variety of system data into the letters when they are
generated.

This functionality is provided on the Setup Board Letter Templates page. To access the page, click the Setup
Outcome Letter Templates link under IACUC Assistant > Review Board Administration > System Setup tab.

My Workspaces & IACUC Board Administration

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

Review Board System Setup

Setup Electronic DoCument stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ‘

Setup Canned Motion

Setun Temnlate | ananane

The Setup Board Letter Templates page opens, as shown below.

My Workspaces & IACUC Setup Board Letter Templates 4]

[ AddaNew Template | [ Delete Selected Template(s) |

List of letter templates

2 result(s) found...

Date Modified

O | Submission Corrections Required Submission Administrator 12/04/2019

O Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/201%
=3

Add Outcome Letter Template
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Outcome Letter
Templates link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ‘

Setup Canned Motion

Setun Temnlate | ananane

The Setup Board Letter Templates page opens, as shown below.

My Workspaces & IACUC Setup Board Letter Templates <]

[Cca e NewTempiate | [ Detete selected Tempiatats) |

List of letter templates

2 result(s) found...

Date Modified
O | |Submission Corrections Required Submission Administrator 12/04/2019
0 Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

Click the Add a New Template button. As shown below, the Add a letter template panel opens for creation of the
new letter.

My Workspaces = TACUC Setup Board Letter Templates 4]
Validate Merge Code Formating Insert Merge Codes Save the Letter Template

Add a letter template.

“Title: | Letter Type:
Ea— ‘
HTML Content | Check In/Out
e B I U 5 X x2 Font Family > 12 - 4 I~ - &~ =~ =~ E = % Q -4 = 8

Enter the desired Title and Comments, then click in the Letter Type field and click to select an item in the
dropdown list. As shown below, the list includes two default entries:

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens
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My Workspaces & IACUC Setup Board Letter Templates [« |
Validate Merge Code Formatting Insert Merge Codes Save the Letier Template

—none—
Submission
*Title: |Approved With Mo Conditions Letter Type: [T

Outcome letter template for use on as-is approvals ‘

Add a letter template.

Comments:

HTML Content | Check In/Out

S B I U & x x Font Family > 12 ~ & [~ v Er Er Er E E % @ o0 £ = &

Note that any letter types configured via the Setup Outcome Letter Groups function are added to the Letter Type
dropdown list. When a custom configured letter type is selected, the associated letter template’s inclusion as an
option available for selection on the Outcome Letter tab of submission processing screens is dictated by rules
established when the Letter Group is created. See the Setup Outcome Letter Groups section of this manual for
more information about configuring Letter Groups.

Enter desired text and Merge Codes in the main text editor window. See the Using Merge Codes in Document
Templates section of this manual for more information about working with Merge Codes.

Apply any desired formatting, then click the Save the Letter Template button.

My Workspaces = IACUC Setup Board Letter Templates n

Validate Merge Code Formatting Insert Merge Codes I Save the Letier Template I

Edit a letter template.

“Title: [Approved With No Conditions. Letter Type: [Outcome - General

Outcome letter template for use on as-is approvals ‘

Comments:

HTML Content | Check In/Out

e B I u s X2 x* Arial ~ 12 - & I~ - =~ =~ &= ~ =E % @ Q -4 =~ D

Approved vith no conditions

[%6rb_committee_name%]

The template is added on the Setup Board Letter Templates page.

My Workspaces & TIACUC Setup Board Letter Templates 4}

[ Add a New Template ] [ Delete Selected Template(s) ]
List of letter templates
3 result(s) found...
i d t pe adified b Da
O Approved With No Conditions Outcome - General Administrator 12/04/201%
O | |Submission Corrections Required Submission Administrator 12/04/2019
O Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

Edit Outcome Letter Template
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Outcome Letter
Templates link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

Setup Electronic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ‘

Setup Canned Motion

Setun Temnlate | ananane

The Setup Board Letter Templates page opens, as shown below. Click the icon in the Edit column for the
applicable template.

My Workspaces © IACUC Setup Board Letter Templates <

[ Add a New Template ] [ Delete Selected Template(s) ]

List of letter templates

3 result(s) found...

| |Aperoved With No Conditions Outcome - General Administrator 12/04/2013

Submission Corrections Required Submission Administrator 12/04/2018

O oo

Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/201%

As shown below, the template is opened for editing in an Edit a letter template panel.

My Workspaces = IACUC Setup Board Letter Templates 0
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template

Edit a letter template.

*Title: |Approved With No Conditions Letter Type: [Oulcome - General

Commentes |OUTCOME letter template for use on as-is approvals ‘

HTML Content | Check In/out

s B I U & x =x Font Family 12 - & Iv Qv Ev =E~ =~

% @ 0 £ = 8

Approved with no conditions.
[%rb_committee_name%]

Make desired changes to the Title, Comments and Letter Type fields. The Letter Type list includes two default
entries:

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens
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Code Formatting ] [ Insert Merge Codes ] [ Save the Letter Template ]

—nong-—-
Submission
Letter Type: Relliidil T ers] Gl )

Note that any letter types configured via the Setup Outcome Letter Groups function are added to the Letter Type
dropdown list. When a custom configured letter type is selected, the associated letter template’s inclusion as an
option available for selection on the Outcome Letter tab of submission processing screens is dictated by rules

established when the Letter Group is created. See the Setup Outcome Letter Groups section of this manual for
more information about configuring Letter Groups.

The two tabs in the lower part of the edit panel offer two different methods for revising the template’s content.
As shown below, the HTML Content tab (red arrow and box) allows for direct editing in the text editor window.

When all desired revisions are complete using the HTML Content tab, click the Save the Letter Template button
to save changes and close the edit panel.

My Workspaces & IACUC Setup Board Letter Templates O
[ Validate Merge Code Formatting } [ Insert Merge Codes ] Iml

Edit a letter template.

*Title: |Applwed VWith No Conditions |

Letter Type: | Quicoms - General

Comment ts:

Outcome letter template for use on as-is approvals ‘

HTML Content « I Check Tn/Out ﬁ
a

o B I u 5 Xa x? Font Family ~ 12 - & I~ 9~

1
4
|
4

i
.

lil

lil

% @B o £ = &

Approved with no conditions.
[%rb_committee_name%]

Click the Check In/Out tab (blue arrow in screenshot above) to access the second editing method. As shown
below, the Check In/Out tab is opened.
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My Workspaces = IACUC Setup Board Letter Templates 4|
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template

Edit 2 letter tamplate.

“+Title: [Approved With No Conditions ] Letter Type: |Ouicome - General

Outcome letter template for use on as-is approvals |

HTML Content ‘ﬁ Check In/Out ‘
=

Comments:

Use "Download Document” to download the file to your workstation to edit the contents.

Use "Upload Document...” to find the edited file on your workstation and replace the previous version.

[ Download Document |

[ Upload Document |

As per the instructions provided on this tab, click the Download Document button to download a copy of the
letter template in RTF format. The Download the RB Template Letter Content page opens, as shown below.

My Workspaces [® IACUC Download the RB Template Letter Content 0

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 vour 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.

Wcee information

Step 2:

In a few maments, 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,

L Download Complete 1
Oy et 1 g i v i

& Hame, snty ot b
o el Cancel

Pt 66220 42.196

o ) L ) (e ]

RiEe L R e
T e
S

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 Save. 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
Close the Diownload Complete box to edit the document later.

IT IS VERY IMPORTANT that after you've saved the file to your workstation and closed the Download Complete box that you
dlick the Download Complete 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: I 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.

What do you want to do with RBTemplLetter.rtf (3.3 KB)?

O ~ & ! >
From: iris-ba BER Save ancel

IMPORTANT: READ AND FOLLOW THE DIRECTIONS PROVIDED ON THE PAGE TO ENSURE UPLOAD OF THE REVISED
DOCUMENT WILL BE ENABLED. See items boxed in red in the screenshot above.

Make desired changes to the downloaded copy of the letter template in any rich text editor and save the file
under the same name as the original download.

Return to the Setup Board Letter Templates page and click the icon in the Edit column for the applicable
template. Click the Check In/Out tab (shown below) and click the Upload Document button.
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An Add User Document popup opens, as shown below.

Follow the directions in the popup to navigate to the revised file on the local computer and upload it to the
iRIS™ system. As shown below, a countdown popup briefly appears as the upload is processed.

save changes and close the edit panel.

Edit a letter template.

IACUC Assistant

My Workspaces &

Review Board Administration
TACUC Setup Board Letter Templates | <]
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template
“Title: |Approved With No Conditions ]
Comments; |OUtcome letter template for use on as-is approvals
HTML Content

Use "Download Document” to

Edit a letter template.

Letter Type: [Oulcome - General

Check In/Out
the file to your

to edit the contents.
Use "Upload Document...” to find the edited file on your workstation and replace the previous version.

Download Document

Upload Document.

Add User Document:

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.

Swesocede

Please Wait ...

O

iRIS is uploading the file to the server.
This operation may take a moment.

IACUC

Setup Board Letter Templates

When the popup closes, back in the Edit a letter template panel, click the Save the Letter Template button to
My Workspaces &

Validate Merge Code Formatting Insert Merge Codes | | Save the Letier Tempiate ]
*Title: [Approved With No Conditions Letter Type:
Commentas |0UECOme letter template for use on as-is approvals ‘
HTML Content | Check In/Out
s B I u = X2 x* Font Family > 12 - & I~ 9~ =~ E~ E~ & = % [l Q -4 = =
Approved with no conditions
[26rb_commitiee_nameds]
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Delete Outcome Letter Template
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Outcome Letter
Templates link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup
Setup klectromic Document Stamp

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ‘

Setun Canned Motion

LDDDDDDDD]

The Setup Board Letter Templates page opens, as shown below. Select the checkbox(es) in the far-left column
for the template(s) to be deleted, then click the Delete Selected Template(s) button.

My Workspaces & IACUC Setup Board Letter Templates 0

[ Add a New Template ] [oeiste Selectea Tempiatets) |

List of letter templates

3 result(s) found...

O | Approved With No Conditions Outcome - General Administrator 12/04/2019
O Submission Corrections Required Submission Administrator 12/04/2013
O Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click the CANCEL button to return to the Setup Board Letter Templates page without deleting the selected
template(s).

Click the CONFIRM button to confirm the deletion and return to the Setup Board Letter Templates page.
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Setup Correspondence Templates

The iRIS™ system provides the ability to configure standardized correspondence templates that include

commonly used boilerplate text and can automatically pull a variety of system data into the correspondence
when it is generated.

This functionality is provided on the Setup Board Correspondence Templates page. To access the page, click the
Setup Correspondence Template link under IACUC Assistant > Review Board Administration > System Setup tab.

My Workspaces @ IACUC Board Administration

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

JELUP UULLOIMIE LELLET Gruups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «

Setup Review Cycle

Available to Purge

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces = IACUC Setup Board Correspondence Templates | 4]

[ Add Template ] [ Delete Template ]

O ) Multiple Submissions of Amendments and Continuing Review Notification
=-3]

|:| 4 Study Expiration Notice

Correspondence templates can be employed when creating a correspondence record within the submission
processing screens. Configured templates are made available via a Template dropdown picklist above the

embedded rich text editor.

[ Save & Send Correspondence ]

TACUC Number: ANI-16-407
Alias:  Application for Animal Research
PI: Investigator, Jane jr, M.D. Brig. Gen.

Appmved Application for Animal Research

My Workspaces [

+Send Email Template: [ET=m || import template || g
|*5"bjm *Content

* Recipient(=): " B I U 5§ x x2 Font Family > 12 - & 1~ 9~
Additional Recipient(s): =

Reply To(s):
Additional Reply To(s):
Attachments

Add Attachment

No Attachments have been added to
this message

L
1
i
4
jii
1
il
[l
i
3]

o £ = &
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The desired template is selected in the list and when the Import template button is clicked, the template’s
content is pulled into the text editor.

Add Correspondence Template
Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Correspondence

Template link.
w Workspaces ® e

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

Review Board System Setup
SELUP UULLOTIE LELLET Gruups

Setup Outcome Letter Templates
Setup Canned Motion
Setup Template Language

Setup Correspondence Template -
Setup Review Cycle

Available to Purge

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces [ IACUC Setup Board Correspondence Templates | <]

IMd Template I Delete Template
Edit  |Title
O ) Multiple Submissions of Amendments and Continuing Review Notification
=3]
O i Study Expiration Notice

Click the Add Template button. As shown below, an add panel opens for creation of the correspondence.

My Workspaces B TIACUC Setup Board Correspondence Templates 0

[ Insert Merge Code ] [ Save Template ]

“Title: |

*Content:
¢ B I U S5 x x2 Font Family - 12 - & I~ 9~ =~

E~r =2y E E % =l Q -4 [E= ]

Enter desired text and Merge Codes in the main text editor window. See the Using Merge Codes in Document
Templates section of this manual for more information about working with Merge Codes.
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My Workspaces @ IACUC Setup Board Correspondence Templates

[ Insert Merge Code ] | save Template |

*Title: Pl Certification Expired |
*Content:
. B I U S x < Verdana - 1 - s 1~ - =-
P _ _ Q
= = - E % = 4 a 9
[%6todayve]

Dear [%opi_fname%:] [api_lnamec]:

To fulfill the terms of the FederalWide Assurance our Institution and the DHHS Office for Human Research Protections
(OHRP), the IRB requires that investigators and their research staff complete a course in the protection of human
research subjects every 3 vears.

Your certification in research education expired on [Insert Expiration Date]

Because you are the principal investigator for this study and because your research education certification
has expired:

i

. Accrual of subjects into this study is suspended immediately.

2. You and your co-investigators and research staff may follow subjects already enrolled for safety, but
no new subjects may be enrolled and the data already collected may not be analyzed.

3. If this is a chart review or database study, you must not collect data on new subjects and you must
stop analyzing data that you have already collected.

4, The status of the study referenced above has been changed to “"Temporarily Closed to Accrual -

Administratively Inactivated.”

. The IRB will not review any new protocol that you submit to the IRB as a principal investigator.

. The IRB will not approve your participation as a co-investigator in any new research protocol

7. The IRB will not renew approval of your participation in any studies that are due for continuing

review.

@

When the IRB has received a copy of your certificate documenting completion of the education
reguirement, you will be notified in writing that you may resume accrual of new subjects to this study or
resume data collection and analysis for a chart review/database study and the study status will be
returned to "Open" status.

You may not enroll new subjects until you have been informed in writing by the IRB that you have approval
to do so.

Apply any desired formatting, then click the Save Template button. The template is added on the Setup Board
Correspondence Templates page.

My Workspaces & IACUC Setup Board Correspondence Templates ]

[ Add Template ] [ Delete Template ]

Edit  |Title
O ._ 1 Multiple Submissions of Amendments and Continuing Review Notification
O ._ 1 Study Expiration Notice
O ._ 1 |Pr Certification Expired

Edit Correspondence Template
Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Correspondence
Template link.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 107



IACUC Assistant Review Board Administration

My Workspaces & IACUC Board Administration

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

Review Board System Setup

JELUP UuLLome Lewer uroups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «
Setup Review Cycle

2222321

Available to Purge

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces [ TIACUC Setup Board Correspondence Templates | 4]

[ Add Template ] [ Delete Template ]

N Multiple Submissions of Amendments and Continuing Review Notification
O Study Expiration Notice
O

PI Certification Expired

Click the icon in the Edit column for the applicable item. As shown below, the correspondence is opened in an
edit panel. Make desired changes in the Title and Content fields.
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My Workspaces & IACUC Setup Board Correspondence Templates [ 4]

{ Insert Merge Code ] | save Template |

*Title: PI Certification Expiration Notice| |

*Content:
o B I u 5 X x? Font Family > 12 ~ & I~ 1~ =~
Er Er E E % @ Q - = &
[“htoday%]

Dear [%pi_frname%] [%pi_Iname%:]:

To fulfill the terms of the FederalWide Assurance our Institution and the DHHS Office for Human Research Protections
(OHRP), the IRE requires that investigators and their research staff complete a course in the protection of human
research subjects every 3 years.

Your certification in research education expired on [Insert Expiration Date]

Because you are the princi

has expired:
1

. Accrual of subjects into this study is suspended immediately.

2. You and your co-investigators and research staff may follow subjects already enrolled for safety,
but no new subjects may be enrolled and the data already collected may not be analyzed.

3. If this is a chart review or database study, you must not collect data on new subjects and you must
stop analyzing data that you have already collected.

4, The status of the study referenced above has been changed to "Temporarily Closed to Accrual -
Administratively Inactivated.”

5. The IRB will not review any new protocol that you submit to the IRB as a principal investigator.

6. The IRB will not approve your participation as a co-investigator in any new research protocol

7. The IRB will not renew approval of your participation in any studies that are due for continuing

review.

When the IRB has received a copy of your certificate documenting completion of the education
requirement, you will be notified in writing that you may resume accrual of new subjects to this study or
resume data collection and analysis for a chart review/database study and the study status will be
returned to “"Open” status.

You may not enroll new subjects until you have been informed in writing by the IRB that you have
approval to do so.

See the Using Merge Codes in Document Templates section of this manual for more information about working
with Merge Codes.

When all desired changes are complete, click the Save Template button. The template is revised on the Setup
Board Correspondence Templates page.

My Workspaces [ IACUC Setup Board Correspondence Templates 4}

[ Add Template ] [ Delete Template ]

&

Edit Title

Multiple Submissions of Amendments and Continuing Review Motification
|

Study Expiration Notice
2}

ojo| o

| P Certification Expiration Notice

Delete Correspondence Template

Navigate to IACUC Assistant > Review Board Administration > System Setup Tab > Setup Correspondence
Template link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

DELUP UULLOMmE LELLEN Uruoups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «
Setup Review Cycle

DOD®OIOIDI

Available to Purge

The Setup Board Correspondence Templates page opens. Select the checkbox(es) in the far-left column for the
template(s) to be deleted, then click the Delete Template button.

My Workspaces [ IACUC Setup Board Correspondence Templates 0

[ Add Template ] | Delete Template |

O Multiple Submissions of Amendments and Continuing Review Notification
O Study Expiration Notice

PI Certification Expiration Motice

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Board Correspondence Templates page without deleting the template(s).

Click CONFIRM to delete the item(s) and return to the Setup Board Correspondence Templates page. The
template(s) is(are) deleted.
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My Workspaces & IACUC Setup Board Correspondence Templates | 4 |

[ Add Template ] [ Delete Template ]

O Multiple Submissions of Amendments and Continuing Review Notification
=3}

|:| 4 Study Expiration Notice

Setup Canned Motion

The iRIS™ system provides the ability for institutions to configure a list of predefined (“canned”) motions for use
in review board meetings. There is no limit to the number of canned motions that can be configured in this list.

Any configured canned motion is added to the Precanned Motion text dropdown list on the Submission Motion
page of the Vote tab in Submission processing screens.

My Workspaces & TACUC Submission Motion
"Precanned Motion text” allows you to import text from a pre-
defined template.
Precanned Motion text: [cnone- v Add Canned Language

nones
increase number of requested
Full IACUC Board Approval

“ B I U 5 qyoaaeeess - 12 - 6 1- 1- =-

To access the configuration list, click the Setup Canned Motion link under IACUC Assistant > Review Board
Administration > System Setup tab.

My Workspaces & TIACUC Board Administration

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

Review Board System Setup

STLUY FICTUNY FIIULSS 1 SIpians
Setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion «
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

I EE R R R R N

Available to Purge

The Setup Canned Motion List page opens.
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The Setup Canned Motion List page opens.

IACUC Assistant

Review Board Administration

My Workspaces = IACUC

Setup Canned Motion List | 4}

[ Add & New Motion ] [ Delete Selected Motion(s) ]
List of approved canned motion

2 result(s) found...

Edit  [Motion Name

| |Approved

Minutes Appraved

Any canned motion configured here is added to the Precanned Motion text dropdown list on the Vote tab of
Submission processing screens.

My Workspaces &

IACUC Submission Motion |
"Precanned Motion text” allows you to import text
from a pre-defined template.
Precanned Motion text: « Add Canned Language
Font Family 12 _
< B I U §& x x* - ~ & 1~ - E~
E~ =~

_EE%EIQJB

Add Canned Motion

Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Canned Motion link.

My Workspaces IACUC

Board Administration

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

Review Board System Setup

STLUR MITTULY FIULSS §Sipians

Setup OQutcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion ‘
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

‘AR RN R R N

Available to Purge
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[[reaznewionon | [ petete selectes Motons) |

List of approved canned motion

2 result(s) found...

| T F—

O | Approved

O Minutes Approved

As shown below, an Add Canned Motion of submission item panel opens for configuration of the motion.

My Workspaces = IACUC Setup Canned Motion List o

Add Canned Motion of submission item.

*Name: |

*Item Number:

Biclick here to edit/view the motion text

Enter the desired Name and Item Number. Item Number dictates the order in which canned motions appear on
the Setup Canned Motion List page and in the Precanned Motion text dropdown list on the Vote tab of
Submission processing screens.

Click the Click here to edit/view the motion text link to enter desired motion text.

Add Canned Motion of submission item.

*Name: |FuII Board Renewal Approved 1 YT

*Item Number:

I Blclick here to edit/view the motion text I

As shown below, a Canned Motion text page with a text editor for creation and formatting of the motion text

opens.
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My Workspaces

Review Board Administration
IfXel/dll IACUC - Canned Motion text 4|
Canned Motion text
s B I U § x Verdana = o as| ge
=- =~ = % @m % # = & o
Main Full Board Vote:

and HIPAA authorization addendum on file. A vote was taken and the motion was approved.|

A motion was made and seconded to renew approval of this study for one year with the current stamp/approved consent form

Enter desired motion text and apply any desired formatting, as shown above, then click the Save button.
button.

My Workspaces [

[ACUC Setup Canned Motion List 0
Add Canned Motion of submission item.

*Name: |Full Board Renewal Approved 1 Yr

As shown below, the text is added to the Add Canned Motion of submission item panel. Click the Save Motion

*Item Number:
§ M
Biclick here to edit/view the motion text

ain Full Board Vote:

motion was made and seconded to renew approval of this study for one year with the current stamp/approved
consent form and HIPAA authorization addendum on file. A vote was taken and the motion was approved.
As shown below, the motion is added on the Setup Canned Motion List page.
My Workspaces & IACUC Setup Canned Motion List 0
[ Add a New Motion ] [ Delete Selected Motion(s) ]
List of approved canned motion

3 result(s) found...

Edit |Motion Name

O \_ 3| Approved

O Minutes Approved
O i Full Board Renewal Approved 1 Yr

Edit Canned Motion

Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Canned Motion link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

STLUY FICTUNY FIIULSS 1 SIpians
Setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion «
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

IR R R R R R N

Available to Purge

The Setup Canned Motion List page opens. Click the icon in the Edit column for the applicable motion.

My Workspaces [ IACUC Setup Canned Motion List {4}

[ Add a New Motion ] [ Delete Selected Motion(s) ]

List of approved canned motion

3 result(s) found...

Motion Name

O | |peroved
O ) Minutes Approved
[=3]
O Full Board Renewal Approved 1 ¥r

As shown below, an Edit Canned Motion of submission item panel opens for configuration of the motion.

Edit Canned Motion of submission item.

*Name: |FuII Board 1 ¥r Renewal Approved

#*Item Number:

Main Full Board Vote:

A motion was made and seconded to renew approval of this study for one year with the current
stamp,/approved consent form and HIPAA authorization addendum on file. A vote was taken and the motion
was approved.

I@Cﬁck here to edit/view the motion text

Revise the Name and Item Number fields as desired. Item Number dictates the order in which canned motions
appear on the Setup Canned Motion List page and in the Precanned Motion text dropdown list on the Vote tab
of Submission processing screens.

Click the Click here to edit/view the motion text link to revise the motion text. As shown below, the motion is
opened in a Canned Motion text page with a text editor for revision and formatting of the motion text.
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My Workspaces & [ACUC IACUC - Canned Motion text | |

Canned Motion text

Verdana 11 _
s B I LU & x ¥ - - 4 I~ - E~

— -
= E -

% [al > = & 9

Main Full Board Vote:

A motion was made and seconded to renew approval of this study for one year with the current stamp/approved consent form
and HIPAA authorization addendum on file. A vote was taken and the motion was approved.|

When changes are complete click the Save button. As shown below, the text is added to the Edit Canned Motion
of submission item panel. Click the Save Motion button.

My Workspaces TIACUC Setup Canned Motion List < |

Edit Canned Motion of submission item.

*Name: |FuII Board 1Yt Renewal Approved

*Item Number:

Main Full Board Vote:

A motion was made and seconded to renew approval of this study for one year with the current stamp/approved
consent form and HIPAA authorization addendum on file. A vote was taken and the motion was approved.

Biclick here to edit/view the motion textl

As shown below, the motion is revised on the Setup Canned Motion List page.

My Workspaces & IACUC Setup Canned Motion List

[ Add a New Motion ] [ Delete Selected Motion(s) ]

List of approved canned motion

3 result(s) found...

O ! 1 Approved

Edit |Motion Name

[l 1 Minutes Approved

O ! 3 Full Board 1 Yr Renewal Approved

Delete Canned Motion

Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Canned Motion link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

STLUY FICTUNY FIIULSS 1 SIpians
Setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion «
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

IR R R R R R N

Available to Purge

The Setup Canned Motion List page opens. Select the checkbox(es) in the far-left column for the motion(s) to be
deleted, then click the Delete Selected Motion(s) button.

[ /Add a New Motion } | Detete selected Motion(s) |

List of approved canned motion

3 result(s) found...

Edit |Motion Name

O 1 | /Approved

O i Minutes Approved

{ Full Board 1 Yr Renewal Approved

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Canned Motion List page without deleting the motion(s).

Click CONFIRM to delete the motion(s) and return to the Setup Canned Motion List page. The motion(s) is(are)
deleted.
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[ ‘Add a New Mation ] [ Delete Selected Motion(s) ]

List of approved canned motion

2 result(s) found...

Edit  |Motion Name

.
O | Approved

O ) Minutes Approved

Setup Template Language

The iRIS™ system provides the ability for institutions to configure a list of predefined (“canned”) text blocks for

insertion in Minutes, Agendas, and Outcome Letter documents via an Insert Template Language button, as
shown below.

My Workspaces = IACUC [ Kl Back

% 2| Expand Word Window ﬂ Insert Template Language D Save Letter Changes

Reference Number: [ HTML Content Check In/Out |
IACUC-2018-3591-772-1.0

%

Submission Type: » B I U S
Initial Review Submission Packet
IACUC Number:
IACUC-2018-3991

Study Number: N
1A7834837483 Approval Letter

Does this letter require signature . )

signoffs? Animal Research Committee

Yes ® No Today's Date: August 20, 2019
Share this letter with other Boards?

X Font Family - 12 - 4 I- 9- E~ £~ = ~

Yes ® No

To access the configuration list, click the Setup Template Language link under IACUC Assistant > Review Board
Administration > System Setup tab.

My Workspaces ® IACUC Board Administration

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

Review Board System Setup
Setup Meeung Minutes |empiate

Setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language «
Setup Correspondence Template

Setup Review Cycle

Available to Purge

The Setup Template Language List page opens.

My Workspaces [ IACUC Setup Template Language List 0

[ MdaNewAppmvedTE)d] [ Delelleppmdee:d]

List of template language

1 result(s) found...

Edit |Name

Ly
O | |1acuc Signature [Sasignature_iacuc¥o]
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Any block of template language configured here is saved as a Merge Code and made available for insertion in
Minutes, Agendas, and Outcome Letters via an Add Canned Language button on the applicable processing
pages.

"Precanned Motion text" allows you to import text
from & pre-defined template.
Precanned Motion text: Add Canned Language
" B I Uu & x BC Font Family > 12 - & I~ 9~ =~
=~ =-=E =E % @ o & = &

See the Using Merge Codes in Document Templates section of this manual for more information about working
with Merge Codes.

Add Template Language
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Template Language link.

My Workspaces = IACUC Board Administration

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

Review Board System Setup
SETUp MEeernIng Mminures 1emplate

Setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language «
Setup Correspondence Template

Setup Review Cycle

Available to Purge

The Setup Template Language List page opens. Click the Add a New Approved Text button.

My Workspaces = TIACUC Setup Template Language List 0

| Add a New Approved Text | [ Delete Approved Text }

List of template language

1 result(s) found...

Edit |Name

O | TACUC Signature [Sosignature_iacuc%e]
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As shown below, an Add a language item panel opens for configuration of the text block.

My Workspaces & TIACUC Setup Template Language List [ 4]

Add a language item.

*Name: |

*Code: [%] 71

click here to add the language text

Enter a descriptive Name and the desired Merge Code to be assigned to the block of text. Note that the code

must include underscores where spaces occur between words, and cannot include any special characters (e.g., &,
# etc.).

In the example below, a Name and Code are entered. Click the click here to add the language text link.

My Workspaces & IACUC Setup Template Language List {4}

Add a language item.

“Name: | COI Questions

#Code: [%lcui?queslions |%]

I dlick here to add the language textl

The Approved Template text page opens with a text editor for entry and formatting of the text block. Notice that

no Insert Merge Code button is available on this page. This is because the text block entered here will itself be
saved as a Merge Code, and Merge Codes cannot be nested within text blocks.

HTML Content |
" B I U = Xz x2 Verdana - 11 - & I~ 9~ =~ =~ = - = %

[Ea] Q -4 = O

A potential conflict of interest (COI) has been identified for one or more study personnel. Please contact the designated Coordinator for more information and
required next steps.

In the example shown above the desired text is entered. Click the Save Change button. The text block is added to
the Add a language item panel.
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My Workspaces [ IACUC Setup Template Language List | 4]

Add a language item.

*Name: |COI Questions |

*Code: [%lcoi_ﬂuestions |°.-"o]

A potential conflict of interest (COI) has been identified for one or more study personnel. Please

click here to add the lan text
guage te; . . . . .
contact the designated Coordinator for more information and required next steps.

Click the Save Approved Text button. As shown below, the item is added on the Setup Template Language List
page.

My Workspaces = IACUC Setup Template Language List 4|

[ MuaNewAppmvedTm} [ Delete Approved Text ]

List of template language

2 result{s) found...

Edit |Name Merge Code

% . . .
1 | [IACUC Signature [Yasignature_iacuc?e]
O 1 COI Questions [2acoi_questionsa]

Edit Template Language
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Template Language link.

My Workspaces TIACUC Board Administration

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

Review Board System Setup

W  Setup Meetng MINuTes |empiate
Setup Outcome Letter Groups
Setup Qutcome Letter Templates
Setup Canned Motion

Setup Template Language «
Setup Correspondence Template

Setup Review Cycle

Available to Purge

The Setup Template Language List page opens. Click the icon in the Edit column for the applicable item.
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My Workspaces IACUC Setup Template Language List < |

[ MdaNewAppruvedTeaﬂ] [ Delete Approved Text ]

List of template language

2 result{s) found...

O i IACUC Signature [“esignature_iacuc?c]

O COI Questions [%&coi_guestions%a]

As shown below, an Edit a language item panel opens for revision of the text block.

My Workspaces & TIACUC Setup Template Language List 0

Save Approved Text

Edit a language item.

*Name: [IACUC Signature

*Code: [%|signature_iacuc |%]

Thank you for your time,
I click here to add the language text] Please contact [add contact]. phone number [add phone number] with any specific questions. or
email TACUC {@davis.edu for general mquiries.

Make desired changes to the Name and Merge Code fields. Note that the code must include underscores where
spaces occur between words, and cannot include any special characters (e.g., &, #, etc.).

Click the click here to add the language text link to edit the text block. As shown below, the text block is opened
for editing in the Approved Template text page.

My Workspaces [ [ACUC IACUC - Approved Template text (4]

HTML Content ‘

%

—

e B I u 5 x x2 Times New Roman ~ 16 ~ & I~ 9~ &S~ =~ = ~

Thank you for your time,
Please contact [add contact], phone number [add phone number] with any specific questions, or email [add email address] for general

inquiries.

Notice that no Insert Merge Code button is available on this page. This is because the text block entered here will
itself be saved as a Merge Code, and Merge Codes cannot be nested within text blocks.

Make desired changes to the text block, then click the Save Change button. As shown below, the text is added to
the Edit a language item panel. Click the Save Approved Text button.
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My Workspaces & IACUC Setup Template Language List 4|

Edit a language item.

*Name: |IACUC Signature

*Code: [°.-’u|signature_|acuc |°.-"o]

Thank you for your time,
click here to add the language text |Please contact [add contact], phone number [add phone number] with any specific questions, or
email [add email address] for general inquiries.

The edit panel closes, and the item is revised.

My Workspaces [ IACUC Setup Template Language List | < |

[ MdaNewApprwedTEJﬂ] [ Delete Approved Text ]

List of template language

2 result(s) found...

Edit |Name

% .
O | /IACUC Signature [asignature_iacuc¥e]
O | COI Questions [%coi_questions%a]

Delete Template Language
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Template Language link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup
SETUp Meering Minutes 1emplate

Setup Outcome Letter Groups
Setup Qutcome Letter Templates
Setup Canned Motion

Setup Template Language «
Setup Correspondence Template

Setup Review Cycle

Available to Purge

The Setup Template Language List page opens. Select the checkbox(es) in the far-left column for the item(s) to
be deleted, then click the Delete Approved Text button.
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My Workspaces & IACUC Setup Template Language List [ <]
Add a New Appraved Text | | Detete Approved Text |

List of template language

2 result(s) found...

N
(] | |1ACUC signature [Sesignature_jacuc¥s]

1 COI Questions [¥coi_questions®a]

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Template Language List page without deleting the item(s).

Click CONFIRM to delete the item(s) and return to the Setup Template Language List page. The item(s) is(are)
deleted.

My Workspaces & IACUC Setup Template Language List <]

[ A anew approvea Text | [ Detete Approved Text |

List of template language

1 result(s) found...

Edit (Name

N
O 3| IACUC Signature [Fasignature_iacuc¥]

Setup Review Cycle

The iRIS™ system provides the ability to configure standardized review cycle terms for use in submission
processing date calculations.

Navigate to IACUC Assistant > Review Board Administration > Setup Review Cycle link.
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My Workspaces = IACUC Board Administration

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

Review Board System Setup

ZTlup vulLanT Loe arvups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle «

Available to Purge

2222001

The Setup Review Cycle List page opens, as shown below.

My Workspaces & TIACUC Setup Review Cycle List | 4]

[ Add a Review Cycle ] [ Delete Review Cycle(s) ]

2 result(s) found...

Edit |Name

O I 3| Biannual

O Cu) |Annual

Review cycles configured here populate the Review Cycle dropdown picklist on the Outcome tab of submission
processing screens (red box and arrow in screenshot below).

When an item is selected from the Review Cycle picklist on an approved submission, the IACUC Expiration Date
field automatically calculates the corresponding expiration date (blue box and arrow in screenshot below) based
on the Submission Approval date.

TACUC Number:  ANI-15-376
Alia
px:

My Workspaces & IACUC: Committee A Initial Review Submission Form

rotocol Application TAC ..
.S,

Protocol Items ~ Mi IACUC Items ission Forms  Additional Attached Forms

Save the Submission Outcome.

[ TACUC Review Outcome &

Review Outcome:
—none— ~

Additional information
ired:

Pre-review Screening

Submission Received

Nobfcation Leter Submission Approvats || [
Review Checklist

and Comments mesting Approval oate: [ [Fl|
Review Summary

=
Submission Discussion | tnternal Comments:

Recommendation

&
Stipulation | Shared Comments:

Intemal Submission
uting

Take Note:
Vote
Outcome
o Meeting Date: 08/30/2019 @ 01:00 PM 1ACUG Initial Approval:
Submission Complete. 1 Review Cycle: | = | « I el | «
—— USDA Class:
ype Aesgne Last Continuing Review Approved:

Continuing Reviewdue: [ |

‘Add a Protocol Version amendment

Temporary Closed:
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Note that where the Review Cycle field is left blank the user designates an expiration date using the calendar
widget provided for the expiration date field.

Add Review Cycle
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Review Cycle link.

My Workspaces & 1ACUC Board Administration

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

Review Board System Setup

STLUY DULLUINS Lol S uups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle «

Available to Purge

(R R RN R N

The Setup Review Cycle List page opens, as shown below. Click the Add a Review Cycle button.

My Workspaces & IACUC Setup Review Cycle List [ 4 |

| Add a Review Cycle | [ Delete Review Cycle(s) ]

2 result(s) found...

Edit |Name

| 3 Biannual

O i} Annual

An add panel is opened for creation of the new review cycle. Enter a descriptive Name, then enter the number of
months for the cycle in the Review Cycle Number in Months field. An example of the filled panel is shown below.

My Workspaces & IACUC Setup Review Cycle List 4|

*Name: | Biennial

*Review Cycle Number in
Months : months

Click the Save Review Cycle button to save the new review cycle and close the add panel. As shown below, the
new review cycle is added on the Setup Review Cycle List page.
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My Workspaces [ TIACUC Setup Review Cycle List 0

[ Add a Review Cycle ] [ Delste Review Cycla(s) ]

3 result(s) found...

[l \ | |Biannual

O \_ 1 Annual

O =5l Biennial
Edit Review Cycle

Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Review Cycle link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup

T STLup ol uIS Lo aruups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle «

Available to Purge

The Setup Review Cycle List page opens, as shown below. Click the icon in the Edit column for the applicable
review cycle.

My Workspaces & IACUC Setup Review Cycle List o

[ AodaReviewCyce | [ Delote Review Cyciets) |

3 result(s) found...

IH | Jgiannual

O 1 Annual
%

O Biennial

The selected review cycle is opened in an edit panel. Make desired changes to the Name and Review Cycle
Number in Months fields, then click the Save Review Cycle button to save changes and close the edit panel.

My Workspaces & IACUC Setup Review Cycle List 0

*Name: | Six Months

#Review Cycla Number in
Months : El months
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The review cycle is revised on the Setup Review Cycle List page.

My Workspaces & TACUC Setup Review Cycle List [« ]

[ AddaReview cyce | | Delete Review Cyciets) |

3 result(s) found...

Hej
O | | Six Months
O 1 Annual

% . .
O Biennial
=

Delete Review Cycle
Navigate to IACUC Assistant > Review Board Administration > System Setup tab > Setup Review Cycle link.

My Workspaces & IACUC Board Administration

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

Review Board System Setup

w STLup UuLUINE Loiier auups
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle «

®
®
®
il
-
®  Available to Purge

The Setup Review Cycle List page opens, as shown below. Select the checkbox(es) in the far-left column for the
review cycle(s) to be deleted, then click the Delete Review Cycle(s) button.

My Workspaces & IACUC Setup Review Cycle List 0

3 result(s) found...

Edit |Name

5
| 1 Six Months
| i Annual

A . .
Biennial
=)

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Review Cycle List page without deleting the selected review cycle(s).

Click CONFIRM to delete the item(s) and return to the Setup Review Cycle List page. The review cycle(s) is(are)
deleted.

My Workspaces & IACUC Setup Review Cycle List [ (]

[ AddaReview Cycle | | Delete Review Cyckets) |

2 result(s) found...

Edit |Name

O | Biannual

O =1 Annual

Available to Purge
The iRIS™ system allows for archive of closed studies where those studies:

—are overseen by the IACUC board, AND
— are in a study status that has the Available to Archive flag turned on, AND

— have a study profile Termination Date that occurred three (3) years prior to the date the
Available to Archive flag was set; in other words, a minimum of three (3) years must have
passed since the Termination Date before the Available to Archive flag was turned on

Note that purged studies are removed from all study screens (Find a Study, My Studies, etc.), are no longer
searchable and are no longer visible to any user but are not deleted from the database. Purged studies can be
recovered from the database with the assistance of the institution’s designated iMedRIS contact.

Navigate to IACUC Assistant > Review Board Administration > Available to Purge link.
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My Workspaces & IACUC Board Administration

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

Review Board System Setup

Setup Dutcome Létter Temiplates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

Available to Purge <

2200901

The Purge Study page opens. Records that meet all three purge requirements are listed here.

My Workspaces = IACUC Purge Study | <]

List of studies available to purge

0 result(s) found...

IACUC Number |Study Title Study Alias Principal Investigator Termination Date

No records have been added. |

In the example above no studies in the system meet the requirements to allow for purge, so no records are
listed.

When a list of records appears here, a select checkbox is provided in the far-left column for each one and a Purge
Selected Studies button populates in the upper right-hand corner of the page.

Select the checkbox(es) for the record(s) to be purged and click the Purge Selected Studies button.

A confirmation popup box appears. Click CANCEL to close the popup without purging the records. Click CONFIRM
to complete the purge.

Note that once the CONFIRM button is clicked, this action cannot be undone.

Review Board Notification Setup

The Review Board Notification Setup panel, accessed via IACUC Assistant > Review Board Administration,
provides links for configuration of various standardized notification types to be sent to applicable study
personnel and board members.
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My Workspaces & TACUC Board Administration [}

Copy Configurations

‘ System Setup H List Maintenance Setup H Clean-up ‘

Review Board System Setup Review Board Notification Setup

® Board Definition Review Response Notification Setup

® Board Configuration Options Continuing Review Notification Setup
® Broadcast Notice 3yr Continuing Review Notification Setup
® Setup Bundle Email Template Renewal Notification Setup
® Setup Committee List 3yr Full Renewal Notification Setup
® Setup Review Board Roles Reviewers Notification Setup
® Ssetup Role Access Internal Documents Notification
® Setup Electronic Document Stamp Internal Routing Notification
® Ssetup Study Numbering Pre Review Assignment Notification
® Ssetup Agenda Categories Meeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template Outcome Letter Notification
® Ssetup Expedite Report Template Outstanding Stipulations Notification

® Ssetup Meeting Minutes Template Board Members Notification Setup

® Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Ssetup Outcome Letter Templates
[ N S S,

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

See the IACUC Assistant — Review Board Administration: Notifications manual for details of IACUC RBA
notification configuration and management.

List Maintenance Setup Tab

The iRIS™ system provides numerous picklists on system pages and forms. Some of these lists exist to save users
the time and inconvenience of manually typing in frequently used data items. Other lists exist to enforce data
validation requirements.

In the IACUC Assistant module, lists are managed on the List Maintenance Setup tab. To access this area,
navigate to IACUC Assistant > Review Board Administration > List Maintenance Setup tab.

My Workspaces = IACUC Board Administration 0

Copy Configurations

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

Review Board Lists

Animal Species Configuration List

Animal Species Category Configuration List
Animal Species Sex Configuration List

Animal Expense Category Configuration List

Animal Pracedurs & Sorvice Canfinuration 1 ist

CAUTION: Note that many of the lists linked here are also available in the List Maintenance Setup tab under
Animal Resource Center > Review Board Administration, where they are employed by institutions using the
Animal Resource Center as a standalone module. Where an institution that employs either the IACUC Assistant
module alone, or both the IACUC Assistant and Animal Resource Center modules for animal studies, these
configuration lists must be set up and maintained via the List Maintenance Setup tab under IACUC Assistant. See
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the IACUC Assistant — Animal Resource Center Integration Guide for more information about configuring a system
to properly employ both the IACUC Assistant and Animal Resource Center modules.

See the IACUC Assistant — List Maintenance manual for details of list configuration processes and settings, as well
as information about where the configured lists are employed in the iRIS™ system.

Clean-up Tab
The Clean-up tab under IACUC Assistant > Review Board Administration provides access to pages that allow the
system administrator to transfer tasks among staff members and unlock orders for editing.

My Workspaces & TACUC Board Administration

Copy Configurations

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

Review Board System Setup

- Transfer outstanding tasks

(] Document Management

Transfer outstanding tasks
When a Coordinator leaves the institution, tasks assigned to that user must be reassigned to a different user in
order to avoid any breaks in study processing continuity.

IMPORTANT: the iRIS™ user profile for the Coordinator whose tasks are being reassigned must still exist in the
system, and that user must be designated as a Coordinator.

This process is completed on the Transfer RB Tasks page. To access the page, navigate to IACUC Assistant >
Review Board Administration > Clean-up tab > Transfer outstanding tasks link.

My Workspaces = IACUC Board Administration [ 4]

Copy Configurations

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

[ ] Transfer outstanding tasks «

- Document Management

The Transfer RB Tasks page opens, as shown below.
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| Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

[--none-- ~] —-none-—- |

=0 e

Here, the System Administrator or designee can look up a Coordinator name, view tasks assigned to that
Coordinator, and reassign them individually or in a group to one or more other, active Coordinators in the
system.

Click in the Select the user that tasks are currently assigned to field to open a dropdown list of users assigned to
the role of Coordinator.

[ Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

~=None-- ]

Aguilar-Villarreal, Argentina

Bonilla, Moises AMBA

Glaser, Trevor, M.D. Ph.D.

Gutierrez, Jane, B.S.

Jackson, Rachel

Jain, Ritu, M.D. Ph.D.

Makwana, Minarik, M.S.

Mandloi, Akasha, M.5.

Medlock, Stephen w

Title/ Task type

Click an item in the list to select the name of the Coordinator whose tasks are to be reassigned.

As shown below, all tasks currently assigned to the selected Coordinator populate in the Study Title/ Task type
list.

[ Transer task o new user |

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

[ Glaser, Trevor. M.D. Ph.D ~ » [--none-- ~]

Study Title/ Task type

Conflict of Interest Reviewer Assignment
Conflict of Interest Reviewer Assignment

Conflict of Interest Reviewer Assignment

Select the checkbox(es) for the task(s) to be reassigned to a different Coordinator.

Note that in the example above all tasks are selected, but individual tasks can also be reassigned to different
Coordinators by selecting a single task and repeating the process of reassignment multiple times.
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Click in the Select the user who will accepts these tasks field to open a dropdown list of users currently assigned

to the role of Coordinator.

[ Transfer task to new user ]

Select the user who will accepts these tasks:

Select the user that tasks are currently assigned to:

|Glasel. Trevor, M.D. Ph.D. hd ]

Aguilar-Villarreal, Argenfina
Bonilla, Moises A MBA
Glaser, Trevor, M.D. Ph.D.
Gutierrez, Jane, B.S,
Jackson, Rachel

Jain, Ritu, M.D. Ph.D.
Makwana, Minarik, M.S.
Mandloi, Akasha, M.S.
Medlock, Stephen

Study Title/ Task type

[#] | conflict of Interest Reviewer Assignment

[%] | Conflict of Interest Reviewer Assignment

[] | Conflict of Interest Reviewer Assignment

Click an item in the list to select the name of the Coordinator to whom the selected task(s) is(are) to be
reassigned, then click the Transfer task to new user button.

I Transfer task to new user I

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

| Glaser, Trever. M.D. Ph.D. | Medlock_ Stephe: v

L

[#] | cCenflict of Interest Reviewer Assignment

[#] | Conflict of Interest Reviewer Assignment

[#] | Cenflict of Interest Reviewer Assignment

A confirmation popup briefly displays, then closes automatically when its countdown timer expires.

Tasks were successfully transferrad.

The reassigned tasks will now appear in the Workspace(s) of the new assignee(s).

Document Management
Study document version merge functionality is provided via IACUC Assistant > Review Board Administration >

Clean-up tab > Document Management link.
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My Workspaces = IACUC Board Administration

Copy Configurations

Clean-up |

Review Board System Setup

® Transfer outstanding tasks

®  Document Management -~

System Setup | ‘ List Maintenance Setup

The link opens the Find A Study page, as shown below.

My Workspaces IACUC Find a Study o

Find a Study Filters &
Display Projects by: | IACUC Number

Study Number:

IACUC Number: |

Study Status: | Al

Study Classification: | All

v
Reset

M y Find Options

Sponsor:

e principa Reference Number: i
Investigator: Find ...
Department: IACUC Expiration Date [+ - =l

IACUC Full Renewal Expiration: =N =

0 result(s) found...

Study Status IACUC Number

Study Number
IACUC Expiration

Date
Study Title

‘ Principal Investigator

Sponsor

No Studies found that match the filter criteria

The page provides numerous search options and filters. Studies can be searched by any combination of the fields

in the Find a Study Filters section.

My Workspaces & IACUC Find a Study o

[~ Find a Study Filters &
Display Projects by: | IACUC Number
Study Number:

Sponsor:

Active Principal

Investigator:
Department:

IACUC Number: |

Study Status: | All

Study Classification: | All
Reference Number:

TACUC Expiration Date

IACUC Full Renewal Expiration:

5
Reset
v & Find Options

0 result(s) found...

IACUC Number

Study Number
IACUC Expiration

Date
Study Title

‘ Principal Investigator

No Studies found that match the filter criteria

Enter / select desired search criteria in the Find a Study Filters section and click the Find button to execute the

search. More information about the search criteria fields is provided below.
Click the Reset Find Options button to reset all fields in the Find a Study Filters section.

The Display Projects by dropdown (red arrow in screenshot below) dictates whether search results will be listed

by “Study Number”, “IACUC Number” or “IBC Number”.
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T Find a Study Filters W&

* Display Projects by: | IACUC Number v IACUC Number: |
Study Number: Study Number Study Status: | All v

TACUC Number

Sponsor: | IBC Number | Study Classification: | Al v
ACRvE e Reference Number:
Investigator:
Department: IACUC Expiration Date v - v
IACUC Full Renewal Expiration: v - v

Text entry fields are provided to search by full or partial Study Number, Sponsor name, Department, IACUC
Number or Reference number (red arrows in screenshot below).

[~ Find a Study Filters %
Display Projects by: [ACUC Number v * IACUC Number: |
* Study Number: Study Status: All v
* Sponsor: Study Classification: | All v
Active Principal
Investigal‘;r: * Reference Number:
sl Department: IACUC Expiration Date [F+| - [F+
IACUC Full Renewal Expiration: ' - v

The Principal Investigator (PI) field can be used to search by full or partial Pl name and includes a button to
toggle the search between Active or Inactive Pls. As shown below, the button is toggled to Active by default.

Find a Study Filters &

Display Projects by: | IACUC Number e

Study Number: |

Snonsor:
Principal Investigator: |
Department: | |

Click the Active button to toggle it to Inactive, as shown below.

Find a Study Filters &

Display Projects by: | IACUC Number ke

Study Number: |

Sponsor:

|
———————————
Principal Investigator: |
|

Department:

Note that it is not possible to search by both Active and Inactive Pls simultaneously.

As shown below, the Study Status dropdown provides a picklist to filter the search by study status. Click an item
in the list to select it.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 136



IACUC Assistant Review Board Administration

IACUC Number: | |

- study Status: [

Open

Returned for Corrections
Reference Number: | Pending Feasibility Review
Feasibility Approved
IACUC Expiration Date |Feasibility Deniad d
Approved

Pending - Acceptance to Parlicipate
Draft

Pending

Pending - Submitted for Initial Review

Study Number Closed to Accrual with follow-up
Expiration Date | ———mmoo Closed

Study Classification:

T

Suspended

Inactive - Administratively Closed

Pending - Acceptance from Site Investigator
Pending - Completion Site Application
Declined - Acceplance

Study Title

Note that the Study Status list is configurable under System Administration > List Configuration and Maintenance
> System Setup tab > Setup Study Status link and will vary by institution. The list shown here may not be the same
at every institution.

As shown below, the Study Classification dropdown provides a picklist to filter the search by study classification.
Click an item in the list to select it.

* Study Classification:

Reference Number: Dermatology

IACUC Expiration Date |Meurology
Orthopedics

Pathology

Cardiclogy

Note that the Study Classification list is configurable under System Administration > List Configuration and
Maintenance > Site List Setup tab > Study Classification link and will vary by institution. The list shown here may
not be the same at every institution.

Calendar widgets are provided for searching by IACUC Expiration Date range and IACUC Full Renewal Expiration
date range.

IACUC Expiration Date -

IACUC Full Renewal Expiration:

B
]

Su Mo Tu We Th Fr Sa

2(| 3| 4| 5|| & 7| 8
91011 12|13 14 15
16/ /17 18 19 20 21| 22
23 24 25 26/ 27 28| 29
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Available date range options are as follows:

— to limit the search to studies whose IACUC Expiration Date / IACUC Full Renewal Expiration
date occurs on or after a specific date, click the left-hand calendar widget and select the
desired start date; leave the right-hand date field blank

— to limit the search to studies whose IACUC Expiration Date / IACUC Full Renewal Expiration
occurs on or before a specific date, click the right-hand calendar widget and select the
desired end date; leave the left-hand date field blank

— to limit the search to studies whose IACUC Expiration Date / IACUC Full Renewal Expiration
occurs between two specific dates, select the desired start date using the left-hand calendar
widget and the end date using the right-hand calendar widget

Find a Study Results Section
As shown in the screenshot below, after search criteria and filters are applied and the Find button is clicked,
results are displayed in the lower part of the Find a Study page.

Advanced Find
- Options

IACUC Number: | | Application
Find Options

Find a Protocol Filters &

Display Projects by: | IACUC Number ~

Study Humber: |

Sponsor: |

Principal Investigator: |

Department: |

Protocol Status: | Open

Protocol Classification: [ Al

Reference Number: |

TACUC Expiration Date | | EH - | ]

% Find optians
ﬁ Find ...

& Download
~+  Result(s)

27 result(s) found... 1-25 p

Mechanism of Muscle
Wasting & Identification Weeks, Janells M.D., PD
IACUC-2019-044 03/08/2019

“mcuc—zuwrus? 03/15/2022
—_—

Columns in the results section of the page are:

Mechanism of Muscle Wasting & ion of Key Tumor Cell-Reil d Factors that Induce Cachexia & Intramuscular
Mechanisms of Cancer Cachexia & Prognostic Biomarkers for ZIP4-mediated Cachexia in Pancreatic Cancer

oses of

Sindeep, Prithaya PhD

Using High Doses of insulin in mice

Open — click the icon in this column to open the Document Management page and proceed with
merging document versions (see the Merging Document Versions subsection of this manual)

Study Status - current study status (e.g. Open, Pending, Draft, Completed)
IACUC Number — IACUC number assigned to the study, if any
IACUC Expiration Date — IACUC expiration date, if any

Note that the title and contents of the IACUC Number and IACUC Expiration Date columns are dictated by the
Display Projects by filter setting in the upper part of the Find a Study page, shown below.
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Find a Study Filters &

‘- Display Projects by: [ IACUC Number v IACUC Number:
Study Number: (S MAILES Study Status: | Al v
IACUC Number
Sponser: | [BC Number Study Classification: | All v
[l Adiver . [Hemcieel Reference Number:
Investigator:
Department: TACUC Expiration Date & - B2
IACUC Full Renewal Expiration: ] - =]

Study Number - Study Number/Nickname given to the study in the Study Application
Study Title - Study Title entered in the Study Application
Principal Investigator - name of the Principal Investigator on the study

Sponsor —name of the Sponsor on the study

Merging Document Versions
When the desired study is listed in the results section of the Find a Study page, click the applicable icon in the

Select column.

1 result(s) found... 1-1p
IACUC
Expiration
Date Alias
Principal Investigator Sponsor

Select Study Status IACUC Number

IACUC Full Study Title
Renewal
Expiration
VA Merit:
Arrestin
07/25/2013 Regulation of Hauger, Richard L
CRF1 Signaling

Arrestin Regulation of CRF1 Signaling: Mechanisms for Stress Resilience and PTSD

The selected study is opened in the Document Management page.
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My Workspaces IACUC Document Management | 4 |
Mm Study Title : Arrestin Regulation of CRF1 Signaling: Mechanisms for Stress Resilience and PTSD

Please follow the next steps:

-Select a root document.

-Select the documents that you want to associate.
-Review your selections.

-Apply changes.

Associate Study Documents or Consents

Select Category: | All v Title:
Version #: .0 Document Outcome: | Al v
Approval Date: v between -vl Expiration Date: vl between

Document Type: ® Documents Consents

Filter Documents

Select Root

Docament | VEFSion ‘Tlﬂe} Category Document ‘ Approval Date | Expiration Date ‘
1.0 12-020 Figure 1 \
w 07/26/2012 ACORP Diagram o ake
1.0 test . . @
LT 11/13/2012 Revision modified by the IRB - VA
12.68 KB

All version 1.0 study documents associated with the selected study are listed in a Root Documents table. Click
the icon in the Select Root Document column for the applicable document.

All versions of the selected document populate, and the Select Root Document column is replaced with a Select
Document column containing select checkboxes. Prepare Changes, Select a Different Root Document and Filter
Documents buttons populate in the upper right corner above the table.

[ Prepare Changes } [ Select a Diferent Root Document ] [ Filter Documents
Select | yorcion Tile/  Category Document Outcome | Approval Date Expiration Date
Document
Se}!\:(otted l‘Dl 12-020 Figure 1
Document  07/28/2012 ACORP Diagram 32.44 KB
11 12-020 Figure 1
v 7/26/2012
07/25, i
ACORP Diagram 12.456 KB
v 1.2 12-020 Figure 1
07/26/2012 i
ACORP Diagram 12.456 KB

Click the Select a Different Root Document button to revert to the prior version of the Root Document table,
where a different root document can be selected.

Select the checkbox(es) for all document versions to be merged with the root (version 1.0) document and click
the Prepare Changes button.
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[ Prepare Changes ] [ Select a Difierent Root Document I [ Filter Documents
Select " _
Docament | Version Document Outcome | Approval Date Expiration Date
Selected 12-020 Figure 1 W
Root Lo : A
Document | 97/26/2012 ACORP Diagram 32.44 KB
1.1 12-020 Figure 1
e s
07/26/2012 ACORP Diagram 12.45 KB
- 1.2 12-020 Figure 1
07/26/2012 ACORP Diagram 12.46 KB

The selected documents are opened in a Prepare Changes popup window. If multiple versions of the same root
document are chosen from the Root Documents table, all versions of that document are selected by default in

the popup.
Prepare Changes X

Document Title Current Version Proposed Version Category

! 12020 Figure 1 ¥ el ACORP Diagram %

# [12-020 Figure 1 1.1 11 ACORP Diagram v

T 12-020 Figure 1 1.2 1.2 ACORP Diagram v

< [12-020 Figure 1 1.3 1.3 ACORP Diagram v
ACORP Diagram 1.1 1.4 v
ACORP Diagram 1.2 1[5 v

Columns in the popup are:
— Document Title: original name of the document, editable
— Current Version: current version of the document
— Proposed Version: suggested version of the document following the merge, editable
— Category: category to which the root document is assigned, editable

Any versions of the root document that were not chosen from the Root Document table also appear in the
popup but are not selected by default. Click the applicable blank box(es) in the far-left column to select the
additional document version(s) to be merged, as shown in the screenshot below.
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Prepare Changes X
Document Title Current Version Proposed Version Category

Ci 12-020 Figure 1 & 1.0 ACORP Diagram He)

v |12-020 Figure 1 1.1 1.1 ACORP Diagram v
¥ |12-020 Figure 1 1.2 1.2 ACORP Diagram v
v |12-020 Figure 1 1.3 1.3 ACORFP Diagram v
¥ | ACORF Diagram 1.1 1.4 v
T ACORP Diagram 1.2 1.5 v

Note that the documents to be merged can have different Document Titles.

Click the Merge Documents button. The Prepare Changes popup is updated with proposed merged document
version details.

Prepare Changes X
Title/Category Document Outcome Approval Date Expiration Date
1.2 12-020 Figure 1
1 107102012 i
ACORP Diagram 12.46KB
11 12-020 Figure 1 @
02/21/2013 i
S s \ACORP Diagram 13.91 KB
- 12-020 Figure 1 @
0-9,’28.,’201.2 ACORP Diagram

Note that in the example shown above only the top three document versions were selected.

Click the icon in the View History column to preview document version history as it will appear after the merge is

complete.

Click any document icon in the File column to open that version of the document in a separate, read-only
window.
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Click the Cancel button to cancel the merge and return to the pre-merge version of the Prepare Changes popup,
as shown below.

Prepare Changes X
Document Title Current Version Proposed Version Category
s. 12-020 Figure 1 5| 1.0 ACORP Diagram %
L4 12-020 Figure 1 1.1 1.1 ACORP Diagram v
v 12-020 Figure 1 1.2 1.(2 ACORP Diagram v
L4 12-020 Figure 1 1.3 1.3 ACORP Diagram v
ACORP Diagram 1.1 1.4 v
ACORP Diagram 1.2 1./5 v

Click the Confirm button to complete the merge. A confirmation popup appears.

Confirm the action of reorganizing the documents.

Are you sure you want to reaorganize the documents?

CONFIRM CAMNCEL

Click CANCEL to close the confirmation popup and return to the Prepare Changes popup.

Click CONFIRM to complete the merge. The selected versions are merged and a “Documents have been
reorganized” countdown popup briefly appears. The countdown popup closes and an updated version of the
Root Documents table is loaded.
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