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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

This part of the system is also where Review Board Administration (RBA) notifications are configured and
managed via links in the Review Board Notification Setup panel, as shown in the screenshot below.

Board Administration 4]

Copy Configurations

My Workspaces & TACUC

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

Review Board Notification Setup

Review Response Notification Setup

Review Board System Setup

® Board Definition

® Board Configuration Options Continuing Review Notification Setup
® Eroadcast Notice 3yr Continuing Review Notification Setup
® Ssetup Bundle Email Template Renewal Notification Setup
® Setup Committee List 3yr Full Renewal Notification Setup
® Setup Review Board Roles Reviewers Notification Setup
® Setup Role Access Internal Documents Notification
® Ssetup Electronic Document Stamp Internal Routing Notification
® Setup Study Numbering Pre Review Assignment Notification

® Ssetup Agenda Categories Meeting Agenda And Minute Notification

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

® Setup Meeting Minutes Template

® Setup Outcome Letter Groups

® Setup Outcome Letter Templates
[ .

Navigation in iRIS™

iRIS™ includes two standard navigation tools on all pages nested one or more levels beneath the primary

Meeting Attendance Notification Setup
Outcome Letter Notification
Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

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.

© 2020 iMedRIS Data Corporation
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Path Directory Tree

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

nested at least one level beneath the main workspace

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

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

EﬁR’S by = Account: Administrator
mv edRIS Department; GH - 7543 - General Hospital @ Help & myprofile v | GrLogout
Rarth Dnforation Systam Path: Home > board admin > broadcast nofice
My Workspaces & Vivarium Broadcast Notice

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

Add a new notice.

*Subject: |

Content:

o B I U § x 2 Font Family - 12 ~ 4 I~ 9~

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.

iRIS v . Account: Administrater
. MY edRIS Department: GH - 7543 - General Hospital @ Help % My Profile ~ G Log out
o Path: Home > board admin

Research Information System
My Workspaces & Vivarium

Broadcast Notice

Add a New Notice

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.

MiRIS v @ Account: Administrat
edRIS ccount: Administrator PR s = -
Integrated |Path: Home | @Help b 3 y Profile > Log out
Research
My Workspaces & Vivarium Board Administration | 4]
| System Setup ‘ ‘ List Maintenance Setup ‘ | Clean-up ‘

Review Board System Setup

® Board Definition ® Animal Health Record Setup

® Board Configuration Options ® Internal Transfer Originating PI Signoff Notification Setup

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

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01
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RIS vy

Hello Administrator

ed edRIS your last login was « No PATH @ Help 8 MyProfile ~ @ Log out
Placart braatin System 00/16/2019 02:33 PM PDT
My Workspaces = Vivarium

Vivarium H

e = X Aa

Add 2 new Protocol Find a Protacol Submissions Orders Find an Order Cage Cards Material Order Charge Ticket
A a
|I_’?| 192 ez | | i F{ M | Y [=g) nl

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.

iRIS & - Account: Administrater
1 my edRIS Department: GH - 7542 - General Hospital
n":ﬂ,ch Information System Path: Home > board admin > broadcast notice

@Help 8 myProfile - G+ Log out

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~ =

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:

MJR‘S ”’(@-ihedﬂls Account: Administrator

Department: GH - 7543 - General Hospital @ Help

2 My Profile ~ G+ Log out
Research Information System Path: Home > board admin
My Workspaces = Vivarium Broadcast Notice

‘Add a New Notice

E ‘Editl\liew Subject

Date Sent Last Modified By

Mo 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 7
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General Notification Setup Process

System Setup is the first tab on the IACUC Board Administration page, accessed via IACUC Assistant > Review
Board Administration link. RBA notifications are configured via links in the Review Board Notification Setup
panel, as shown in the screenshot below.

My Workspaces & IACUC Board Administration 14

Copy Configurations

[ systemsetup | [ List Maintenance Setup | [ Clean-up |
Revew Board Systm Sty
® Board Definition ® Review Response Notification Setup
® Board Configuration Options ® Continuing Review Notification Setup
® sroadcast Notice ® 3yr Continuing Review Notification Setup
® Ssetup Bundle Email Template ® Renewal Notification Setup
® setup Committee List ® 3yr Full Renewal Notification Setup
® Ssetup Review Board Roles ® Reviewers Notification Setup
® Ssetup Role Access ® 1nternal Documents Notification
® Setup Electronic Document Stamp ® 1nternal Routing Notification
® Setup Study Numbering ® pre Review Assignment Notification
® Setup Agenda Categories ® Meeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template ® weeting Attendance Notification Setup
® Ssetup Agenda Revision Document Template ® outcome Letter Notification
® Ssetup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup
® Ssetup Outcome Letter Groups ® special Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates
-

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.

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

My Workspaces = IACUC Edit Overdue Task Notification 4]

[ Insert Merge Code ] [ Save Nofification ]

Type of Notification: Overdue Task Notification
Title: Overdue Task ]
Send E-Mail Notification: ® ves O No I
Send Tor |
Verdana 11 — — _ _
& B I u & x X - - 4 1- 9~ E~ £~ = ~ =
Q
% = & & 9

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

. [%rb_name%]

As shown in the example screenshot above:
The Title field is used as the subject line in the notification e-mail.

Some notifications include a Send E-Mail Notification Yes/No selection field. If “Yes” is selected the notification
is sent to the recipient. If “No” is selected the notification is saved to the system for recordkeeping purposes but
is not sent. Most notifications are automatically routed to responsible personnel based on their assigned role in
the iRIS™ system, but some include an Add button for selection of specific iRIS™ users to receive the
notification.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 8
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My Workspaces © IACUC

Edit Outstanding Stipulations Notification

Insert Merge Code ] l Save Nofification ]

Type of Notification: Outstanding Stipulations Notification

Title: [

INntiﬁtatmn if within: in days. I
Send E-Mail Notification: ® ves O o

T Principal Investigator

Study Contact

x. x*  FontFamily - 12 - & I~

= Er E E % @ Q = a8

E-mail Content:

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

My Workspaces = IACUC

Setup Internal Transfer Originating PI Signoff Netification

Insert Merge Code ] [ Save Notification ]

Type of Notification: Internal Transfer Originating PI Signoff Reminder Notification

Title:

[P1 signoff Required

INotify every ? Days 1 in days. I

Send E-Mail Notification:

® ves O no

s B I U § x x* Verdana >~ 1

E - E - E % @ o

-4 =] D

PI signoff is required. Please check your Task List and complete any pending signoff tasks.
E-mail Content: [erb_names]

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

My Workspaces = IACUC

Setup Internal Transfer Originating PI Signoff Notification

Insert Merge Code ] l Save Notification ]

Type of Notification: Internal Transfer Originating PI Signoff Exceeded Notification

Title:

[signoff Deadiine Exceeded

Notify when signoff has not

Ibeen completed within ? Days in days. I

Send E-Mail Notification:

® Yes U No

Fa B I u 5 x = Verdana 11 - & I~ 9~ =~
= — Q
= = E % [ £ B Pl
‘You have exceeded one or more signoff deadlines. Please check your Task List and complete any required signoff tasks.
E-mail Content:

[%1b_name%]

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01
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As shown in the screenshot above, some signoff exceeded notifications include a Notify when signoff has not
been completed within ? Days field. When a requested signoff is overdue, this field specifies a reminder
notification is to be sent ? Days after the due date.

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

" B I u = T o Verdana > 1 - & 1~ 9~ =~
- = - = % @ ° # & o

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

E-mail Content: [%rb_name%]

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

Using Merge Codes in Notifications
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 0

) Insert Merge Cade | [ Save Template ]

“Title: Animal Return, Incorrect Sex Counts ‘

*Content:

7 B I Uu & x x Verdana >~ 11 - 4 I~ 9~ =~ = ~

ii]
a4
lil

%

' E [aa]
Dear , /

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

Q -4 = 2

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

- ARC Coordinator

The Insert Data Merge Code popup window displays. Scroll down to the sections of the list labeled for 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
notifications applicable to those modules. See the Merge Code List subsection of this manual for more
information.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 10
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|

Insert Data Merge Code - Microsoft Edge = O X

& | httpsy//sb1.imedris.net/RB_Correspondence_Code_Dlg.jsp?s=1572384035235

| ARC R

Order Number

=r Request - Order Date

EE Preferred Delivery Date
Preferred Vendor

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

v Request - Number of Males

Request - Number of F

st Info

Request - Number of Cages
Request - Approved Location

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

oK Cancel

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

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

location.

My Workspaces

=

Vivarium Vendor Email Template [ 4}
S et

*Title:

*Content:

Animal Return, Incorrect Sex Counts

1—

" B I u < ' x2 Verdana - 11 - & 1~ 9~

i
a
i
4

= - = % @ o > = e

Dear ,

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

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

- ARC Coordinator

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

© 2020 iMedRIS Data Corporation
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My Workspaces & Vivarium Vendor Email Template | < |

[ Insert Merge Code ] I Save Template I

*Title: Animal Return, Incorrect Sex Counts

*Content:
Y B I U = Xz x* Verdana - 11 - & 1~ 9~ =~ = -

= -

.
Il

% @ 0 * & 9

Dear [Yovendor_name%:],

Our livestock order number [3torder_num3:] was received on [Serecieved_date%:]. Unfortunately, the sex counts of these
animals are incorrect. Our order was for [Seorder_num_females3:] females and [¥sorder_num_males®:] males, but we received
[#ereceive_num_females¥z] females and [9ereceive_num_males%] males.

We have sent the animals back and a new order was sent [%order_order_date%s].

Pleaze 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:

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: ﬂ

er Number
Request - Order Date
Preferred Delivery Date
Preferred Vendor

Reguest - Stock Number/Code
Reguest - Age/Size

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

0K Cancel

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 12
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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 iz 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

Species Name Method of Ordering Container OK Cage - Species

Strain Name Vendor Name General Appearance Cage - Strain

Order Number Vendor Contact Eyes, Ears, Nose, Mouth Cage - Number of Males

Request - Order Date

Vendor Phone

Urogenital, Anus

Cage - Number of Females

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

Request - Stock
Number/Code

Order - Species

Receive - Number of Males

Cage - List of Animal IDs

Request - Age/Size

Order - Strain

Receive - Number of
Females

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

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

Review Response Notification Setup

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

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

To access the page, navigate to IACUC Assistant > Review Board Administration > Review Response Notification
Setup link.
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Review Board Administration: Notifications

My Workspaces & IACUC Board Administration [}

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

Copy Configurations

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

Setup Study Numbering

Setup Agenda Categories

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

Setup Meeting Minutes Template

Review Board Notification Setup

Review Response Notification Setup 4—

Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Review Response Notification Setup page opens.

My Workspaces = IACUC Review Response Notification Setup

List of Response Types

Submission Correction No

Submission Correction

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted

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

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

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

— the “Review Response” notification type is sent when the board has completed a submission
review and sends a response other than a request for corrections (e.g., request for additional
forms, request for Conflict of Interest (COI) documentation, etc.)
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The blue box encloses reminder notifications for each of the two response notification types. Unlike response
notifications, multiple versions of reminder notifications can be configured.

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

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

Correction / Response Notification Setup
Navigate to IACUC Assistant > Review Board Administration > Review Response Notification Setup link.

My Workspaces IACUC Board Administration | 4]

Copy Configurations

[ systemsetup | [ List Maintenance Setup | [ Cleanup |

Reiew bosd systom 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

® Ssetup Committee List ® 3yr Full Renewal Notification Setup

® Setup Review Board Roles ® Reviewers Notification Setup

® Setup Role Access ® 1nternal Documents Notification

® Setup Electronic Document Stamp ® Internal Routing Notification

® Ssetup Study Numbering ® Ppre Review Assignment Notification

® Ssetup Agenda Categories ® Meeting Agenda And Minute Notification

® Ssetup Finalized Agenda Document Template ® Meeting Attendance Notification Setup

® Ssetup Agenda Revision Document Template ® outcome Letter Notification

® Ssetup Expedite Report Template ® outstanding Stipulations Notification

® Setup Meeting Minutes Template ® Board Members Notification Setup

[ ] Setup Outcome Letter Groups L ] Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates

-~

The Review Response Notification Setup page opens.

My Workspaces & TACUC Review Response Notification Setup <]

List of Response Types

Submission Cerrection Submission Correction No

Review Response Review Response No

List of Submission Correction Reminder Motifications

Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Notification after 2 Days. Send E-mail Notification

No Response Pending Reminder Notification has been posted

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

The red box encloses response notifications sent following a board review. Notice that placeholders for these

notifications are pre-populated, and while these notification types can be edited, they cannot be deleted. Notice
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also that no add buttons are provided for these notification types, only one version of each type can be
configured.

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

— the “Review Response” notification type is sent when the board has completed a submission

review and sends a response other than a request for corrections (e.g., request for additional
forms, request for Conflict of Interest (COIl) documentation, etc.)

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

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

My Workspaces IACUC Review Response Notification Setup o

List of Response Types

Send E-mail Notification

Submission Cerrection Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days

Send E-mail Notification
No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days

Send E-mail Notification
Ho Response Pending Reminder Notification has been posted.

The notification is opened in a configuration panel.

My Workspaces = IACUC

Edit Submission Notice

[ Insert Merge Code ] I ‘Save Notification I

Title:

Submission Comection

Send E-Mail Notification: ® ves O o

Principal Investigator
Send To:
Study Contact

- B I U = Xz x? Font Family - 12 - & I~ 9~ =~ = ~

Exr E E % @ o -4 =

One or more errors have been found in your submission. Please see the specific correction request(s) in your workspace Task List, make
A the requested corrections and resubmit.
E-mail Content:

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

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

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

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

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

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

My Workspaces ® 1ACUC Review Response Notification Setup 0

List of Response Types

Submission Correction Submission Correction Yes

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

Correction / Response Reminder Notification Setup

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

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

Navigate to IACUC Assistant > Review Board Administration > Review Response Notification Setup link.
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My Workspaces IACUC Board Administration [}

Copy Configurations

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

T ———
® 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
® Ssetup Committee List 3yr Full Renewal Notification Setup
® Setup Review Board Roles Reviewers Notification Setup
® Setup Role Access Internal Documents Notification
® Ssetup 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
® Ssetup 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
- .

The Review Response Notification Setup page opens.

My Workspaces & IACUC Review Response Notification Setup | 4]

List of Response Types

I Edit Send E-mail Notification
Submissien Correction Submission Correction No
Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

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

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

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

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

— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the
study
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Configure Response Reminder Notification
Navigate to IACUC Assistant > Review Board Administration > Review Response Notification Setup link.

My Workspaces & IACUC Board Administration | <}

Sustem Setup | [ List Maintenance 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
® Ssetup Bundle Email Template ® Renewal Notification Setup
® Ssetup Committee List ® 3yr Full Renewal Notification Setup
® Setup Review Board Roles ® Reviewers Notification Setup
® Setup Role Access ® Internal Documents Notification
® Setup Electronic Document Stamp ® Internal Routing Notification
® Ssetup Study Numbering ® Ppre 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 ® outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup
L] Setup Outcome Letter Groups L) Special Purpose Forms Response Notification Setup
® Ssetup Outcome Letter Templates
-~

The Review Response Notification Setup page opens.

My Workspaces & IACUC Review Response Notification Setup a

List of Response Types

I Edit Send E-mail Notification
Submission Correction Submission Correction No
Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

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

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

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

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

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

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 20



IACUC Assistant Review Board Administration: Notifications

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

My Workspaces = TACUC Review Response Notification Setup 0o

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add @ New Reminder Nofification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.

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

My Workspaces = IACUC Edit Submission Notice

Insert Merge Code I Save Notification I

Type of Notification: Submission Correction Reminder Notification

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

Send E-Mail Notification: ® ves O o

Principal Investigator
Study Contact

Send To:

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

= - E % [ Q -4 = 2
E-mail Content:

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

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

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

The Send To field is used to specify whether the “Principal Investigator”, “Study Contact”(s), or both will receive
the notification.
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Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

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

My Workspaces B IACUC Review Response Notification Setup 0o

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction Yes

Review Response Review Response No

List of Submission Correction Reminder Motifications

' | Add a New Reminder Notification | [ Delete Reminder Notiication(s) |

O : Submission Correction Reminder

JaS] ‘Notifieation 30 Days Submission Corrections Required Yes

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

Notice that the Add a New Reminder Notification button remains, indicating that additional reminder
notifications of this type can be created. This is true for both reminder notification types.

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

Edit Response Reminder Notification
Navigate to IACUC Assistant > Review Board Administration > Review Response Notification Setup link.

My Workspaces = IACUC Board Administration <]

System Setup ‘ ‘ List Maintenance 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
® Ssetup Bundle Email Template ® Renewal Notification Setup
® Ssetup Committee List ® 3yr Full Renewal Notification Satup
® Setup Review Board Roles ® Reviewers Notification Setup
® Setup 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
® Setup Finalized Agenda Document Template ® Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template ® Outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup
L] Setup Outcome Letter Groups L) Special Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates
-~

The Review Response Notification Setup page opens.
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My Workspaces = IACUC Review Response Notification Setup n

List of Response Types

Send E-mail Notification

e
Submission Correction

Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications
Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days.

No Response Pending Reminder Notification has been posted.

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

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

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

of reminder notifications can be configured.

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

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

study

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

My Workspaces = IACUC Review Response Notification Setup | 4|

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Notification after ? Days.

Submission Correction Reminder 30 Days Submission Corrections Required
=1 Notification

List of Review Response Reminder Notifications
Add a New Reminder Nolification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.

The notification is opened in a configuration panel.
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[ Insert Merge Code ] I Save Nofification I

Type of ion Correction Reminder Notification
Title: |submission Corrections Required
Notification if within: in days.

Send E-Mail Notification: ® ves O no

Principal Investigator
Study Contact

Send To:

o B I u S x x? Font Family ~ 12 -~ 4 1- 9~ =
Er E E % @ a £ &

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

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

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

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

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

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

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

My Workspaces IACUC Review Response Notification Setup | < |

List of Respanse Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Notification after

O S“b'“‘ss‘”';‘gf‘;l';‘("‘;r"‘ Reminder 15 Days Submission Corrections Required

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.
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Delete Response Reminder Notification
Navigate to IACUC Assistant > Review Board Administration > Review Response Notification Setup link.

My Workspaces & IACUC Board Administration | <}

Sustem Setup | [ List Maintenance 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
® Ssetup Bundle Email Template ® Renewal Notification Setup
® Ssetup Committee List ® 3yr Full Renewal Notification Setup
® Setup Review Board Roles ® Reviewers Notification Setup
® Setup Role Access ® Internal Documents Notification
® Setup Electronic Document Stamp ® Internal Routing Notification
® Ssetup Study Numbering ® Ppre 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 ® outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup
L] Setup Outcome Letter Groups L) Special Purpose Forms Response Notification Setup
® Ssetup Outcome Letter Templates
-~

The Review Response Notification Setup page opens.

My Workspaces & IACUC Review Response Notification Setup a

List of Response Types

I Edit Send E-mail Notification
Submission Correction Submission Correction No
Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

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

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

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

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

— Review Response Reminder notifications are automatically sent when the board has sent a
response other than a request for corrections and has not yet received a response from the
study
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CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,

no notifications of this type will be sent.

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

Reminder Notification(s) button.

My Workspaces & IACUC Review Response Notification Setup <]

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction

Review Response Review Response

List of Submission Correction Reminder Notifications

Notification after ? Days

S“b”“ss'°';‘ga;’:;t"':: Reminder 15 Days Submission Corrections Required Yes

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to deleta?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

the notification setup page.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 26



IACUC Assistant

Review Board Administration: Notifications

IACUC Review Response Notification Setup | <]

My Workspaces =

List of Response Types

Send E-mail Notification

Submission Correction Submission Correction es

Review Response Review Response No

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

| Send E-mail Notification

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Respense Pending Reminder Notification has been posted.

Notice that because no other reminder notifications of this type are configured, the Delete Reminder

Notification(s) button no longer appears.

Continuing Review Notification Setup
Notifications can be configured to automatically alert applicable study personnel when a study’s expiration date

is upcoming, prompting them to approve a continuing review if they wish to renew the study.

Multiple versions of this notification type can be configured in order to automatically re-send the notification at

desired intervals before the expiration date until/unless the study is renewed or allowed to expire.

This type of notification is configured on the Continuing Review Notification Setup page. To access the page,

navigate to IACUC Assistant > Review Board Administration > Continuing Review Notification Setup link.

System Setup ‘ | List Maintenance Setup ‘ | Clean-up |
Review Baard 5ystem Setup
® Board Definition ® Review Response Notification Setup
® Board Configuration Options L) Continuing Review Notification Setup «
® proadcast Notice L) 3yr Continuing Review Notification Setup
® Setup Bundle Email Template ® Renewal Notification Setup
® Setup Committee List [ ] 3yr Full Renewal Notification Setup
L] Setup Review Board Roles ® Reviewers Notification Setup
L] Setup Role Access ® Internal Documents Notification
® Setup Electrenic Document Stamp ® Internal Routing Notification
® Setup Study Numbering ® pre Review Assignment Notification
L] Setup Agenda Categories L) Meeting Agenda And Minute Notification
L] Setup Finalized Agenda Document Template L) Meeting Attendance Notification Setup
® Setup A da Revision D t Templ; ® outcome Letter Notification
® Setup Expedite Report Template [ ] Qutstanding Stipulations Notification
L] Setup Meeting Minutes Template ® Board Members Notification Setup
L] Setup Outcome Letter Groups L) Special Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates
- " :
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The Continuing Review Notification Setup page is opened.

Continuing Review Notification Setup

My Workspaces = IACUC

List of Continuing Review Notifications

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

E N s oot it

[%%iacuc_number?] Continuing Review Approval
Due in 60 Days

Continuing Review Notification 60 Days Yes

[%iacuc_number%] Continuing Review Approval

Yes
Due Tomorrow

Continuing Review Notification 1 Days

Add Continuing Review Notification
Navigate to IACUC Assistant > Review Board Administration > Continuing Review Notification Setup link.

My Workspaces = IACUC Board Administration 0

Copy Configurations

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

Review Board Notifi Setup

® Review Response Notification Setup

® continuing Review Notification Setup «

® 3yr Continuing Review Notification Setup

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template ® Renewal Notification Setup
Setup Committee List ® 3yr Full Renewal Notification Setup
Setup Review Board Roles ® Reviewers Notification Setup
Setup Role Access ® 1nternal Documents Notification
Setup Electronic Document Stamp ® Internal Routing Notification
Setup Study Numbering ® pre Review Assignment Notification

Setup Agenda Categories ® wmeeting Agenda And Minute Notification

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

® Meeting Attendance Notification Setup
® outcome Letter Notification

® outstanding Stipulations Notification
® Board Members Notification Setup

Setup Outcome Letter Groups ® special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Continuing Review Notification Setup page is opened. Click the Add a New Notification button.

Continuing Review Notification Setup

My Workspaces & IACUC

List of Continuing Review Motifications

| Add a Naw Natification | [ Delete Natification(s) ]

N et et

[ehiacuc_number:] Continuing Review Approval
Due in 60 Days

Continuing Review Notification 50 Days Yes

[%iacuc_number%] Continuing Review Approval

Continuing Review Notification 1 Days Due Tomarrow

The Edit Continuing Review Notification page opens. An example of a completed notification is shown below.
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My Workspaces = IACUC Edit Continuing Review Notification

[ Insart Merge Code ]| Save Notification ||

Type of Notification: Continuing Review Notification
Title: [%iacuc_numberé] Continuing Review Approval Due in 30 Days Include RE Number «
Notification if within: 30 in days
Send E-Mail Notification: ® ves No
e principal Investigator
Send To:

@ study Contact

Additional Recipients: Add

~ B I U & x, x* \Verdana -1 -~ 4 1+v - =~

E- == = % [ Q - @ a8 o

n Date: [%iacuc_full_renewal%]

Continuing Review Expiration Date: [%5iacuc_cont_review®s]

[%pi_lname2o],

This message serves as your notification that the continuing review for the above study must be approved by

E-mail Content: Thank you!

Use the provided fields to create the notification.

The Title field is used as the subject line in the notification e-mail. To include the study number in this field, place
the cursor where the study number should appear and click the Include RB Number button (red arrow in
screenshot above).

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

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

Select the applicable checkbox(es) in the Send To field to send the notification to personnel in Pl and/or Study
Contact roles. Note that both roles are selected by default.

Click the Add button to select additional iRIS™ users to receive the notification. The Search User Directory page
opens for user lookup and selection.
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Last Name: l:l (You may enter a partial name to search)
i Directory First Name: I . I
a;) Browse/Find: Find

by
Department:

‘AII Departments e ||

(=earch results display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

My Workspaces B IACUC Search User Directory [ <}

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

Select|
User

Check
for

Training |User Name
Multiple

O \/ g sﬁ{,‘“r’mlM’M‘D" JHarp@mse.edu

tt

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

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

Harper, Jill M, M.D., PhD

Send To:

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

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

Click the Save Notification button to save the notification and close the configuration panel. The new
notification is configured on the Continuing Review Notification Setup page.
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My Workspaces & IACUC

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

List of Renewal Review Notifications

g d pe otification prior to due date te end ail Notificatio
S| Renewal Notification 10 Days Study [%iacuc_number%] Expires in 10 Days Yes
a5 Renewal Notification 5 Days Study [%iacuc_numberd:] Expires in 5 Days Yes
a5 Renewal Notification 1 Days Study [%siacuc_number%] Expires Tomorrow Yes

Edit Continuing Review Notification
Navigate to IACUC Assistant > Review Board Administration > Continuing Review Notification Setup link.

My Workspaces = IACUC Board Administrat

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

Continuing Review Notification Setup .‘

3yr Continuing Review Notification Setup

Board Configuration Options
Broadcast Notice

Setup Bundle Email Template Renewal Notification Setup
Setup Committee List 3yr Full Renewal Notification Setup
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 Noti ion Setup

Setup Agenda Revision Document Template Outcome Letter Notification

Setup Expedite Report Template outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpese Forms Response Notification Setup

Setup Outcome Letter Templates

The Continuing Review Notification Setup page is opened. Click the icon in the Edit column for the applicable
notification.

My Workspaces & IACUC Continuing Review No

List of Continuing Review Notifications

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

e Sttt

[%iacuc_number%] Continuing Review Approval

Continuing Review Notification 60 Days Due in 60 Days Yes

Continuing Review Notification 30 Days [%iacuc_numberts] Cont\nuwng Review Approval Yes
Due in 30 Days

Continuing Review Notification 1 Days [%iacuc_number®] Continuing Review Approval Yes

Due Tomorrow

The notification opens for editing in the Edit Continuing Review Notification page.
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My Workspaces = IACUC Edit Continuing Review Notification

[ nsert Merge Code | | Save Noiication |

Type of Notification: Continuing Review Notification

Title: [9iacuc_numbers] Continuing Review Approval Due in 15 Days Inciude RB Number ‘

Notification if within: in days.

Send E-Mail Notification: ® vYes No

¥ Principal Investigator
Send To:

Cd Study Contact

Additional Recipients: Add

~ B I U § x x Font Family - 12 -~ & 1- - =~

% Q # = &
Date: [6todaye]

Principal Investigator: [%pi_name2%]

AUP number: [%iacuc_number%a]

Title: [%astudy_title%s]

Protocol Expiration Date: [%iacuc_full_renewal%]
Continuing Review Expiration Date: [%ciacuc_cont_review%]

[%pi_lname%%],
This message serves as yeur notification that the continuing review for the above study must be approved by
[Ghiacuc_cont_review%]. Please submit your continuing review immediately.

E-mail Content: Thank you!

Make desired changes to the notification.

The Title field is used as the subject line in the notification e-mail. To include the study number in this field, place
the cursor where the study number should appear and click the Include RB Number button (red arrow in
screenshot above).

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

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

Select the applicable checkbox(es) in the Send To field to send the notification to personnel in Pl and/or Study
Contact roles.

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

My Workspaces & 1ACUC Search User Directory 4]

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

|AII Departments ~ |I

by
Department:

(search results display here)
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As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

My Workspaces M IACUC Search User Directory [ <}
Last Name: {You may enter a partial name to search)
BroD:::g%ri:d: First Name: I:'

bY 4l Departments ~]

Check Select]
for

+ |Training (User Name

f
Multiple

mRY
tt

f{ E:B"”' JilM, M.D., JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

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

Harper, Jill M, M.D., PhD

Send To:

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

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

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

My Workspaces & IACUC Continuing Review Notification Setup

List of Continuing Review Notifications

l Add a New Notification I [ Delete Notification(s) I

N e

[%iacuc_number%] Continuing Review Approval

Continuing Review Notification 50 Days Due In 60 Days Yes

Continuing Review Notification 15 Days [%hiacuc_numberta] Continuing Review Approval Yes
Due in 15 Days

Continuing Review Notification 1 Days [%iacuc_number%] Continuing Review Approval Yes

Due Tomorrow

Delete Continuing Review Notification
Navigate to IACUC Assistant > Review Board Administration > Continuing Review Notification Setup link.
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My Workspaces = IACUC Board Administration o

Copy Configurations

Svstem Setup | [ List Maintenance Setup | [ Clean-up |

Review Board Notification Setup

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

Setup Study Numbering

Setup Agenda Categeories

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

Setup Meeting Minutes Template

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Satup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Continuing Review Notification Setup page is opened.

Continuing Review Notification Setup

My Workspaces & IACUC

List of Continuing Review Notifications

[ Add a New Notiication | [ Delete Notiication(s) |

[%iacuc_number®] Continuing Review Approval

Continuing Review Notification 60 Days Due in 60 Days Yes

Continuing Review Notification 15 Days [#bizcuc_numberds] Clontlnulng Review Approval Yes
Due in 15 Days

Continuing Review Notification 1 Days [%iacuc_numberd] Continuing Review Approval Yes

Due Tomorrow

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

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

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.
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Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

My Workspaces = IACUC Continuing Review Notification Setup

List of Continuing Review Notifications

I Add a New Notification l I Delete Notification(s) l

I N et ticten

[%iacuc_number] Continuing Review Approval

Continuing Review Notification 60 Day: Due in 60 Days

Yes

[%iacuc_number] Continuing Review Approval

Continuing Review Notification 1 Days
Due Tomorrow

Yes

Three Year Review/Renewal Notifications

Where the properties system.use_3yr_continuation_notice and system.use_3yr_full_renewal_notice are set to
“Yes” (under My Workspaces > System Administration > System Configuration > Study Default Settings),
notifications can be configured to automatically alert applicable study personnel when an IACUC study’s required
three (3) year continuing review or full renewal due date is upcoming. The notification prompts recipients to
review study documents and status and give their approval if they wish the study to be renewed.

Note that requirements for three year continuing versus full renewal approvals are governed by federal
regulations and the institution’s own policies. It is the responsibility of the institution to ensure the correct type of
approval is granted for IACUC studies that continue beyond three years from activation date.

Multiple versions of each notification type can be configured to address each different review/renewal form type
in use at the institution.

The process and form for creating both types of notification are the same.
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Save notice

* Review Board: [ACUC
* Form Type: |-none-—- v
Form Label:
Description:

Form Order: ||

Copy expiring study into new

application: © Yes No
Use Help Link or Help Text: Help Link @ Help Text
Help Link:
or Help Text:
< B I U
= -~ 1= -« =

Xz

Ea)

x2

Font Family -

Q 4

LIRd

To access the applicable setup area, navigate to IACUC Assistant > Review Board Administration > 3yr Continuing
Review Notification Setup link or IACUC Assistant > Review Board Administration > 3yr Full Renewal Notification

Setup link.

My Workspaces = IACUC Board Administration 4]

System Setup ‘ | List Maintenance Setup

Clean-up

Copy Configurations

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
Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision D t T

plat:
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup

3yr Continuing Review Notification Setup «

Renewal Notification Setup

3yr Full Renewal Notification Setup ‘
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification
Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup
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Add Three Year Review/Renewal Notification
To access the applicable setup area, navigate to IACUC Assistant > Review Board Administration > 3yr Continuing
Review Notification Setup link or IACUC Assistant > Review Board Administration > 3yr Full Renewal Notification

My Workspaces =l IACUC Board Administration | 4]

Setup link.

System Setup ‘ | List Maintenance Setup

Clean-up

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

3yr Continuing Review Notification Setup ‘

Renewal Notification Setup

3yr Full Renewal Notification Setup ‘

Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The applicable Setup page is opened.

My Workspaces = IACUC
Edit Form

No Records Were Found

Setup Three year Continuing Review Notifications

I Add a notice item I Delete a notice item

Description

The example above shows the Setup Three year Continuing Review Notifications page, but page elements are
the same on the companion Setup Three year Full Renewal Notifications page. Click the Add a notice item
button.

An add panel is opened for creation of the notification.
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Save notice

* Review Board: [ACUC
* Form Type: |--none-- v
Form Label:

Description:

Form Order: |1

Copy expiring study inte new
application: = Yes Mo

Use Help Link or Help Text: Help Link ® Help Text
Help Link:

or Help Text:

fii

q
iii
4
lil
i}
&
3]
o
LY
[
i =

Use the provided fields to create the notification.

Click in the Form Type field to open a dropdown picklist of options, then select the applicable item. Note that
because forms are configured by the institution, form types and titles shown in this list will vary by institution.

* Form Type: | --none-- r

Continuing Review Submission Form
IACUC Protocol 3rd Year Renewal
Study Follow Up Form

Text entry fields are provided to enter a Form Label and Description.

Enter a number in the Form Order field to indicate this form type’s priority level versus other renewal form
types.

Select “Yes” or “No” for Copy expiring study into new application, according to the institution’s internal
requirements and policies.

The last three fields enable inclusion of additional instructions or information in the notification.

— set the User Help Link or Help Text field to “Help Link” and enter the applicable URL in the

Help Link field to direct notification recipients to an online instruction or information
resource

— set the User Help Link or Help Text field to “Help Text” and enter desired instructions or
information in the or Help Text text editor
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An example of the completed add panel is shown below.

My Workspaces & IACUC Setup Three year Continuing Review Notifications [ 4]

* Review Board: I[ACUC
* Form Type: | Continuing Review Submission Form v
Form Label: ||ACUC 3 Yr Continuing Review Submission Form

Description: | TAC|C 3 year continuing review form for board

review and renewal

Form Order: |4

Copy expiring study into new
application: ® Yes Mo

Use Help Link or Help Text: ® Help Link Help Text
Help Link: |https:/grants nih.govigranis/olaw/references/contop6.him

or Help Text:

" B 1 U § x = Font Family - 12 -~ 4 1~ 9~

i
L]

—

i
1
i
1
il
il

% @& Q £ @m=m &

Click the Save Notice button to save the notification and close the add panel. The new notification is configured
on the Setup Three year Continuing Review Notifications page.

My Workspaces = IACUC Setup Three year Continuing Review Notifications

Add a notice item ] [ Delete a notice item ]

Continuing Review Submission Form | IACUC 3 year continuing review form for board review and renewal

Edit Three Year Review/Renewal Notification

To access the applicable setup area, navigate to IACUC Assistant > Review Board Administration > 3yr Continuing
Review Notification Setup link or IACUC Assistant > Review Board Administration > 3yr Full Renewal Notification
Setup link.
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System Setup ‘ | List Maintenance Setup ‘ | Clean-up |
Review osed Sytom Setup
® Board Definition ® Review Response Notification Setup
® poard Configuration Options L) 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 «
L] Setup Review Board Roles ® Reviewers Notification Setup
® Setup Role Access ® Internal Documents Notification
® Setup Electronic Document Stamp ® Internal Routing Notification
L] Setup Study Numbering ® pre Review Assignment Notification
L] Setup Agenda Categories . Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template L) Meeting Attendance Notification Setup
® Setup A da Revision D t Temp ® outcome Letter Notification
L] Setup Expedite Report Template L) Qutstanding Stipulations Notification
L] Setup Meeting Minutes Template ® Board Members Notification Setup
® Setup Outcome Letter Groups L) Special Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates
r "

The applicable Setup page is opened.

My Workspaces = IACUC

Setup Three year Continuing Review Notifications

Add a notice item Delete a notice item

Continuing Review Submission Form

IACUC 3 year continuing review form for board review and renewal

The example above shows the Setup Three year Continuing Review Notifications page, but page elements are
the same on the companion Setup Three year Full Renewal Notifications page. Click the icon in the Edit column

for the applicable notification. The notification is opened in an edit panel.

Save notice
* Review Board: ITACUC
* Form Type: | Continuing Review Submission Form v
Form Label: JACUC 31 Continuing Review Submission Form
Description: | TACUC 3 year continuing board review and renewal
Z
Form Order:
Copy expiring study into new application: (s v No
Use Help Link or Help Text:  ® pelp Link Help Text
Help Link: htips://grants nih gov/g| 96 _htm
or Help Text:
< B I u & x x Font Family + 12 - & 1~ 9~ =~
= - = - = = % [a) Q - (=)
Make desired changes to the notification.
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Click in the Form Type field to open a dropdown picklist of options, then select the applicable item. Note that
because forms are configured by the institution, form types and titles shown in this list will vary by institution.

* Form Type: |--nong-- v

Continuing Review Submission Form
IACUC Protocol 3rd Year Renewal
Study Follow Up Form

Text entry fields are provided for Form Label and Description.

Enter a number in the Form Order field to indicate this form type’s priority level versus other renewal form
types.

Select “Yes” or “No” for Copy expiring study into new application, according to the institution’s internal
requirements and policies.

The last three fields enable inclusion of additional instructions or information in the notification.

— set the User Help Link or Help Text field to “Help Link” and enter the applicable URL in the
Help Link field to direct notification recipients to an online instruction or information
resource

— set the User Help Link or Help Text field to “Help Text” and enter desired instructions or
information in the or Help Text text editor

Click the Save Notice button to save the notification and close the edit panel. The notification is revised on the
Setup Three year Continuing Review Notifications page.

My Workspaces = IACUC Setup Three year Continuing Review Notifications

Add a notice item ] ’ Delete a notice item ]

Continuing Review Submission Form | IACUC 3 year continuing board review and renewal

Delete Three Year Review/Renewal Notification

To access the applicable setup area, navigate to IACUC Assistant > Review Board Administration > 3yr Continuing
Review Notification Setup link or IACUC Assistant > Review Board Administration > 3yr Full Renewal Notification
Setup link.
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System Setup ‘ | List Maintenance Setup

Clean-up

My Workspaces & IACUC Board Administration 4]

Copy Configurations

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
Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision D t Templ

Setup Expedite Report Template
Setup Meeting Minutes Template
Setup Outcome Letter Groups

Setup Outcome Letter Templates

Review Board Notification Setup

Review Response Notification Setup

Continuing Review Notification Setup

3yr Continuing Review Notification Setup «

Renewal Notification Setup

3yr Full Renewal Notification Setup «

Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
QOutcome Letter Notification
Qutstanding Stipulations Notification

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The applicable Setup page is opened.

My Workspaces = IACUC

Setup Three year Continuing Review Notifications

Add a notice item I Delete a notice item I

Continuing Review Submission Form | IACUC 3 year continuing board review and renewal

The example above shows the Setup Three year Continuing Review Notifications page, but page elements are

the same on the companion Setup Three year Full Renewal Notifications page.

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,

no notifications of this type will be sent.

Select the checkbox(es) in the far-left column for the applicable notification(s) and click the Delete a notice item

button.

CAUTION: this action will immediately delete the notification, and this action cannot be undone. If a notification
is deleted in error, it must be reconfigured using the add function (see the Add 3yr Continuing Review Notification

section of this manual).

The selected notification type is now unconfigured on the notification setup page.

My Workspaces = IACUC

Edit

Mo Records Were Found

Setup Three year Continuing Review Notifications

[ Add a notice item ] [ Delete a notice item ]

Description
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When configured, a reviewer notification is automatically sent to applicable study personnel when a new

Review Board Administration: Notifications

assignment is entered for a reviewer, a reviewer task is complete, or a reviewer is un-assigned from a task.

Reviewer reminder notifications can also be configured to automatically send when a reviewer task is assigned

but has not yet been completed.

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

To access the page, navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup

link.

My Workspaces & IACUC Board Administration 1]

System Setup ‘ ‘

List Maintenance Setup

‘ ‘ Clean-up ‘

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Reviewers Complete Notification page opens.

My Workspaces &

IACUC

Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Not Defined

Send E-mail Notification

Not Defined

Add Nofification

Agenda Reviewer Assignment Notification

Expedited Reviewer Assignment Notification

Exempt Reviewer Assignment Notification

Process Administrative Reviewer Assignment
Motification

Reviewer Unassignment Notification

Not Defined

Not Defined

Not Defined

Not Defined

Not Defined

Send E-mail Notification

Not Defined

Not Defined

Not Defined

Not Defined

Mot Defined

Add Notification

Add Nofification

Add Nofification

Add Notification

Add Nofification

When to Notify

Reviewer Assignment Pending
Reminder

Not Defined

Mot Defined

Send E-mail Notification

Not Defined

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

on this page.

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

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

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

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

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type. When configured, this
notification type is automatically sent when a study reviewer task is assigned but has not yet been completed.

Agenda Reviewer Assignment Notification Agenda Reviewer Assignment Yes «
Expedited Reviewer Assignment Motification Mot Defined Not Defined Add Motification
Exempt Reviewer Assignment Notification Mot Defined Not Defined
Process Administrr‘laottii\;iieii:newer Assignment Not Defined Not Defined
Reviewer Unassignment Notification Mot Defined Not Defined

As illustrated by the screenshot above:

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

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

— after a notification type is configured, its Title, Send E-Mail Notification, and When to Notify
(“Reviewer Assignment Pending Reminder” notification type only) fields are populated and
an Edit icon and Delete button are provided for the notification (red arrows)
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The same configuration panel is used for all six (6) of the reviewer complete/assighment/unassignment
notification types.

Edit Reviewer Assignment Notifications

My Workspaces & IACUC

Insert Merge Code ] [ ‘Save Notification ]

Type of Notification: Agenda Reviewer Assignment MNotification

Title: Agenda Reviewer Assignment
Send E-Mail Notification: ®ves O no
. B T U & x2 x Font Family - 12 - & I~ 9~ =~ = ~

=ErE E % @ o £ &

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

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

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

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

Configure Reviewer Notification
Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.

My Workspaces = IACUC Board Administration o

Caopy Configurations

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

Review Board Notification Setup

Review Response Notification Setup

Review Board System Setup

Board Definition

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
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
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

Meeting Attendance Notification Setup
Outcome Letter Notification
Outstanding Stipulations Notification

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Reviewers Complete Notification page opens.
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My Workspaces ® TACUC Reviewers Complete Notification {4}

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Nofification

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

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Nofification
Process Administrative Reviewer Assignment N " N
Notification Not Defined Not Defined Add Nofification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Reviewsr fssignment Pending Not Defined Not Defined Not Defined Add Notification

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

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

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

Send E-mail Notification

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

Expedited Reviewer Assignment Motification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Motification Mot Defined Not Defined Add Motification
Process Administrative Reviewer Assignment . y _—

Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

As illustrated by the screenshot above:

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

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

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

In the screenshot below, no notifications are configured. Click the applicable Add Notification button.
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My Workspaces & TACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Edit Type Title Send E-mail Notification Action
Reviewers Complete Notification Not Defined Mot Defined Add Notification

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

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Motification Not Defined Mot Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Process Administrative Reviewer Assignment

Notification Not Defined Mot Defined Add Notification

Reviewer Unassignment Motification Not Defined Mot Defined Add Notificafion

List of i Assi ind;

Edit Type When to Notify Title Send E-mail Notification Action

Reviewer Assignment Pending

d Not Defined Mot Defined Not Defined ‘Add Nofification
Reminder

A notification configuration panel opens. The same configuration panel is used for all six (6) of the reviewer
notification types enclosed by the red box in the screenshot above.

My Workspaces = tacue —
[ insert Merge code | | save notmcation |
fivpsol Agenda Reviewer Assignment Notification
Notification: g 9
Title: Agenda Reviewer Assignment
Send E-Mail @ Is)
Notification: ® Ves L No

< B I U & x = Verdana - 11 - & I~ 9~ &~ = ~

= - = % @m ° # & 9

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

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

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

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

My Workspaces = TACUC Reviewers Complete Notification [ <}

List of RB Reviewers Complete Notifications

Reviewers Complete Notification Mot Defined Not Defined Add Notification
List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Agenda Reviewer Assignment Yes Delete Notification «

f Expedited Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Mot Defined Not Defined Add Notification

Process Administrative Reviewer Assignment Mot Defined Not Defined Add Notification

Notification
Reviewer Unassignment Notification Mot Defined Not Defined Add Notification

List of i i ind

. Send E-mail
When to Notify Notification

Reviewer Assignment Pending

Mot Defined Not Defined Not Defined Add Notification
Reminder

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

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

Edit Reviewer Notification
Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.
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My Workspaces = IACUC Board Administration o

Svstem Setup | |

List Maintenance Setup

| [ Cleamun |

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup «
Internal Documents Notification
Internal Routing Notification

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

Outstanding Stipulations Notification

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Reviewers Complete Notification page opens.

My Workspaces ®

TACUC Reviewers Complete Notification <]

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification
List of Reviewer Assignment Notifications
Type Title Send E-mail Notification Action

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

Process Administrative Reviewer Assignment N " N
Notification Not Defined Not Defined Add Notification
Reviewer Unassignment Motification Not Defined Not Defined Add Notification

Reviewer Assignment Pending

When to Notify

Reminder Not Defined

Not Defined

Send E-mail Notification

Not Defined

Add Nofification

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

on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion

status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.
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Send E-mail Notification

Agenda Reviewer Assignment Motification Agenda Reviewer Assignment Yes Delete Motification «

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

Process Administrative Reviewer Assignment . y _—
Notification Not Defined Not Defined Add Notification

Add Notification

Reviewer Unassignment Motification Mot Defined Not Defined

As illustrated by the screenshot above:

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

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

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

the notification (red arrows)

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

List of Reviewer Assignment Notifications

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

Reviewer Unassignment Motification Mot Defined Mot Defined Add Notification

The notification is opened in a configuration panel. The same configuration panel is used for all reviewer

complete/assignment/unassignment notifications.
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My Workspaces = 1ACUC Edit Reviewer Assignment Notifications | <}
Insert Merge Code Save Nofification

Type of Notification: Agenda Reviewer Assignment Notification

Title: Agenda Reviewer Assignment Notification

Send E-Mail Notification: ® Yes No

< B I Uu & x x Verdana - 11 - & I~ 9~ =~

= o= E v @ ° # 8 o

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

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

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

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

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

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

List of RB i s C r

Review Board Administration: Notifications

1ACUC Reviewers Complete N ation

Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification
List of Reviewer Assignment Notifications
s} Agenda Reviewer Assignment Notification Agenda Reviewer Assignment Notification Yes
Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification
Process Administratie Revewer ot Defined Hot Defined Add Notfcation
Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of i i inders

Reviewer Assignment Pending
Reminder

When to Notify

Mot Defined

Send E-mail
Notification

Not Defined Not Defined

Delete Reviewer Notification

Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.

My Workspaces = IACUC

Board

Caopy Configurations

| System Setup ‘ ‘ List Maintenance Setup

H 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

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

v soad e sevp

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification

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

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Reviewers Complete Notification page
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My Workspaces & IACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Nofification

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

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Process Administrative Reviewer Assignment

Notification Not Defined Not Defined Add Nofification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Reviewsr fssignment Pending Not Defined Not Defined Not Defined Add Notification

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

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

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

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

Click the Delete Notification button for the applicable notification.

My Workspaces IACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Mot Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Notification

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

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

Assignment Notification Not Defined Mot Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

Send E-mail
Notification

Reviewer Assignment Pending Not Defined Not Defined Not Defined Add Notification
Reminder

When to Notify
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A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces & IACUC Reviewers Complete Notification | <]

List of RB Reviewers Complete Notifications

Reviewers Complete Notification Not Defined Mot Defined Add Noification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Process Administrative Reviewer
Assignment Notification

Not Defined Mot Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Reviewer Unassignment Notification Not Defined Mot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Reviewer Assignment Pending

Not Defined Not Defined Not Defined ‘Add Notfication
Reminder

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

Configure Reviewer Reminder
Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.
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My Workspaces = IACUC Board Administration n

Copy Configurations

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

Review Board System Setup Review Board Notification Setup

® Board Definition Review Response Notification Setup

® Board Configuration Options Continuing Review Notification Setup
® groadcast 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
® 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 Outcome Letter Notification
® setup Expedite Report Template Outstanding Stipulations Notification

® Setup Meeting Minutes Template Board Members Notification Setup

® Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® setup Outcome Letter Templates
- .

The Reviewers Complete Notification page opens.

My Workspaces = IACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

Send E-mail Notification

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer Assignment

Motification Not Defined Mot Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Reviewer J;?ﬁ:r;:r"t Pending Not Defined Mot Defined Not Defined Add Notification

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

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

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.
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My Workspaces = TIACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Notification

Agenda Reviewer Assignment Motification Not Defined Mot Defined Add Notification

Expedited Reviewer Assignment Notification Not Defined Mot Defined Add Notification

Exempt Reviewer Assignment Motification Not Defined Mot Defined Add Notification

Process Administrative Reviewer

! S Not Defined Not Defined Add Notification
Assignment Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of i Assil ind

When to Notify

Reviewer Assignment Pending

! Mot Defined Mot Defined Mot Defined Add Nofification
Reminder

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

My Workspaces [ JACUC Edit Reviewer Assignment Notifications

Insert Merge Code ] | save Noification |

Type of Notification: Reviewer Assignment Pending Reminder
Title: [ Reviewer
Notify every 2 Days in days.
Send E-Mail Notification: ® ves O no
< B I U S x x* \Verdana 11 v & v v =~

% @ o = (=] o

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

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

Enter how frequently, in number of days, the reminder is to be re-sent until the review task is complete in the
Notify every ? Days field.

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

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

configured on the notification setup page.

My Workspaces & IACUC

List of RB Reviewers Complete Notifications

Reviewers Complete Notification

Review Board Administration: Notifications

Reviewers Complete Notification

Send E-mail

Notification

Not Defined Mot Defined Add Notification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification

Expedited Reviewer Assignment Notification

Exempt Reviewer Assignment Notification

Process Administrative Reviewer
Assignment Notification

Reviewer Unassignment Notification

Send E-mail

Notification
Not Defined Not Defined Add Notification
Not Defined Not Defined Add Notification
Not Defined Not Defined Add Notification
Not Defined Not Defined Add Notification
Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

Reviewer Assignment Pending
=3 Reminder

When to Notify

Motify every 30 Days

Send E-mail
Notification

Incomplete Reviewer Assignment Yes Delete Notification

Notice that a Delete Notification button now appears in place of the Add Notification button, indicating that no

additional versions of this notification type can be created.

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

be revised.

Edit Reviewer Reminder

Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.

My Workspaces & IACUC Board Administration [ <]

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Special Purpose Forms Response Notification Setup
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The Reviewers Complete Notification page opens.

My Workspaces & IACUC Reviewers Complete Notification {4}

List of RB Reviewers Complete Notifications

Send E-mail Notification

Reviewers Complete Notification Not Defined Not Defined Add Nofification

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

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Expedited Reviewer Assignment Notification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Nofification

Process Administrative Reviewer Assignment

Notification Not Defined Not Defined Add Nofification

Reviewer Unassignment Motification Not Defined Not Defined Add Notification

When to Notify Send E-mail Notification

Reviewer Assignment Pending

Not Defined Not Defined Not Defined Add Nofification
Reminder

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

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

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

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

My Workspaces ® IACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail

Notification
Reviewers Complete Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Notifications

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Noification

Expedited Reviewer Assignment Notification Not Defined Hot Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

Assignment Notification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Hot Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

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

The notification is opened in a configuration panel.
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My Workspaces & [ACUC Edit Reviewer Assignment Reminders <]

[ Insert Merge Code ] | Save Mofification |

Type of Notification: Reviewer Assignment Pending Reminder

Title: |\ncnmp|ele Reviewer Assignment

Motify every ? Days in days.

Send E-Mail Notification: ® ves O no
s B I U & x, x* \Verdana 1M - & I- - =~
== == = % @ a2 £ 8

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

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

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

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

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

My Workspaces = TIACUC Reviewers Complete Notification | <}

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Not Defined Not Defined Add Nofification

Send E-mail
Notification

Agenda Reviewer Assignment Notification Not Defined Not Defined Add Notification

Expedited Reviewer Assignment Motification Not Defined Not Defined Add Notification

Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification

Process Administrative Reviewer

Assignment Natification Not Defined Not Defined Add Notification

Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of Reviewer Assignment Reminders

When to Notify

Send E-mail
Notification

Reviewer Assignment Pending | otify every 15 Days | Incomplete Reviewer Assignment Yes Delete Notiication
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Delete Reviewer Reminder
Navigate to IACUC Assistant > Review Board Administration > Reviewers Notification Setup link.

My Workspaces =

IACUC

Review Board Administration: Notifications

Board Administration

System Setup

‘ ‘ List Maintenance Setup

| [ Cean-up |

Caopy Configurations

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

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 Quicome Letter Groups

Setup Outcome Letter Templates.

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup -—
Internal Documents Notification
Internal Routing Notification

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

Outstanding Stipulations Notification

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Reviewers Complete Notification page opens.

My Workspaces =

IACUC

Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Not Defined

Send E-mail Notification

Not Defined

Add Notification

Agenda Reviewer Assignment Notification

Expedited Reviewer Assignment Notification

Exempt Reviewer Assignment Notification

Process Administrative Reviewer Assignment
Notification

Reviewer Unassignment Notification

Not Defined

Not Defined

Not Defined

Not Defined

Not Defined

Send E-mail Notification

Not Defined

Not Defined

Not Defined

Mot Defined

Not Defined

Add Nofification

Add Nofification

Add Notification

Add Nofification

Add Notification

When to Notify

Reviewer Assignment Pending
Reminder

Not Defined

Mot Defined

Send E-mail Notification

Not Defined

Add Nofification

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

on this page.

The red box encloses notifications automatically sent to inform various types of reviewers of a task completion

status, a new reviewer assignment, or that a reviewer assignment is removed.

The blue box encloses the “Reviewer Assignment Pending Reminder” notification type.
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CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.

Click the “Reviewer Assignment Pending Reminder” Delete Notification button (shown in screenshot below).

My Workspaces ® IACUC Reviewers Complete Notification

List of RB Reviewers Complete Notifications

Send E-mail

Notification

Reviewers Complete Notification Mot Defined Not Defined Add Motification

List of Reviewer Assignment Notifications

- Send E-mail :
Edit Type Title e Action
Agenda Reviewer Assignment Notification Mot Defined Not Defined Add Notification
Expedited Reviewer Assignment Motification Not Defined Not Defined Add Notification
Exempt Reviewer Assignment Notification Not Defined Not Defined Add Notification
Process Administrative Reviewer Not Defined Not Defined Add Notification
Assignment Notification
Reviewer Unassignment Notification Not Defined Not Defined Add Notification

List of i Assil

When to Notify

Reviewer Assignment Pending

=1 Reminder Notify every 15 Days Incomplete Reviewer Assignment Yes Delete Notification

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

IACUC Reviewers Complete Notification o

Send E-mail

Notification

Reviewers Complete Notification

Not Defined

Mot Defined

Add Notification

List of Reviewer Assignment Notifications

Send E-mail

Agenda Reviewer Assignment Notification

Expedited Reviewer Assignment Notification

Exempt Reviewer Assignment Notification

Process Administrative Reviewer
Assignment Notification

Reviewer Unassignment Notification

Mot Defined

Mot Defined

Not Defined

Mot Defined

Mot Defined

Notification

List of Reviewer Assignment Reminders

When to Notify

Send E-mail

Reviewer Assignment Pending
eminder

Not Defined

Not Defined

Notification

Not Defined

Notice that the Edit icon and Delete Notification button no longer appear, and an Add Notification button is

provided for the now-unconfigured notification type

Renewal Notification

Renewal notifications can be configured to automatically alert applicable study personnel when a study is about

to expire. Multiple versions of this notification type can be configured in order to automatically re-send the

notification at desired intervals before the study expiration date until/unless the study is renewed.

This type of notification is configured on the Renewal Notification Setup page. To access the page, navigate to

IACUC Assistant > Review Board Administration > Renewal Notification Setup link.

‘ System Setup

List Maintenance Setup

Clean-up

My Workspaces = IACUC Board Administration o

Copy Configurations

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

® 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
r s

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification
outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Renewal Notification Setup page is opened.
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My Workspaces = IACUC Renewal Notification Setup

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

List of Renewal Review Notifications

Notification prior to due date i Send E-mail Notification
Renewal Motification 5 Days Study [%hiacuc_numberds] Expires in 5 Days Yes
3}
Renewal MNotification 1 Days Study [kiacuc_number®] Expires Tomorrow Yes

Add Renewal Notification
Navigate to IACUC Assistant > Review Board Administration > Renewal Notification Setup link.

My Workspaces = IACUC Board Administration o
Copy Configurations
| svstemSetup | [ List Maintenance Setup | [ Clean-up |

Review Board System 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 Satup
Setup Committee List 3yr Full Renewal Notification Setup
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 Outcome Letter Notification
Setup Expedite Report Template Outstanding Stipulations Netification

Setup Meeting Minutes Template Board Members Notification Setup

AR R EEEEENERERENE RN

Setup Outcome Letter Groups Special Purpose Forms Respense Notification Setup

Setup Outcome Letter Templates

The Renewal Notification Setup page is opened. Click the Add a New Notification button.

My Workspaces = IACUC

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

List of Renewal Review Notifications

Notification prior to due date i Send E-mail Notification
Renewal MNotification 5 Days Study [%lacuc_numbers:] Expires in 5 Days Yes
Renewal MNotification 1 Days Study [%siacuc_number%] Expires Tomorrow Yes

The Edit Renewal Notification page opens. An example of a completed notification is shown below.
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My Workspaces & TACUC Edit Renewal Notification 4]

[ Insert Merge Code |I Save Notification I

Type of Notification:

Title:

Notification if within:

Send E-Mail Notification:

E-mail Content:

Renewal Notification

Study [Fiacuc_numberds] Expires in 10 Days

10 in days.

& Yes No

Include RE Mumber «

s B I U £ x x? Verdana
= v o= - = % @m o =

[%today®a]

Dear [%lead_pi_namel9:]

The study referenced in the subject line of this email will expire in ten days. Please login to the iRIS system to renew the study.

The Title field is used as the subject line in the notification e-mail. To include the study number in this field, place
the cursor where the study number should appear and click the Include RB Number button (red arrow in

screenshot above).

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

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

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

Codes in Notifications section of this manual for more information.

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

notification is configured on the Renewal Notification Setup page.

i Add a New Notification I i Delete Nofification(s) I
List of Renewal Review Notifications
IEj
i) Renewal Notification 10 Days Study [%iacuc_number%] Expires in 10 Days Yes
i) Renewal Notification 5 Days Study [%iacuc_numberd] Expires in 5 Days Yes
i) Renewal Notification 1 Days Study [%eiacuc_number%] Expires Tomorrow Yes

Edit Renewal Notification

Navigate to IACUC Assistant > Review Board Administration > Renewal Notification Setup link.
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‘ System Setup | [ List Maintenance Setup | [ Cleanun |
® Board Defin ® Review Response Notification Setup
® Board Configuration Options ® Continuing Review Notification Setup
® Eroadcast Notice ® 3y Continuing Review Notification Setup
® Ssetup Bundle Email Template ® Renewal Notification Satup «
® Setup Committee List ® 3yr Full Renewal Notification Setup
® Sectup 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 ® outcome Letter Notification
® Sectup Expedite Report Template ® outstanding Stipulations Notification
® Sseatup Meeting Minutes Template ® Board Members Notification Setup
® Setup Outcome Letter Groups ® special Purpose Forms Response Notification Setup
® Sectup Outcome Letter Templates
- .

The Renewal Notification Setup page is opened. Click the icon in the Edit column for the applicable notification.

My Workspaces & IACUC Renewal Notification Setup

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

List of Renewal Review Notifications

Notification prior to due date i Send E-mail Notification
Renewal Notification 10 Days Study [6iacuc_numberdt] Expires in 10 Days Yes
3
Renewal Notification 5 Days Study [%iacuc_number®:] Expires in 5 Days Yes

Renewal Notification 1 Days Study [%siacuc_number%] Expires Tomorrow Yes

The notification opens for editing in the Edit Renewal Notification page.

My Workspaces = IACUC Edit Renewal Notification

[ Insert Merge Code ]I Save Notification I

Type of Notification: Renewal Notification

Title: Study [%eiacuc_numberd] Expires in 15 Days Includs RE Number «

Notification if within: 15 in days.

Send E-Mail Notification: ® vas No
s B I U & x, x \Verdana - 1M - 4 I v =~
== == E % @ o &£ = &8 9
[%stoday%s]

E-mail Content:

Dear [%lead_pi_namel%]
The study referenced in the subject line of this email will expire in fifteen days. Please login to the iRIS system to renew the
study.
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Make desired changes to the notification.

The Title field is used as the subject line in the notification e-mail. To include the study number in this field, place
the cursor where the study number should appear and click the Include RB Number button (red arrow in
screenshot above).

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

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

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

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

l Add a New Notification I l Delete Nofification(s) I
List of Renewal Review Notifications
=]
1| Renewal Notification 10 Days Study [%iacuc_number?%] Expires in 10 Days Yes
i) Renewal Notification 5 Days Study [%eiacuc_numberd:] Expires in 5 Days Yes
1| Renewal Notification 1 Days Study [%iacuc_number%] Expires Tomorrow Yes

Delete Renewal Notification
Navigate to IACUC Assistant > Review Board Administration > Renewal Notification Setup link.

My Workspaces = IACUC Board Administration |4}

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
® Ssetup 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
® Sectup Agenda Categories Meeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template

® Setup Expedite Report Template

Outcome Letter Notification
Outstanding Stipulations Notification

® Setup Meeting Minutes Template Board Members Notification Setup

(AR EEREEEENRERERER R ]

® Ssetup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
r =
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The Renewal Notification Setup page is opened.

My Workspaces & IACUC Renewal Notification Setup |« |

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

List of Renewal Review Notifications

Notification prior to due date i Send E-mail Netification
Renewal Notification 15 Days Study [%iacuc_number%] Expires in 15 Days Yes
Renewal Notification 5 Days Study [%iacuc_number®:] Expires in 5 Days Yes
Renewal Notification 1 Days Study [¥iacuc_number®:] Expires Tomorrow Yes

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

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

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces & IACUC Renewal Notification Setup |« |

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

List of Renewal Review Notifications

Notification prior to due date i Send E-mail Notification
Renewal MNotification 5 Days Study [%iacuc_number:] Expires in 5 Days Yes
2
Renewal Motification 1 Days Study [%iacuc_number%] Expires Tomorrow Yes
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Internal Documents Notification
The review board can upload study documents internal to the review board and optionally, can send uploaded
documents to specific iRIS™ users for review or response.

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

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

To access the page, navigate to IACUC Assistant > Review Board Administration > Internal Documents
Notification Setup link.

My Workspaces = IACUC 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
® Ssetup Bundle Email Template Renewal Notification Setup
® Ssetup Committae List 3yr Full Renewal Notification Setup

® Ssetup Review Board Roles Reviewers Notification Setup

Internal Documents Notification ‘

Internal Routing Notification

® setup Role Access

® Setup Electronic Document Stamp
® Ssetup Study Numbering Pre Review Assignment Notification
® Ssetup Agenda Categories Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template Meeting Attendance Notification Setup
® setup Agenda Revision Document Template Outcome Letter Notification
® setup Expedite Report Template Outstanding Stipulations Notification

® Setup Meeting Minutes Template Board Members Notification Setup

(I EEEEEEEEEERERE RN/

® Ssetup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
-~

The Setup Internal Document Notification page opens.

My Workspaces = TACUC Setup Internal Document Notification [}

Cow [, T T e e
Internal Document Notification Not Defined Mot Defined Add Noification

Add Internal Documents Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Documents Notification Setup link.
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My Workspaces & IACUC Board Administration o

Copy Configurations

| System Setup | [ ListMaintenance Setup | [ Cleanup |

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
® Ssetup Bundle Email Template Renewal Notification Setup
® Ssetup Committee List 3yr Full Renewal Notification Setup

® Setup Review Board Roles Reviewers Notification Setup

Internal Documents Notification -«

Internal Routing Notification

® Setup Role Accass

® setup Electronic Document Stamp
® 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 Outcome Letter Notification
® Setup Expedite Report Template Outstanding Stipulations Notification

® Ssetup Meeting Minutes Template Board Members Notification Setup.

I EAEEREEEEEERER RN ]

® Ssetup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
- . o aaaac

The Setup Internal Document Notification page opens.

My Workspaces & IACUC Setup Internal Document Notification [4 ]

= = = == == ]
Internal Document Notification Mot Defined Not Defined Add Notification

Click the Add Notification button. A configuration panel opens.

My Workspaces & TACUC Setup Internal Document Notification (4}

Type of Notification: Internal Document Motification

Title: |A document has been routed to you through iRIS for reviewfaction. P

ISend To: I

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

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

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

Click the Add button to select specific iRIS™ users to receive the notification. The Search User Directory page
opens for user lookup and selection.
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Last Name: l:l (You may enter a partial name to search)
& Orecon  pwstname =

Browse/Find:
by
Department:

~]

|AII Departments

(=earch results display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

Last Name: |Harper {You may enter a partial name to search)
R —
Browse/Find: b
Y
Department: [&ll Departments ]

Check

Select
User

Training|User Name
Multiple

O
tt

ﬁ H:Bper, Jill M, M.D., JHarp@msc.edu

Click the checkmark icon in the Select User column to add a single user to the notification distribution list.

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

My Workspaces = IACUC Setup Internal Document Notification

Save Motification

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

EHarper, Jill M, M.D., PhD

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

remove the user from distribution.
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Click the Save Notification button. The notification is configured on the Setup Internal Document Notification

page.

My Workspaces &

Review Board Administration: Notifications

IACUC Setup Internal Document Notification n

I S A ™ S

=

Notice that the Add Notification button has been replaced with a Delete Notification button, an Edit icon has

Internal Document Notification

A document has been routed to you through
IRIS for review/action. Please log in for details.

Harper, Jill M, M.D., PhD

been added for the notification, and the full Title field text is displayed.

Edit Internal Documents Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Documents Notification Setup link.

My Workspaces = IACUC Board Administration

| System Setup | ‘ List Maintenance Setup

| [ clean-un ]

Delete Notification

Copy Configurations

Review Board System Setup

® Board Definition

® Board Configuration Options

® Broadcast Notice

® setup Bundle Email Template

® Ssetup Committee List

® Ssetup Review Board Roles

® Setup Role Access

® Setup Electronic Document Stamp

® Ssetup Study Numbering

® setup Agenda Categories

® Setup Finalized Agenda Document Template
® Ssctup Agenda Revision Document Template
® Ssetup Expedite Report Template

® Setup Meeting Minutes Template

® Setup Outcome Letter Groups

® Ssetup Outcome Letter Templates
- .

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3y Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification ‘
Internal Routing Notification

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

Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Setup Internal Document Notification page opens.

My Workspaces

Edit Type
- Internal Document Notification

= IACUC

A document has been routed to you through
iRIS for review/action. Please log in for details.

Setup Internal Document Notification

Harper, Jill M, M.D., PhD

S ™ TS N S

Delete Nofification

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

My Workspaces [

Type of Notification:

Internal Document Notification

1ACUC Setup Internal Document Notification [ <)

Save Mofification

Title:

|A document has been routed to you through iRIS for review/action. P

ISend To:
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Make desired changes in the configuration panel.

Text entered in the Title field doubles as the notification text. Bear this in mind when revising Title field text. In
the example above text entered in the Title field is revised to say, “A document has been routed to you through
iRIS for review or action. Please log in for details.”

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

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

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

Last Name: l:l (You may enter a partial name to search)
3 Directory First Name: ’—| I_I
a’j Browse/Find: ]

by
Department:

‘AII Departments e ||

(=earch results display here)

As shown in the screenshot above, the user directory can be searched by full or partial Last Name or First Name,
by Department, or by any combination of the three. Enter desired search criteria in the top section of the form
and click the Find button. Search results display in the lower part of the page.

Save Selected User(s)
Last Name: {You may enter a partial name to search)
oirectory  pest ame: [ ] ;
Browse/Find: b Find
Y
Department: [&ll Departments ]

‘; PhD JHarp@msc.edu

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

My Workspaces & IACUC Setup Internal Document Notification [ 4 |

Type of Notification: Internal Document Motification
Title: |uhed to you through iRIS for review or action. Please log in for defz -
Send To: "

EHarpen Jill M, M.D., PhD

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

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

My Workspaces = TACUC Setup Internal Document Notification [ 4]

= = [ = 0 == T == ]
A document has been routed to you through
4 Internal Document Notification iRIS for review or action. Please log in for Harper, Jill M, M.D., PhD Delete Notification

details.

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

Delete Internal Documents Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Documents Notification Setup link.

My Workspaces = IACUC 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 No ion Setup

® Board Configuration Options Continuing Review Notification Setup

® Broadcast Notice 3yr Continuing Review Notification Setup
® setup Bundle Email Template Renewal Notification Setup
® Ssetup Committee List 3yr Full Renewal Notification Setup

® setup Review Board Roles Reviewers Notification Setup

Internal Documents Notification ‘

Internal Routing Notification

® Ssetup Role Access

® Setup Electronic Document Stamp
® 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 Outcome Letter Notification
® Ssetup Expedite Report Template

® Setup Meeting Minutes Template

Outstanding Stipulations Notification

( EEEEEEEEEREERE RN

Board Members Notification Setup

® Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Ssetup Outcome Letter Templates
- . .-

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

(= = """ ‘= == [ == ]
X A document has been routed to you through
Internal Document Notification IRIS for review or action. Please log in for Harper, Jill M, M.D., PhD Delete Notification
o details.

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

Click the Delete Notification button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces & TACUC Setup Internal Document Notification 0

I S S S R S
Internal Document Motification Not Defined Not Defined Add Notification

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

Internal Routing Notification

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

To access the page, navigate to IACUC Assistant > Review Board Administration > Internal Routing Notification
link.
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My Workspaces IACUC Board Administration o

‘ System Setup ‘ | List Maintenance Setup

|| clean-up |

Copy Configurations

Review Board System Setup

® Board Definition

® Board configuration Options

® groadcast Notice

® setup Bundle Email Template

® setup Committee List

® setup Review Board Roles

® setup Role Access

® Setup Electronic Document Stamp

® Ssetup Study Numbering

® Ssetup Agenda Categories

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

® Setup Meeting Minutes Template

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

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

Board Members Notification Setup

(]
(]
(]
(]
(]
(]
® 1nternal Routing Notification ‘
[ ]
[ ]
[ ]
[ ]
[ ]
(]
®

® Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
- .

The Internal Routing Notification page opens.

Internal Routing Notification

TACUC

My Workspaces &

Send E-mail Notification

RB Internal Submission Routing Signoff Motification Internal Submission Routing Signoff Yes

Delete Nofification «

Send E-mail Notification

RB Internal Routing Complete Notification Mot Defined Mot Defined Add Notification

As shown in the screenshot above:

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

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

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

Add Internal Routing Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Routing Notification link.
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My Workspaces @ IACUC Board Administration <]

System Setup List Maintenance Setup

Clean-up ‘

Copy Configurations

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

® Ssetup Electronic Document Stamp

® Setup Study Numbering

® Setup Agenda Categories

® Ssetup 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
r .

Review Board Noti n Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Netification ‘
Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Internal Routing Notification page opens.

My Workspaces =

IACUC

RB Internal Submission Routing Signoff Notification

Type

Internal Routing Notification

Title

Internal Submission Routing Signoff

Send E-mail Notification Action

Delete Notification

Yes

RB Internal Routing Complete Notification

Not Defined

Send E-mail Notification

Add Notification

Not Defined

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

being configured.

My Workspaces ©

Type of Netification:

Title:

Send E-Mail Notification:

E-mail Content:

IACUC

RB Internal Submissien Routing C

Edit RB Internal Routing Notification

omplete Notification

Internal Submission Routing Signoff Complste

®ves O

[ Insert Merge Code ] I Save Nofification I

Mo
. B I U < Xz x2 Verdana *+ 11~ & I~ 9~ =~ =~ =~ =
% @m o £ =2 & o]

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

[%rb_chair_name1%]|

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

Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the applicable
recipient(s) whose signoff/review task is complete. If “No” is selected the notification is saved to the system for

recordkeeping purposes but is not sent.
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Enter desired boilerplate text and Merge Codes in the E-Mail Content text editor. See the Using Merge Codes in
Notifications section of this manual for more information.

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

My Workspaces = IACUC Internal Routing Notification

Send E-mail Notification

REB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Yes Delete Notification

Send E-mail Notification

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

Edit Internal Routing Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Routing Notification link.

My Workspaces = IACUC Board Administration o

Copy Configurations

‘ System Setup H List Maintenance 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 3yr Full Renewal Notification Setup
® Setup Review Board Roles Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification ‘

Pre Review Assignment Notification

® Setup Role Access

® Setup Electronic Document Stamp
® setup Study Numbering

® setup Agenda Categories Meeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template Meeting Attendance Notification Setup
® Sctup Agenda Revision Document Template Outcome Letter Notification
® sectup Expedite Report Template Outstanding Stipulations Notification

® Setup Meeting Minutes Template Board Members Notification Setup

® Ssetup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
Py .

The Internal Routing Notification page opens.

My Workspaces & IACUC Internal Routing Notification

Send E-mail Notification

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

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

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

Insert Merge Code } | save Notication |

Type of Notification: RE Internal Submission Routing Signoff Notification
Title: Internal Submission Routing Signoff Task
Send E-Mail Notification: ® ves O no
< B I u S5 x Font Family > 12 ~ & I~ - =~ =~ =~ = =

% @ 0 £ = &

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

[%&rb_name%:]

Make desired changes to the subject line of the notification email in the Title field.

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

recipient(s) whose signoff/review task is complete. If “No” is selected the notification is saved to the system for
recordkeeping purposes but is not sent.

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

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

My Workspaces = IACUC Internal Routing Notification
Edit Type Title Send E-mail Notification Action
RB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Task Yes Delete Motification
Edit Type Title Send E-mail Notification Action
RB Internal Submission Routing Complete Notification Internal Submission Routing Signoff Complete Yes Delete Notification

Delete Internal Routing Notification
Navigate to IACUC Assistant > Review Board Administration > Internal Routing Notification link.
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My Workspaces & IACUC Board Administration o

Copy Configurations

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

Review Board System Setup

Review Board Notification Setup

® Board Definition
® Board configuration Options
® Broadcast Notice

® Review Response Notification Setup
® Continuing Review Notification Setup

® 3yr Continuing Review Notification Setup

® Ssetup Bundle Email Template Renewal Notification Setup

® Setup Committee List 3yr Full Renewal Notification Setup
® Setup Review Board Roles Reviewers Notification Setup

® Setup Role Access Internal Documents Notification

Internal Routing Notification «

Pre Review Assignment Notification

® Setup Electronic Document Stamp
® setup study Numbering

® Setup Agenda Categories Meeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template Outcome Letter Notification
® Setup Expedite Report Template Outstanding Stipulations Notification

® Setup Meeting Minutes Template Board Members Notification Setup

® Sctup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup outcome Letter Templates
- . e

The Internal Routing Notification page opens.

My Workspaces & [ACUC

Internal Routing Notification

Send E-mail Notification

\ 1 Delete Notification
—

REB Internal Submission Routing Signoff Notification Internal Submission Routing Signoff Task Yes

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

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

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

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

CANCEL

Click CANCEL to close the popup without deleting the record.

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

Send E-mail Notification

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

Send E-mail Notification

RB Internal Routing Complete Notification Mot Defined Not Defined Add Nofification

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

Meeting Notifications
The iRIS™ system allows for configuration of four (4) general categories of notification related to review board
meetings:

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

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

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

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

The configuration pages for these notification types are accessed via IACUC Assistant > Review Board
Administration > [applicable notification link].
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My Workspaces = IACUC Board Administration

Copy Configurations

‘ System Setup | [ List Maintenance Setup | [ Cleanup |

Review Boar syt setep
® 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

® Setup Role Access ® Internal Documents Notification

® Setup Electronic Document Stamp ® Internal Routing Notification

® Setup study Numbering ® Ppre Review Assignment Notification 4—

® Ssetup Agenda Categories ® meeting Agenda And Minute Notification i
® setup Finalized Agenda Document Template ® Meeting Attendance Notification Setup «
® setup Agenda Revision Document Template ® outcome Letter Notification

® setup Expedite Report Template ® outstanding Stipulations Notification

® setup Meeting Minutes Template ® Board Members Notification Setup

® setup Outcome Letter Groups ® Sspecial Purpose Forms Response Notification Setup
® Ssetup Outcome Letter Templates

[,

Pre Review Notification

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

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

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

My Workspaces = 1AcuC Board Administration o

Copy Configurations

‘ System Setup | [ List Maintenance Setup | [ Cleanup |

Reviow boars Syt setvy
® Board Definition ® Review Response Notification Setup

® Board Configuration Options ® Ccontinuing 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

® Setup Role Access ® Internal Documents Notification

® Setup Electronic Document Stamp ® 1nternal Routing Notification

® Setup Study Numbering ® pre Review Assignment Notification 4-

® Setup Agenda Categories ® Meeting Agenda And Minute Notification

® setup Finalized Agenda Document Template ® meeting Attendance Notification Setup

® setup Agenda Revision Document Template ® outcome Letter Notification

® setup Expedite Report Template ® outstanding stipulations Notification

® Ssetup Meeting Minutes Template ® Board Members Notification Setup

® Setup Outcome Letter Groups ® Sspecial Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates

[ J S .,

The Prereview Notification Setup page opens.
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My Workspaces = IACUC Prereview Notification Setup

Send E-mail Notification
Prereview Agenda Assignment Motification Not Defined Not Defined
Prereview Expedite Motification Not Defined Not Defined
Prereview Exempt Notification Not Defined Not Defined ‘Add Notification
Prereview Administrative Notification Not Defined Not Defined ‘Add Notification
The configuration form for all four (4) of these notification types is the same.
[ Insert Merge Code H ‘Save Nofification ]
Type of Notification: Prereview Agenda Assignment Notification
Title:

Prereview Agenda Assignment

Send E-Mail Notification: ® ves Ono

Principal Investigator
Study Contact

Send To:

.~ B I U & x 2 Font Family ~ 12 ~ & I~ 9~ =

ErEr E E % @ a £ &
E-mail Content:

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

[%rb_name2]

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

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

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

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

Add Pre Review Notification

Navigate to IACUC Assistant > Review Board Administration > Pre Review Assignment Notification link.
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My Workspaces & IACUC Board Administration

Copy Configurations

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

Board Definition

Review Response N on 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
Setup Role Access Internal Documents Notification

Setup Electronic Document Stamp Internal Routing Notification

Pre Review Assignment Notification ‘

Meeting Agenda And Minute Notification

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template Meeting Attendance Notification Setup
Setup Agenda Revision Document Template Outcome Letter Notification

Setup Expedite Report Template Notifi

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Prereview Notification Setup page opens.

My Workspaces [ IACUC Prereview Not tion Setup

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

Click the Add Notification button for the applicable notification type. The Edit Prereview Notification page
opens for configuration of the notification. The same configuration form is used for all four (4) prereview
notification types.

My Workspaces [ IACUC Edit Prereview No

Insert Merge Code ]l Save Noification ||

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

Principal Investigator

Study Contact

Send To:

1]
4

e B I u 5 =x x Verdana - 11 - & I~ 9~

o
= =E - =E % [ 4 = 0

(F=Ter ERmEE Be advised that you have been assigned a prereview agenda task for the [2trb_meeting_date%] review board meeting. Please

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

[%rb_name%:]|
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Enter the desired subject line of the notification email in the Title field.

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

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

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

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

|Sem:| E-miail Notification |A|:lin||

Prereview Agenda Assignment Notification Prereview Agenda Assignment Yes Delete Notification

II

Prereview Expedite Notification Not Defined Mot Defined Add Notificatio

Prereview Exempt Notification Not Defined Not Defined Add Notification

Prereview Administrative Notification Mot Defined Not Defined Add Notification

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

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

Edit Pre Review Notification
Navigate to IACUC Assistant > Review Board Administration > Pre Review Assignment Notification link.
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My Workspaces = TACUC Board Administration

Copy Configurations

System Setup ‘ ‘

List Maintenance Setup | | Cleanup |

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

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

The Prereview Notification Setup page opens.

Prereview No

My Workspaces & IACUC

Review Response Notification Setup
Continuing Review Notification Setup
3r Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

Pre Review Assignment Notification 4-
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification

Board Members Notification Setup

Special Purpose Forms Response Notification Setup

Send E-mail Notification | Action

\_ 3 Prereview Agenda Assignment Notification Prereview Agenda Assignment Yes
Prereview Expedite Notification Mot Defined Mot Defined
Prereview Exempt Notification Mot Defined Mot Defined
Prereview Administrative Notification Mot Defined Mot Defined Add Notification

Click the icon in the Edit column for the applicable notification type. The notification is opened in the Edit
Prereview Notification page. The same configuration form is used for all four (4) prereview notification types.
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[ Insert Merge Code ]I ‘Save Notification I

Type of Notification: Prereview Agenda Assignment Notification
Title: Prereview Agenda Assignment Nntiﬁc:aliori
Send E-Mail Notification: ® ves O No

Principal Investigator
Send To:

Study Contact

" B I u 5 x o Verdana - 11 - & 1~ 9~

]
4

= v = v = % [a o < = =)

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

[%erb_namee]

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

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

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

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

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

My Workspaces & IACUC Prereview Notification Setup [ 4]

Prereview Agenda Assignment Notification Prereview Agenda Assignment Notification Yes Delete Notification

- I

Prereview Expedite Notification Mot Defined Mot Defined Add Notificatio

Prereview Exempt Notification Mot Defined Mot Defined Add Nofification

Prereview Administrative Notification Mot Defined Mot Defined Add Notification

Delete Pre Review Notification
Navigate to IACUC Assistant > Review Board Administration > Pre Review Assignment Notification link.
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My Workspaces = 1AcuC Board Administration o

Copy Configurations

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

Reviow boars Syt setvy
® Board Definition ® Review Response Notification Setup

® Board Configuration Options ® Ccontinuing Review Notification Setup

® Broadcast Notice ® 3yr Continuing Review Notification Setup

® Setup Bundle Email Template ® Renewal Notification Setup

e Setup Committee List L] 3yr Full Renewal Notification Setup

® 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 4-

® Setup Agenda Categories ® Meeting Agenda And Minute Notification

® Setup Finalized Agenda Document Template ® Meeting Attendance Notification Setup

® setup Agenda Revision Document Template ® outcome Letter Notification

® setup Expedite Report Template ® i i i Notificatic

® Ssetup Meeting Minutes Template ® Board Members Notification Setup

® setup Outcome Letter Groups ® Sspecial Purpose Forms Response Notification Setup
® Setup Outcome Letter Templates

[ J S .,

The Prereview Notification Setup page opens.

My Workspaces & IACUC Prereview Notification Setup

Send E-mail Notification | Action

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

Prereview Administrative Notification Mot Defined Not Defined Add Notification

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

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

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.
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My Workspaces & IACUC Prereview Notification Setup

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

Prereview Administrative Notification Not Defined Mot Defined Add Notification

Meeting Agenda And Minute Notifications
Four different types of meeting agenda and minute notifications can be configured to automatically alert
attendees to changes in agenda and minutes status:

— Revised Meeting Agenda Notification, sent to all committee members when the agenda is
revised

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

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

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

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

My Workspaces [ IACUC Board Administration {4 |

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
Setup Role Access Internal Documents Notification
Setup Electronic Document Stamp Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification «

Meeting Attendance Notification Setup

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template Outcome Letter Notification
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates
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The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces IACUC Meeting Agenda and Minute Notification Setup

Edit Type Title Send E-mail Notification Action
Final Meeting Agenda Motification Mot Defined Mot Defined
Revised Meeting Agenda Notification Mot Defined Mot Defined
Final Meeting Minute Notification Not Defined Mot Defined
Draft Meeting Minute MNotification Mot Defined Not Defined Add Nofification

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

My Workspaces & IACUC Edit Meeting Agenda And Minute Notification

[ Insert Merge Code ” Save Notification }

Type of Notification: RB Final Meeting Agenda Motification
Title:
Send E-Mail Notification: ® ves ) No
Font Famil 12 = —
v B I u = Az 7 v - - & I~ I~ =~ = ~
— — Q
Er E E % @ F &

E-mail Content:

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

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

the

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

Codes in Notifications section of this manual for more information.

Add Meeting Agenda / Minute Notification

Navigate to IACUC Assistant > Review Board Administration > Meeting Agenda And Minute Notification Setup

link.
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My Workspaces = IACUC Board Administration o

System Setup List Maintenance Setup

Clean-up ‘

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup
Centinuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Notification

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

Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces IACUC

Type

Final Meeting Agenda Motification

Revised Meeting Agenda Notification

Final Meeting Minute Notification

Draft Meeting Minute MNotification

Title

Not Defined

Not Defined

Not Defined

Not Defined

Meeting Agenda and Minute Notification Setup

Send E-mail Notification Action
Not Defined
Not Defined
Not Defined Add Nofification
Not Defined Add Nofification

Click the applicable Add Notification button.

A configuration form is opened for creation of the notification. The configuration form for all four (4) of these

notification types is the same.

= IACUC

My Workspaces

Edit Meeting Agenda And Minute Notification

Insert Merge Code }I Bave Notification I

Type of Notification: RB Final Meeting Agenda Motification

Title: Final Meeting Agenda Published

Send E-Mail Notification: ® ves U No
s B I U &
E - = %

E-mail Content:

b b

fol
-4

The finalized agenda for the upcoming [%rb_meeting_date3:] board meeting has been published. |

Verdana i~ =~

i~

i

[~ 2

Enter the desired subject line of the notification email in the Title field.
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Select “Yes” or “No” for Send E-Mail Notification. If “Yes” is selected the notification is sent to the recipient(s). If
“No” is selected the notification is saved to the system for recordkeeping purposes but is not sent.

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

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

My Workspaces = IACUC Meeting Agenda and Minute Notification Setup

Final Meeting Agenda Notification Final Meeting Agenda Published Yes Delete Motification

Revised Meeting Agenda Motification Not Defined Not Defined Motification

Final Meeting Minute Notification Not Defined Not Defined Mofification

Draft Meeting Minute Notification Not Defined Not Defined Nofification

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

Edit Meeting Agenda / Minute Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Agenda And Minute Notification Setup
link.

My Workspaces [ IACUC Board Administration 4 |

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
Setup Role Access Internal Documents Notification
Setup Electronic Document Stamp Internal Routing Notification

Pre Review Assignment Notification

Meeting Agenda And Minute Notification «

Meeting Attendance Notification Setup

Setup Study Numbering

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template Outcome Letter Notification
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Agenda and Minute Notification Setup page opens.
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My Workspaces & IACUC Meeting Agenda and Minute Notification Setup

Send E-mail Notification

Final Meeting Agenda Motification Final Meeting Agenda Published Yes
Revised Meeting Agenda Motification Mot Defined Not Defined
Final Meeting Minute Notification Mot Defined Not Defined
Draft Meeting Minute Notification Mot Defined Not Defined

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

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

notification types is the same.

My Workspaces = IACUC Edit Meeting Agenda And Minute Notification

[ Insert Merge Code ]I ‘Save Notification I

Type of Notification: RE Final Meeting Agenda Notification

Title: Final Mesting Agenda ion|

Send E-Mail Notification: ® ves O Mo
< B I U 5§ x x Font Family > 12 - & I~ I~ E~ = ~
= B2 = % Q 4 =

(Eeil e The finalized agenda for the upcoming [¥rb_meeting_date%] board meeting has been published.

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

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

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

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

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

My Workspaces & 1IACUC Meeting Agenda and Minute Notification Setup

i) Final Meeting Agenda Notification Final Meeting Agenda Natification Yes
Revised Meeting Agenda Notification Not Defined Not Defined

Final Meeting Minute Notification Mot Defined Mot Defined

Draft Meeting Minute Notification Not Defined Not Defined
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Delete Meeting Agenda / Minute Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Agenda And Minute Notification Setup
link.

My Workspaces & IACUC Board Administration o0

Copy Configurations

‘ System Setup | ‘ List Maintenance Setup ‘ ‘ Clean-up ‘
Review Bord ysom seup
® poard Definition ® Review Response Notification Setup
® poard Configuration Options L) Continuing Review Notification Setup
® Broadcast Notice ® 3yr Continuing Review Notification Setup
(] Setup Bundle Email Template ® Renewal Notification Setup
® Sctup Committee List ® 3yr Full Renewal Notification Setup
[ ] Setup Review Board Roles ® Reviewers Notification Setup
® Sctup Role Access ® Internal Documents Notification
® Setup Electronic Document Stamp ® Internal Routing Notification
® Sctup Study Numbering ® pre Review Assignment Notification
® sctup Agenda Categories ® peeting Agenda And Minute Notification ‘
(] Setup Finalized Agenda D Templ . Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template ® outcome Letter Notification
(] Setup Expedite Report Template . Outstanding Stipulations Notification
® Setup Meeting Minutes Template ® goard Members Notification Setup
(] Setup Outcome Letter Groups L] Special Purpose Forms Response Notification Setup
® Sctup Outcome Letter Templates
- ... R

The Meeting Agenda and Minute Notification Setup page opens.

My Workspaces [ IACUC Meeting Agenda and Minute Notification Setup

Send E-mail Notification

Final Meeting Agenda Notification Final Meeting Agenda Notification Yes Delete Notification

Revised Meeting Agenda Notification Not Defined Not Defined Notification

Final Meeting Minute Maotification Not Defined Not Defined Motification

Draft Meeting Minute Notification Not Defined Not Defined Notification

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

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

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.
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Click CONFIRM to delete the record and close the popup. The selected notification type is now unconfigured on
the notification setup page.

IACUC

Meeting Agenda and Minute Notification Setup

My Workspaces =

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

Final Meeting Minute Notification Not Defined Not Defined

Draft Meeting Minute Notification Not Defined Not Defined Add Notification

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

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

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

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

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

My Workspaces = IACUC Board Administration o

Copy Configurations

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

Review Board Notification Setup

Review Response Notification Setup

Review Board System Setup

Board Definition

Board Configuration Options Continuing Review Notification Setup
Broadcast Notice 3yr Continuing Review Notification Setup
Setup Bundle Email Template Renewal Notification Setup
Setup Commiittee List 3yr Full Renewal Notification Setup
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
Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates

Meeting Attendance Notification Setup ‘

Outcome Letter Notification
Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup

The Meeting Attendance Notification Setup page opens.
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My Workspaces = IACUC Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
late

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined [ SR I RS TS IR LT }

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

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

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

List of Meeting Attendance Notifications

Notification prior to expiration date Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

Add Meeting Attendance Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.

My Workspaces = IACUC Board Administration o

Copy Configurations

| System Setup ‘ ‘ List Maintenance 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 3yr Full Renewal Notification Setup
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

Meeting Attendance Notification Setup ‘

Outcome Letter Notification

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.
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My Workspaces & [ACUC Meeting Attendance Notification Setup 0

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined [ S LR TR (IR E LY ]

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

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

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

List of ing Al

Notification prior to expiration date Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

Click the Add a New Notification button.

My Workspaces IACUC Meeting Attendance Notification Setup

Add a New Motification

List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined ) LTI A TG iEhg el iy

The Edit Meeting Attendance Notification page opens.
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My Workspaces = [ACUC Edit Meeting Attendance Notification

[ Insert Merge Code } | save notiication |

Type of Notification: Meeting Attendance Notification
Title: |Please Set Meeting Availability
Notification if within: in days.
Send E-Mail @® IS}
Notification: @ yes L No
Verdana il _ .
& B I u & x - > 4 I~ 9~ =~ = ~
= o Q
= - =E % A -4 (=} 2

E-mail Content:

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

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

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

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

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

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

My Workspaces [ IACUC Meeting Attendance Notification Setup {4}

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

List of Meeting Attendance Notifications

Notification prior to expiration
ate

‘ Send E-mail Notification

O 3 Meeting Attendance Motification 30 Days Please Set Meeting Availability Yes

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Motification Mot Defined Mot Defined [ Add Member Attendance Change Nofification ]

Notice that an Edit icon is provided for the notification, and a Delete Notification button is added for the list.
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Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.

My Workspaces = IACUC Board Administration o

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

Copy Configurations

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

Setup Study Numbering

Setup Agenda Categories

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

Setup Meeting Minutes Template

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Naotification
Internal Routing Notification

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

Outstanding Stipulations Notification

Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.

TACUC Meeting Attendance Notification Setup n

My Workspaces =

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

ate

Mo Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Add Member Attendance Change Notification

Member Attendance Change Motification Not Defined Mot Defined

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

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

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

List of Meeting Attendance Notifications

Send E-mail Notification

Notification prior to expiration date

Meeting Attendance Notification 30 Days Member Attendance Notification Yes
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Click the icon in the Edit column for the applicable notification.

My Workspaces [ IACUC Meeting Attendance Notification Setup

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

List of Meeting Attendance Notifications

Notification prior to expiration Send E-mall NobBcilion

date

O Meeting Attendance Motification 30 Days Please Set Meeting Availability Yes

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Motification Mot Defined Mot Defined ) EEET T TER ETER Ion ]

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

My Workspaces & IACUC Edit Meeting Attendance Notification

Insert Merge Code ] | save Notification |

Type of Notification: Meeting Attendance Motification

Title: |Please Set Meeting Availability

Notification if within: in days.

Send E-Mail Notification: ® ves O o
. B I u & xx x Verdana - 11 - & I~ 9~ =~
= = - E % @m o £ B&

E-mail Content:
You are on the list of attendees for one or more upcoming board or committee meeting(s). Please login to iRIS to set your
availability.

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

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

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

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

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 99



IACUC Assistant Review Board Administration: Notifications

My Workspaces & TIACUC Meeting Attendance Notification Setup | 4« |

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

List of Meeting Attendance Notifications

Notification prior to expiration
ate

Send E-mail Notification

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

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Notification Mot Defined Not Defined A ETIER CERTITTER LTEER ML BT

Delete Meeting Attendance Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.

My Workspaces = IACUC n
| System Setup ‘ ‘ List Maintenance Setup ‘ ‘ Clean-up |

Review Board System Setup

Review Response Notifi

Board Definition tion 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
Setup Role Access Internal Documents Notification
Setup Electronic Document Stamp Internal Routing Notification
Setup Study Numbering Pre Review Assignment Notification

Meeting Agenda And Minute Notification

Meeting Attendance Notification Setup ._

Outcome Letter Notification

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.
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My Workspaces & TIACUC Meeting Attendance Notification Setup 0

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

No Meeting Attendance Motification has been posted.

List of Member Attendance Change Motification

Send E-mail

Notification

Member Attendance Change Motification Not Defined Mot Defined Add Member Attendance Change Notification

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

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

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

List of ing Al

Notification prior to expiration date Send E-mail Notification

Meeting Attendance Notification 30 Days Member Attendance Notification Yes

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

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

My Workspaces & IACUC Meeting Attendance Notification Setup 4|

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

List of Meeting Attendance Notifications

Notification prior to expiration
date

Send E-mail Notification

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

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Mot Defined AL ETIEET ALFIRETER (IERTE MEITEim
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A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

the notification setup page.

My Workspaces & IACUC Meeting Attendance Notification Setup <]

Add a New Nofification

List of Meeting Attendance Notifications

rEremE e Send E-mail Notification

List of Member Attendance Change Notification

Send E-mail
Notification

‘Add Member Aftendance Change Motification ]

Not Defined

Member Attendance Change Notification Not Defined

Notice that in this example, because the notification list is now empty, the Edit icon and Delete Notification

button no longer appear.

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

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

meeting

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

Both notification types are configured via the Meeting Attendance Notification Setup page. To access the page,
navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.
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My Workspaces & IACUC Board Administration 1]

Copy Configurations

System Setup | ‘ List Maintenance 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 3yr Full Renewal Notification Setup
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

Meeting Attendance Notification Setup ‘

Outcome Letter Notification

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.

My Workspaces & IACUC Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
late

Send E-mail
Notification

Member Attendance Change Natification Not Defined Not Defined [ e }

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

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

List of Member Attendance Change Notification

Send E-mail Notification

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

Add Meeting Attendance Change Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.
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My Workspaces & IACUC Board Administration 1]

Copy Configurations

System Setup | ‘ List Maintenance 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 3yr Full Renewal Notification Setup
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

Meeting Attendance Notification Setup ‘

Outcome Letter Notification

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.

My Workspaces & IACUC Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
late

Send E-mail
Notification

Member Attendance Change Natification Not Defined Not Defined [ e }

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

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

List of Member Attendance Change Notification

Send E-mail Notification

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

When the notification is unconfigured, click the Add Member Attendance Change Notification button.
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My Workspaces & IACUC Meeting Attendance Notification Setup | 4]

List of Meeting Attendance Notifications

Notification prior to expiration

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

List of Member Attendance Change Notification

Send E-mail
Notification
Member Attendance Change Notification Not Defined Mot Defined I Add Member Altendance Change Nolification I
The Edit Meeting Attendance Notification page opens.
My Workspaces = IACUC Edit Meeting Attendance Notification

[ Insert Merge Code ] | save notmcation |

Type of Notification: Member Attendance Change Notification

Title: ! Change

Notification if within: in days.

Send E-Mail Notification: ® ves O no
B I U § x, x* \Verdana > 1 - 8 Iy I =~
= = - = % [ [o} - = o]

E-mail Content:

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

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

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

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

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

Click the Save Notification button to save the notification and close the page. The notification is configured in
the lower portion of the Meeting Attendance Setup page.
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My Workspaces [ IACUC Meeting Attendance Notification Setup 0o

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

ate

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification = Member Attendance Change Notification Yes ZEER @R T LR 3

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

Edit Meeting Attendance Change Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.

My Workspaces IACUC Board Administration 4]

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 Cenfiguration Options Continuing Review Notification Setup
Broadcast Netice 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
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

Meeting Attendance Notification Setup ‘

Outcome Letter Notification

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Netification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.
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My Workspaces = IACUC Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

4 Send E-mail Notification
late

No Meeting Attendance Notification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

Member Attendance Change Notification Not Defined Not Defined [ SR I RS TS IR LT }

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

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

List of Member A Change ification

Send E-mail Notification

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

When the notification is configured, click its Edit icon.

My Workspaces & IACUC Meeting Attendance Notification Setup 0

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification
ate

No Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Notification

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

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

[ Insert Merge Code ] I Save Nofffication I

Type of Notification: Member Attendance Change Notification
Title: |Memher Changes|
Notification if within: in days.
Send E-Mail Notification: ® ves O o
« B I U § x x Font Family ~ 12 - 4 I~ 9~ =~
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‘
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E-mail Content:

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

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

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

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

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

My Workspaces & IACUC Meeting Attendance Notification Setup 4]

List of Meeting Attendance Motifications

Notification prior to expiration

Send E-mail Notification
date

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Motification

Send E-mail ‘

Notification

Member Attendance Change Notification Member Attendance Changes Yes Delete Member Aftendance Change Noffication ]

Delete Meeting Attendance Change Notification
Navigate to IACUC Assistant > Review Board Administration > Meeting Attendance Notification Setup link.
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My Workspaces & IACUC Board Administration 1]

Copy Configurations

System Setup | ‘ List Maintenance 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 3yr Full Renewal Notification Setup
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

Meeting Attendance Notification Setup ‘

Outcome Letter Notification

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template
Setup Expedite Report Template Outstanding Stipulations Notification

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Meeting Attendance Notification Setup page opens.

My Workspaces & IACUC Meeting Attendance Notification Setup

Add a New Notification

List of Meeting Attendance Notifications

Notification prior to expiration

d Send E-mail Notification
late

Send E-mail
Notification

Member Attendance Change Natification Not Defined Not Defined [ e }

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

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

List of Member Attendance Change Notification

Send E-mail Notification

Member Attendance Change Notification Member Attendance Change Notification Yes [ (D5 (MEnilBer AETEEES CENg N Ei=n

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.
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Click the Delete Member Attendance Change Notification button.

My Workspaces [ IACUC Meeting Attendance Notification Setup

Add a New Motification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

date

Mo Meeting Attendance Motification has been posted.

List of Member Attendance Change Notification

Send E-mail

Motification

Member Attendance Change Notification Member Attendance Changes Yes I Delete Member Attendance Change N tion I

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces & IACUC Meeting Attendance Notification Setup

Add a New Nofification

List of Meeting Attendance Notifications

Notification prior to expiration

Send E-mail Notification

No Meeting Attendance Notification has been posted.

List of Member Attendance Change MNotification

Send E-mail

Natification

Member Attendance Change Notification Not Defined Nt Defined AR BT AL BTN ER & ERgR I ]

Outcome Letter Notifications

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

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 110



IACUC Assistant

— RB Outcome Letter Notification, automatically sent to applicable study personnel when an

outcome letter is sent

— Outcome Signoff Letter Notification, automatically sent to applicable study personnel when

Review Board Administration: Notifications

an outcome letter signoff task is assigned

— Outcome Signoff Complete Notification, automatically sent to the Assigned Analyst when an

outcome letter signoff task is completed

All three notification types are configured via the RB Outcome Letter Notification page. To access the page,

navigate to IACUC Assistant > Review Board Administration > Outcome Letter Notification link.

My Workspaces = IACUC Board Administration 4]

Copy Configuraticns

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

Review Board Notification Setup

Review Response Notification Setup

Review Board System Setup

Board Definition

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
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
Meeting Attendance Notification Setup

Qutcome Letter Notification «

Outstanding Stipulations Notification

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

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The RB Outcome Letter Notification setup page is opened.

My Workspaces & IACUC RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
m Criizming “

[ Add RB Outcome Letter Notcation |

RB Outcome Letter Notification Not Defined Not Defined

List of Outcome Signoff Letter Notifications

Send E-mail

{ Add Outcome Signoff Letter Notification ]

Outcome Signoff Letter Notification Mot Defined Not Defined

List of Outcome Signoff Complete Notifications

Send E-mail -
E

[ Add Outcome Signoff Complete Motification ]

Outcome Signoff Complete Notification Not Defined Not Defined
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The RB Outcome Letter Notification is set up via the top section of the page (red box).
The Outcome Signoff Letter Notification is set up via the middle section of the page (blue box).

The Outcome Signoff Complete Notification is set up via the bottom section of the page (green box).

As shown in the screenshot below:

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

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

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

My Workspaces & IACUC RB Outcome Letter Notification [ 4]

List of RB Outcome Letter Notifications

Send E-mail
E_ Notification “

RB Outcome Letter Notification ‘Outcome Letter Motification

N ?

List of Outcome Signoff Letter Notifications

[ Delete Qutcome Letter Notification ]

Send E-mail

Notification

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

List of Outcome Signoff Complete Notifications

Send E-mail

Notification

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

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

[ Insert Merge Code ][ Save Nofification ]
Type of Notification: RE Outcome Letter Motification
Title:
Send E-Mail Notification: ® ves O no
o B I Uu 5 x x* Verdana + 11 v & I~ 9~ =~
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E-mail Content:
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The Title field is used as the subject line in the notification e-mail.

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

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

Add Outcome Letter Notification
Navigate to IACUC Assistant > Review Board Administration > Outcome Letter Notification link.

My Workspaces & IACUC Board Administration o

Copy Configurations

System Setup ‘ | List Maintenance 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 3yr Full Renewal Notification Setup
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
Meeting Attendance Notification Setup

Outcome Letter Notification «

Outstanding Stipulations Notification

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

Setup Meeting Minutes Template Board Members Notification Setup

Setup Qutcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The RB Outcome Letter Notification setup page is opened.

My Workspaces = IACUC RB Outcome Letter Notification

List of RB Qutcome Letter Notifications

Send E-mail
m Notification “

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

List of Outcome Signoff Letter Notifications

Send E-mail

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

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Qutcome Signoff Complete Notification Not Defined Mot Defined [ Add Outcome Signoff Complete Notification ]
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The RB Outcome Letter Notification is set up via the top section of the page (red box).

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

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

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

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

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

My Workspaces [ACUC RB Outcome Letter Notification [ 4]

List of RB Outcome Letter Notifications

E e

RB Outcome Letter Notification Outcome Letter Notification Yes [ Delete Outcome Letter Mofification ]

A »

List of Qutcome Signoff Letter Notifications

Send E-mail

Notification

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

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

Click the applicable Add button to configure the desired notification type. The selected notification type is
opened in the Edit RB Outcome Letter Notification page.
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[ Insert Merge Code ]I Save Notification I

Type of Notification: RBE Outcome Letter Notification

Title: Outcome Letter Motification

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

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

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

[%erb_name?t]

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

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

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

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

My Workspaces = IACUC RB Outcome Letter Notification
List of RB Outcome Letter Notifications

Send E-mail

Notification

4 RB Outcome Letter Notification ‘Qutcome Letter Notification Yes Deleie Outcome Letter Notification

List of Outcome Signoff Letter Notifications

Send E-mail
E“

QOutcome Signoff Letter Notification Not Defined Not Defined [ Add Qutcome Signoff Letter Notification ]

List of Outcome Signoff Complete Notifications

Send E-mail
E“

Outcome Signsff Complete Netification Not Defined Not Defined [ Ava Outcome Signoff Complete Nosication |

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

when configured.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised. This is the case for all outcome letter notifications when configured.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 115



IACUC Assistant Review Board Administration: Notifications

Edit Outcome Letter Notification
Navigate to IACUC Assistant > Review Board Administration > Outcome Letter Notification link.

My Workspaces & IACUC Board Administration [}

Copy Configurations

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

Review Board System Setup Review Board Notification Setup

Review Response Notification Setup

Board Definition

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
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

Outcome Letter Notification «

Outstanding Stipulations Notification

Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template Board Members Notification Setup

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The RB Outcome Letter Notification setup page is opened.

My Workspaces IACUC RB OQutcome Letter Notification

List of RB Qutcome Letter Notifications

Send E-mail
E ==t “

RE Gutcome Letter Notification Not Defined Not Defined [ 4dd R Outcome Letter Notifcation |

List of Qutcome Signoff Letter Notifications

Send E-mail

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

List of Outcome Signoff Complete Notifications

- Send E-mail .

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

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

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

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

— only one version of each notification type can be configured, no add button is provided for
notification types that are already configured
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— until a notification type is configured, its Title and Send E-Mail Notification fields are set to
“Not Defined” and an add button is provided for the notification (red boxes)

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

My Workspaces [ 1ACUC RB Outcome Letter Notification | 4|

List of RB Qutcome Letter Notifications

Send E-mail
E ST “

[ Delete Outcome Letter Notification ]

RB Outcome Letter Notification Outcome Letter Notification

L ¥

List of Outcome Signoff Letter Notifications

Send E-mail

Notification

Outcome Signoff Letter Motification Not Defined Not Defined Add Qutcome Signoff Letier Motification ]

List of Outcome Signoff Complete Notifications

Send E-mail

Notification

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

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

My Workspaces & IACUC RB Outcome Letter Notification

List of RB Outcome Letter Notifications

_ Send E-mail

[ Delete Qutcome Letter Notification ]

RB Outcome Letter Notification QOutcome Letter Notification Yes

List of Outcome Signoff Letter Notifications

Send E-mail
m EiE “

OQutcome Signoff Letter Motification Mot Defined Mot Defined [ Add Outcome Signoff Letter Motification ]

List of Outcome Signoff Complete Notifications

[ — i
E Notsfication

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

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

Edit RB Outcome Letter Notification

[ Insert Merge Code ]I Save Motification I

Type of Notification: RBE Outcome Letter Notification

Title:

Review Board| Outcome Letter Notification

Send E-Mail Notification: ® ves O o

" B I u & x x* Font Family > 12 ~ & I~ 9~

i
‘

Er Er EE % M o = =
E-mail Content:

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

[26rb_name3t]
Make desired changes to the Title field, which is used as the subject line in the notification e-mail

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

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

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

My Workspaces [® IACUC

RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail

RB Outcome Letter Notification

Review Board Qutcome Letter Notification Yes [ Delete Qutcome Letter Notification ]

List of Outcome Signoff Letter Notifications

Send E-mail

Outcome Signoff Letter Notification

Not Defined Not Defined [ Add Outcome Signoff Letter Motification ]

List of Outcome Signoff Complete Motifications

Send E-mail
E“

Qutcome Signoff Complete Notification

Not Defined Mot Defined [ Add Outcome Signoff Complete Notification ]

Delete Outcome Letter Notification

Navigate to IACUC Assistant > Review Board Administration > Outcome Letter Notification link.
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My Workspaces & IACUC Board Administration 0

Copy Configurations

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

Revow bonrdSytom et
® 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

® Setup Role Access ® Internal Documents Notification

® Setup Electronic Document Stamp ® 1nternal 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

® Ssetup Agenda Revision Document Template ® Outcome Letter Notification -‘

® Ssetup Expedite Report Template ® outstanding Stipulations Notification

L] Setup Meeting Minutes Template ® Board Members Notification Setup

L] Setup Outcome Letter Groups L] Special Purpose Forms Response Notification Setup
® setup Outcome Letter Templates

[

The RB Outcome Letter Notification setup page is opened.

My Workspaces IACUC RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
m Leftat “

RB Outcome Letter Notification Not Defined Not Defined [ ‘Add RE Outcome Letter Notification ]

List of Outcome Signoff Letter Notifications

Send E-mail

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

List of Qutcome Signoff Complete Notifications

Send E-mail -
E

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

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

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

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

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

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

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

List of RB Outcome Letter Notifications

Send E-mail
m Notification “

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

N ?

List of Qutcome Signoff Letter Notifications

=)

Send E-mail

Notification

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

List of Outcome Signoff Complete Notifications

Send E-mail

Notification

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

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

Click the delete button for the applicable notification type.

My Workspaces & TACUC RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E e “

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

List of Outcome Signoff Letter Notifications

Send E-mail .
E

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

List of Outcome Signoff Complete Notifications

Send E-mail .
E SioHficaTiesy

Outcome Signoff Complete Notification Not Defined Not Defined [ Add Outcome Signoft Complste Notifcation |

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL
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Click CANCEL to close the popup without deleting the record.

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

My Workspaces & IACUC RB Outcome Letter Notification

List of RB Outcome Letter Notifications

Send E-mail
E estie o, “

RB Outcome Letter Notification Not Defined Not Defined [ Add RB Outcome Letter Motification ]

List of Outcome Signoff Letter Notifications

Send E-mail

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

List of Outcome Signoff Complete Notifications

Send E-mail
E“

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

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

Outstanding Stipulations Notifications

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

This type of notification is configured on the Outstanding Stipulations Notification Setup page. To access the
page, navigate to IACUC Assistant > Review Board Administration > Outstanding Stipulations Notification link.
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My Workspaces = IACUC Board Ad

ration | <]
Copy Configurations

Svstem Setup | [ List Maintenance Setup | [ Clean-up |

Review Board System Setup Review Board Noti Sel

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 Satup
Setup Committee List 3yr Full Renewal Notification Setup
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
Outcome Letter Notification

Outstanding Stipulations Notification -«

Board Members Notification Setup

Setup Agenda Revision Document Template
Setup Expedite Report Template
Setup Meeting Minutes Template

Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

Setup Outcome Letter Templates

The Outstanding Stipulations Notification Setup page is opened.

My Workspaces & TACUC Outstanding Stipulations Notification Setup

Add a New Notification

List of Outstanding Stipulations Notifications

SN =) N e Semd i Notiication

No Outstanding Stipulations Notifcation has been posted.

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

My Workspaces & IACUC Edit Outstanding Stipulations Notification

Insert Merge Code ] | save Notification |

Type of Notification: OQutstanding Stipulations Notification

Title: [Outstanding Stipulation - Application Correction(s) Required

Motification if within: in days.

Send E-Mail Notification: =~ ® ves () No

Principal Investigator

Send To:

Study Contact

« B I U & x x? Font Family >~ 12 ~ & 1~ 9~ =~
E-mail Content: =~ E v E = % [aa] o] -4 =

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

[%erb_name%a]
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The Title field is used as the subject line in the notification e-mail.
The Notification if Within field specifies how many days ahead of the due date the notification is to be sent.

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

Select checkboxes for “Principal Investigator” and “Study Contact” are provided in the Send To field, to specify
which study personnel should receive the notification.

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

Add Outstanding Stipulations Notification
Navigate to IACUC Assistant > Review Board Administration > Outstanding Stipulations Notification link.

My Workspaces = IACUC Board Administration |4}

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
® Sectup Review Board Roles Reviewers Notification Setup
® Setup Role Access Internal Documents Notification
® Setup Electronic Document Stamp Internal Routing Notification
® Ssetup Study Numbering Pre Review Assignment Notification
® Sectup Agenda Categories Meeting Agenda And Minute Notification
® setup Finalized Agenda Document Template Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification ‘

Board Members Notification Setup

® Sctup Agenda Revision Document Template
® Sectup Expedite Report Template
® Setup Meeting Minutes Template

AR EEEEEENERERERENR R ]

® Setup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
- .

The Outstanding Stipulations Notification Setup page opens.

My Workspaces @ TIACUC Outstanding Stipulations Notification Setup

Add a New Notification

List of Outstanding Stipulations Notifications

No Dutstanding Stipulations Notifcation has been posted.

Click the Add a New Notification button. The Edit Outstanding Stipulations Notification page opens.
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My Workspaces = IACUC Edit Outstanding Stipulations Notification

insert Merge Code | [ save Nouncation |

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

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

[%%rb_namec]

Enter the desired subject line of the notification email in the Title field.
Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

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

In the Send To field, select the checkbox for “Principal Investigator”, “Study Contact” or both to add them to
distribution.

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

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

My Workspaces ] IACUC Outstanding Stipulations Notification Setup

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

List of Qutstanding Stipulations Notifications.

Notification prior to due date

Send E-mail Notification

Outstanding Stipulations Outstanding Stipulation - Application Correction(s)
] JiS) Notification 30 Days Required

Notice that the Add a New Notification button remains, indicating that additional notifications of this type can
be created for different types of stipulations.

Also notice that an icon is now available in the Edit column for the configured notification, indicating that it can
be revised, and a Delete Notification(s) button is now available as well.
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Edit Outstanding Stipulations Notification
Navigate to IACUC Assistant > Review Board Administration > Outstanding Stipulations Notification link.

‘ System Setup ‘ ‘ List Maintenance Setup ‘ ‘ Clean-up ‘
Review Boar St senp
® Board Definition ® Review Response Notification Setup
® Board Configuration Options ® Continuing Review Notification Setup
® Eroadcast Notice ® 3y Continuing Review Notification Setup
® Setup Bundle Email Template ® Renewal Notification Setup
® Setup Committee List ® 3yr Full Renewal Notification Setup
® Sectup 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
® Sectup Agenda Categories ® Meeting Agenda And Minute Notification
® setup Finalized Agenda Document Template ® meeting Attendance Notification Setup
® Setup Agenda Revision Document Template ® outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification «
® Setup Meeting Minutes Template ® Board Members Notification Setup
® Setup Outcome Letter Groups ® Special Purpose Forms Response Notification Setup
® Sectup Outcome Letter Templates
- .

The Outstanding Stipulations Notification Setup page opens.

My Workspaces & IACUC

Outstanding Stipulations Notification Setup

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

List of Outstanding Stipulations Notifications

O ] Outsta:‘:\tr‘ﬁrgmigg:\atlons 30 Days Outstanding Stipulation - Application Correction(s) Yes

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

My Workspaces IACUC

Edit Outstanding Stipulations Notification

Insert Merge Code: ] | save Notification |

Type of Outstandi

Title: [Outstanding Stpulation - Application Corrections) Required
Notification if within: in days.

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

Principal Investigator
Study Contact

Send To:

s B I U §& x x* FontFamiy ~ 12 -~ & 1~

E~r Er = E % @ Q £ &

E-mail Content:

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

[%rb_name%]

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

If “Yes” is selected for Send E-Mail Notification the notification is sent to the recipient. If “No” is selected the
notification is saved to the system for recordkeeping purposes but is not sent.
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In the Send To field, select the checkbox for “Principal Investigator”, “Study Contact” or both to add them to
distribution.

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

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

My Workspaces @ IACUC Outstanding Stipulations Notification Setup

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

List of Qutstanding Stipulations Notifications

Notification prior to due date Send E-mail Notification

; Outstanding Stipulations
O 'g >Tipl

Outstanding Stipulation - Application Correction(s)
=4 Notification i

15 Days Required

Yes

Delete Outstanding Stipulations Notification
Navigate to IACUC Assistant > Review Board Administration > Outstanding Stipulations Notification link.

My Workspaces = IACUC Board Administration |}

Copy Configurations

‘ SystemSetup | [ List Maintenance 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 3yr Full Renewal Notification Setup
® 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
® seatup Agenda Categories Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template Meeting Attendance Notification Setup
Outcome Letter Notification

Outstanding Stipulations Notification -_

Board Members Notification Setup

® Sectup Agenda Revision Document Template
® Setup Expedite Report Template

® Setup Meeting Minutes Template

 EAEREEEEEENERENE RN ]

® Ssetup Outcome Letter Groups Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Templates
- . .. .-

The Outstanding Stipulations Notification Setup page opens.

My Workspaces & IACUC Outstanding Stipulations Notification Setup

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

List of Qutstanding Stipulations Notifications

Outstanding Stipulation - Application Correction(s)

15 Days

Qutstanding Stipulations Yes

Motification

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,
no notifications of this type will be sent.
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Select the checkbox in the far-left column for the applicable notification and click the Delete Notification(s)
button.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces = IACUC Outstanding Stipulations Notification Setup
List of Outstanding Stipulations Notifications
R T N T

Mo Outstanding Stipulations Motifcation has been posted.

If deleting the notification has left the list on this page empty the Edit icon and Delete Notification(s) button no
longer appear.

Special Purpose Forms Response Notifications

Notifications related to submission corrections and review responses can be configured in the iRIS™ system on
the Special Purpose Response Form Notification Setup page. When configured, these notifications are
automatically sent to applicable study personnel as follows:

— a Submission Correction notification is sent when a request for submission corrections is
saved to the system

— a Review Response notification is sent when a board review response request is saved to the
system

— a Submission Correction Reminder notification is sent X days before the due date for
requested submission corrections, where X is a number specified in the notification
configuration form

— a Review Response Reminder notification is sent X days before the due date for a requested
review response, where X is a number specified in the notification configuration form
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All four of these notification types are configured on the Special Purpose Response Form Notification Setup
page. To access the page, navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms
Response Notification Setup link.

My Workspaces [ IACUC Board Administration 0

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 Netification 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
® setup Study Numbering

® Setup Agenda Categories

Pre Review Assignment Notification

Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template Outcome Letter Notification
® setup Expedite Report Template Notificati

® Setup Meeting Minutes Template

Board Members Notification Setup

Special Purpose Forms Response Netification Setup ._

® Setup Outcome Letter Groups

® Setup Outcome Letter Templates
- e

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = IACUC Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications - —
Add a New Reminder Nofification

Notification after 7 Days T Send E-mail Notification

Mo Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Motification after ? Days W Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

Submission Correction and Review Response notification types are configured in the upper portion of the page
(red box in screenshot above).

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

The same configuration form, shown below, is used for Submission Correction and Review Response notification
types.
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[ Insert Merge Code ] [ Save Nofification ]

Title: Submission Correction

Send E-Mail Notification: ®ves O no

. B I U = Xz ) Font Family > 12 - & I~ 9~ =~

E~ E~E E % @ o #£ &

E-mail Content:

One or more errors have been found in vour submission. Please see the specific correction request(s) in your workspace Task
List, make the reguested corrections and resubmit.

[%%rb_name%]

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

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

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

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

[ Insert Merge Code ] l Save Notification ]

Type of Notification: Special Purpose Form Correction Reminder Notification

Tritle: |

Motification if within: in days.

Send E-Mail Notification: ® ves O No
s B I g S x x Font Family > 12 - & - - =~
E~v Ev E E % B o &£ &

E-mail Content:

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

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

Submission Response Notification Setup
Two types of submission response notifications are configured in the iRIS™ system on the Special Purpose
Response Form Notification Setup page:

— a Submission Correction notification is sent when a request for submission corrections is
saved to the system

— a Review Response notification is sent when a board review response request is saved to the
system

Both notification types are configured on the Special Purpose Response Form Notification Setup page. To access
the page, navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms Response
Notification Setup link.

My Workspaces = IACUC Board Administration |4}

Copy Configurations

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

Review Board Notification Setup

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 Study Numbering
Setup Agenda Categories

Setup Outcome Letter Groups

Setup Electronic Document Stamp

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

Setup Outcome Letter Templates

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification

Internal Routing Netification

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

Outstanding Stipulations Notification
Board Members Notification Setup
Special Purpose Forms Response Notification Setup «

The Special Purpose Response Form Notification Setup page is opened.
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My Workspaces & IACUC Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Motifications = ——
Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Nofification

Notification after 7 Days Send E-mail Notification

No Response Pending Reminder Notification has been posted.

Submission response notifications are configured in the upper portion of the page (red box in screenshot above).

Notice that while an Edit icon is provided for these notifications in the far-left column, there are no add or delete
buttons. This means that only one version of each notification type can be configured, and that the configured
notifications cannot be deleted.

Click the Edit icon for the applicable notification type.

My Workspaces @ TACUC Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Mo Response Pending Reminder Notification has been posted.

The selected notification type is opened in the Edit Submission Notice page for revision. The same configuration
form, shown below, is used for both types.
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[ Insert Merge Code } | save Nofication |

Title: Submission Corrections Requlred| ®
Send E-Mail Notification: ® ves O no
< B I U & x x* Vedana 11 v & Iy Oy =~
e - — Q
E =~ E - = % @ & B 0
E-mail Content: One or mere errors have been found in your submission. Please see the specific correction request(s) in your werkspace Task

List, make the requested corrections and resubmit.

[%erb_name%]

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

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

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

Click the Save Notification button. The selected notification type is revised on the Special Purpose Response
Form Notification Setup page.

My Workspaces = IACUC Special Purpose Response Form Notification Setup n

List of Response Types

Submission Type Submission Corrections Required Yes
Submission Type Review Response Yes
List of Submission Correction Reminder Notifications
Add a New Reminder Nofification

Notification after ? Days Send E-mail Notification

Mo Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Nofification

Nofification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted

Submission Response Reminder Notification Setup
Two types of submission response notifications are configured in the iRIS™ system on the Special Purpose
Response Form Notification Setup page:

— a Submission Correction notification is sent when a request for submission corrections is
saved to the system
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— a Review Response notification is sent when a board review response request is saved to the

system

Both notification types are configured on the Special Purpose Response Form Notification Setup page. To access
the page, navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms Response

Notification Setup link.

My Workspaces = IACUC Board Administration o

System Setup

List Maintenance Setup

Clean-up

Review Board Administration: Notifications

Copy Configurations

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

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

Review Board Notification Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup

Special Purpose Forms Response Notification Setup ‘

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces &

IACUC

Special Purpose Response Form Notification Setup

List of Response Types

Submission Type

Submission Type

Submission Correction

Review Response

Send E-mail Notification

List of Submission Correction Reminder Notifications

Notification after ? Days

Mo Submission Correction Reminder Motification has been posted.

Add a New Reminder Notification ]

Send E-mail Notification

List of Review Response Reminder Motifications

Notification after ? Days

Mo Response Pending Reminder Notification has been posted.

Add a New Reminder Notification ]

Send E-mail Notification

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower

portion of the page (blue box in screenshot above).

The same configuration form, shown below, is used for addition or revision of both reminder types.
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My Workspaces = IACUC Edit Submission Notice | <]

[ Insert Merge Code ] [ ‘Save Nofification ]

Type of Notification: Special Purpose Form Correction Reminder Notification
Title: [
Notification if within: in days.
Send E-Mail Notification: @ ves O o
& B I Uu & x x2 Font Family > 12 - & I~ 9~ =~

E-mail Content:

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

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

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

Add Submission Response Reminder Notification

Navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms Response Notification
Setup link.

My Workspaces & IACUC Board Administration <]

Copy Configurations

‘ System Setup ‘ ‘ List Maintenance Setup ‘ ‘ Clean-up ‘
Review Bonrd Systom Sy
® 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 ® 3zyr Full Renewal Notification Setup
® Setup Review Board Roles ® Reviewers Notification Setup
® setup Role Access ® 1nternal Documents Notification
® Setup Electronic Document Stamp ® Internal Routing Notification
® Setup Study Numbering ® Ppre Review Assignment Notification
® Ssetup Agenda Categories ® Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template ® meeting Attendance Notification Setup
® setup Agenda Revision Document Template ® outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Ssetup Meeting Minutes Template ® Board Members Notification Setup
® Setup Outcome Letter Groups ® Special Purpose Forms Response Notification Setup <l
® Setup Outcome Letter Templates
-~ s

The Special Purpose Response Form Notification Setup page is opened.
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My Workspaces [ IACUC Special Purpose Response Form Notification Setup o

List of Response Types

Send E-mail Notification

Submission Type Submission Correction

Submission Type Review Response

List of Submission Correction Reminder Motifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Submission Correction Reminder Notification has been posted

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

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

My Workspaces = IACUC Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Corrections Required

Submission Type Review Response

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after 7 Days

No Submission Correction Reminder Notification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

No Response Pending Reminder Notification has been posted

The Edit Submission Notice page opens for configuration of the reminder. The same configuration form, shown
below, is used for both reminder notification types.

My Workspaces = IACUC Edit Submission Notice

Insert Merge Code ] I ‘Save Nofification I

Type of Notification: Special Purpose Form Correction Reminder Notification

Titlez [submission Correstion Reminder

Notification if within: in days.

Send E-Mail Notification: ® ves O no
& B I U § x x Verdana 1 - & - O =~
E - E - = % a & & 9

E-mail Content:

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

[%rb_name%s]
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Enter the desired subject line of the notification email in the Title field.
Enter the number of days ahead of the due date the notification is to be sent in the Notification if Within field.

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

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

Click the Save Notification button. The selected reminder type is added on the Special Purpose Response Form

Notification Setup page.

My Workspaces & IACUC Special Purpose Response Form Notification Setup n

List of Response Types

List of Submission Correction Reminder Motifications

Add a New Reminder Nofification

No Response Pending Reminder Notification has been posted

Notice that an Edit icon is available for the reminder, and now that at least one reminder of this type is
configured a Delete Reminder Notification(s) button is added for the type.

The Add a New Reminder Notification button remains, indicating that multiple versions of this reminder type

can be configured.

Edit Submission Response Reminder Notification
Navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms Response Notification

Setup link.
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My Workspaces IACUC Board Ad tration

‘ System Setup ‘ | List Maintenance Setup

Copy Configurations

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

Setup Agenda Categories

Setup Agenda Revision Document Template
Setup Expedite Report Template

Setup Meeting Minutes Template

Setup OQutcome Letter Groups

Setup Outcome Letter Templates

Setup Finalized Agenda Document Template

Review Board System Setup Review Board Notific Setup

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

Pre Review Assignment Notification
Meeting Agenda And Minute Notification
Meeting Attendance Notification Setup
Outcome Letter Notification
Outstanding Stipulations Notification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup «

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces & IACUC

Purpose Response Form N

List of Response Types

Submission Type

Submission Type

Submission Correction Yes

Review Response Yes

Send E-mail Notification

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

Mo Submission Correction Reminder Motification has been posted.

List of Review Response Reminder Notifications

Add a New Reminder Notification

Send E-mail Notification

Notification after ? Days

Mo Response Pending Reminder Notification has been posted.

Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower
portion of the page (blue box in screenshot above).

Click the Edit icon for the applicable notification type.
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My Workspaces = IACUC Special Purpose Response Form Notification Setup 0o

List of Response Types

Send E-mail Notification

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notiication | [ Delete Reminder Noffication(s)

Notification after ? Days Send E-mail Notification

O . 5Dec‘:‘:ﬂfi'npd"jf,j;mact‘i’;m‘“ 30 Days Submission Correction Reminder Yes

Add a New Reminder Nolification

Send E-mail Notification

Notification after ? Days

Mo Response Pending Reminder Notification has been posted.

The notification is opened for editing in the Edit Submission Notice page. The same configuration form, shown
below, is used for both reminder notification types.

My Workspaces [ IACUC Edit Submission Notice 0

[ msent Merge oge | | save Notcation |

Type of Notification: Special Purpose Form Correction Reminder Notification

Title: |5ubmisswon ‘Cormection Reminder

Notification if within: in days.

Send E-Mail Notification: ® ves O o
< B I Uu §& x x Verdana ~ 11 -~ & 1~ - =~
= - = - = % Q - =) 2

E-mail Content:

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

[%erb_name®s]

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

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

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

Click the Save Notification button. The selected reminder type is revised on the Special Purpose Response Form
Notification Setup page.
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My Workspaces & IACUC Purpose Response Forn

List of Response Types

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

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

Notification after ? Days Send E-mail Notification

N
O Special Purpose Form Correction 15 Days

Xy B et Submission Correction Reminder Yes

List of Review Response Reminder Notifications

Add a New Reminder Nofifical

Notification after ? Days Send E-mail Notification

Mo Response Pending Reminder Notification has been posted

Delete Submission Response Reminder Notification

Navigate to IACUC Assistant > Review Board Administration > Special Purpose Forms Response Notification

Setup link.

My Workspaces & IACUC Board Adm

Copy Configurations

[ systemsewn | [ List Maintenance Setup | [ Clean-up |

Review Board System Setup

Review Response Nof

ication Setup
Board Configuration Options Continuing Review Notification Setup
Broadcast Notice 3yr Continuing Review Notification Setup

Setup Bundle Email Template Renewal Notification Setup

Setup Committea List 3yr Full Renewal Notification Setup

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 Outcome Letter Notification
Setup Expedite Report Template Outstanding Stipulations Netification
Board Members Notification Setup

Special Purpose Forms Response Notification Setup ‘

Setup Meeting Minutes Template

I EEEEREEEEENERENNREN]

Setup Outcome Letter Groups

IEEEEEEEEEEEENE R NN ]

Setup Outcome Letter Templates

The Special Purpose Response Form Notification Setup page is opened.

My Workspaces = IACUC ation Setup

List of Response Types

Send E-mail Notification

Submission Type ‘Submission Correction Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications
Add a New Reminder Notification

Notification after ? Days

No Submission Carrection Reminder Notification has been posted.

List of Review Response Reminder Notifications
Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

No Response Pending Reminder Notification has been posted
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Submission Correction Reminder and Response Pending Reminder notification types are configured in the lower

portion of the page (blue box in screenshot above).

CAUTION: Deleting a configured notification de-configures the notification. Until the notification is reconfigured,

no notifications of this type will be sent.

Select the checkbox(es) in the far-left column for the applicable reminder type(s) and click the Delete Reminder

Notification(s) button.

My Workspaces TIACUC Special Purpose Response Form Notification Setup | <

List of Response Types

Review Board Administration: Notifications

Send E-mail Notification

Submissien Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Notification after ? Days

Special Purpose Form Correction
® Reminder Notification 30 Days

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

Send E-mail Notification

Submission Correction Reminder Yes

List of Review Response Reminder Notifications

Notification after ? Days

No Response Pending Reminder Notification has been posted.

Add a New Reminder Nofification

Send E-mail Notification

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

the notification setup page.
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My Workspaces IACUC Special Purpose Response Form Notification Setup

List of Response Types

Send E-mail Notification

Submission Type Submission Corrections Required Yes

Submission Type Review Response Yes

List of Submission Correction Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Sand E-mail Notification

No Submission Correction Reminder Notification has been posted

List of Review Response Reminder Notifications

Add a New Reminder Notification

Notification after ? Days Send E-mail Notification

Ho Response Pending Reminder Notification has been posted

Notice that the Edit icon and Delete Reminder Notification(s) button no longer appear.

Board Members Notification Setup

IACUC study notifications can be sent to the entire board committee in addition to assigned reviewers when
notifications are sent. When reviewing the submission, if this notification type is configured board members
have access to a Send Full Board Review Notification button via the Pre-review Screening tab.

This notification is configured on the Board Members Notification page. To access the page, navigate to IACUC
Assistant > Review Board Administration > Board Members Notification Setup link.

My Workspaces & JACUC Board Administration 0

System Setup | [ List Maintenance Setup | [ clean-up |
Review Board System Setup Review Board Notification Setup
® Board Definition ® Review Rasponse Notification Setup
® Board Configuration Options ® continuing Review Notification Setup
® sroadcast 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
® setup Role Access ® 1nternal Documents Notification
® Setup Electronic Document Stamp ® 1nternal Routing Notification
® Ssetup Study Numbering ® pre Review Assignment Notification
® Setup Agenda Categories ® wmeeting Agenda And Minute Notification
® Ssetup Finalized Agenda Document Template ® Meeting Attendance Notification Setup
® Setup Agenda Revision Document Template ® Outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup ‘
® Ssetup Outcome Letter Groups ® Sspecial Purpose Forms Response Notification Setup
® Ssetup Outcome Letter Templates
-~

The Board Members Notification page opens.

My Workspaces = IACUC Board Members Notification

List of Board Members Notifications

Board Members Notification Mot Defined Not Defined Add Netification
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Add Board Members Notification
Navigate to IACUC Assistant > Review Board Administration > Board Members Notification Setup link.

‘ System Setup | ‘ List Maintenance Setup ‘ ‘ Clean-up ‘
R Bonrd s sty
® Board Definition ® Review Response Notification Setup
® soard Configuration Options ® Continuing Review Notification Setup
® Broadcast Notice ® 3yr Continuing Review Notification Setup
® setup Bundle Email Template ® Renewal Notification Satup
® Ssetup Committee List ® 3yr Full Renewal Notification Setup
® Setup Review Board Roles ® Reviewers Notification Setup
® Setup Role Access ® 1nternal Documents Notification
® Setup Electronic Document Stamp ® 1nternal Routing Notification
® Setup Study Numbering ® Ppre Review Assignment Notification
® setup Agenda Categories ® Meeting Agenda And Minute Notification
® Setup Finalized Agenda Document Template ® weeting Attendance Notification Setup
® Setup Agenda Revision Document Template ® outcome Letter Notification
® Setup Expedite Report Template ® outstanding Stipulations Notification
® Setup Meeting Minutes Template ® Board Members Notification Setup. ‘
® Ssetup Outcome Letter Groups ® Sspecial Purpose Forms Response Notification Setup
® Ssetup Outcome Letter Templates
-~

The Board Members Notification page opens.

My Workspaces & IACUC Board Members Notification | <}

List of Board Members Notifications

Board Members Notification Not Defined Not Defined Add Notification

Click the Add Notification button. A configuration panel opens.

My Workspaces & IACUC Edit Board Members Notification

Insert Merge Code ]I Save Notification I

Type of Notification: Board Members Notification

Title: IACUC Study Notification Sent

Send E-Mail Notification: ® ves No
e B T u 5 Xz x2 Verdana > 1 - & I~ 9~ =~ = -
= - = % o = = 2]

E-mail Content:

Be advised a notification pertaining to IACUC study [®iacuc_number%] has been sent.\

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

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

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

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 142



IACUC Assistant Review Board Administration: Notifications

Click the Save Notification button. The notification is configured on the Board Members Notification page.

My Workspaces & IACUC Board Members Notification

List of Board Members Notifications

Send E-mail Notification

Board Members Notification IACUC Study Notification Sent Yes Delete Notification

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

Edit Board Members Notification
Navigate to IACUC Assistant > Review Board Administration > Board Members Notification Setup link.

My Workspaces = IACUC 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
® Setup Role Access Internal Documents Notification
® Ssetup 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 Outcome Letter Notification
® Ssetup Expedite Report Template

® Setup Meeting Minutes Template

Outstanding Stipulations Notification

Board Members Notification Setup -‘

Special Purpose Forms Response Notification Setup

® Setup Outcome Letter Groups

® Setup Outcome Letter Templates
- . .-

The Board Members Notification page opens.

My Workspaces & IACUC Board Members Notification {4}

List of Board Members Notifications

Send E-mail Notification

Board Members Notification TACUC Study Notification Sent Yes Delete Netification

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

Type of Notification:
Title:

Send E-Mail Notification:

E-mail Content:

Review Board Administration: Notifications

IACUC Edit Board Members Notification n

[ Insert Merge Code ]I Save Notification I

Board Members Notification

IACUC Study Notification Alert

¥ Yes No

e B I u 5 X2 x? Font Family ~ 12 - & I~ 9~ =~ = -

= S al Q 4 = 8

Be advised a netificatien pertaining to IACUC study [%iacuc_number%] has been sent.

Make desired changes in the configuration panel.

Text entered in the Title field doubles as the notification text. Bear this in mind when revising Title field text.

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

Click the Save Notification button. The notification is revised on the Board Members Notification page.

My Workspaces @ IACUC Board Members Notification | 4]

List of Board Members Notifications

Send E-mail Notification

Board Members Notification IACUC Study Notification Alert Yes Delete Nofification

Delete Board Members Notification

Navigate to IACUC Assistant >

Review Board Administration > Board Members Notification Setup link.

My Workspaces

= IACUC Board Administration | 4]

Copy Configurations

| System Setup

Revcw Soard vstem 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

® Ssetup 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

® Ssetup Outcome Letter Templates
- . ..

| [ List Maintenance Setup | [ Clean-up |

Review Response Notification Setup
Continuing Review Notification Setup
3yr Continuing Review Notification Setup
Renewal Notification Setup

3yr Full Renewal Notification Setup
Reviewers Notification Setup

Internal Documents Notification
Internal Routing Notification

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

Board Members Notification Setup -_

Special Purpose Forms Response Notification Setup
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The Board Members Notification page opens.

My Workspaces = IACUC Setup Internal Document Notification
I S S S A~ S
5 A document has been routed to you through
Internal Document Notification IRIS for review or action. Please log in for Harper, Jill M, M.D., PhD Delete Notification
o details.

CAUTION: Deleting the configured board members notification de-configures the notification. Until the
notification is reconfigured, board members will no longer be included in distribution when notifications are sent
to applicable study personnel.

Click the Delete Notification button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The notification is now unconfigured on the Board
Members Notification page.

My Workspaces & IACUC Board Members Notification

List of Board Members Notifications

Send E-mail

Notification

Board Members Notification Not Defined Not Defined Add Nofification

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