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Animal Resource CenterBusiness Associate List

Introduction

In the context of the iRIS™ system, a business associate is an institution or business which interacts with the institution
where iRIS™ is in use.

Business associate entities can be added as a study sponsor, vendor or subrecipient, or as a third party in a conflict of
interest.

Navigation in iRIS™

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

Path Directory Tree

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

In the example shown the user is viewing the Broadcast Notice Add a new notice page. This page is nested three levels
beneath the main workspace page, as indicated by the three links available in the Path directory tree: Home, board
admin and broadcast notice.
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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.
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Click on board admin in the Path to navigate up one level in the directory tree, to the Board Administration page. There
is now one level in the Path: Home.
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Click on Home in the Path to navigate up one level in the directory tree, to the main Workspace page. No Path item is
displayed here because the user is now at the top-most level of the directory tree.
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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.
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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:
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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.

System Setup of Business Associate List

Navigate to ARC > Review Board Administration and click the Business Associate List link on the System Setup tab.
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The System Setup of Business Associate List page opens.
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A search form is provided at the top of the page to enable quick location of a specific record in the list. It can be used to

search by Name, Associate Group, or a combination of both.

Buttons at the upper right provide the ability to Download Associate Configuration Template, Upload Associate
Configuration, Merge Associate Records or Add a New Associate.

Add a New Business Associate
Navigate to ARC > Review Board Administration and click the
=
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Business Associate List link on the System Setup tab.
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The System Setup of Business Associate List page opens.
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] &nimal Yerdor



An add panel opens, with data entry fields for the new business associate entity record. Enter applicable data in the text

fields provided.
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Associate Abrv — abbreviation for the business associate entity (e.g., APharm for Abbott Pharmaceuticals), if any

Associate Name — business associate entity name

Status — internal status of the record; “Deleted” is the default value, status changes to “Active” when the record is saved

Associate Group — designated group to which the business associate is assigned; depending on the selection here,
additional data entry fields may populate in the page for addition of optional details

Note: Associate Group is a configurable list.

Associate Type / Sponsor Type — designated Associate Type / Sponsor Type to which the business associate is assigned;
note that the label for this field dynamically updates depending on the Associate Group(s) selected

Note: Associate Type and Sponsor Type are configurable lists.
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Street 1 & 2, City, County/Parish, State, Province, Country, Zip/Postal Code —address details for the business associate

entity

Click the Save Changes button in the add panel to add the new business associate record to the master list.

Download / Upload Business Associates



The Download Associate Configuration Template and Upload Associate Configuration buttons are used for adding
multiple business associate entity records simultaneously, as a batch. Note that this method cannot fully populate each
business associate entity record, as the template used for batch processing includes only three data fields.
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Click the Download Associate Configuration Template button to download an Excel spreadsheet template containing a
column for each of the three required business associate record data fields. A download dialog popup window appears.
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Click the Save button and save the template to a known location on the computer or network. Open the downloaded
spreadsheet template and populate it for all business associate records to be uploaded.
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Content requirements are provided at the top of each column. When changes are complete, save and close the

spreadsheet template.



Back on the System Setup of Business Associate List page, click the Upload Associate Configuration button to upload
the completed spreadsheet template. An upload dialog popup window appears.
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Click the Choose File button and navigate to the location of the spreadsheet template, then click the Save Selected file
button in the popup window to complete the upload.

The business associate records from the spreadsheet template are added to the master list.
Merge Business Associate Records
The Merge Associate Records function is used to eliminate duplicate business associate entity records from iRIS™.

Navigate to ARC > Review Board Administration and click the Business Associate List link on the System Setup tab.
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The System Setup of Business Associate List page opens. Click the Merge Associate Records button to begin.
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A list of existing business associate entity records is displayed, with select checkboxes in a column at left. To merge
records, two or more checkboxes must be selected.

Merge Business Associate List
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In the example shown above two business associate entity records have been added for the American Heart Association,
but only the second record is valid. The checkboxes to the left of both records are selected.

Click the Merge Selected Records button to continue to the next step. A panel containing all the records selected to
merge appears.
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Select the record that will be kept by clicking its radio button in the far-left column.

Continuing with the example case, the second radio button is clicked to indicate the second record is the valid one and
should be kept. Only one record can be selected in the panel, and all records whose radio buttons are left blank will be
deleted.

Click the Merge button to complete the merge. A confirmation dialog popup window appears.

ifis-ga2 says

The following operation will remove all records on this list except for
the record selected.

Do you want to continue wath the merge operation?

Click the Cancel button to cancel the merge.

Click the OK button to confirm the merge.



Note: Where a record that is deleted via a merge operation has previously been assigned to one or more studies, the
merged (saved) record is assigned in place of the deleted record.

Edit Business Associate

After a business associate record is created it can be edited, and numerous other data items that were not available at
the time the associate record was created can be added to the record.

To edit a business associate entity record, navigate to ARC > Review Board Administration and click the Business
Associate List link on the System Setup tab.
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The System Setup of Business Associate List page opens. Click the icon in the Edit column for the applicable record.
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A panel opens, providing editable data fields for the business associate entity record.
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Three additional sections that are not available when adding a new record are now accessible in the edit panel: Business

Associate Contacts, Business Associate Risk Management and Business Associate F&A Rate History.

Business Associate Contacts

Recall that in the context of the iRIS™ system, a business associate is an institution or other entity involved in research

being tracked within iRIS™.

A business associate contact is a person who is designated as a point of contact for the entity.

Add Business Associate Contact

Navigate to ARC > Review Board Administration and click the Business Associate List link on the System Setup tab.
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The System Setup of Business Associate List page is opened.
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

The System Setup of Business Associate List page opens, with sections for Business Associate Contacts, Business

Associate Risk Assessment and Business Associate F&A Rate History.
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Scroll down to the Business Associate Contacts section and click the Add a New Business Associate Contact button.
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A panel opens with data entry fields for creation of a contact profile.
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Enter a Last Name and complete other fields as desired, then click the Save Changes button to save the contact record
and close the page.

The new contact is added to the Business Associate Contacts section.
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Edit Business Associate Contact

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.
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The System Setup of Business Associate List page is opened.
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate entity fields opens, with sections for Business Associate Contacts, Business
Associate Risk Assessment and Business Associate F&A Rate History.
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Click the icon in the Edit column for the applicable contact in the Business Associate Contacts section of the page.

Business Assailate Conbats
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]
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The same profile panel as shown for creating a new business associate contact opens, containing all profile information
for the contact.




My Workspaces & Vivarium Business Associate Contact

Conftact Category: |'Dﬂ1er l |

*Last Nama: |Escalante |
Prefia | i ]
First Hanme: IHDIH—
Middle Tnitial: | |
Subfim: [HA ]
Title: |
Division: | Oncology - Phammaceiticals
Phana: | 300-555-55555
Sscondary Phone: |N-'ﬂ
Faxs |
E-mails [m.e-mb@:!m.mm ]

2263 Ping Strect
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Primary Address:

Secondary Address:

Street 1: | 3063 Pine Street |
Street !ll |
City: [ Samersel ]
l’.‘mﬁr}mmh:l |
Stata: 1) ol
Pmlm:l |

Country: [USA UNITED STATES ~]

Zip/ Postal Coda: ||:|3_g?:|_ |

Edit data entry fields as desired, then click the Save Changes button to save changes and return to the main business
associate (institution or site) record.

Delete Business Associate Contact

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces = Wivarium Board Administration

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

® Board Definition ® Animal Health Record Setup

® Board Configuration Options ® internal Transfer Originating P1 Signoff Notification Setup

® Broadcast Notice @ Internal & External Transfer Coordinator Signoff Notification
Setup

® Business Associate List " @ Internal & External Transfer Veterinarian Signoff Notification

® Sctup Committes List Setup

® Setup Review Board Roles ® Overdue Tasks Notification

B Satmn Dol Arrmce ® Task Assignment Notification

The System Setup of Business Associate List page is opened.
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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Scroll down to the Business Associate Contacts section of the page and click the icon in the Delete column for the
applicable contact.

Business Assilate Conlais

[ A a b B Asscmione Gontat |

Escalante. Moun Cncology - Plarmecesticals

o
]

Chiang, X1 RED Ok

A confirmation popup window appears.



Are you sure you want to delete selected item?

CONFIRM  CAMNCEL

Click the CONFIRM button to save changes and close the page.

Click the CANCEL button to close the page without deleting the contact record.

Business Associate Risk Assessment

Most business associate entities have A-133 risk assessment documents on file. These documents demonstrate the entity
has conducted an audit to identify areas of risk in conducting research and has taken specific actions or put specific
management plans in place to address any identified risk.

Add Business Associate Risk Assessment

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces = Vivarium Board Administration 4|
| System Setup | | List Maintenance Setup | [ Clean-up |

. Board Definition ™ Animal Health Record Sebup

® Board Canfiguration Dptions ® internal Transfer Originating PI Signoff Notification Setup

® Broadcast Notice . ;I:Jttcrnal & External Transfer Coordinator Signoff Notification
up

® Business Associate List " @ Internal & External Transfer Veterinarian Signoff Notification

® Sctup Committes List Setup

® Setup Review Board Roles ® overdue Tasks Notification

[ T p— ® Task Assignment Notification

The System Setup of Business Associate List page is opened.



My Workspaces B Vivarium System Setup of Business Associate List

Download Associste Consguration Tempiate || Upioad Assaciate Configuration || Merge Associate Recorss || Add a Wew Associate |

[ ETETE
Associate Group: ] Comnpetiter ] vendor [] animal Viendor
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.



My workspaces @ Wivarium

System Setup of Business Assodate List

Anroaiale Mbra

[P

[ ~

Thar Hama

[ 304 st vt am
Atree

L Comprtlor

| Perchaser

] Ressarch AFfiliate

Spansar Dasmnpt foem CA's POOU
Firuareriall [ b Encder it ot

Business Asidliate Contadls

* Low Medeum

Hagh ) Bt Rreernd

Vg Wo

[x] Tl Escelante, Motrm

'ﬂ' Chiang

=

i
L] Suppermer
T

[ animai vendesr
] b Susply viender
[ et Suppiy vendor

L A
Shreet 21
oty | Ftemasds

Comprrty Parinhn | i Erruseiond
S| (A b
Prowiace Fod
Comentiys [ UL UWITED STATESR
TigPaatal Coddas (42171 ]
Websits fddreis e i
Faaraiga Dwtibyn Fen () M
Lrvnl Cooda | B35
Levvel Capsoriphinn:

Ragoerts tn Speorsor Numbsers 150
Eaperts bo Spanser Merma 50 Froae]

[ #1332 Grester Than S00K
4 A1 Less Than S00K
A1AM
[0 #1333 Per proft
[ S433 Faresps
Haslary

Oncology = Phamacostical
RA&D OA

[ A133 Mon Proft
[ A13% Unkrgwe

O sz mia

(%] 1| B

Busineis Asideliale ik Avseniment

T

Foslh ivatsgantnd thrimagh svgementanen of HIPLL pooso0obs

Busineis Asiiliahe Flh Raie el oey

o F&A Hetory hae Been defined for tha Aascoste.

Scroll down to the Business Associate Risk Assessment section. This is where an A133 risk assessment can be designated

for the business associate entity, and any supporting documents can be attached.

To add a risk mitigation history record, click the Add A133 History button.

Buinass Ansodiale Risk Avieiiment

Q N =

Rk magated trough mplsmanissos of HIPAA potoools

s A3

An add panel opens.



My Workspaces & Vivarium System Setup of Business Associate List [ 4|

Cancel And Retum

*¥aar: |

Risk Assessment: |

Enter a Year for the entry and complete the rest of the form as desired.

Risk Assessment — risk assessment title or type

Notes — summary information or comments about the risk assessment

Click the Cancel And Return button to return to close the add panel without saving changes.

Click the Save Changes button to save the new record and close the panel. The Business Associate add A133 Audit
Document panel opens for attachment of supporting documentation.

My Workspaces = Vivarium Business Associate add A133 Audit Document
[ WView the document |
*Title
“Warsion Humber o
Dencription:
Laad the dscumaent inba IRIS: | Updzad

Enter the document Title, Version Number and Description, then click the Upload button.

My Workspaces = Wivarium wes Associate add A133 Audit Document

|MIPAA Protocols L Wiew the document
*Titlai

*Warsban Humbert |1 lo

|Detadls applicsble MIPAA protoccls implesented for uie in
i - studies invelving 3-M Pharesceuticsls.

Mmmmmimul Vpicad ]




An Upload Document popup window appears.
Click the Cancel button to close the popup without uploading the document.

Click the Browse button to navigate to the desired document file. When the location of the desired attachment appears
in the Document Location field, click the Save selected file button to complete the upload.

Upload Document - kiorosoft Edge - ] b
£ | bttpeyrsblimedngnetUploadDocement jsp TUSER_ID= 1810 = - 1&TYPE = ASSOOIATE
Decument Location: Erovie

Instruction; Uploading & decament into RIS™ requares kecating the decument on the computer
Onoe you have locsad the dacumient chick on the "Save selectad hlg” butten. The builond will
became dissbled. If the dscument o § large derument the wandow wmall Sty 0 place until the
upload operation has completed

[ Save selected fike ‘ ) cancnt |

The document is uploaded and attached to the history record.

Click the icon in the View the document panel to view the attached document. Click the Save Changes button to save the
history record with attachment.

My Workspaces & Vivarium Business Associate add A133 Audit Document

HIPAA Protocols View the document

“Title:
“Varsion Humbar: |1 Fo

Details applicable HIPAA protocels implemented for wse in
studies invelving 3-M Pharmaceuticals.

Descriplion:

Lond the docursent e s

The Business Associate add A133 Audit Document panel closes and the audit document is added for the applicable
business associate entity.
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Risk Assessment Document List

The Risk Assessment Document List is where all supporting documents for a given Risk Assessment record are shown.
Supporting documents can be edited, added or deleted.

Edit Risk Assessment Document

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

Board Administration

My Workspaces = Vivarium

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

Review Board System Sotup

Review Board Molificalicn Setup

® Board Definition ® Animal Health Record Setup
® Board Canfiguration Dptions

® Broadeast Notice

® internal Transfer Originating PI Signoff Notification Setup
s Internal & External Transfer Coordinator Signoff Notification

Setup
® eus AsEociate LIt “ - Internal & External Transfer Veterinarian Signoff Motification
® Setup Committes List Setup

® overdue Tasks Notification
® Task Assignment Notification

® Setup Review Board Roles

B Setun Bole Arcecc

The System Setup of Business Associate List page is opened.

My Workspaces & Vivarium

System Setup of Business Associate List

Downioad Associste Consgueation Tempiate || Upioad Associate Conigurason || Merge Associate Records || Add a New Associate |

[ ETETE |

Associate Group: [ animal vendor

"] Competiter [ vensor
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] Sponsar
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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Scroll down to the Business Associate Risk Assessment section and click the plus sign for the applicable record to open
its Document List.

Business Aiiaeiiate Bak dreessment

g 1 E 2007 Lewel 1 Syl maga s Thefasgh svgdementstion of HIPAS pratoslod,

The Document List is expanded, with options to view, add, edit or delete attachments.



Buiie st Avsociale Risk Aiietument

n =] BT Level 1 Rtk mitiited through impl of HilkA

el it Tithe

HIFAA Frofocos

Click the document icon in the File column to download a copy of the attachment.
Click the icon in the Edit column to the left of an attachment to view or edit attachment details.

The Business Associate add A133 Audit Document panel for the attachment opens, with editable fields.

My Workspaces = Wivarium Business Associate add A133 Audit Document

HIPAA Protocols I View the document

*Title w
ATF
“Version Numbaer; || !-D

Details applicable HIPAA protocols implemented for wse in
studies invalving 3-M Pharmaceuticals.

Desoriplion

Laad the decument inte iRIS: Upicad

Title, Version Number and Description fields can be edited in this panel and the Upload... button is enabled. Any file
uploaded here will replace any existing file already attached to the risk assessment record.

Click the Save Changes button to save changes and close the panel.
Add Risk Assessment Document

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces = Vivarium Board Administration 4 |
| Copy Contguratons |
| System Setup || List Maintenance Setup |[ Clean-up |
® Board Definition ® Animal Health Record Setup
Board Configuration Dptions Internal Tea Originating PI1 Signoff Notification Setup

® Board Confi L] | Transfer Ff Notifi

® Broadcast Notice @ Internal & External Transfer Coordinator Signoff Notification
Setup

@ Business Associate Ust ‘ - Internal & External Transfer Veterinarian Signoff Notification

® sotup Committes List Setup

® Setup Review Board Roles ® overdue Tasks Notification

[ T p— ® Task Assignment Nolification




The System Setup of Business Associate List page is opened.

My Workspaces & Vivarium System Setup of Business Associate List
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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Scroll down to the Business Associate Risk Assessment section and click the plus sign for the applicable record to open
its Document List.

Munbiess Asidaliale Rk Auseisment
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The Document List is expanded, with options to view, add, edit or delete attachments.
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Click the Add Document button. The Business Associate add A133 Audit Document panel opens for attachment of
supporting documentation. Enter the document Title, Version Number and Description, then click the Upload button.

My Workspaces = Vivarium Business Associate add A133 Audit Document

Vigw the document

.I:rE--lA Complisnce Audlt Sigroff Letter
*Witha:

“Warsion Humbar: 1 lo

verification letter from OSHA auditor.

Description:

] s |

An Upload Document popup window appears.

Upload Document - Miorosoft Edge _ o %
£ | hitpeysh imedn netU ploadDoament spTUSER_ID =181 D=-15&TYPE=ASSOCIATE
Dieoument Location: wfafsLied b HIOSHACE Biowis

s Uplgading & document inke (R1S™ requered locabeng the documant on the coampulad,
Onece you hawe located the dosument dick on the "Save selected Tile” butien. The bubiers will
become disabled. If the document is a large document the window will stay in plece until the
upload cgerabsn hag completled.

[l sove setected file J €3 concel |

Click the Cancel button to close the popup without uploading a document.
Click the Browse button to navigate to the desired document file.

When the location of the desired attachment appears in the Document Location field, click the Save selected file button
to complete the upload. The document is uploaded and attached to the risk assessment record.



My Workspaces & Vivarium Business Associate add A133 Audit Document

05HA Compliance Audit Signoff Letter I View the document I

“mh: I @ I

“Varsion Number: |1 |a

verification letter from OSHA auditor.

Description:

Load the document ints IRIS: [ Updoad ...

Click the icon in the View the document panel to view the attached document. Click the Save Changes button to save the
history record with attachment. The document is added to the applicable Document List.

Click the icon in the File column to view the attached document.

Business Associate Risk Assessment
Add A133 Hislory
Hink Auvvesument
a B 2007 Lewel 1 Resk mikigated theowgh implementation of HIPAA protocols.
Document List | AgdDocument | | Delete Seiected Documensis) |
Delete Edit Tithe File Version
O HIPAA Prefocods @ 1.0
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—
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Delete Risk Assessment Document

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces = Vivarium Board Administration

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

® Board Definition ® Animal Health Record Setup

® Board Configuration Options ® nternal Transfer originating P1 Signoff Motification Setup

® Brosdeast Notice - Internal & External Transfer Coordinator Signoff Notification
Setup

@ Buriness Associate List * - Internal & External Transfer Veterinarian Signoff Notification

® Sctup Committee List Setup

® Setup Review Board Roles ® Sverduc Tasks Notification

B Setun Onle Arcsce ® Task Assignment Notification




The System Setup of Business Associate List page is opened.

My Workspaces B Vivarium System Setup of Business Associate List
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Open the applicable business associate entity record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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Scroll down to the Business Associate Risk Assessment section and click the plus sign for the applicable record to open
its Document List section. Select the checkbox for the document to be deleted and click the Delete Selected Document
button.
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A confirmation popup displays.



This site says...

Confirm the Deletion.

Are you sure you want to delete?

QK

Cancel

Click the OK button to confirm deletion and return to the System Setup of Business Associate List page.

Click the CANCEL button to return to the System Setup of Business Associate List page without deleting the document.

Edit Business Associate Risk Assessment

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

= Vivarium

My Workspaces

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

Board Administration

Review Board System Sotup

® Board Definition

® Board Configuration Options

® Broadeast Notice

® Business Associate List ‘
® Sotup Committee List

® Setup Review Board Roles

B Setun Bole Arcecc

Review Board Molificalicn Setup

' Animal Health Record Setup

® internal Transfer Originating PI Signoff Notification Setup

s Internal & External Transfer Coordinator Signoff Notification
Setup

'Y Internal & External Transfer Veterinarian Signoff Notification
Setup

® overdue Tasks Notification
® Task Assignment Notification

Click the icon for the applicable business associate in the Edit column.

Delete
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The System Setup of Business Associate List page is opened.
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Click the icon in the Edit column for the applicable record in the Business Associate Risk Assessment section.
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The record is opened in a panel with editable fields.
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I Cancel And Return i Save Changes I

*Yaar |2{I 17

Rizh Assessment: |Len.~e| i

Risk mitigated through implessntation of HIPAA
protocols.

Click the Cancel and Return button to close the panel without saving changes.

Make desired edits in the fields and click the Save Changes button to save changes to the record. The Business Associate
add A133 Audit Document panel opens for attachment of supporting documentation.

My Workspaces © Vivarium Business Associate add A133 Audit Document
|- WView the document |
*Title
“Version Mumber o
Dencription;
Load the decument into iRIS: Uphoad

Any document added here will be appended to the risk assessment record, it will not replace any documents previously
uploaded for the same record.

Enter the document Title, Version Number and Description, then click the Upload button.

My Workspaces = Wivarium Business Associate add A133 Audit Document

view the document

Corporate COI Profile
“Title:

“Wersion Number | 1 !.D

C0I Profile details for the businezz antity.
Dascription:

Lnldﬂlldn-unnﬂr'lhhlmll ﬂ I




An Upload Document popup window appears.

Upload Document - kiorosoft Edge - ] b
e bl imedig aet U ploadDocument sp TUSER_ID=1210 = -1 &TYPE =ASSDOIATE
Decument Location: Erovie

g Uploading & docwement inko iR]15™ requares locabng the document an the computes
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become disabled. I the decument 3 a large dacument the wandow wall sEay i place until the
upload cperabion has completed

[ Suve sebected file ‘ € cancnt |

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

Click the Browse button to navigate to the desired document file. When the location of the desired attachment appears

in the Document Location field, click the Save selected file button to complete the upload.

The document is uploaded and attached to the history record. Click the icon in the View the document panel to view the

attached document. Click the Save Changes button to save the history record with attachment.

My Workspaces = Wivarium Business Associate add A133 Audit Docuoment

Corporate COI Profile
"Title:

“Wersion Number | 1 II:I

COI Profile details for the business entity.
Dascription:

Load the document into IRIS; | Updoad .

View the document

Led
RTF

The Business Associate add A133 Audit Document panel closes and the audit document is added for the applicable
business associate contact. Click the document icon in the File column to download a copy of the attachment.
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Delete Business Associate Risk Assessment

To delete a business associate risk assessment record, navigate to Animal Resource Center > Review Board
Administration and click the Business Associate List link.

My Workspaces = Wivarium Board Administration
| System Setup || List Maintenance Setup | I Clean-up |

® Board Definition ® Animal Health Record Setup

® poard Configuration Options ® 1nternal Transfer originating PI Signoff Notification Setup

® Broadcast Motice @ Internal & External Transfer Coordinater Signoff Motification
Setup

® Business Assoclate List " - Internal & External Transfer Veterinarian Signoff Notification

® Sctup Committes List Setup

® Setup Review Board Roles ® Overdue Tasks Notification

B Sotin Bole Arroce ® Task Assignment Motification

The System Setup of Business Associate List page is opened.
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Open the applicable business associate record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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The second panel in the lower section of the System Setup of Business Associate List page is Business Associate Risk
Assessment. Click the icon in the Delete column for the corresponding record.
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A confirmation popup window displays.



Are you sure you want to delete selected item?

CONFIRM  CANCEL

Click the CANCEL button to cancel deletion.

Click the CONFIRM button to confirm deletion.

Note that deleting a business associate risk assessment record also deletes any attachments saved to the record.
Business Associate F&A Rate History

Business associate entities involved in research activities typically have a standard rate for charging fees to reimburse the
entity’s F&A (Facilities and Administration) expenses.

In the iRIS™ system these fees can be tracked for each business associate entity.
Add Business Associate F&A Rate History

To add F&A rate history to a business associate record, navigate to Animal Resource Center > Review Board
Administration and click the Business Associate List link.

My Workspaces = Vivarium Board Administration [ 4 |

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

Review Board System Setup Review Board Motification Setup
® Board Definition ® Animal Health Record Sctup
a nfiguration ns nternal Trans ginating gnoff Notification 13

® Board Configuration Optio ® internal Transfer Originating PI Signoff Notification Setu

® Broadcast Notice ® Internal & External Transfer Coardinator Signoff Notification
Setup

® susincss Assoclate Ust * L) Internal & External Transfer Veterinarian Signoff Notification

® sctup Committee List Setup

® Setup Review Board Roles ® Overdue Tasks Notification

B Gotun Bale Arrece ® Task Assignment Notification

The System Setup of Business Associate List page is opened.

My Workspaces & Wivarium System Setup of Business Associate List
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Open the applicable business associate record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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The bottom panel in the lower section of the System Setup of Business Associate List page is Business Associate F&A
Rate History.

Click the Add F&A History button to begin.



Business Associale F&A Rate History

Mo Faud History has been defined for this Assoaciate,

A panel opens for entry of F&A information.

My Workspaces & Vivarium System Setup of Business Associate List

[[Gancel And Retum | Save Changes |

*Year: | |

Hotes:

Enter the Year for the applicable F&A rate.
Use the Notes field to enter F&A rate details for that year for the currently active business associate.
Click the Cancel And Return button to close the panel without saving changes.

Click the Save Changes button to save changes and close the panel. The Business Associate add Document panel opens
for upload of a supporting document.

My Workspaces & Wivarium Business Associate add Document

Wiew the docismsent

*Tithe
*“Wersisn Number | Lo
Description:
Load the document into iB15: , Updoasd

Enter a Title, Version Number and Description for the document to be uploaded, then click the Upload... button.



My Workspaces = Vivarum Business Assoclate sdd Dooument 4]
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An Upload Document popup window appears.

Upload Decument - Microscét Edge - o b
| & | hitpsyisbiimedrisnetploadDocums rtjspIUSER I0=1&10=-1&TYPE =ASSOCIATE
Decument Location: =0

Instructions; Uploading 5 docament into IR15™ requares kscabing the decument on the computer
Once you have locaed the dacumient cick én the "Save selected hilg” butisn. The bullond will
became dissbled. If the dscument o § large derument the wandow wmall Sty 0 place until the
upload operation has completed

[l save selected file ‘ ) conced |

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

To upload a document, click the Browse button to navigate to the desired document file. When the location of the
desired attachment appears in the Document Location field, click the Save selected file button to complete the upload.

The document is uploaded and attached to the F&A record.

My Workspaces & Vivarium Business Associate add Document 0

[FR4 nate Chart, 2018-10

“Wersion Humber :I :I

FRA rate chart for facilities vied during 2018-19 fiscal year.
Drestri plliaei

Load the document info KI5 | Upload |

Click the icon in the View the document panel to view the attached document. Click the Save Changes button to save the
F&A record with attachment.



The Business Associate add Document page closes and the F&A rate history record is added to the business associate
record.

Business Associale FEA Rate History

a i 1 E 2019 Standard, fiwed F&A rate of 55% applies per 2018-19 budget.

Click the plus sign icon for the record to expand its associated Document List section.

Busineds Azsociate FRA Rate Hilary

A FLA History
Q@ = = 2019 Standard, fixed FAA rate of 5% sppbies per 2018-15 budget,
Document List e D 1| | Detets Setected Documentis) |
Edit Tithe File Wersiones
O | Pl Rate Chart, 2018-19 1.9
41.5F KB

F&A Rate History Document List

The F&A Rate History Document List is where all supporting documents for a given F&A Rate History record are shown.
Supporting documents can be edited, added or deleted.

Edit F&A Rate History Document

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces & Vivarium Board Administration

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

® Board Definition ® Animal Health Record Setup

® Board Configuration Options ® internal Transfer Originating PI Signoff Motification Setup

® Aroadcast Notice - Internal & External Transfer Coordinator Signoff Notification
Setup

® Business Assoclate List * Y Internal & External Transfer Veterinarian Signoff Notification

® Sotup Committes List Setup

B Setup Review Board Roles ® ouerdue Tasks Notification

B ot Ol drrmee M Task Assignment Notification

The System Setup of Business Associate List page is opened.
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Open the applicable business associate record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate

Risk Assessment and Business Associate F&A Rate History.
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The bottom panel in the lower section of the System Setup of Business Associate List page is Business Associate F&A
Rate History.



Business Associate FEaA Rale History

G 1 E 019 Standard, fixed FaA rate of 55% applies per 2018-19 budget.

Click the plus sign to the left of a history entry to view details of documents attached to the history record.

The Document List area is expanded, with options to view, add, edit or delete attachments.

Bapiiess Assodiale FlRA Rate Hishory

a‘ ! B fraaih ] Standerd, fooed FRA rate of 55% applies por 2008-19 budget.

Docwmaent Livk

B Tikihe:

FEA Rate Chart, 2008-19

41 A2 Wl

Click the document icon in the File column to download a copy of the attachment.
Click the icon in the Edit column to the left of an attachment to view or edit attachment details.

The Business Associate add Document panel for the attachment opens, with editable fields.

My Workspaces & Vivarium Business Associate add Document 0

[FRA mate Chart, 2018-19 ] View the document
" Tithe
'Hﬂﬂﬂlhunbﬂl:l }3
FRA rate chart for facilities vied during 2018-19 fiscal year.
Drescripdiae;
Load the document info RIS | Upioad |

Title, Version Number and Description fields can be edited in this panel and the Upload... button is enabled. Any file
uploaded here will replace any existing file already attached to the selected document record.

Click the Save Changes button to save changes and close the panel.

Add F&A Rate History Document



Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.

My Workspaces = Wivarium Board Administration

==

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

® Board Definition ® Animal Health Record Setup
® Board Configuration Dptions ® intornal Transfer Criginating P1 Signoff Notification Setup
® Broadcast Notice Internal & External Transfer Coordinater Signoff Motification
]
Setup
® Business Associate List * @ Internal & External Transfer Veterinarian Signoff Notification
B setup Committee List Setup
# Setup Review Board Roles ® overdue Tasks Notification
B Cnime Bnle brrees ® Task Assignment Notification

The System Setup of Business Associate List page is opened.
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Downicad Associate Consguration Template || Upioad Associate Configuratien || Merge Associate Reconts || Acd a New Associate |

Banse:
Associabe Grouwms ) - eriter [ viernder ] Animal Vendor
Annociste Nrowmas] Find: ] Purchisser [] supporter [] Lab: Supply Wendor
] Research Affiliate  [] Subrecipient [] vet Supply Vendor
] Sponser
208 resulks) found... 1- 40 W
Delete Edat Internal Kec Hum  Asyociate Mame Anvociate Abkrev, Axvociale Group Husiness Awsotals Type
| g e | 1 3=M Frarmaceuticaly Fharmacauticals Sporsor; Subrecipmet; | Pharmacsutical
a 2 AG. Betdnlenr AGH Sperdor; Subretipert; | Pharmateutics

Sporsor; Subrecipient; .
= 3 Abbatt Pharmacsutical APt Vet Supgdy = Pharmacsutics

150 Aeewis Pharmbpeeutsaly AePharm il?r:zu; :':;..:Dpvl'tfr: PRarmaseyt ity

| ﬂ 144 Achillon Pharmaceiticals [ne SpORSar Pharmacsutical

148 Artehen PRadmaceutizali SperEE; Fharmaseytits

205 Albert Esnstein Schood of Hederine Subrecipient; Busingss Azssnate

Open the applicable business associate record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate
Risk Assessment and Business Associate F&A Rate History.
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The bottom panel in the lower section of the System Setup of Business Associate List page is Business Associate F&A

Rate History.

Business Associate FEaA Rale History

G ! E 019 Standard, fixed FaA rate of 55% applies per 2018-19 budget.

Click the plus sign to the left of a history entry to view details of documents attached to the history record.

The Document List area is expanded, with options to view, add, edit or delete attachments.



Businews Assc<iabe FAA Hale Hislory

g | E mag Starslard, foopd FRA rate of 55% applan par 3008- I9 Basdgat.
Diocument Lk | mez0ccment | | Diein Selscied Documenty) |
Edit Tile File Yervionos
Fii Rade Chart?, 2018:1% 1.0
48T KB

Click the Add Document button. The Business Associate add Document panel opens for upload of a supporting
document.

My Workspaces = Vivarium Business Associale add Document

Wiew the docimsent

“Tithei
“Wersion Humber: | Ja
Description:
Load the docamant ints RI1S: | Upsiosd

Enter a Title, Version Number and Description for the document to be uploaded, then click the Upload... button.

My Warkspaces & Vivarium Business Associate add Document [ 4 |

View the document |
]

FA Rate Sheet 2819-28

“Tithe:

“Wersion Number: |1 EI

F&a Rate Sheet for fizcal year 2819-28

Dascriplicn:

mdu-mmﬂn[s.l ﬁ . I

An Upload Document popup window appears. Click the Browse button to navigate to the desired document file. Any file
uploaded here will be added to the F&A history. Any previously uploaded document for the selected F&A Rate History
record remains in place and is not replaced by this upload.



When the location of the desired attachment appears in the Document Location field, click the Save selected file button
to complete the upload. Click the Cancel button to close the popup without uploading the document.

Upload Decument - Microscét Edge - o b
| | hitpssblimedmg et U plaadDoosms Ak pEpIUSER I0=1&10=-15&TYPE =ASSOOIATE
Decument Location: =0

g Uploading & docwement inko iR]15™ requares locabng the document an the computes
Onée you kave lacsted the dssumient dick éa the "Save selected hlg” buller. The bultond wll
become disabled. I the dscument 3 & large derument the wandow mall sty 0 place until the
upload cperation has completed

[ Sawe sehected file ‘ € cancet |

The document is uploaded and attached to the F&A record.

My Workspaces © Vivarium Business Associate add Document

F& Rate Shest I0019-28 View the document

e

“Version Humber: || o

Fia Rate Sheet for flscal year 2819-28

Dascription:

Load the decument into iR1S: | Lgdnad

Click the icon in the View the document panel to view the attached document. Click the Save Changes button to close
the add panel and save the document to the F&A Rate History record. As shown below, the new document is added to
the Document List.

Burtierin Avasm e FRA Kals Honlinrp

(=] =] s N

ot sk I | [ ]

Delete F&A Rate History Document

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.



=

My Workspaces Vivarium

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

Board Administration

® Board Definition

- Board Configuration Dptions

® Brosdeast Notice

® Business Associate List v‘
B sotup Committes List

B Setup Review Board Roles

B Setun Bale Arcesc

The System Setup of Business Associate List page is opened.

Review Board System Setup Review Board Motification Setup

® Animal Health Record Setup

L] Internal Transfer Griginating PI Signoff Notification Setup

- Internal & External Transfer Coordinatoer Signoff Motification
Setup

- Internal & External Transfer Veterinarian Signoff Notification
Setup

® overdue Tasks Notification
® Task Assignment Notilication

Deownicad Associate Consguration Template || Upioad Associate Configuration || Merge Associate Reconds || Add a bew Associate |

[] animal vendor
[ Lab: Supply vendor

My Workspaces & Vivarium System Setup of Business Associate List
Hamg:
Associabe Growms ) - eriter [ vendor
Assariate Orowse] Find: ] Purchaser [] supporter
] Research Affiliate [ Subrecipeent

] Sponser
208 reskls) found...

Lielete Eda Internsd Kec Hum  Associate Mame

[[] wet Supply wendor

Asnociate Abbrev. Assocists Group

Husiness Asnockate Type

3-M PR aceutcals

[ I IS 2 AG. Bessatent

| a 1 3 Akt Fharmaositicsl
a Bl 150 Access Pharmactutscaly

| a | 144 Achillon Pharmadsiticals [ms
a } i4% Actehon Phadmacouticals

| B | 205 Albert Esnstein Schoal of Medizineg

Fharmaoulicsls Sporder; Sublthietel)  Pharmateulicsl

AGH Spordor; Subrecpenrt;  Fharmateuticn

APfgEn vi‘:“;ﬁ;:;ﬂm:ﬁ““: Pharmaceuticsl

AcPharm ipt::r:l::upr ::;:..;npurt-rr: Pharmateulicy
SPOrEar: Pharmaceit ol
Sporaor; Pharmateultics
Subresipient; Bisiness Assarinbe

Open the applicable business associate record by clicking the icon in the Edit column for the corresponding record.

A panel with editable business associate fields opens, with sections for Business Associate Contacts, Business Associate

Risk Assessment and Business Associate F&A Rate History.
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The bottom panel in the lower section of the System Setup of Business Associate List page is Business Associate F&A

Rate History.

Business Associate FEA Rate History

Q ! | 2019

Standard, fixed FRA rate of 55% applies per 2018-19 budget.

Click the plus sign to the left of a history entry to view details of documents attached to the history record.

The Document List area is expanded, with options to view, add, edit or delete attachments.

Bt Aives el FRA Eals Honbinry
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Select the checkbox(es) for the document(s) to be deleted and click the Delete Selected Document(s) button.

Business Associals FRA Rate Hislary
Add FAA Heslony
Delete Edit 4] Vear Muokes
ﬂ B8 2019 Standard, ficed FEA rate of 55% applies per 2018-19 budget.
Document List l Ad Document IMMHI
Edit Title File Versbomes
FiA Rate Chart, 2018-19 Lo
41.82 KB

A confirmation popup displays.

This site says...

Confirm the Deletion.
Are you sure you want to delete?

(] 4 Cancel

Click the CANCEL button to return to the System Setup of Business Associate List page without deleting the document.

Click the OK button to confirm deletion and return to the System Setup of Business Associate List page. The document is
deleted from the Document List section.

Business Associale FRA Rale Hislory

Add FAA History
Delete Edit a Toar Moo
ﬂ =1 B X019 Standard, ficed FiA rate of 55% spples per 2018-1% budget,
Decument List Add Document | | Delele Selected Documens) |
Edit Title File Wersiones
fnl F&A Rate Chart, J018-1% 1.0
41.52 KB

Edit Business Associate F&A Rate History

Navigate to Animal Resource Center > Review Board Administration and click the Business Associate List link.



My Workspaces = Wivarium Board Administration

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

® Board Definition ® Animal Health Record Setup

® Board Canfiguration Dptions ® internal Transfer Originating PI Signoff Notification Setup

® Broadcast Notice @ Internal & External Transfer Coordinator Signoff Notification
Setup

® Business Associate List " @ Internal & External Transfer Veterinarian Signoff Notification

® Setup Committes List Sctup

® Setup Review Board Roles ® Overdue Tasks Notification

T — ® Task Assignment Notification

Click the icon for the applicable business associate in the Edit column.

Dalete | Edft Internsl Kec Hum  Associate Mame Associate Abbrev.  Associste Group Husiness Assorials Typs
| a ) 1 3=M Pharmaceubcaly Pharmassulicals Sposdor; Subibopeemt; Pharmacsuticsl
a 2 4G, Beiiblenr AGH Spordor; Subfetipent;  Pharmadeutics

Sporsor; Subrecipient;
iy 3 Abbott Pharmaceutical APharm Vet Supply Vendor:
Sponsor; Supporter;
Subrecpeent;

Pharmaceulicsl

150 Asceis Pharmpctulaialy AcPharm Pharmadiutics

149 Actelen PRasmaceuticals Sporgar; Pharmactuticsl

{x]
Q|

| ﬂ ! 144 Achillon Pharmacsuticals Inc. Sponson; Pharmaceutical
(%)

205 Albert Eanstein Scheol of Hedcine Subrecipient; Business Assariabe

The System Setup of Business Associate List page is opened.
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Click the icon in the Edit column for the applicable record in the Business Associate F&A Rate History section.

Businesy Associabe FEA Bate History

09 Standard, Foed FAA rate of 55% apolies por 2005-19 budget.

The record is opened in a panel with editable fields. Make desired edits in the fields.

My Workspaces & Vivarium

System Setup of Business Associate List

“Year: 2013 |

Motes:

Standard, fixed FRA rate of 55X applies per 2018-19
budget.




Click the Cancel and Return button to close the panel without saving changes.

Click the Save Changes button to save changes and close the panel. The Business Associate add Document panel opens
for upload of a supporting document.

My Workspaces = Vivarium Business Associale add Document

Wiew the docimsent

“Tithei
“Wersion Humber: | Ja
Description:
Load the docamant ints RI1S: | Upsiosd ..

Enter a Title, Version Number and Description for the document to be uploaded, then click the Upload... button.

My Workipaces Vivarum Business Ascociyte sl Dooument

[Faa mave tmare, 201819 ] | Weew e duacumest
“Talsi

“Warsion Mumban |1 o

FRA rave chart for facllitles wsed durleg ILE-19 Tiscel yesr
Dayeraplize

] -z

An Upload Document popup window appears.

Upload Document - Microscft Edge

G | hitpsysbl medng net U ploadDooems Al pEp IUSER I0=1&10=-15&TYPE=ALLDOIATE

Decument Location: Erovre

g Uploading & docwement into iR]15™ requares locabng the document on the computes
Once you have locMad the datumibhl chek o the "Save delectad hilg" bullen. The buttsnd wll
become disabled. If the decument is a large decument the window will stay in place until the
upload cperabon has completed

[ Sawe sehected file ‘ € cancet |




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

Click the Browse button to navigate to the desired document file. Any file uploaded here will be added to the F&A
history. Any previously uploaded document for the selected F&A Rate History record remains in place and is not replaced
by this upload.

When the location of the desired attachment appears in the Document Location field, click the Save selected file button
to complete the upload.

The document is uploaded and attached to the F&A record.

My Workspaces B Vivarium Business Assoclate add Document [ 4 |

FEA Rate Chart, 2008-19 View the document
" Tithe: w
[iid
Warsion Number || }a
FRA rate chart for facilities veed during 2018-12 fiscal year.
Drescripliom:
Load the docemant into RIS | Upioad |

Click the icon in the View the document panel to view the attached document. Click the Save Changes button to close
the page and save changes to the Business Associate F&A Rate History record.

Delete Business Associate F&A Rate History

To delete a business associate F&A history record, navigate to Animal Resource Center > Review Board Administration
and click the Business Associate List link.

My Workspaces = Vivarium Board Administration [ 4 |
| System Setup | | List Maintenance Setup | [ Clean-up |

® Board Definition ® Animal Health Record Setup

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

® Broadcast Notice - Internal & External Transfer Coordinator Signoff Notification
Setup

® Business Associate List * @ Internal & External Transfer Veterinarian Signoff Notification

® Sctup Committes List Setup

® Setup Review Board Roles ® Overdue Tasks Notification

[ T p— ® Task Assignment Notification

Click the icon for the applicable business associate in the Edit column.



Delete Internsd Kec Hum  Associate Mame

Associate Abbrev.  Assocists Group Husiness Assorials Typs

[ B 1 3:M Prasmmaceuticals
] \ 2 AG. Bessalent
| m 1 3 Abbott Pharmaceutical
| a 5] 150 dcops Pharmpoiutaaly
| ﬂ 1 144 Achillon Pharmacsiticals Ime.
[ e 149 Astelen PRasmaceut2als
| a 1 205 Albert Einstein Scheol of Medicine

The System Setup of Business Associate List page is opened.
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Fharmactulicals Sporgor; Subrenpeent;  Pharmastulical

AGH Sporder; Subfespent;  Pharmadeutics

Sporsor; Subrecpent;

APharem Vet Supply Vendor: Fharmaceukical

AcPharm iﬁ;"p’ﬁt‘:"m" PRBrmaHuticH
Sporsorn; Fharmaceutical
Spordar; FRarmaseutics
Subrenpient: Business Assaniabe
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Click the icon in the Delete column for the applicable record in the Business Associate F&A Rate History section.

Business Associate F&A Rabe History

0 EEI 2019 Standard, fixed F&A rate of 55% applies per 2018-15 budget.




A confirmation popup window displays.

Are you sure you want to delete selected item?

CONFIRM CANCEL

Click the CANCEL button to cancel deletion.
Click the CONFIRM button to confirm deletion.

Note that deleting an F&A history record also deletes any attachments saved to the record.

© 2020 iMedRIS Data CorporationiRIS™ 11.02.0113



