RBM New User Registration

Training Energiz‘er

IRBNet provides the research community with an unmatched set of secure,
web-based collaboration tools to support the design, management, review and
oversight of research involving human subjects, animal models, recombinant
DNA, and more.

This Energizer covers how to register an account in IRBNet
and manage your User Profile. It will illustrate how to:

e Create and activate your account in IRBNet

e Manage your affiliations from your User
Profile

e Add and submit necessary Training &
Credential records

Maintain your T&C records on an on-going
basis

RESEARCH DATAWARE y ©2001 2011 Research Datawale

All rights reserved.
Innovation in Research Management



New User Registration
Training Energizer

New User Registration

To begin the registration process, go to
and click the New User Registration link.
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v Users that are not
gAY registered on IRBNet |-
may click here to

v If you have forgotten
your password, click

/,

The Industry's Most Complete Solutio here.
IRBNet's unmatched suite of electronic solution Self'reg|3ter.
Administrators, Committee Members. Researc Esign, went so smoothly! It was over

management and oversight tools support your IRBTTRCUT, TOT, COT any OuTer Doaras witm & unified so fast the members didn't know
solution.

what to do. They just sat there

p - for a few minutes in disbelief."
Flexible, Intuitive and Easy to Use

Your own forms. Your own processes. Your own standards. Powerful reporting and performance . o - Bruce D‘_/T
metrics. The data you need. From electronic submissions to form wizards, to agendas. minutes, and Director; Office of Research Integrity
more. Our easy to use, web-based tools are rapidly launched and backed by our best practices

Marshall Usiversity
expertise and the industry’s leading support team.

E

Secure, Reliable and Cost-Effective

IRBNet's secure web-based solution is accessible to your research community anytime, anywhere. Our
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Basic Account Information

Fill out your first and last name, and choose a username
and password.

Al e W 5., W v
v" Always use your . ‘ — AR

proper name, with Registration
Standard Account Information

Capltallzatlon as thIS nust be REGISTERED to access IRBNet. Registration is free.
information is used

ep is to ente asic account information and create your IRBNet User Name and Password.
throughout the
system. First Name * | |
Last Name * | |
User Name * | |

v
Passwords must > iin] |

contain 8 (EIght) Confirm Password * | |
characters. Password Hint |

* required fields
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Individual Terms of Use

All IRBNet users must agree to the Individual Terms of
Use in order to register on the system.

IRBNet: Individual User Terms of Use

To register on IRBNet, you must read and agree to these Terms of Use, including any future amendments (collectively, the
"Agreement").

1. Acceptance of Terms.

This Agreement governs your participation as an individual user of IRBNet. IRBNet is a senvice provided
by Research Dataware, LLC and both the company and service name are used interchangeably in this
Agreement. In addition. when using particular IRBNet owned or operated services. you shall be subject
to any posted guidelines or rules applicable to such semnices which may be posted from time to time. All
such guidelines or rules are hereby incorporated by reference into this Agreement. IRBNet may also
offer other services that are governed by different Terms of Use.

[l

If this Agreement or any future changes are unacceptable to you, your sole remedy is to terminate your
use of the Semvice. If you do not accept and abide by this Agreement, you may not use the senices
offered by IRBNet. By accessing or using the Service, you confirm your acceptance of, and agree to be
hound by this Agreement and any future changes to this Agreement. You agree to use the Senvice only
cordance with this Agreement. Nothing in this Agreement shall be deemed to confer any third party

v Click “Accept” to accept |or benefis

the terms of use and \

continue.
I
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Select Your Organization

Search to find your local institution. Contact your local

coordinator if you are unclear where you should
register.

Registration

terms, such as

v’ Search to find your
local institution.
may search for your
Institution using any

“metro”.

zation with which you are affiliated. If you are affiliated with more than one organization, you may add
ns after you complete the registration process by logging in to IRBNet and accessing your User Profile.

You

[or an organ [metro

on types to display Research Institutions [] Boards [ ] Sponsors |

Metropolitan University, Frederick, MD

v" Highlight your

continue.

institution, and click

/

our Organization *

If you do not see your organization listed you may add a new organization.

ry ey sy
Continue

* required fields
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Fill in your contact information. Be sure to use a valid
email address. You will need to be able to receive
emails from IRBNet in order to activate your account.

TNt ol s i P

Registration

Your Contact Information

Specify your contact information at Metropolitan University, Frederick. MD. The email address that you specify will be used
for communications related to Metropolitan University projects.

Telephone Number * | |-| |- |ext | |
FaxNumber | |-[ | |ext | |

Email * | ]

* required fields

/

v Use your institution-approved email to ensure that you receive
your activation email and all automatic notifications from the
system. Failure to use an appropriate email address may result
in your account not being activated.
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Verify that the information you have entered is correct.
If any of the fields need to be edited, you may do so
using the yellow “Edit” links.

el S

Reglstration
Confirm Registration Information
Please review your information and click "Register” to complete the req i “ i . i
may update your account information, and add or update affilisticaessrt CIICK RGngter and your
User Profile. continue. An
<+ . .
B automated activation
. | email will be sent to
ration and Password : I
V Tak B e inescaicher your email address.
Ta €a moment to First Name John
confirm that the correct Last Name Researcher
email is listed. It can "
be corrected by clicking .7 T———, _
“Edit” and re-entering [ reicpnone Number (555) 555555
the address. Email jrresearcher@mailinator.com
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Once you finalize your registration, an activation email
will be sent to your registered email address. You will
need to click the link within that email to activate your

account.

,,;,;_;_ ' -4 4 1‘

Registration

Registration is Complete

An activation email has been sent to your contact email address. You must click on the activation link within the email to
activate your account.

Having troubie receiving your activation email from IRBNet? Try the following:

1. Check your spam box to make sure important IRBNet emails aren't getting accidentally filtered.
. “ . ” 2. Make sure to whitelist all emails coming from irbnet org to assure you receive them properly.
v Click “Continue” to 3. Generate a new activation email by logging in to IRBNet and clicking on your User Profile. Make a simple update

finalize your {such as adding a fax number) and a new activation email will automatically be generated for you.
j g 4. Contact the IRBNet Coordinator at your local Research Office who can provide more helpful information and can
reg IStration and assist you in registering your account.

send the activation

e —~ =D
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Visit the inbox of your registered email address and
click the link within the "IRBNet Activation Required”

email to activate your account.

) ALY
vV U U @

v From
inbox, open the
“IRBNet Activation
Required” message.

IRBNet Activation Required
activation@irbnet.org to me v’ Click the link to

complete your
Welcome to IRBNet! . p . y
activation.

P et ing link:

https://www.irbnet org:443/release/public/act |sp?i=866946&a=se8pZUXLwz

If you cannot click on the above link, you may copy and paste the link into your browser to confirm your affiliation.

Thank you,
The IRBNet Support Team

www._irbnet.org

Congratulations, you are nc
National Researc
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Manage Affiliations

From the User Profile page you can add additional

affiliations and trigger additional activation emails,

v" Use the Add an Additional
Affiliation link to add
research affiliations.

v' This is helpful if you are
affiliated with multiple
Institutions, or if you are
both a researcher and a
board member.

if needed.

User Profile

Your User Profile

access this page at any time to update your account information. change your password, manage your affiliations
pge your Training & Credentials records.

if you add or update an affiliation you will be sent an activation email to your contact email address. You must
e link in the activation email to confirm your changes.

ion and Password
User Name jrresearcher
First Name John
Last Name Researcher

Affiliations

&« Add an Additional Affiliation >

| Send me an activation email |

Telephone Number (123) 456-7890
Email irbdefault@mailinator.com

Training & Credentials

IRBNet allows you to track and share your training records, certifications, resumes and 3 : R
added to your profile, your training and credentials can be easily linked to your projects an aCtlvatlon emall
by your project teams and can be quickly accessed and tracked by the boards that revi I i

permit you to directly submit your training and credentials without requiring you to link t Ilnk to tngger an

v" Click the “Send me

additional activation
There are currently no documents in your profile. email to your
registered email
address.
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Training Energizer

Upload appropriate Training & Credential (T&C)

documents to your User Profile, as required by your
local institution.

User Profile

Manage Your User Profile

You may access this page at any time to update your account information, change your password, manage your affiliations
and manage your Training & Credentials records.

Note that if you add or update an affiliation you will be sent an activation email to your contact email address. You must
click on the link in the activation email to confirm your changes.

and Password
User Name jrresearcher

First Name John

Last Name Researcher

Affiliations
« Add an Additional Affiliation

Telephone Number (123) 456-7890
Email irbdefault@mailinator.com

Training & Credentials

IRBNet allows you to track and share your training records, certifications, resumes and other personal credentials. Once

r training and credentials can be easily linked to your projects from the Designer, are accessible

v CI|Ck h ere to upload d can be quickly accessed and tracked by the boards that review your projects. Some boards also

bmit your training and credentials without requiring you to link these records to specific projects.

T&C documents.

\771919 are currently no documents in your profile.




New User Registration

Training Energizer Enter Record Information

Enter the appropriate information and select the
correct T&C document. Be sure to enter accurate
Credit Hours and Expiration Date if applicable.

el e Y

Training & Credentials Record

Profile Owner: John Researcher

Attach a document to this Training & Credentials record by clicking the "Browse..." button to locate your document and
then by clicking "Attach”.

Document Type: * ICVIResume v |
Description: |[My CV |
Credits/Credit Hours (if
S IR
Effective Date: *
Expiration Date: [ |

File: *

s .eates

* required fields

v Click Attach to
upload the
document.

v Click Browse to
select the correct
T&C document to
upload.
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Submit uploaded T&C documents to the correct
committee, according to local committee SOPs.

You may access this page at any time to update your account information. change your password, manage your affiliations
and manage your Training & Credentials records.

Note that if you add or update an affiliation you will be sent an activation email to your contact email address. You must
click on the link in the activation email to confirm your changes.

User Name jrresearcher
First Name John
Last Name Researcher

Affiliations
« Add an Additional Affiliation

. (Edit) (Deactivate)

Telephone Number (123) 456—7890
Email irbdefault@mailinator.com

Training & Credentials

v" Click to submit the
IRBNet allows you to track and share your training records, certifications, resum
added to your profile, your training and credentials can be easily linked to your p dOCU ment to yOUf
by your project teams and can be quickly accessed and tracked by the boards t comm |tte e
permit you to directly submit your training and credentials without requiring you t '

| Shovwy all Versicns |

05/03/2011 05/16/2011  Not
01:44PM  Submitted

<
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Upload additional T&C documents as needed and keep
your existing documents up to date as credentials
change.

Note that if you add or update an affiliation you will be sent an activation email to your contact email address. You must
click on the link in the activation email to confirm your changes.

User Name jnesearcher

First Name John
Last Name Researcher
Affiliations
o Add an Additional Affiliation
etropolitan University ader ¢ (Edit) (Deactivate) Manage each
Telephone Number (123) 456-7890 T&C document
Email irbdefault@mailinator. com usi ng these
icons. I
Training & Credentials
IRBNet allow v sumes and other pers v To uPdate d
added to you Highlighted Expiration Date ur projects from the document, use
by your proje indicates this document will rds that review your p the Pencil icon
permit you t ou to link these reco )

expire within the next 60 days.

| Show all Verspns |

CITl 3. Principal or Asso. My CITl Training 15 06!1612010 06/1512011
Investigators Biomedical
Research - Basic Course

471 CV/Resume My CV 05/03/2011 05/18/2011 Accepted ]
02:26 PM y

| Submit | YX B4
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Where to Get Help...

Your Committee Office can offer
you assistance and training on
IRBNet as well as advice on how
to comply with important policies
and standards as you use IRBNet.
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