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INTRODUCTION

The Electronic Institutional Review Board, from here on referred to as the elRB, is the electronic
system that makes the process of submitting research studies involving human subjects
through the IRB review streamlined and efficient. It eliminates the need for paper and presents
a glimpse into the future of the Electronic Research Administration. This will provide an easy
way to process all study related documentation electronically and eliminate the need to fill

out di fferent forms with identical data

Browser Requirements
Microsoft® Windows 9x, 2000, XP
e Microsoft® Internet Explorer 5.5 or higher available at
http://www.microsoft.com/windows/ie/default.m SpX

Macintosh OS X
e Netscape 7.1 or higher available at
http://channels.netscape.com/ns/browsers/download.jsp

Macintosh OS IX

Please note that if you are using Macintosh OS IX you w ill have to obtain Netscape 7.0 in order
for the elRB to be usable. We recommend upgrading your operating system to Macintosh OS

X. For information if your computer qualifies for this upgrade please contact the ITG Help Desk

at (503) 494 -2222.

System Requirements
The elRB system will function on Microsoft® Windows 95 and higher as long as it is Microsoft®
Internet Explorer 5.5 or higher with cipher strength of 128 bit installed.

The elRB system will function on the Macintosh OS IX with Netscape 7.0 ins  talled. For optimal
functionality, we recommend Macintosh OS X with Netscape 7.1 or higher.
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OHSU Employees

REGISTRATION

Open your Internet browser.

Into the address bar type

Clickthe OEnter
Click the or
Accountdé (se

Browser Downloads

Metscape ¥.1 for the Mac

elHE Omlime Traiming

To learm more about the elRB, view the 2lEH

https://eirb.ohsu.edu/irb

7

0 key on your keyboard.
egister hered |Ilink | ocated in the
e Figure 1)

Login

Important note
re: notifications
NOTE
For links to work properly in eIRB
generated notifications you must
view your email in HTML View.

File Edit | View Actions Toals 5

Dnline Training
T'— In an email message do this
% clos ¥ Toobar |

Report a problem vail | ® Plain Text

IMyou have found a problem with the system From:

please report it 1o the development team by i Mtachment Window |

emailing us at eirb@ohsu, l"

Figure 1
Fill out the registration form (see Figure 2) with your current Employee ID, first and last na me as
they appear in the Human Resources (HR) records, your preferred username (whereby we
recommend to use the first part of your e -mail address), and your valid, preferred e  -mail
address (i.e. johndoe@ohsu.edu ).
Self Registration
Account Registration Form

Ifyou are not an OHSU employee, please fill out the OHSU 2|58 &ccount Begistratio I%ar Mon-0OHSL! employeas.

Learn how to register for the elREBE by viewing the BEegistration Simulation

© OHSU Employee ID:

HELP TEXT
Hit your "Tab® bution to getio each fekd In this regiatrabion farm.

Flease enter your employee id. F you do not know this number

“ First Name:

you can focate # &t the top of your esrmings Slatermeant. Look for
“Employee Ao

Enter your first name as it reads on youwr earmings statement. For

" Last Name:

example, if you go by Bob, bl yowr eamings stalerment reads
Robert plkease anter Robert.

Erter your last namme as # reads on Wour @arnings staternent.

* Preferred User Name:

Flease select & wser name that you would fike fo wse for this

ayatenm. Thvs can be whatever you would fle (with & minimun
of frve characteral. Once vow submt this form, the system will

=

Figure 2

5
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Click on the ORegistero |ink |l ocated in the | owe
Shortly after submitting the registration form, you will receive an e -mail containing your
username and temporary password. Go to https://eirb.ohsu.eduf/irb click on oLoO

in the upper right section of the page, and enter your username and temporary password.

Non-OHSU Employees

Open your Internet browser.

Into the address bar type  https://eirb.ohsu.edu/irb

Click the O0Entero6 key on your keyboard.

Click on the oOregister heredé |link |l ocated in the

Login

Avalid u i5 regquired 10 use the
elRB gfstem. Ifvou 3N a first ime user — Important note
please register here L ¢ A
re: notifications
NOTE

Browser Downloads For links to work properly in eIRB
[Metscape 7.1 forthe Mac generated notifications you must

view your email in HTML View.

elHB Onlime Training

To leam more about the 2IRB, vew the 2l2B
Qnlinge Traiming.

Tc In an email message do this File Edit | vigw Actions Tools

3¢ Clos ¥ Toobar
Report a problem -
p P ttail IF & Plain Text
If you have found a problem with the system From:
please report itto the development team by To:
emailing us at eirbi@ohsu. . . L . . ;Il
Figure 3

Click on the O0OOHSU el RB Ac-©b3UremploRegs Gtilriank ohs & @ r

OHSU elRB Account Registration for Non-OHSU Employees

In order to gain access ta OHSLU's electronic Human Subject Compliance IRB application, please provide the
information below. All data will be handled confidentially and is used for identification purposes only. Reguired
fields on this form are starred (7).

Should you have any concems or questions, please contact the ERA HelpDesk st 53%494 1767 or send an
email to eirb&ohsu, adu,

“Legal Name Lost, Firstin: I +co o<

* DHSLU Principal
Inwestigator
Affiliation (Last, First
MIjy:

* Preferred eMail Address: _

Optional OHSU Information

4]
Figure 4

upape

FiNg@ur
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Fill out the form. Please note that the SSN is not required, however, it will help OHSU Human
Resources (HR) department determine if your employee ID already exists or if they need to
create a new one.

Cick the oSubmitoé | ink.
After you have submitted the form, HR will create an Employee ID for you. You will receive an

e-mail with this information shortly thereafter. Once you have received your Employee 1D, type
into the address bar  https://eirb.ohsu.edu/irb . Click on oOregister herebo

LOGGING INTO THE eIRB

To log into the elRB, start on the elRB home page at https://eirb.ohsu.edul/irb

Oncethe el RB home page has opened, click on the
section of the page.

Next, enter your username and password. If this is your first time logging in, the elRB will prompt
you to change your password. This is necessary for security reasons. Please safeguard your
password as you should be the only person who has access to your eIRB account.

Please note that providing your username and password to anyone willingly will constitute a
violation of the OHSU policy regarding the use of electronic resources as specified at
http://ozone.ohsu.edu/policy/pac/chapt_11/11 -20-010.htm .

Once you have logged in, you will see the initial eIRB page. This page contains useful
information and updated news related to the elRB system. After reading the page, click the
OMy Homed |l ink |l ocated in the upper right secti o

oMy Homed Overview
The oMy Homed area of the el RB i s ¢ oBsystedelfryeudosa h ¢
track of where you are in the el RB, you can cli
right section of the elRB system to return to this page.

Pl ease note that on the |l eft hand side of aonbly H
study or convert an existing study that has already been approved on paper. Existing studies
should be converted only after the annual Continuing Review Questionnaire (CRQ) has been
received.

I n the | ower section of 0My IHoDM®X6 a(r eeae yPiuguwid |5
Protocols, Adverse Experiences, Protocol Deviations, Modifications, and Continuing Reviews.

These require some type of action from you, such as completing the review questionnaire,

revising the documents as instructed by an IRB Analyst, etc.

i
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G—ﬂj € I R B Principal Investigator | My Homne Lagoft

elRE  Studies

Folder for Principal Investigator | Help |

Folder for Principal Investigator

'@ Create new study

This is your personal folder, the central rvealun:e far managing your daily work. Here are some

hints to helpvou along

@] Convert Existing Study
& Ny Inbox are things that regquire action by you

& Ny Roles allows wou o switch bebween your roles

| My Roles o The various tabs below filter on a particular tem

PuResearch Sl Learn about your personal folder by viewing the Overdesw of by Home Sirmulation.

Learn how to create and submit a study by viewing the Create a Mew Study Simulaton and
Subrmita Study Sionulation

cIRB Simulation Home Page

‘@ Frotocols Modifications Reportable Evants Continuing Reviaws ;I
\~=—

Figure 5

Next to the OMy Inboxd6é6 tab you wild.l find tabs
Events, 6 and o0Continuing ReviewsO (see Figure
documents as the name states respectivel y . However, unl i ke under th

tabs contain all documents including those currently active or being reviewed by the IRB,
GCRC, Biosafety, or Radiation Safety.

Modifications

cols Reportable Evants

Protocols & Converted Studies

IC Marne v Date Modiled  State
Q2012004 9:56

=4 IRBOO0O0ONT My number ﬁtum Al Fesearcher preparation

£ IRB0000oog7 Seurdinator only has Edt - 81312004 11:39 - Convertad Study

Access Only AN Researcher Preparalion
coordinator has both Bead 80132004 1103 '
1 IRBOOOOD0NE and Edll Actess i Researcher preparation
Study Coordinatar has SN A2004 10:58  Comeerted Study
33 IRB00000008 Read Access Dnly Al Researcher Praparation
WS 1-dofd oA
Figure 6
CREATING A NEW STUDY
Once you have logged into your elRB acco unt , click on the oMy Hom

upper right portion of the page.

In the upper | eft section of the page, click on
8

for
6) .
e 0 My
eod |
t he ¢



G—HJ € ] R B Principal Iy jator | My Home | Logofl

eélRB  Studies

Folder for Principal Immastigator | Help |

Folder for Principal Investigator

* This is your personal folder, the central FESLJFCE' for managing vour daily wark. Here are some
hints to help vou along
@ﬁ Convert Existing Study
o My Inbox are things that require action by you
o My Roles allows you to swilch between your rales
| My Roles | # Thevarous tabs below filter on a paicular item

PlResearch Staft Learn about your personal folder by viewing the Oversdew of by Horme Simulation,

Figure 7

The Initial Review Questionnaire (IRQ ) appears (see Figure 8). Answer the applicable questions

on the page and click on the o0Continuedé button |
portion of the page. Alternatively, you may <clic
middle portion o fthe page and the elRB system will automatically save your IRQ and create a

new IRB number for your study.

Please note that it is very important to add your name at least to the IRQ in the role of the PI,
Sub-Investigator or Research Staff before saving  or exiting the IRQ. Should you skip this step,
you will not be able to get back in to the study the next time you log in.

New: Study

== Back Save | Corntinie == |

Use this form to initiate a new Initial Review Questionnaire, convert an existing study, request a
waiver of oversight, or submit a study with use of future human subjects

Enter & short study tifle foryour study, ou will use this file to identifr your study n[tne system. Ifthe NIH requires a short study title for vour
study, use the same shor study tithe here.

 Short Study Title: |
Note: Short study e is limiled lo 54 characlers

* Are you submitting & new study, comvering an existing study, requesting a waiver of oversight, or submitting a study with use of human
subjacts in thie future?

Pleasze select one of the following:
& Mew Study

" Comeding an Exsting Study
= Request a Walver of Oversight

" Future Human Subjects J
Figure 8

=~




Adding Personnel To The Study
It is important to note that only individuals who have already registered with the elRB
added to studies within the elRB. If you have a question regarding the registration process, see

can be

the section | abeled O0Registrationd in this el RB
At the very beginning of the IRQ you will find a section in which you can add study perso nnel
to three possible categories: PI, Sub -Investigator, Research Staff (see Figure 9).
* -
At the very least you must A0 d yourselfiothe personnel section below. If you don't you will be locked out of the study.
Principal lmvestigator: [Mong] [_Select, ..
Sub-vestigators (all collaborators must be included):
Ak [:3
First Mame Last Mame Primary Contact
There are no items fo display
Research Staff:
Ao
First Mame Last Mame Primary Contact
There are no itemns 1o display
T vas O Mo Have you added at least one person 1o the stal listing abowa (should add yourselt) Whean creating a study, you do not
listyourself has a stafl meamber you wWill no longer be able to accass this study.
"= Required
Figure 9
I f you are the Principal l nvestigator, add your
are a Sub -Investigator or part of the Research Staf f , c¢cl i ck on the O0Addo6é b

Edit Personnel Extended

Personnel Selection

Use this page to add or edit members of the study team_ If the person yvou are adding is nof an OHEL employee (.0 a collaborator
from another university) they will first need to be added into the systemn. To add a non-2HSL person to the system, please start by filling
out the following form, hitp s ohsu eduirdaielrbiregistrations .

tBelect Perso
Responsibilime

What responsibilities will this person hiave on the study?

™ Determine elisibility

Consent andior enroll subjects
Frimary study contact
Financial contact

Shipping biological specimens

a0 010

Camying out study visits or acthates with subjects

Conflict of Interast

Far allinvestigators and any other study staff consenting subjects, "ves" indicates thal vou have a significant financial inflerstin the
sponsoring agency or manufacturedlicensee of investgational product under study. To view the conflict of interest policy, please visit:
ntipsfozone ohewedu/policypacichant 101 0-01-035 him

|

Figure 10

Once the oO0OPersonnel Selectiond page has opened,

1C

user

name

tto

n.



I n the 0Fi |-dowenrlist loy, Select Last mame, First name, Organization, or User ID and
enter the search criteria.

Click the 0Go6 button and your name should appead
Click in the circle in front of your name (see H
Select Person
Filter by |Last j |irwest ﬂ Clear | Advanced
WA 1101 P A
First Drianization
" Investigator Persephaone Oregon Health & Science University
W& 1-10f1 1 LA
Figure 11
You wi |l be returned to t he odRarnanemwil eolv beSompedyc t i o n
|l i sted next to the 0 * Select Person: o6 | abel (se
Personnel Selection
Use this page to add or edit memhers of the study team. Ifthe persan you are adding is not an OHSU emplayee (&
fram another universi = need to be added |nt0 the system. To add a non-OHSLU person to the system,
out the followin g =
* Belect Person:
Responsibilities
What responsibilities will this person have on the study?
[ Determine eligibility [%
[ Consent andior enrall subjects
I Prirmary study contact
I Financial contact
[T Shipping biological specimens
T Carrving out study visits or activites with subjects
Figure 12
Compl ete the OResponsibilities and Rightsdé sect
they relate to this study (see Figure 13). Since  you are creating and filling out this IRQ, you will
also need to read and edit rights for this study. For individuals who are actively working on the
study, but do not need to modify the | RQ, selec
individua Is who are in some way associated with this study, but neither edit the IRQ nor read it.
I n that scenario select ono6 for both read and e

11

O



Figure 13

Updating Edit or Read Rights

The oUpdate Edit or Read Right s 6unacetri oonAv(asi d ea bH ie

the study workspace allows you to quickly change edit or read rights for individuals who have
been added to the IRQ.

Figure 14

When you add an individual t hr ough adidngheyowill pbelable e H

to edit and/or read the IRQ of your study. This person will not be automatically added to the
Il RQ as a participant in your study. It is
only to modify read or edit privileges of personnel added to the study through the IRQ.

12
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