RSRB Electronic Submission System - Step By Step Training Guide: Principal Investigator / Study Coordinator

WORKING WITH DOCUMENTS

All documentation must be uploaded electronically into the system. If you do not have an
electronic version you will need to scan your documents. The library and copy center offer
this service if not available by your department.

The RSRB-recommended format for documents uploaded into the system is MS Office,
although other formats can be used (such as: PDFs, images, etc.).

The process for uploading and replacing documents is the same in all forms within the

system.
1. ADDING A DOCUMENT
1. CliCk the ||:'| Ij Ij bUtton :,IISIUTr:tirL‘::i::jU::::”:::::"nlion. o8 e Thar “shart® Ltie wall appodr

in your
inbox fo ientify the study.  The
Tl titke {the orficial study titie)
may inchide foo many characters
20 uze ag an idendifier.

1.2 * Study Full Title:
Pre Sub study =]

1.3 "
i

IMPORTANT! Use the ‘Add” button to
wpload o (i, proviowsly o
submittad) documants galy, To make
changes to a document that has
alrgady baan submitted to the RSRB,

= Revision Modified Date use the Replace’ link.
Thers are o itams to deplay.
Example: If the study has bean
submitted and the RSRE sends the
application back to your Inbox” and
asks (3] for you to add a Statistical
E that

follows:

L. Go to the protocol section
{1.3) awud ety 'Eckl” dmk fo0
upload the revised version of
yerr profocel.

2. Go fo the consent section
{83) awwd ooyt ‘Ackd” batton

Document submission window

/3 No Title - Microsoft Internet Explorer

Submit a Document window appears.

Submit a Document

2 Ch Ck the E [OWze butt on Title: | IJ_‘ not_prow’ded, the name of the

sed

+ File: I Brawse...

Show Advanced Options

* Required ﬂl Cancel | Applyl

[
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3. Navigate to the document you want
to upload

4. Select the document

5. Click the

Open

button

6. Enter a descriptive title

7. Click the | ©K|button

The document is now uploaded

! If you are uploading a large

document, the process can take a few
minutes.

Note: Next to the document’s title for
your reference are the Revision
number, the date and the hour of the
most recent change.

Choose a file window

‘B No Title - Microsoft Internet Explorer

Submit a Document

Title: | If not provided, the name of the
fite witl be used

Browse. .

# File: |

Show Advanced Gptions |

2l

The "short" title

inbox to identify th
Sfull’ title (the offici
may includs 0o
t0 use as an ident!

Lok i | Wy Documents

=l o« @ e E-

* Required oty e
|24 My Pickures
My Received Filas
 desktop.ini
|58,y Sharing Folders
A0 Protc rsion 1.doc
name REilan 4] Pratacol - version 3.doc

There are no items to display.

p—

File name: [Protocl - version 1.doc = @ o |1
——

Files of type: — [AllFiles (2] =l e

Document submission window
3 No Title - Microsoft Internet Explorer

Submit a Document

If not provided, the name of the
fite will be used

# File: |C:\Documents and SettingsywjakushokasiDeski  Browse... |

Show Advanced Options |

* Raquired

@. ancel Applyl

1. Study Identification Information. Protocol & Measures
1.1 | * Study working (short) Title:

[eapication 1 Pre Submission

TFe “short™ tithe wil sppear in your
e fo shontify B stusy,  Tho
ol tithe (the official study titis)
may inchade too many characters
o e s an entrbor,

12 * Study Full Title;
Fra Sub Study ﬂ

i |

lctromicalty, dick &b to upload. Tmpartant: B you rveang or
document, use tha Replace link naxt to
en submitzed to the RSRE.

1.3 | 1tk Sty Protocol s vl
renlating the greviausly uple.
mere after the

IMPORTANT! Use thee "Add’ button to
e flla name. Do nct delete | wpload L i
submitted] dosuments only. To make
changes to a doasment that has

itted to the RSRE,
usz the ‘Replace’ink.

[ [meplace]Protocl 4/30/7008 10:32 &AM
Examgle: IF the study has been
subimatted and thi: RSER sends the
apphcation back to your Inbax’ and
asks (3] for you to 2dd 3 Statistieal
sietaan b ther protol nd () that
you include 2 separate cansent farm
for conral subjects, proceed as
folows:

1. 5o to the protocol section
(1.3) and use the 'Edit’ knk to
ekt fh vl vovson of
your protocol.

2. G0 fo the consent secion
{83 ) amcd way ther "Ackl buatton
to upload the ngt yet

ot foren foe
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2. REPLACING A DOCUMENT

1. Click on Replace

! Clicking on Replace does not
open the document to make changes

Submit a Document window appears

Browse. .

2. Click the button

3. Navigate to the document you want
to upload

4. Select the document

Open

5. Click the button

1. Study Identification Information. Protocol & Measures

L1 | * Study Working (shert) Tite:

[aplication 1 Pre Submission

L2z | Study Full Title:
bre Sub Study =]

1.3 | I the Study Protocol v vaslabibe chrcromlly, chok Add to uplsad. Tnporant: 1 you'e resng or

reglacng the previously uploaded docu
any dotument after the study has been

2| _pelee |

name Revision
. ont

Modified Diate
4/30/2008 2:42 PM

The “short™ titie will ppear in your
b fo whntily the shudy,  Tha
il title (the official study title)
may inchide too many characters
o sy as an chontifor.

TMPORTANT! Use the "add” button to

uplaad
submitted) doruments only. To make
dhangies b o document that bas

to the FSRE,
use the ‘Replace’ bnk.

Examale: If the study has been

subrmtted and thie RERR sends the
application back to your ‘Inbox” and
asks (a) for you to add a Statistical
sivdan b e protocsd and (b) that
you indude a ssparate cansant form
for control subjects, proceed as
follows:

1. Go to the protocol section
(1.3) and use the 'Edie’ ink to
aipsknact H rowisoed verson of
your profocol.

2. Go fo the consent section
(83) awcd vyt Ak’ buatfon
to upkoad the not yet

Document submission window

osoft Internet Explorer

Submit a Document

Title! [Protocol

# File: |

Show Advanced Options

* Required

ﬂl Cancel | Applyl

=

Choose a file window

(=]

Submit a Document “short” title will

to fdentify the
tithe (the official
includs too man
g2 as an identifle

If nat provided, the name of the
file witf be used

Browse. BIEH
Laak in I[fj My Documents j - il e

Title: [protocol

# Fila: |

Show Advanced O

* Required

|20 My Music

|2 My Pictures

LMy Received Files
_desktop.ini

f,’?—;‘ My Sharing Folders

8 pratacol - version 1.doc

T T STy e et e
after the study has heen s
e |

ame Revisio
atocol 0.01

File name: IF‘rotocoI - version 3.doc ﬂ ‘
Files of type: [ Files 1 =l ancel
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6. Revise the title if necessary

7. Click the | @K | button

The document is now uploaded

Note: Next to the document’s title is
the Revision number, the date and the
hour of the most recent change.

Document submission window

Mo Title - Microsoft Internet Explorer

Submit a Document

Title! [Revised protocal

~1olx|

If naot provided, the name of the
file will be used

# File: [cipocuments and Settings\vjakushokasyMy Di  Browse.. | vign
Show Advanced Options |
* Required

_IADDIY

[

1. Study Identification Information. Protocol & Measures

L1 * Study Working (short) Title:

[ﬂ_DDIcanan 1 Pre Submission

L2 | * study Full Title:
[Fra Sub Study =]

=

1.3 | 1 th Study Protocol e avalibie elidromelly, ik &dd to uplead. Tnportet: T poune neving o
replating the previously uploaded document, use the Replace link nest to the file name. Do nat dalete
any document after the study has been submitted to the REAE

5| Delete]

name. Revision Modified Date
[ fwacisce]Rivised protocnl 002 43072008 301 PM

The “short™ tithe wil appear in your
bt wiontily the study,  The
il titke (the official study title)
may incluge too many characiers
0w as i contifor,

TMPORTANT? User the *Add” button to

uplaad i
submitted) documents gnly. To make
dunges to a domment that has

itted to the RSRE,
use the "Replace’link.

Examale: If the study has been
submitted and the RSRB sends the
application back to your ‘Inbox’ and
asks (3} for you ko add a Statistical
sivdan b b protosl and () that
you intlude a separate consent form
for control subjects, proceed as
follows:

1. Goto the protocol section
(1.3) and use the 'Bdit' ink to
wipsesacd the v vorson of
your protocol.

2. Go to the consent section
(83) andd wser ta “Ackd button
to uplad the net vet

ifted consent form for
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3. DELETING A DOCUMENT

Documents should only be deleted while the study is in pre-submission or during RSRB

review. DO NOT delete any documents after the study has been approved by the RSRB.

To delete a document:

1. Check the box next to the

document’s title

2. Click the button

All selected documents are

permanently deleted

If the Study Protocel is available electronically, click Add to upload, Important: If you're revising or
replacing the praviously uploaded document, use the Replace link next to the file name. Do not delete

any docgmemeiigr the study has been submitted to the RSRE,
=E] Revisian Modified Date
®iep\ace]Revised protocol ooz 4/30/2002 3:01 PM

1. Study Identification Information. Protocol & Measures

1.1 | * Study Working (short) Title: The “short™ titie wil appear in your
[aplication 1 Pre Submission inbexe to kntily th study.  Tho

Hull' titke (the official studly title)
may include 0o many characiers
fo s a5 centifor.

1.2 ° Study Full Title:

ore Sub Study =

TMPORTANT! Use the “Add” buttan to
upload tf i
submitted) doruments only. To make
changes to a docment that Bas

to the RSRE,

name Revision Modffied Date usg the Replace’ ink.
There are no itams to display,
Example: If the study has been

submitted and the RERR sends thi
application batk to yaur ‘Inbox’ and
asks (3} for you to add a Statistical
stchon o the protocsl aned () that

you indlude a saparate consant form
for control subjects, proceed &5
Follows:

1. Go to the protocol section
(1.3) and uge the ‘Bt iink to
wqpsdonaed e rovvisod versmon of
your protocol.

2, Go to the consent section
(83} amd wsn e "Add” button
to upload the not yet

ited consent frns for
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