Training Course for MIRB3 Members

Navigating webIRB & Conducting
Full Board Reviews
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What you will learn

1. How to Login
2. About “My Home”
3. How to get information about the IRB Meeting
4. The IRB Meeting Agenda
5. Reviewing Smartforms
6. Adding Reviewer Notes
7. Finalizing your Review
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Links to Sites

at:http://ohrpp.research.ucla.edu

HRPP: UCLA Office of the Human Protection Program - Windows Internet Explorer 1ol =
@@ - |g, http:{fohrpp.research ucla, eduf ﬂ *y || X IGoogIe £ |-
File Edit Wiew Favorites Tools Help % -
ﬁ aty @OHRPP: UCLA Office of the Human Protection Prograrm | | @ B - EEJ - Q Page - @ Tools - >

search

HRPP
A4 Office of the Human Research Protection Program

MISSION AND GOALS Contact HRPP webIRB New!

5 Program Feedback FAQS
o ”;;ﬁféﬂ?;gfsﬂgﬁfs =t e 4&.% IRB Staff Roll Out Schedule
ji_@ %, Campus Consults Links & Contacts
T pport and facilitate the conduct of
hﬁ;uan res;rd,m a <o e Full % For and About IRB
z Accreditasion) &] What's New Members
To provide timely and high quality IRB E ird Human Research News Meeting Calendars
I /) and ring for b éff IRB Member rosters
human research projects “J,,_?r P Checklists for
h Protecto® For Researchers Members
Meeting Calendars
LR LI R LE *| Education and IRB Descriptions En:tl_le_sea;ch
The UCLA Office of the Human Research ULELIG) Forms aricipants
Protection Program (OHRPP) in partnership Policies & Guidance 'I:nfst_rnjacwotn Para
P i articipantes
with the research community is responsible 2 IRB Review HPAs | " Par‘tlmgant Survey
for ensuring the safety and weffare of human . External IRBs New :
EEEEES TR R TTEE TR 0T SevaiEs ‘! Post Approval and IRE Feedback Survey
being conducted at UCLA and/or being Quality Improvement Other Resources .
conducted by UCLA faculty, staff or students. SRS Participants’ Bill of Rights
’ Cer‘tlflcatl_on_. Education
The OHRPP creates a full circle of protection and Training

for research subjects and researchers by
providing education and training, supporting About UCLA IRBs

the Institutional Review Board review Federalwide Assurance
process and conducting quality improvement and IRB Registration
activities, including post-approval monitoring Human Research Policy
and on-site reviews of human research Boar

studies.

Click Links and
Contacts

l_l_ ’_ @ ’_ ’@ @ Internet
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webIRB and Training Links

RPP: UCLA Office of the Human Protection Program - Windows Internet Explorer

:_~—_—: - |g, http: ffohrpp.research, ucla. edufwirb-links-contacts j 4| IGDUgIe CI iCk the Iin k to
Edit  Wiew Fawvarites Tools  Help the We b I R B

q‘ﬁi’ @OHRPF‘: UCLA Office of the Human Protection Program | | ﬁ - - @9 ~ B

DR Sandbox site

*  Meeting Calendars o - .
* IRE Member rosters » Infectious Disease
*  Checklists for Members « School of Nursing
# School of Public Health
» FOR RESEARCH
PARTICIPANTS ) ] )
» Informacién Para For further information about the rollout, please click here.
P
» participant Surve . §
= L4 webIRB and Training Links
* ABOUT UCLA IRES
*  Fed lwide Ass - - P -
aidelr§;1R:giEtr:E?c”nce The links to the webIRB site and training Sandbox are provided below. We strg
Information encourage you or one of your research team to attend a webIRB training se#Sion before
* Human Research Palicy using the programs.

Board

& Please use the following link to sign up for a training session:
https:/fwww.securedata-trans12.com/ap/uclachrrp2/index.

e Links to the webIRB Sites
1. Link to the webIRB website: https://webirb.rese
2. Link to the webIRE Sandbox (Training website);
https://webirbtest.research.ucla.edu/sandbo#

p?page=10.

.ucla.edu/WEBIRB/

webIRB Contacts

The webIRBE Help Desk is available to provide assistance with using webIRB and for reports
of technical problems experienced while using the site.

webIRB Help Desk E-mail Address and Phone

Heanara: wahTRRhalhfracaarch ocla ado
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Login#1

Click Login

DEVELOPMENT |

Announcements and
Training Sessions

How to get a webIRB
account

Accessing the Training
Accounts

Training & Reference
Materials

webIRB Frequently
Asked Questions (FAQ)

Contact Us

webIRB Home

webIRB Home

Welcome to webIRB.

To get familiar with webIRB, you may want to read through the FAQ and Training
& Reference Materials.

Click the Login button at the top right of the screen to log in and begin using
webIRB.

If you are having i in, p
1887 or webirbhelp _Jresearch Llcla edu

contact the helpdesk at (310) 267-

Important Note: The Sandbox is for practice only. Studies in the Sandbox cannot
be processed by the IRB.

Down-Time for Maintenance!

Please Note: on Thursday, February 4, 2010, the webIRBE Sandbox will be
unavailable starting at 5:00pm for a period of at least 3 hours, for maintenance.

anuary 4, 2010

During the Limited Release Phase of the webIRB roll-out (January through March)
webIRE is open only to investigators and study staff from the following departments
who submit to MIRB2 or SGIRB:

a Tnhrnconan Camnrahanciva Cancar Cantar

UCLAWEDIKB

l_l_l_’_’_m@ Internet
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Login#2

1. ASign In
screen will

appear. UCLA webIRB |

2. Enter the

Login As

Logon I D User Name: |

and Password: |

PaSSV\IlQorld for Login | [ Remember me

yOU r oie After signing into this site, you are bound by the terms

and conditions set forth when you received your
account.
3. Click Login
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My Home

If you have
multiple roles, click
on Committee
Member

2. Navigation Bar

(find your way home)

Safety - T

‘ (€ Folder for IRE Memberd |

;'_mnnnluamem e et e il i e

Folder for IRE Memberg

IRB Member9 | My Home |

\ || Folder for IRB Member9

My Roles
} Welcome to your Home Page.

Committee i

Study Team This page has links to all of the items applicable to your role as an IRB Committee Member.
- + Inbox: Displays submissions assigned to you for review.

Committees » Upcoming Meetings: Displays scheduled meetings for your Committee.

= Name « Create/Edit COI: Update potential COI for reviewing submissions

Medical IRB 3
North General Campus IRB

Click here for a Quick Reference Guide.

Inbox with Links
to items needing
review

N My Inbox My Completed Reviews Upcoming Meetings
(o ™

Filter by ‘ D VH | Advanced

D Name P1 Owner Date Modified Project State Comm
[ I[RB£10-000152 #K - Test Study for MIRB3 Member Training PI12 Staffl 4/18/2010 3:56 PM Assigned To IRB Meeting MIRB3
B I[RB£10-000132 NGIRB - April 1 Training Study (F) PI&7 Staffl 4/1/2010 2:32 PM Assigned To IRB Meeting NGIRB
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Sample Email with Assigned Review

You have two sources of
information about IRB
meetings:

« You will receive an e-mail
with the meeting agenda and
one with links to your assigned
studies for review, and

eThe link to your Committee
from your Home page

From: weblRB@research.ucla.edu [mailtowebIRB@research.ucla edu]
Sent: VWednesday, Decermber 02, 2009 7:49 AM

To: Hofftnan, Dannie

Subject: Review Assignment for Upcoming IRE Meeting

-
2 Human Research Protection Program
UCLA University of Los Angeles, Califarnia
11000 Kinress. Avenue, Suite 102
Los Angeles, CA S0095-1694

http: e oprs.ucla.edo
GC-IRB: (310) 825-7122
W-IRE: (310) 525-5344

DATE:
TO:

RE:

LIME:

ME102

DEVELOPMENT

UCLAwebIRB

12/2/2009 7:49 AM
DAMMIE HOFFMAMN

Review Assignment for Upcoming Meeting 12/17/2009

IRB#09-000273
Perfarrnance Testing Updates 3

You have been assigned to review the above-referenced study for the upcoming IRE meeting. Please use the
above link to navigate to the study workspace.

“on|d]




Upcoming Meetings

B : gl R 2 IRBemerQ Myomel gff
Link to your Committee from g |
your Home page. Click on it. [
| Folder for IRB Member9
My Roles

. Welcome to your Home Page.
Committee Member

Study Team This page has links to all of the items applicable to your role as an IRB Committee Member.
. s Inbox: Displays submissions assigned to you for review.

Committees « Upcoming Meetings: Displays scheduled mestings for your Committee.

= Name » Create/Edit COI: Update potential COI for reviewing submissions

Medical IRB 3

Click here for a Quick Reference Guide.
North General Campus IRB

m My Completed Reviews  Upcoming Meetings
[ 9 create/edit cot ]
Filter by ‘ D & || ‘ Advanced
ID Name Pl  Owner Date Modified Project State Committee
[ [RB#£10-000132  NGIRB - April 1 Training Study (F) Pl67 Staffi  4/18/2010 4:10 PM  Assigned To IRB Meeting NGIRB

[ [RB£10-000152  #K - Test Study for MIRB3 Member Training PI12 Staffi  4/18/2010 3:56 PM  Assigned To IRB Meeting MIRB3
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Upcoming
Meetings

Click on the
Link to the
Upcoming
Meeting
(5/13/2010)

d Fembers. 30
Total Other Members:0

Meetings Members History Log

Meeting Archive

LU WV LI

In Process M

MName State Location Time B

Medical IRBE 3 on (1/14/2010) Meeting In Process Kinross 210 2:30pm

Medical IRB 3 4 Meeting In Process Kinross 210 2:30pm

Medical IRE 2 Meeting In Process Kinross 210 2:320pm

Medical IRBE 3 Meeting In Process Kinross 210 2:30pm

Medical IRB 3 Meeting In Process Kinross 210 2:30pm

Medical IRE 2 Meeting In Process Kinross 210 2:320pm

Medical IRBE 3 Meeting In Process Kinross 210 2:30pm

Upcoming Meetings

MName State Location Time

Medical IRB 2 meeting (4/22/2010) Scheduled Kinross 210 2:30pm

Medical IRE 3 meeting f13/2010) Scheduled Kinross 210 2:30pm

Medical IRB 3 meeting on Scheduled Kinross 210 2:30pm P
€D Internet “a - oo v
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IRB Meetings: The Agenda

1. Click Confirm
or Decline to
attend the
meeting

(& Wedical IRB 3 mesting on (5/13j2010)

I ‘webIRB Home ' IRB 100l Meetings

LAwébiRB"'

2. To see the
complete agenda
click View Meeting
Agenda

Current State

ing on (5/13/2010)

| | MIRB3 Start Time:
* 5/13/2010 Location:
% view Meeting Agenda # Agenda Ttems: 14 # Expected Attendees

&L meeting agenda

My Activities Items to Process

Attendees

History Log

2:30pm
Kinross 210
12

Minutes of Previous Meetings - to be approved:
Meeting Date Meeting Motion
There are no items to display

&y] Confirm Attendance
<] Decline Attendance

Electronic Agenda Items - items submitted online:

Paper Agenda Items - miscellaneous agenda items that have no electronic record:
Type Paper Submission Title/ Name
[view] Continuing Reviews Sample Paper Study APIL

ew] Deferred Studies Sample Deferred Paper Study APII2

[view] New Studies
view] New Studies

Another sample paper continuing review
Sample Paper New Study API2

Principal Investigator  IRB Member5

Link to Minutes

Type Title PI Primary Reviewer Designated Reviewers Work Space Processed
ew] New Studies #F - Test Study for MIRB2 Member Training API12 IRB Memberd IRB Chair2 IRB#10-000157 no
ew] New Studies #H - Test Study for MIRB2 Member Training API12 IRB Members IRB Member2 IRB#10-000155 no
ew] New Studies #G - Test Study for MIRB3 Member Training API12 IRB Members IRB Member32 IRB#10-000156 no

IRB Member5
ew] New Studies #C - Test Study for MIRB3 Member Training API12 IRB Memberl IRB#10-000158 no
ew] New Studies #K - Test Study for MIRB3 Member Training API12 IRB Member9 IRB#10-000152 no
ew] New Studies  #I - Test Study for MIRE3 Member Training API12 IRB Member7 IRB#10-000154 no
ew] New Studies #E - Test Study for MIRB3 Member Training API12 IRB Member3 IRB#10-000160 no
ew] New Studies  #] - Test Study for MIRE3 Member Training API12 IRB Member§ IRB#10-000153 no
ew] New Studies #B - Test Study for MIRB3 Member Training API12 IRB Chair2 IRB#10-000161 no
ew] New Studies  #D - Test Study for MIRB3 Member Training API12 IRB Member2 IRB#10-000159 no

Primary Reviewer Designated Reviewers Processed

IRE Chair2 IRE Member? no
IRB Memberg

IRB Chair1 IRB Member1 no
IRB Member2
IRB Memberg na

IRB Members IRB Members na

IRB Member7
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IRB Meetings: The Agenda

B1.

UCLA bIRB | ID: [Full Protocol ID Not Found] (IRB#10-0003333
we (Paper Submission))

Institutional Review Board Agenda Title: Sample Deferred Paper Study

. - Principal I tigator: A PI12
Medical IRB 3 meeting on (5/13/2010) r!"C'Dﬂ "".E-‘- lgﬂ_ or.
Kinross 210 Primary Reviewer: IRB Chairl

Designated Reviewers: IRE Memberi1; IRE Member2

Introduction 1
VI eW Of t h e Agenda Item Notes: This is what an agenda item note looks like.

oot agenda

Lol:ztri:;;;fll:eeting: With I i n kS | C. New Studies

Education/Discussion/Other Information C1

Discussion of HHS and FDA Child Regulations to RB#10-000158 (IRB#10-000158)

Subpart D.doc . Title: #C - Test Study for MIRB2 Member Training
Principal Investigator: A PI12

Attendance d OC u m e n tS Primary Reviewer: IRB Memberl

Designated Reviewers: [None]

Members In Attendance:

Meeting Chair: JAMES MC GOUGH an d to
Members Agenda Item Notes: This is what a sample agenda note looks like.
Member Name Scientist Affiliate Population Rep. Alternate
IRB Chair2 Scientist UCLA Affiliated Yes No St u d
IRE Member6  Scientist UCLA Affiliated No Na y
IRB Memberd  Scientist UCLA Affiliated No No
IRB Member?  Scientist UCLA Affiliated No No -
IRB Member2  Scientist UCLA Affiliated No No l I I ate rI a S C2.
IRB Member2  Scientist UCLA Affiliated No No ID: IRB#10-000167 (IRB#10-000167)
IRB Memberl  Scientist UCLA Affiliated No No - Title: #CCC Test Study for IRB Member Training 051310
IRE Members  Scientist UCLA Affiliated No No fo r‘ reVI eW principal T tigator: A PI12
IRB Chairl Scientist UCLA Affiliated Yes No L] rincipal Investigator:
IRE Member5  Scientist Mon-Affiliated No No Primary Reviewer: IRB Memberg
IRB MemberS  Non-Scientist  Non-Affiliated No No Designated Reviewers: IRB Member3; IRB Member4; IRE Memberg
IRB Member3  Scientist UCLA Affiliated No No
M emboec Mot Ton Attandanco: Agenda Item Notes: Hi there. This is what a sample agenda note would look like.

J T T

https://webirbsandbox.research.ucla.edu/SAN
DBOX/CustomlLayouts/Meeting_Agenda-
Minutes?mode=Agenda&Project=com.webridg

Y > RDrUobuULH

[ABACEE63500JEDRE 1 6%5D2
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https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D

Preparing for the Meeting: Quick View of
the Agenda to see Reviewer Assignments

I' (] =7 e v Page v 3Satety = Tools v W+

,éMedlcaI IRE 3 meeting on (5f13/20100

2. Electronic Studies: w8 Membero

miiﬁi i i
e — the studv Work Space.  ——
Meetings > Medical IRB 3 meeting on (5/13/2010) y p "
Medical IRE 3 meety _ Click [View] to see any
| Committee: MIRB3 2:30pm
Date: 5/13/20 Ki 210
ate nsegl staff notes and/or
[% View Meeting Agenda ] # Agenda Ttems: 14 12
[E Meeting Agenda ] attaCh m e ntS .
My Activities Attend Items to Process History Log
éj Confirm Attendance Minutes of Previdgus Meetings - to be approved:
- Meeting Date Meeting Motion Link to Minutes
Q‘!) Decline Attendance There are ngAtems to display
ic Agenda Items - items submitted online:
itle rimary Reviewer esignated Reviewers ork§fpace rocesse:
Titl PI P R D ted R Wi P d
#F - Test Study for MIRB3 Member Training API12 IRB Memberd IRB Chair2 IRB#10-000157 no
w] New Studies #H - Test Study for MIRE3 Member Training A PI12 IRB Members IRB Member2 IRB#10-000155 no
w] New Studies #G - Test Study for MIRE3 Member Training A PI12 IRB Members IRB Member3 IRB#10-000156 no
IRB Members
wlNew Studies #C - Test Study for MIRB3 Member Training A PI12 IRB Memberl IRB#10-000158 no
#K - Test Study for MIRB2 Member Training A PI12 IRB Memberg IRBE#10-000152 no
#I - Test Study for MIRB2 Member Training A PI12 IRB Member? IRBE#10-000154 no
#E - Test Study for MIRB2 Member Training A PI12 IRB Member3 IRBE#10-000160 no
#] - Test Study for MIRB2 Member Training A PI12 IRB Memberg IRBx10-000152 no
#B - Test Study for MIRB2 Member Training A PI12 IRB Chair2 IRBx10-000161 no
[View] New Studies #D - Test Study for MIRB3 Member Training A PI12 IRB Member2 IRB#10-000159 no

1. Paper Studies:
= . Paper Agenda Items - miscellansous agenda items that have no electronic record:
CI ICk [VI eW] tO See the Type Paper Submission Title/ Name PI Primary Reviewer Designated Reviewers Processed

[View] Continuing Reviews  Sample Paper Study API1 IRB Chair2 IRE Memberg no
IRB Members

Su bm ISSIOn attaCh ments alview] Deferred Studies Sample Deferred Paper Study API12 IRB Chairl IRB Memberl no
= IRB Member2
[View] New Studies Another sample paper continuing review Principal Investigator  IRB Member5 IRE Membert no

[View] New Studies Sample Paper New Study API2 IRB Membera IRB Member5 no
IRB Member?
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IRB Meetings: Study Workspace

,é#F Test Study for MIRES Member Training - B | p=h - Page~ Safety~ Tooks - @@~

’ IRMember9
Siiiﬁiiiiucmm e

I webIRB Hom IRB Protocols @IS

IRE Protocols > #F - Test Study for MIRE3 Member Training

My Home goff

Current State Study: #F - Test Study for MIRB3 Member Training
[ = view study 1 Full Title of Study: #F - Test Study for MIRBZ Member Training
Protocol ID: IRB#10-000157

[& printerversion )
ZE view Differences Principal API12 Study Contact Study Staffiz

Investigator: Person:

Owner (IRB Staff): Faculty Sponsor: Review Type: Full IRB Review

IRB Staff1 Committee: Medical IRB 2
Initial Submission 4/18/2010 Meeting Date-Time: 5/13/2010 - 2:30pm
Date:

My Activities

i Finzlize Review PI Assurances: Pending...

FS Assurances: Mot Required

Instructions for Reviewer / Committee Member:

1. Click on View Study to click through the SmartForm and make notes about your review in the Reviewer Notes section at top of each
Smart Page.
a. You can also click on Printer Version to read through the study in one continuous document: This view does not allow you to
add notes.

2. Submit your review by clicking Finalize Review button.

H .
I nformatlon Tabs = Documents IRB Requests Correspondence L‘Lr;mmg L(éhgange

Activity Author Activity Date 1

% Scheduled for IRB Meeting: Medical IRB 3 meeting on (5/13/2010) IRB Staff1 4/18/2010 3:46 PM PDT

= Removed from Agenda IRB Staffl 4/18/2010 3:45 PM PDT

% Scheduled for IRB Meeting: Medical IRB 3 meeting on (5/13/2010) IRB Staffl 4/18/2010 3:08 PM PDT

5= Study Submitted for Review API1Z 4/18/2010 10:48 AM PDT &
] Copied Study CARRIE FISHER 4/18/2010 10:05 AM PDT

ﬁNew Copy ID is PRE£10-0004329 Title: #G - Test Study for MIRB3 Member Training
f\ﬁj Created Study CARRIE FISHER 4/18/2010 9:58 AM PDT

DEVELOPMENT
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Information Tabs - Documents

Click on the
Documents Tab to

see the links to all
of the documents
attached to the
application.

(Note: The links are
also available in the
application. For this
demo — blank
documents have
been uploaded)

- ] ] — —
[ FTEW DTTEreTes I Principal Rebecca Simms (PI) Study Contact Carmen Alverado -]
Investigator: Person:
Owner (IRB Staff): Faculty Sponsor: Review Type: Full IRB Review
CARRIE FISHER Committee: Medical IRB 1
Initial Submission 9/30/2009 Meeting Date-Time: 12/17/2009 - 2pm
Date:
My Activities
& Finalize Review PI Assurances: Pending...
FS Assurances: Not Required
Instructions for Reviewer / Committee Member:
1. Click on View Study to click through the SmartForm and make notes about your review in the Reviewer Notes section at top of each Smart
Page.
a. You can also dick on Printer Version to read through the study in one continuous document: This view does not allow you to add
notes.
2. Submit your review by clicking Finalize Review button.
Training Change
m IRB Requests Correspondence Log Log
INFORMED CONSENT (Documents uploaded by Study Staff - these are NOT necessarily approved)
Section 4.1 Question 1.2: NCI - Informed Consent Documents:
Document Name Document Version #
Testing 0.01
OTHER ATTACHED DOCUMENTS (Documents uploaded by Study Staff - these documents are for informational purposes
and are not approved by the IRB)
Section 4.1 Question 1.1: Reviewed by NCI IRB - Application from IRB of Record and all Attachments:
Document Name Document Version #
Testing 0.01
.cla.2dufWEBIRBDEY/Doc/0fR3MFPZIIF414LBHSVNKLHIGHOD For 20 Testing. 1t [T T T [ mnterme: 0% v




Information Tabs — Training Log

Current State Study: #F - Test Study for MIRB3 Member Training

] Full Title of Study: #F - Test Study for MIRB2 Member Training
Protocol ID: IRB#10-000157

[ 1 view Study

Printer version ]

(3 view oifferences J'| principal APII2 Study Contact Study Staffi2
Investigator: Person:

Owner (IRB Staff): Faculty Sponsor: Review Type: Full IRE Review

IRB Staffl Committee: Medical IRB 3

Initial Submission 4/18/2010 Meeting Date-Time: 5/13/2010 - 2:30pm

Click on the Date:

Training Log Tab Pl Assurances:  Pending..
tO See the Ilnks to FS Assurances: Mot Required
training
documentation, CVs

and other S e
baCkg round 2. Submit your review by clickin

ions for Reviewer / Committee Member:

tudy to click through the SmartForm and make notes about your review in the Reviewer Notes section at top of each Smart Page.
lick on Printer Version to read through the study in one continuous document: This view does not allow you to add notes.

I nforl l Iatlon Training [EEeGERL
History Documents IRB Requests Correspondence Log

Study Team Training Information:

Clinical Human Subjects 2 HIPAA Training :

z == Human Subjects : HIPAA Training : Other

Name Privilages Training : : Completion -~ CV/Biosketch/Resume :

Trrioer: Expiration Date Protection Documentation Date Documentation Documentation
API1Z 4/18/2013 Copy Training 0.01 Biosketch.doc 0.01

Documentation

Study o |
Staff12
A PI10

DEVELOPMENT
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Information Tabs — IRB Requests

Current State

[ ) view Study

Owner (IRB Staff):

Study: Performance Testing Updates 3

Full Title of Study:

Faculty Sponsor:

Performance Testing Updates 3

Review Type:

Protocol ID: IRB#09-000279

[_E Printer Version

[ E View Differences Principal Rebecca Simms (PI) Study Contact Carmen Alverado
Investigator: Person:

Full IRB Review

CARRIE FISHER Committee: Medical IRB 1
Initial Submission 9/30/2009 Meeting Date-Time: 12/17/2009 - 2pm
Date:
My Activities
7] Finalize Review PI Assurances: Pending...
FS Assurances: Not Required

Click on the IRB
Requests Tab to
see a list of all of
the IRB Member
and Staff Reviewer
Notes

Instructions for Reviewer / Committee Member:

1. Click on View Study to click through the SmartForm and make notes about your review in the Reviewer Notes section at top of each Smart
Page.
3. You can also click on Printer Version to read through the study in one continuous document: This view does not allow you to add
notes.

2. Submit your review by clicking Finalize Review button.

Training Change
Log Log

Shows all notes from reviewers. Response from Study Staff is required for each note.

jl EI Clear | Advanced

History Documents IRB Requests Correspondence

Filter by |Type

(Note: The notes
are also displayed
in the application)

Type

cw | IRB Member Internal Review
Jump To: 1.1 - Study Title and Key Personnel

= Modified
12/2/2009 5:02 PM  —

Reviewer

Richard Arm
(Comm. Chair)

3.0. Agree with staff comment.

1ren| IRB Staff Internal Review CARRIE 12/2/2009 11:09 AM
Jump To: 1.1a - Other Personnel FISHER
Item 1.0 Sample staff comment
T4 IR ADN wen| IRB Staff Internal Review CARRIE 12/2/2009 11:04 AM
DEVELOPMENT [T T T [ e mteme: [# 100 ~
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IRB Meetings: Study Workspace
.iiiiiiumm&m o

VWEO R LTS IRB Protocols

IRB Protocols > #1 Demonstration Study for NGIRE - Education

H H Current State Study: #1 Demonstration Study for NGIRB - Education
1. Click View | | Y Y
Stu dy tO Open _— . [ 3 view stuay ] Full Title of Study: #1 Demonstration Study for NGIRB - Education
Protocol ID: IRB£10-000011
the Smartform o
[_ View Differences ] Principal API1 Study Contact
Investigator: Person:
Owner (IRB Staff): Faculty Sponsor: Review Type: Full IRE Review
IRB Staff1l Committee: Morth General Campus IRB
Initial Submission 1/30/2010 Meeting Date-Time: 2/4/2010 - 2:00pm
Date:

My Activities

NOte: If you JUSt m Finalize Review PI Assurances: Pending...

Want to read the FS Assurances: Mot Required
smartform without
adding reVieWer Instructions for Revi /G ittee M bher: -

notes OU COU I d 1. Click on View Study to click through the SmartForm and make notes about yvour review in the
y y Reviewer Notes section at top of each Smart Page.
a. You can also click on Printer Version to read through the study in one continuous document:

use the P ri nte r This view does not allow you to add notes.

- 2. Submit your review by clicking Finalize Review button.
Version

Documents IRB Reguests Correspondence I_Torsm'”g Eremae

Log
Activity Author Activity Date &
% Scheduled for IRB Meeting: North General Campus IRB meeting on IRB Staffl 1/30/2010 11:00 aM
(2/4/2010) PST
| Submitted Response API1 1/30/2010 10:38 AM
PST

DEVELOPMENT

UCLAwebIRB




1. Navigate

I R B M eeti n g S : J[Shr:l(;l:?ft;rtrrrllz with
Navigating Smartforms |uion orwaray
and Jump To
Menu (back)

Edit: Study - IRB# 1L0-000132 kS

Wﬁiﬁi UCLAWﬁbIRB

<< Elacl-c Save | Exit | Hide/Show Errors| Print... | Jumg To: 1.1 - Study Title and Key Personnel - Continue >> |

b Reviewer Notes (0 Notes Total) Delets I A 1.1 - Study Title and Key Personnel

|»

1.1a - Other Personnel

1.2 - Conflict of Interest Information
2.1 - Project Identification Information Smartform FAQ
Warning: Save your work at least every 15 nfnutes 2.2 - | ay Summary and Keywords

5.1 - Type of Study Review

rGeneral Information

5.2 - Expedited Review
All items marked with a red asterisk (*) are required. Items without an asterisk may or may notjbe req| 6.1 - Funding and Other Study Characteristics
kL *Full Title of the Submission: & 6.2 - Funding - Description |
NGIRB - April 1 Training Study (F) = 7.1- StUdY Locations
2. Click on the Jump to Menu to |
_ go to application sections
1.1 Protocol Version Date and/or Number: &
|2/11/10 .
e Red Titles — Where you are
d
20 eworkin or Lay Titic: @ e Black Titles - Required s
[NGIRB - April 1 Training Study (F) sections
SR ©rev2! wostigator: (You will not see the sections e forfteme
* I i R appear after you
31 *Name: Apie7 (Sdect..) that are not required.)
3.2 UCLA Title:
3.3 Affiliation(s): There are no items to display 3 . J um p tO SeCti on 10 . 1
DE\ gter latins:
U' 3.4 Department: ANTHROPOLOGY




IRB Meeting: Reviewer Notes

1. If the Reviewer Notes are not showing, click on the little arrow
on the right side of the yellow bar.

y - IRB#09-000279 )k

Exit | Hide/Show Errors| Print..

>/ Reviewer Motes P«ddl Frevious I

.| Jump To: - 1i.ia - Other Personnel =

Continue == |
Filter by IType jl EI Clear | Advanced
Type

mres| IRB Staff Internal Review

Item 1.0 Sample staff comment

Reviewer = Modified
CARRIE 12/2/2009 11:09 &M
FISHER.
A
| Smartform FAQ |
2. This is how the staff comments will appear.
Other Personnel
|7 All items marked with a red asterisk () are required. Items without an asterisk may or may not be required depending on whether the items are applicable to

this study.

DEVELOPMENT

UCLAwebIRB




IRB Meeting: Adding Reviewer

Notes

;GELIIL.IUIUW
1.1 - Study Title and Key Personnel ~

| 1. Click Add " |

2. A text box will
appear. Type in your
notes. Then click OK

Note: These
notes are only
visible to the
IRB Members
and IRB Staff —

not to the study

[ e
DEVELOPMENT .| I RB
<< Back | Exit | Hide/Show Errors| Print... | Jump To:
¥ Revie _dd|_palate | _next]
Filter by IType LI | Gu| Clear I Advanced
ll /= Add Reviewer Notes - Windows Internet Explorer 100 =l &
cm |1 e | https:,l',l'webirbdev.research.ucla.edu,I'WEBIRBDE\.-',I'Res0urceAdministration,I'Pr0ject,l’ReviewerNoteForm?_webrOpLI|@ Certificate Error | (Ri
C
Add Reviewer Notes
= 1 C
1 Author: Richard Arm (Comm. Chair) F1
* Mote Type: |IREI Member Internal Reviewll
\ * Mote:
\k
ue
rGene —
Alf itet wi
this si _I
1.0
* Reguired
Done ] |e Inkernet | H00% v
2.0 *Working or Lay Title: &
Performance Testing Updates 3
3.0 Principal Investigator:
3.1 *Name: Rebecca Simms (PI)
3.2 UCLA Title: Associate Professor

Team

DEVELOPMENT
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IRB Meeting: Adding Reviewer

Notes -

DEVELOPMENT

<< Back |

UCLAwebIRB

= Reviewer Notes Addl DeletE| Nextl

Exit | w Errors| Print... | Jump To: -1

2.You can navigate from
note to note by clicking
“next” or “previous” as

applicable.

Filter by |Type =l

1. Here’s how Type

EI Clear |Advanced

the I RB m IRB Member Internal Review

3.0. Agree with staff comment.

Member and rens| IRB Staff Internal Review

Reviewer = maodified

Richard Arm 12/2/2009 5:02 PM
(Comm. Chair)

CARRIE 12/2/2009 11:04 AM
- FISHER
Staﬁ review Item 3.0 Sample IRB Staff Note
notes will
appear. _Smartform FAQ |
Warning: Save your work at least every 15 minutes by clicking “Save” or “Continue.”™
- The notes rGeneral Information
All items marked with a red asterisk (™) are required. Items without an asterisk may or may not be required depending on whether the items are applicable to
should relate this study.
tO the |temS 1.0 *Full Title of the Submission: &

on the page.

1.1

DEVELOPMENT

UCLAwebIRB

Performance Testing Updates 2

Protocol Version Date and/or Number: L]

2.0 *Working or Lay Title: &
Performance Testing Updates 3
3.0 Principal Investigator:
3.1 *MName: Rebecca Simms (PI)
3.2 UCLA Title: Associate Professor

Note: The information for items
3.2 through 3.4 will
automatically appear after yvou
click Save.




IRB Meeting: Adding Reviewer
Notes

When you have
finished your review of
the application, click
Exit to return to the

CLAwebIRB

Exit | Hide/Show Errors| Print... | Jump To: 5.1 - Type of Study Review -

wer Notes Add| next|

Continue >=

UCLAwebIRB

‘ DEVELOPMENT

I Y

by |Type =l EI Clear | Advanced
Study Workspace Revewer QO Hothed
RB Staff Internal Review IRB Staff1 3/29/2010 10:35 AM
1.0 - Do yvou agree that this study is minimal risk?
Smartform FAQ |
Warning: Save your work at least every 15 minutes by clicking "Save” or "Continue.”
r Type of Study Review
o *Indicate the level of risk involved with this study. @ Important Guidance:
1. Minimal risk is defined as
i A i ; h ; ; the probability and magnitude
(if there are multiple groups or phases associated with this study, select the highest level of risk.) of harm anticipated in the
research are not greater than
& Minimal risk or no known risks those encountered in daily life
— - (i.e., daily lives of the general
¢ Greater than minimal risk population) or during
perfarmance of routine physical
or psychological examinations
or tests
2. Studies that are minimal risk
or no known risk must qualify
for exempt or expedited
rewvew.
3. Studies that are greater
than minimal risk require full
board review.
2.0 *Indicate the type of review that you are requesting for this study.
= Expedited
i Exempt

- IRB#10-000136 K

4, 100%




Inalizino

1. When you
are done with
the review, click
Finalize
Review in the
study
workspace.

ﬂ; Performance Testing Updates 3 - Windows Intel

@?} - I@‘ https://webirbdev.research.ucla. eduft

Edit

File Wiew  Favorites  Tools  Help

i:? R’}‘i} @ Performance Testing Updates 3

DE.\'E].I(-‘JPMENT .I IRB
DGR TR IRB Protocols m
IRBE Protocols > Performance Testing Updz
Current State Stud
[ B2 view Study ] Full Tit
Protoc
[E Printer Version ]
[ EE View Differences ] Princip
Investi
Owner (IRB Staff): Faculty
CARRIE FISHER Commi
Initial
Date:
My Activities
7| Finalize Review PI Asst
FS Ass
Instruc
1.
2.
Ac
c& S
(1
E Re
[CIRED

DEVELOPMENT

UCLAwe

{2 htt,

Your Review

webirbdev.research.ucla.edu/WEBIRBDEY,Resource Administration /Acti

ity /form?_webrNew

& | https:/webirbdey.research, ucla, edufWEBIRBDEY/ResourceAdministration/AckivityForm? _webrMew=allBActivity Type

Finalize Review

Please provide your review of this submission. If you can’'t complete the review because of outs
application is incomplete, please contact the IRB office.

Recommended Motion:
i~ Approved

Accepted Pending Modification

Disapproved

Tabled

2. A screen will
appear.
Complete it.
When you are
finished, click
OK

Reassign Committee
Deferred

NHSR

a2ieRieRie Rile Rike

Clear

Recommended Approval Period (if applicable):
 Approval Period of one year
 Other

Clear

Other Approval Period (if applicable):

Additional Comments:

Attachments:

add

Document Name
There are no items to display

Document Version #

‘S:,l',llwebirbde\fJESEEI’E"I.UE‘G.Edu,’WEBIRBDEV,I'RESUUrEE»Qdm |DDr|E

bIRB

[T T [ [ @ miemet 00% -

< OKI Ca,ce\ |




Create/Edit COI

1. Return to
My Home

2. Click Create/Edit
COl

Home

IRB Chairl

Logoff

SANDBOR..

webIRB Home ' IRB Protocols ' Meetings

Folder for IRB Chairl

| | | Folder for IRB Chair1

My Roles
Welcome to your Home Page.
Committee Member

Study Team This page has links to all of the items applicable to your role as an IRB Committes Member.

_ « Inbox: Displays submissions assigned to you for review.
Committees + Upcoming Meetings: Displays scheduled meetings for your Committee.
Eilliame + Create/Edit COI: Update potential COI for reviewing submissions

Exempt Review
Medical IRB 1
Medical IRB 2

Click here for a Quick Reference Guide.

Medical IRB 3 m My Completed Reviews Upcoming Meetings
Morth General Campus IRB
Filter by |ID > Go| Clear | advanced
South General Campus IRB v I _I I _I_I
D Name PI ©Owner Date Modified Project State Committee
IREB#10- #1 Demonstration Study for PI1 Staffl 1/31/2010 7:05 Assigned To IRB GIRB
[ B create/Edit cor ] 000011 NGIRBE - Education AM Meeting

[

[ [ [ [ [C3 & mternet A0 v
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Complete COl Smartform

1. Click Add, if
applicable. A
select screen
will open (b).

2. Search and
select the
name.

3. Click OK when
finished

4. Complete item
2.0, if applicable.

<< Back I

ommittee Member Conflict of Interest
is form should be completed by all IRB members.

ortant Note: Please immediately inform the IRB St
reviRw assignment, and/or 2) If you update this form (

1.0 Please identify spouse, registered domestic |

subjects research.

Add Remove

Person
I YVONNE ABAD
N AUTUMN ABADESCO

2.0 Please describe any additional conflicts of int
whom you serve on their thesis committee, ¢

Please review Paolicy 67 for guidance on Com

UCLAwebIRB

‘ DEVELOPMENT

A 4

Save | | Print...

(_,: Select One or More Persons - Windows Ink

Finish I 4_

=1l x|

£ | https:,i,l’web\rbdev‘rasearch.ucla.edu)’WEBIRBDEWCommDnAdministration,l’Chooser:j|@' Certificate Errar |

Select One or More Persons

Filter by | Last

Deselect All I

Go| _Clear | Advance b

1l < 1-25 of S0004 P M

&) Last First Organization =]
[ AALBU DANNIQUE FACILITIES OPERATIONS
- AARON KENMNETH  SURGERY-GENERAL
[ AARONSON ANNE SOCIAL WELFARE
[ ABAD YVONNE MEDCTR-EMERGENCY MEDICINE CENTER
[~ ABAD RABAT CATALINA  NEUROPSYCHIATRIC INSTITUTE
[T ABADESCO AUTUMN PHYSIOLOGICAL SCIENCE
[~ ABAD-SUDIJONO SHEILA UNIVERSITY APARTMENTS
[~ ABAI SEMAIT MEDCTR-NURSING ADMINISTRATION |
[~ ABAI MAAZA ARTHUR ASHE STU HEALTH & WELLMNESS CNTR
[ ABAJIAN JAMES INSTITUTE FOR RES ON LABOR AND EMPLOYMT
[~ ABARBANEL GAIL MEDCTR-SANTA MOMNICA HOSPITAL
[~ ABARBANEL STACEY FOWLER MUSEUM OF CULTURAL HISTORY
[T ABARCA SERGIO ATMOSPHERIC AND OCEANIC SCIH
[~ ABARCA WENDY UNEX-EDUCATION 3 LI

[ 4 1-25 of 50004 D M *
ﬂl Cancel |
[® 100 -

5. Click
Finish
when you
are done.

Note: If you
do not have
any COIl, you
can exit the
screen
without
entering
anything.

pore [T [ T4 @ et
|




Where to get Help

IRB Chairl

IRB Protocols ' Meetings

webIRB Home > Contact Us

I webIRB Home

[ Annocuncements and Contact Us
Training Sessions
[ How to get a webIRB The webIRB Helpdesk
account
= P Hours: 8:20AM - 4:20PM weekdays
b :gggzzltr;g the Training Phone: (310) 267-18587

Email: weblRBHelp@research.ucla.edu
[: Training & Reference

Materials The OHRPP Office

> webIRB Frequently

Asked Questions (FAQ) Office of the Human Research Protection Program (OHRPP)

11000 Kinross Avenue, Suite 102
b Contact Us Box 951694

Los Angeles, CA 90095-1694
Campus Mail Code: 169407

Website: http://ohrpp.research.ucla.edu/
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How to Logon to the “real” Site

When you click “Login”
you will see this screen.

Enter your UCLA Logon
ID and Password.

Then click Sign In

e
DEVELOPMENT

UCLAwebIRB

nnnnnnnn

NIl




Questions?

DEVELOPMENT

UCLAwebIRB




	�Training Course for MIRB3 Members
	What you will learn 
	Links to Sites at:http://ohrpp.research.ucla.edu
	webIRB and Training Links
	Login#1
	Login#2
	My Home 
	Sample Email with Assigned Review
	Upcoming Meetings 
	Upcoming Meetings 
	IRB Meetings: The Agenda
	IRB Meetings: The Agenda
	Preparing for the Meeting: Quick View of the Agenda to see Reviewer Assignments
	IRB Meetings: Study Workspace
	Information Tabs - Documents
	Information Tabs – Training Log
	Information Tabs – IRB Requests 
	IRB Meetings: Study Workspace
	IRB Meetings: �Navigating Smartforms
	IRB Meeting: Reviewer Notes
	IRB Meeting: Adding Reviewer Notes
	IRB Meeting: Adding Reviewer Notes
	IRB Meeting: Adding Reviewer Notes
	Finalizing Your Review
	Create/Edit COI
	Complete COI Smartform
	Where to get Help
	How to Logon to the “real” Site
	Questions? 

