How to add a Dept Chair person for sign-off on an iRIS Submission
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When the PI recieves the task to add the Dept Chair, PI opens the task..
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This form allows you to respond to recommendations, stipulations, or other issues identified during the review process. Please make t
appropriate revisions to your submission and attach the new versions to this submission form in the appropriate area.
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Select the drop down in the Stipulations area of the above. Select Yes.

Then select the Green Bar avove and create a revised copy of the submission.
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This will create the revision and this is the view presented to the PI. Select Application column on the left.
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Select the Green bar that says “Click here to create a revision to the attached application”. 
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Select Add Revision. This will create a new version of the original application.

The application will open from the beginning. Click through each section until you reach the Key Study personnel page
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In this section, the last on that page, Add the Designated Department Approval, by selecting the Add button. 
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Type in the first few letters of the Dept Chair’s last name and select the iRIS Database radio button below it. Click Find.
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Select the checkbox next to the proper name to add it to the protocol.
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Be sure to select Department Chair from the drop-down. And then select Save and Continue to next section until you click through and get to the following….
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When you get to the end of the process you will see the above displayed. Then select, from the upper right corner of this window, Save Attachments. [image: image11.png]() Save Attachments
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Keep selecting Save and Continue to next section until you get to the following:
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The process of adding a dept chair as signoff begins here. Select ‘Exit Form’ or ‘Notify PI to Signoff’. Exit Form will simply exit the application process and you will have to access the form once again to notify the PI. 

When you are ready, select ‘Notify PI to Signoff’. The following screen is displayed:
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Select YES to select the additional sign-off the Designated Department Signoff. Select the ‘Save and Continue’ button. [image: image15.png]
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The above screen applies the sign-off for the PI, however we still want to notify the Department Chair sign-off as well, so select the Save and Continue button. [image: image17.png]
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On the following screen select ‘Add signoff’. 
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Once again you are taken to the Directory Browse/Find screen. Type in the last name of the Designated Dept sign-off and select the Find button. 
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Select the red checkbox next to the name you would like to select. In this case the test Administrater account is the account we would like to select.
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The name of the selected individual popluates, next via the drop-down menu select Department Chair, then Save and Continue.
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The signoff submission routing is now complete. However, if you would like to add additional sign-offs simply select the Save and Continue button and repeat the process just described above. 

If someone other than the PI is completing the application a reminder will be sent to the PI and the Department Chair Home Pages that he/she must sign off on the submission. When the PI and Department Chari sign into the iRIS system they will see a reminder to sign-off. They should also receive and automated email from the iRIS reminding them they have to review and sign off on a protocol.

