Creating an Account in iRIS/iMedRIS Online Protocol Submission Application
After your account is created you must call iRIS support at 216-368-1102 to have the ability to create or review protocols.
1. Launch Internet Explorer and point your browser to:

https://cortex.case.edu
Enter your Case User ID and your Case Password into the respective areas and select ‘Log In’.
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2. This will create an account for you in iRIS. If you receive an error message that an account couldn’t be created, contact Mark Tennant iRIS Administrator at mark.tennant@case.edu so an account can be created manually.

3. If an account is successfully created and you are successfully logged into iRIS, on the left is a tab called My Assistant. Select that tab, the area will expand and then select My Account Information.
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4. When you enter ‘My Account Information’, by default you should be taken to an area this looks like this:
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5. If not, select (from the menu on the top left) ‘Contact Info’. 

6. Please enter your primary email address and primary phone number.

7. Finally in the upper right-hand corner of the above window you will see this button ---- [image: image4.png][ save Changes



. Select that when you have completed your entries and log off the system.

8. **As a side note, passwords are controlled via Active Directory on the network so if you need to change your password, it must be your network password. The change will propagate throughout the network to include iRIS. Therefore the Change Password selection does not function even though it is an option within the iRIS application**
Again, if you have any questions or are unable to create an account, please contact me.

Thanks,

Mark

Mark E. Tennant

iRIS System Administrator
mark.tennant@case.edu
