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	iRIS– Adding an Alternate Signoff 

	Nov, 2009


When you would like another person in your department to sign-off on any iRIS documentation that requires and electronic signature it can easily done with a few click of your mouse.
First you will need to log into iRIS at https://cortex.case.edu. 

Next, from the left side of the window select My Assistant, then My Account Information. 
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Again from the left side of the window select Signoff Availability. 
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Then Select the No radio button at the top of the page next to the I am Available for reviewing submissions for signoff: statement. The default is Yes, so again, please select No.
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Select the Add button in the upper right corner of the window.
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The Search User Directory page displays:
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**Important – Anyone that you designate as an alternate sign-off MUST have an iRIS account.

Select the iRIS Database radio button, then type the last name and first name of the person you would like to designate as your alternate sign-off then select the Find button.
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Next, select the [image: image9.png]Select User



 ‘check’ to give the user the ability to sign-off.
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From the Role dropdown menu select the proper role for the user. Next select Save Changes or if need be, add another user repeating the same process.
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