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Introduction to the Integrated Research Information System (iRIS™)
What is iRIS™?   

iRIS™ (Integrated Research Information System) is a web-based suite of applications designed to process research studies.  Research study documents will be submitted, reviewed and stored electronically in iRIS™.  The goal is for iRIS™ to automate the submission and review processes and to provide a system to compile data and monitor research studies.  

How Do I Get to iRIS™?  

Since iRIS™ is a web-based program, you can access it from any computer that has internet access. You can access iRIS™ at:  https://cortex.case.edu
Contact Information
For any questions or comments, contact 
Mariesa Malinowski
Cancer IRB Administrative Director

Case Western Reserve University, School of Medicine

(216) 368-3771
Mariesa.Malinowski@case.edu
OR

Mark E. Tennant

iRIS System Administrator

Case Western Reserve University - School of Medicine

Mark.Tennant@case.edu
(216) 368-1102
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Logging in…
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You can log into the iRIS™ system two ways: 
1) Using the user name and password assigned to you for this system; or 
2) Using your UH and/or Case user name and password
If you do not have a Case or UH user name and password and you are from an affiliated institution, you will need to be sponsored and have a Case user name assigned to you.  Please contact your local iRIS™ System Administrator for assistance.
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Welcome to iRIS™
Your Home Page

When you log in to iRIS™, your Home page will display. 
You will see your account name and department at the top. You cannot change this information. Contact your iRIS™ System Administrator if this information is incorrect.
Any tasks or correspondence requiring your attention will appear here. Click on any of the four grey tabs to see a list of tasks or correspondence.
No matter where you are in the iRIS™ system, you can return to the home page by selecting the “home” icon located in the upper right-hand corner of the screen.
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Important Tips

iRIS Navigation

Never click the “Back” button on your internet browser to navigate within iRIS™. To return to the previous page in iRIS, click the grey “Back” button in the upper right. 
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In order to save what you have entered or edited on a page, click on “save changes” before moving away from each page.
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Pop-up blocking
In order to view outcome letters and other documents in iRIS™, you must have your browser set to allow pop-ups or you will get a “Pop-up blocked” message as below.   
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To allow pop-ups, right click to change your settings (on the “Pop-up blocked” message above); OR On Internet Explorer, select “Tools”, select “Internet Options”, then Click on the “Privacy” tab and change your Pop-up blocker settings here.  If you set your browser to “Always Allow Pop-ups from This Site”, this will eliminate the need to right click every time a “pop-up” occurs in iRIS and will keep the pop-up blocker intact for all other sites.
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WORD 2007 Conflicts

You may encounter conflicts with Word 2007 documents. Word 2007 can open Word 2003 docs but 2003 cannot open 2007 docs without a compatibility pack. You can recognize a Word 2007 document because it ends in “.docx” or “.docm”. By using the Compatibility Pack for the 2007 Office system, one can open, edit some items, and save Office Word 2007 documents in previous versions of Word. 
It is best to resave any Word 2007 documents you have into an older version of Word before uploading them into the system.  Avoid uploading Word 2007 documents into the iRIS™ system altogether.
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My Account Information   [image: image9.jpg]



My Account Information allows you to quickly access and update personal information, view any posted training records, medical licenses or CVs, and upload a .jpg image of your signature.  When you first click on the “My Account Information” link, a page will open listing your personal contact information. (See the screen shot below)  

Contact Information  

Contact Info allows you to view and edit your personal information whenever necessary.  Filling out the “Employee ID” is unnecessary.   You may change any of the information listed on this page.  However, you cannot change your Department on this screen.  This is something that must be approved and changed by the iRIS™ System Administrator.  

IMPORTANT:  You MUST list your current e-mail address under “Contact Info”.  iRIS™  sends out important notifications regarding your studies.  If you do not have your correct      e-mail address entered into the system, you will not receive these notifications.  
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Education History  

Here you can view your education/training history if it has been entered into the system. 
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Medical Licenses  

This screen will contain any Medical Licenses you have uploaded into the system.
Click the “Add License” button to add a new License.
Click on the “Edit/View” icon to open the license you wish to view.  This is where you can find editable details for the Medical License record and make any necessary changes.  
To delete a Medical License, click the checkbox and then click the “Delete License” button.
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CV (Curriculum Vitae)  

This tab will contain any CV’s you have uploaded it into the system.
Click on the “Add CV” button to open a new page and add a CV.

When adding a new CV, enter information in the text fields then load the document into iRIS™:
· Click on the “Upload…” button to attach your CV document.  The document must be either “.doc” or “.rtf” file format in order for iRIS™ to accept the upload.  

· After you upload a document, the page will refresh and a document icon will appear to the left of the screen. (See the screenshot below)    

· Notice also that a “Save Uploaded file to iRIS™” button appears when the page is refreshed.  When you are finished adding the information for the CV, click this button.  
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Click on the “Edit/View” icon to open a CV you wish to view.  This is where you can find editable details for the CV and make any necessary changes   

To delete a CV, select the checkbox and then click the “Delete CV” button.  

Click the document icon to open a new window that will display the uploaded CV.
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Signature  

You can upload a .jpg of your signature by clicking on this tab.    

Click on the “Upload…” button.   

A pop up box will open allowing you to browse your computer for the necessary file.   

Locate the .jpg and upload it to iRIS™.    

There is no “save” button on this page after the file is uploaded.  The signature will be automatically saved.  
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Financial Disclosure  

You can add financial disclosure information to your profile on this page. 
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When the IRB Administration Office needs to contact all iRIS™ users, an announcement can be posted which will appear on all users’ home screens.  These announcements can be viewed or printed until the announcement is removed from the system.   
If there is a new announcement you will get a message on your home screen when you log into iRIS™.  The message in the screenshot below will appear on the top portion of your screen.  You may click on the message to view the new announcement.   
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Operating Procedures [image: image19.jpg]



This section contains any informational and instructional documents the IRB Administration Office may upload into the system. 
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This screen is also displayed when “Help” in the upper right is clicked.
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Review Board Meetings  [image: image22.jpg]



A list of scheduled review board meetings are detailed here.  
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The table will show the committee name, the meeting date, the date any full review submissions need to be submitted by, the time of the meeting, and where the meeting will be held. If there are any comments associated with a particular meeting, they will appear below the listed meeting. Ten meetings are shown on each page. Click on the arrow in the upper right to go to the next page and view the next ten scheduled meetings.  
Table of Contents
Frequently Asked Questions

What file types can be uploaded into iRIS™?

Consent Forms must be in either RTF (rich text format) or DOC (Microsoft Word). Study documents can include DOC (Microsoft Word), WPD (WordPerfect), RTF (rich text format), PDF (Adobe), XLS (Microsoft Excel), TXT (text format), and others. The best guideline to follow as to what types of file you upload into your study documents is to make sure you are using a file format that is common. If a reviewer doesn’t have the software to open your document(s), then they can’t review them. Don’t use Word 2007 as others may not be able to open your documents. 
Can I reply to the iRIS™  e-mails I receive? 
No, you cannot. Each iRIS™  e-mail comes from an unattended mailbox and your reply to it will bounce back. These emails are only to notify you of a task requiring your attention in the iRIS™  system. 
I can’t open documents in iRIS™. 

There are three possible solutions for this 

1. The security settings in your internet browser may be prohibiting documents from being downloaded to your computer. To check theses settings in Windows XP, open your browser to your home page. Click on Tools, Internet Options. Click on the Security tab (the 2nd one from the left), and the Custom Level button near the bottom of the dialog box. You will see a list of all security settings that are customizable. The settings are divided into groups. You need to scroll down the list until you see the group heading “Active X Controls and Plugins”. Scroll through that list and make sure that all of the selections are “enabled”. The next group heading is “Downloads”. Scroll through this list making sure all selections (excluding ‘Download unsigned ActiveX controls’ and ‘Initialize and script ActiveX controls not marked as safe’) are “enabled”. Click OK at the bottom of the dialog box. Answer yes to “Are you sure you want to change security settings for this zone?” Click OK to exit the Internet Options box. 
2. Your internet browser may be set to block pop-ups. To change this setting, click on Tools, Pop-Up Blocker, and Turn off Pop-Up Blocker. You can use the same steps to re-enable the pop-up blocker once you have finished your work in iRIS™. 
3. You may have inadvertently downloaded a foreign toolbar that has a pop-up blocker. It is advisable that you only use the tool bar(s) that are part of your Internet browser software. Some examples of foreign toolbars are the Yahoo! Tool Bar, Real Search Tool Bar, and Google Tool Bar. To remove these tool bars, you will actually have to uninstall the program from your computer. To do this, click on Start, Control Panel, and Add/Remove Programs. This will give you a listing of all the software that has installed on your computer in alphabetical order. Scroll through the list until you find the appropriate tool bar, highlight the program by clicking on it, and then click on the “Change/Remove” button on the right hand side of the screen. 
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I have received an email from iRIS™ that I need to signoff on a submission. How do I do that? 
When you log in to iRIS™, you will see the “Incomplete Task” on your homepage. Click on the ‘Open’ icon to the left of the study title. This will take you directly to the signoff sheet. Your user ID and password is your electronic signature.
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