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Adding Personnel in RSS

This document is designed to explain how to add personnel in RSS.

1) Once you're in “edit” mode within the application, go to section 1.2: Responsible Personnel.

2) Find the correct role that you wish to add personnel to.

3) Usea @ green plus to ADD personnel.
a) Search the personnel you want to add
b) Click the correct name
c) Click “OK” to confirm.

Search Employees

last name ST

berger | | megan Search

Reqguest Name

search by department
results (dick to add)

~
B : perwar . n .
~
< >
selected employees (dick to remove)
Berger, Megan (Megan) K - Office of Regulatory Affairs/IRB - 402-559-6463 - mberger@unmc.edu ~
v
< >
Click OK to confirm the employees selected above. Ok

close

The page will refresh and that person should now be added.

4) If you're adding a person that will also be documenting consent, you will need to update that as
well.

Click the CHECKBOX next to | C- Participating Personnel:
I the name(s) you've added that 1%

I Please check the box next to each name you would like document consent.

| 3 [ Berger, Megan Megan) K - Office of Regulatory Affairs/IRB - 402-559-6463 - mberger@unmc.edu - degree: BS, MEd
1 consent. 1

I will also be documenting

Nebraska

Medical Center



WHAT TO DO IF THE PERSON YOU’RE TRYING TO ADD DOESN’T SHOW UP:

EX.

Search Employees

last name first name

mouse ‘ | mickey

Search

search by department
results (dick to add

<

selected employees (dick to remove)

Click OK to confirm the employees selected above.

Request Name

Ok

OPTION 1: The person | am trying DOES NOT need access to RSS.

1) Click “REQUEST NAME”

2) An email template will pop up. Fill in the
first name, middle name (if known), last
name, and email of the requested
person. Next to “requested by” and
“requestor email” is the information of
the person making the request (i.e. PI,
lead coordinator, etc.)

3) Click SEND

2 | UNIVERSITY OF NEBRASKA MEDICAL CENTER

Search Emplovees

first name

last name

mouse

Search

m |

search by department
results (click to add)

No Results Found

IRB Email Utility

IRBORA@unmc.edu,
Request to add a person

Please add the following name:<br>first: <br>middle (if known): <br=last:
<br=email: <br>requested by: <br>requestor email:

3rowse... | No file selected.



OPTION 2: The person | am adding DOES need access to RSS and has a login for
UNO, UNL, NU Central Administration, or Creighton

1) Instruct the person to click their institution’s icon from the RSS home page.

RSS

You have been logged out

sign in using your institution's credentials

W O N e G0 ncomon

University Nebraska University Nebraska University Nebraska University Nebraska Creighton University Select your university
Medical Center / Omaha Lincoln Central Administration from the InCommon
Nebraska Medicine participant list

2) This will lead them to their institution’s login page. Once they’ve logged in, an RSS account should

automatically be created for them. Now they may be added to an application and will be allowed access
to RSS and the applications they are a part of.
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OPTION 3: The person | am adding DOES need access to RSS and has a login for
Children’s Hospital.

1) Instruct the person to access the RSS home page. Click “HERE”, next to “Non InCommon members
may request a guest account here”.

RSS

Your session has expired

sign in using your institution's credentials

- i___ "-—7 UNIVERSITY JOF J' —
w @ |N Nebisiska ~ Creighton  ncommon.

University Nebraska University Nebraska University Nebraska University Nebraska Creighton University Select your university
Medical Center / Omaha Lincoln Central Administration from the InCommon
Nebraska Medicine participant list

Non InCommon members may request a guest accc

sign in using your UNMC Guest Account &
L D)

2) They will fill in the Account Information, Affiliation, and Sponsor (PIl) Information fields.

3) Inthe Account Details field, leave the dates as they are. Select “RSS- IRB Application” for the
“primary purpose of account”

Account Details

Accounts are reviewed on an annual basis. If you need this primary purpose of account
account for a period greater than 1 year please indicate the ~;
appropriate expiration date. -

RSS - IACUC Application 7|

RSS - BC Applcation
RSS - IRB Application >
other

Sponsor Information

4) The person will receive an email with a username/ID and password. They will return to the RSS home
page and click “sign in using your UNMC Guest Account”. They will use this for all future logins to
RSS.

RSS

Your session has expired

sign in using your institution’s credentials

v. 0 M Nebisaka l(;g;\igb}g_l} InCommon.

University Mebraska University Mebraska University Mebraska University Mebraska Creighton University Select your university
Medical Center / Omaha Lincoln Central Administration from the InCommon
Mebraska Medicine participant list

5ign in using your UNMC Guest Account
praecount here
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OPTION 4: The person | am adding DOES need access to RSS and does NOT have a
login for UNO, UNL, NU Central Administration, or Creighton

1) Instruct the person to click the “InCommon” icon.

RSS

You have been logged out

sign in using your institution's credentials

University Mebraska University Mebraska University Mebraska University Nebraska Creighton University
Medical Center / Omaha Linceln Central Administration
Mebraska Medicine

InCommon.

Select your university
from the InCommen
participant list

2) This will lead to another page labeled “Application Integrator”. nnn“cation Integrator
i

Click the InCommon icon again.

IC Research Support Authentication AP

sign-on (SSO) credentials

Select your pnmary campus below and sign in using your single
.
W O N
a2

University of Nebraska University of Nebraska University of Nebraska
Medical Center Omaha Lincoln

UNK e Y

University of Nebraska ~ University of Nebraska Nebraska Medicine
Kearney (True You)

3) They should search for their institution:

InCommon

FEDERATION

Select your university
from the InCommon
participant list

InConmon.

Accessing University of Nebraska Medical Center SP API ...

lease choose your home organization:

Enter the name of the organization you are affiliated with... v

Remember selection for this web browser session.

4) Once they select their institution, it will lead them to their login page. Once they’ve logged in with their
credentials, they should now have access to RSS and able to be added to an application. They will use
this process for all future logins to RSS.
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OPTION 5: The person | am adding DOES need access to RSS, they do NOT have a
login for UNO, UNL, NU Central Administration, Creighton, AND their institution is NOT
listed in the INnCommon network.

1) Instruct the person to access the RSS home page. UNDER where it says “sign in using your UNMC
Guest Account” says “Non InCommon members may request a guest account here”. Click “HERE”.

RSS

Your session has expired

sign in using your institution's credentials

w @ \N Nebraska ICFU&!}}IOTQ InCoimmon.

University Nebraska University Nebraska University Nebraska University Nebraska Creighton University Select your university
Medical Center / Omaha Lincoln Central Administration from the InCommon
Nebraska Medicine participant list

sign in using your UNMC Guest Account &
Non InCom -

mon membe ay request a guest ac

2) They will fill in the Account Information, Affiliation, and Sponsor (PI) Information fields.

3) Inthe Account Details field, leave the dates as they are. Select “RSS- IRB Application” for the
“primary purpose of account”

Account Details

Accounts are reviewed on an annual basis. If you need this primary purpose of account
account for a period greater than 1 year please indicate the
appropriate expiration date.

RSS - IACUC Application 7|
RSS - IBC Application |

CRSS-IRB Application >~

other

Sponsor Information

5) The person will receive an email with a username/ID and password. They will return to the RSS home

page and click “sign in using your UNMC Guest Account”. They will use this for all future logins to
RSS.

RSS

Your session has expired

sign in using your institution's credentials

w 0 :_N Nebiaska O F\ig{lj:l()lr} InConmon.

University Nebraska University Mebraska University Mebraska University Mebrasha Creighton University Select your university
Medical Center / Omaha Lincaln Central Adminkstration from the InCommon
MNebraska Medicine participant list

in using your UNMC Guest Account

pocount here
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