Division of Research and Innovation
Research Support Services

Completing a Personnel Change Form (IRB, IBC & IACUC)
If you have an SDSUid/email, go to: sdsu.imedris.net.
If your account is active, you will be automatically logged in.

If this is the first time you have logged in, use your SDSUid and Password to activate your account (see
below).

SDSU
Sign in

SDSUid e.g. jdoe@sdsu.edu

Can’t access your account?

Next

Having trouble? Find help at
https://it.sdsu.edu/get-help

q Sign-in options

If you have an external account, log in through to https://sdsu.imedris.net:444/

Please note: Only one Personnel Change Form can be processed at a time. Before submitting, ensure that all
desired changes to the Key Study Personnel section are included on the form. Submitting multiple forms

separately may cause processing delays and increase the likelihood of errors.


https://sdsu.imedris.net/
https://sdsu.imedris.net:444/,
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1. There are a few ways to access Forms:

a. Open the protocol of interest and Select from the Submission Form options below

Study

Current Approval Packet

Protocol Ttems

®  Study Application

®  Other Study Documents »

®  1nitial Review Submission Packet

1BC Submission Forms

Change Forms

® 18C Amendment Form /

® 1BC Personnel Change Form

Renewal Forms

®  18C Annual Continuation Form

®  1BC Study Closure Form

Then select Add a New Form from the options on the right (then scroll to step 3)

(CcomyFom ) ("AadaNewForm ] ("Compare Two versons | [ Dsite |

\

Created By, Date Created Last Modified By Last Date Hodified

OR

b. Hover over My Workspace in the upper right hand corner and click on Study Assistant

My Workspaces [  [IBCNumber: IBC-22-152| gydy Assistant I

Study Assistant »

~ Start a Submisg

View the Curre

IBC Assistant » B
TACUC Assistant >

View and Mana

Upcoming Renel
System Administration Level 1 y  Find a Study

Protocol Items

®  study Application

®  Other Study Documents »

®  Initial Review Submission Packet
1BC Submission Forms

Change Forms

® 1BC Amendment Form

® 1BC Personnel Change Form
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Then locate the IRB, BUA, or IACUC record you want to amend/update and select Forms from the
study dashboard.

2 result(s) found... 1-2

T .
E -

Select IRB, IBC, or IACUC Personnel Change Form from the Forms list.

IBC Submission Forms

Submission
Types with
. Applications
IBC Amendment Form % P
cannat be in
progress
concurrenthy
IEC Personnel Changa Form E_" @

OR

c. Select the Start a Submission Form for one of My Studies from the Featured Study
Operations list.

My Workspaces [¥ Study Assistant

Featured Study Operations

Create a New Study

* Start a Submission Form for one of My Studies

[ View the Current Approvals for one of My Studies ]

View the Submission History for one of My Studies

View and Manage My Studies
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Click on the Select a Study icon for the protocol you want to amend/update

Start a Submision Form

@ Instructions: Select a study to work with, click to open it and start a Submission Form. You may use the search bar to find a specific study.

IACUC Studies Recently Used Study Status

Draft
Principal
Investigal

Al

3 result(s) found...
)
Study Title
ir
RB Number e
TACUC Full Renewal Expiration ey

Select a Study Study Status

Select the form you want to submit against your protocol (Personnel Change Form).

Submission Form List

Study Status: “PP"’""’ IACUC Number :
IACUC Expiration Date:

IACUC Full Renewal Expiration:

IACUC Submission Forms

IACUC Amendment Form

IACUC Personnel Change Form

IACUC Annual Continuation Form

IACUC Study Closure Form

IACUC Adverse Event Form
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2. Select the option for Other study personnel, then select Setup Key Study Personnel Request

1.0 Personnel Change Request

11

onse ——— \
Assign key study personnel(KSP) Request to the study

1f applicable, please add the new Principal Investigator for the study:

Seiup Key Study Personnel Request

1f applicable, please select the new Research Staff personnel:

A) Addtiona] Investigators
8) Research staff

1f applicable, please add any new Study Contact:

The Suudy Consact{s) will receive all impercant syscem netifications alang with the Principal Investigator. (.9, The preject concact(s) are sypically either the Study Cordinatar or the Prindipal Investigasor themsslves).

1f applicable, please select any existing Personnel you wish to remove:

3. If adding personnel, enter the personnel last name and then select the Find User/Search
Directory button. Personnel info will display, select to add.

*NOTE: On active accounts are listed in the iRIS Database.

If you cannot find someone with an SDSUid in iRIS, instruct them to log into
https://sdsu.imedris.net to activate their account.

If you wish to add someone with an external email address who does not have an account, have
them go to https://sdsu.imedris.net:444/ to request an external account.

Setup Study Personnel \ x I
"8

Last Name: |sanchez Fiest Name:

= —_— [ Find User/Search Directory ]
Kemovs Pemsommel L= by Department: | All Dep @ments >
Create My Personnel Pool Search From: ® RIS Database

Training  Mamu Department Eanall

Sanchez, Anisa Genera afsanchez2@sdsu.¢

sanchez, Juan jsanchez@imedris.i

Bofofo §
0

Sanchez Quinte, Andres General asanchezquinto@sc

Selected Study Personnel:

Principal Investigator

Hanm Fale
Mo Persannel has been selected for this group.
Additional Investigators

Hane Hale



https://sdsu.imedris.net:444/,
https://sdsu.imedris.net:444/,
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If removing personnel, select that option on the left and then select the name of the person you would
like to remove from the protocol then proceed through the steps.

Setup Study Personnel x
Remove personnel List
F Name Rale on the Study
m] Principal Investigator
[m} Contact
[ | Monica Espinoza Contact
O | Anisa Sanchez Study Author
O | Anna Scavo Research Staff
[ | Monica Espinoza Research Staff
[ | samuel Modlin Research Staff
[ | sia Frenze! Research Staff ~

Selected Study Personnel:

Principal Investigator

Name Role
Ho Personnel has been selected for this group.
Additional Investigators

Name Role
No Personnel has been selected for this group.

Research Support Staff

Clear Key Study Personnel I [ Close Setup of Study Personnel

4. Select appropriate personnel option from drop down menu

Add Personnel Role X

Select the Role for Natalie

Additional Investigators - if
adding Co-Pl or
Co-Investigator

O Principal Investigator

) Additional Investigators Resea rCh Support Staff - If
©® Rescarch Support Staff - adding Students (view only
Research Staff option) or Research Staff

Student

~)  Contact

) If applicable, please add a Faculty Advisor:

Faculty Advisor - If you are
a graduate student
conducting human
research, you must add one
faculty advisor to this

section. Your faculty

advisor must sign off on the

Would you like to include as a Contact ? U Yes ® no
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submission. If your faculty advisor does not sign off on the submission, the submission will be
returned to you.

Contact - for personnel (Admin, Lab Managers) who will submit forms against your protocol.

e If adding someone who will do both administrative work and research, select Research
Staff and then select yes for Would you like to include as a Contact?

e |[f adding someone strictly for Administrative role, no hands on research responsibilities,
just select Contact.

*NOTE: Anyone added as a Contact or Co-Investigator will have the ability to submit study forms
against the protocols. Please see the Study Role Access grid for more information.

Then click the Save button below.

5. Once you add the personnel, click the button below for Close Setup of Study Personnel.

Role

this group.

Clear Key Study Personnel l I Close Setup of Study Personnel

6. Check the box next to the personnel name and select Save and Continue to move through the
prompts to the Pl Sign Off.

If applicable, please select the new Research Staff personnel:

A) Additional Investigators
‘ Joe Investigator

B) Research Staff

<A _View Training Record



https://research.sdsu.edu/support-services/docs/study-roles-grid.pdf
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