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Agreements

Course Name: AGR 1: Submit/Route an Agreement (Web-Ex Instructor Led Course)

This course is for Principal Investigators. (User Role: Principal Investigator)

Course Description: In this 60 minute instructor led web-ex session you will learn the key activities related to submitting an agreement or an amendment for routing and approvals. The session
will begin with a brief navigation demonstration followed by a demonstration on how to submit an agreement and all related key activities. The session will conclude with a question and answer
session.

Course Offerings:

Date | Time | Registration

November 1, 2016 9:00 a.m. —10:00 a.m. Click here to register
November 8, 2016 2:00 p.m. - 3:00 p.m. Click here to register
November 21, 2016 9:00 a.m.—10:00 a.m. Click here to register
November 28, 2016 2:00 p.m. - 3:00 p.m. Click here to register

Course Topics: (60 minute session)
»  Brief Introduction
» Navigation Demonstration
o How to Login to the Agreements Module
Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages
o Access Reports
» AGR Submit an Agreement
o Create, Edit and Submit an Agreement
o Create, Edit and Submit an Amendment
o Respond to a Reviewer's Clarification Request
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=B59AF9C3-45A0-4B79-B301-808ACFD96983
http://sunyrf.informz.net/SUNYRF/event.asp?eid=82776DE3-6BB9-4DD7-ADC2-2B8C27E9EFB7
http://sunyrf.informz.net/SUNYRF/event.asp?eid=724B3B47-4CED-4C40-85C6-64FF2E24E156
http://sunyrf.informz.net/SUNYRF/event.asp?eid=92C24C6F-3E58-43ED-A82D-C0ADC64A46C9

Course Name: AGR 2: Administration of Agreements (Decentralized) (Web-Ex Instructor Led Course)

This course is for Administrative Staff. (User Role: Agreements Reviewer)

Course Description: This 60 minute instructor led web-ex session is designed specifically for the decentralized campuses including ESF and Downstate to learn the key activities related to the
administration of an agreement or an amendment. This session will begin with a brief navigation demonstration followed by illustrated instructions on how to administer an agreement and all related
key activities to permit you to submit, route and approve an agreements on campus. The session will conclude with a question and answer session.

Course Offerings:

Date " Time Registration |
November 2, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 7, 2016 2:00 p.m. - 3:00 p.m. Click here to register
November 17, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 29, 2016 9:00 a.m. — 10:00 a.m. Click here to register

Course Topics: (60 minute session)
> Brief Introduction
» Navigation Demonstration
o How to Login to the Agreements Module

Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages

o Access Reports
» AGR Administrator for Decentralized Campuses including ESF and DMC Demonstration

o Create, Edit and Submit an Agreement
Create, Edit and Submit an Amendment
Respond to a Reviewer’s Clarification Request
Review all Agreements Assigned to your Agreements Office
Assign ownership of an Agreement
Manage and Track Reviews
Activate, Edit, or Terminate an Agreement
Approve an Amendment

o Request Clarification from PI
» Q&A Session
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=74AEB0F3-3390-4B3D-976E-E56F5FEDBAF4
http://sunyrf.informz.net/SUNYRF/event.asp?eid=8D23BF2F-85F1-4A65-ACDC-D34CB166EB65
http://sunyrf.informz.net/SUNYRF/event.asp?eid=DD581DEB-CF04-406A-85A4-B7E1F1DD5833
http://sunyrf.informz.net/SUNYRF/event.asp?eid=2A1E4A74-B9E2-4CD0-A018-775D4140ECC9

Course Name: AGR 3: Administration of Agreements (Centralized) (Web-Ex Instructor Led Course)

This course is for Administrative Staff. (User Role: Agreements Reviewer)

Course Description: This 60 minute instructor led web-ex session is designed to allow the centralized campuses to learn the key activities related to the administration of an agreement or an
amendment. This session will begin with a brief navigation demonstration followed by illustrated instructions on how to administer an agreement and all related key activities to permit you to submit,
route and approve an agreement, as well as how the module will interact with the Office of Grants & Contracts Administration, central office. The session will conclude with a question and answer

session.

Course Offerings:

Date " Time Registration

November 3, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 10, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 16, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 18, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 30, 2016 9:00 a.m. —10:00 a.m. Click here to register

Course Topics: (60 minute session)
»  Brief Introduction
» Navigation Demonstration
o How to Login to the Agreements Module
Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages
o Access Reports
» AGR Administrator for Centralized Campuses Demonstration
o Create, Edit and Submit an Agreement
o Create, Edit and Submit an Amendment
o Manage Ancillary Reviews
o Respond to a Reviewer's Clarification Request
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=4FCA2FE8-4D41-4434-BED0-C2AFC69534FA
http://sunyrf.informz.net/SUNYRF/event.asp?eid=31D82903-DD72-4385-8C17-BE25E1AC7A9A
http://sunyrf.informz.net/SUNYRF/event.asp?eid=F03BA5F3-5D21-4F97-9AC6-B2EF4FB5C785
http://sunyrf.informz.net/SUNYRF/event.asp?eid=1CCD93B8-DFB0-442C-9CA2-63435BEF37B1
http://sunyrf.informz.net/SUNYRF/event.asp?eid=6B4D9215-B6E6-4B32-8C6B-48139D5C591A

Conflict of Interest (COI)

Course Name: COI 1: Submit a Disclosure (Web-Ex Instructor Led Course)

This course is for Principal Investigators. (User Role: COI Discloser)

Course Description: This 60 minute instructor led web-ex session is designed to allow the campus principal investigators, faculty and students to learn the key activities related to submitting a
conflict of interest (COI) disclosure. The session will begin with a brief navigation demonstration followed by a demonstration on how to submit a disclosure and all related key activities. The
session will conclude with a question and answer session.

Course Offerings:

Date " Time Registration |
November 1, 2016 2:00 p.m. - 3:00 p.m. Click here to register
November 9, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 14, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 17, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 22, 2016 9:00 a.m. — 10:00 a.m. Click here to register

Course Topics: (60 minute session)
»  Berief Introduction
> Navigation Demonstration
o How to Login to the COI Module
Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages
o Access Reports
» COI Disclosure Demonstration
o Submit and Update an Annual Certification
o Return to Submitter
o Respond to Clarification or Change Request
o Review and Respond to a Management Plan
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=5DABB696-474F-4CBC-8252-E57F4F597CC0
http://sunyrf.informz.net/SUNYRF/event.asp?eid=B2B5AD27-DCB9-493B-B44A-BE881DC3E8D6
http://sunyrf.informz.net/SUNYRF/event.asp?eid=A775462E-05BB-4056-85B9-9AAE51815049
http://sunyrf.informz.net/SUNYRF/event.asp?eid=50FD05B6-CFE1-42CD-8EDB-9911239DF04D
http://sunyrf.informz.net/SUNYRF/event.asp?eid=A35E3A84-1582-4A6B-974E-2EA713515EB0

Course Name: COI 2: Administer a Disclosure and Committee Reviews (Web-Ex Instructor Led Course)

This course is for Administrative Staff and Committee Members (User Roles: COI Administrator, COI Monitor, COI Committee Member)

Course Description: This 60 minute instructor led web-ex session is designed to allow the campus administrative staff to learn the key activities related to the administration of a disclosure and
committee reviews. The session will begin with a brief navigation demonstration followed by a demonstration on how to complete these key activities. The session will conclude with a question and
answer session.

Course Offerings:

Date ' Time Registration |
November 2, 2016 2:00 p.m. - 3:00 p.m. Click here to register
November 10, 2016 2:00 p.m. - 3:00 p.m. Click here to register
November 15, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 18, 2016 2:00 p.m. — 3:00 p.m. Click here to register

Course Topics: (60 minute session)
»  Berief Introduction
» Navigation Demonstration
o How to Login to the COI Module

Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages

o Access Reports
»  COI Administrator/Monitor Demonstration

o Review Annual Certifications
Record and Complete your Administrative Review
Create and Upload a Management or Mitigation Plan
Prepare and Send Correspondence to COI Discloser
Respond to Clarification or Change Request
Monitor Management Plans
View Monitor Report

o Indicate Management or Mitigation Plan is Satisfied
» COI Committee Members Demonstration

o Review and Make Determinations on Certifications

o Designated Reviewer Activities
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=84C2E0C9-12E3-4A34-A629-8B6DCC2402A9
http://sunyrf.informz.net/SUNYRF/event.asp?eid=888F1000-B38A-4C23-A608-1026453FE437
http://sunyrf.informz.net/SUNYRF/event.asp?eid=F6127977-DB3E-4578-8F4B-57C0E1637F13
http://sunyrf.informz.net/SUNYRF/event.asp?eid=03DF8933-9E80-442B-9165-2967B1799195

Institutional Review Board (IRB)

Course Name: IRB 1: Submit a Study (Web-Ex Instructor Led Course)

This course is for Principal Investigators, Students, Faculty, Clinical Coordinators, and Administrative Staff (User Role: Study Staff)

Course Description: This 60 minute instructor led web-ex session is designed to allow the principal investigator, study staff and students to learn the key activities related to submitting a new study
involving Human Subjects. The session will begin with a brief navigation demonstration followed by a demonstration on how to build, submit, route and approve a study and all related key
activities. The session will conclude with a question and answer session.

Course Offerings:

Date ' Time Registration |
November 3, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 7, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 14, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 21, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 28, 2016 9:00 a.m. — 10:00 a.m. Click here to register

Course Topics: (60 minute session)
»  Brief Introduction
» Navigation Demonstration
o How to Login to the IRB Module
Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages
o Access Reports
»  IRB Study Staff Demonstration
o Create, Edit and Submit a Study
o Respond to a Clarification Request
o  Submit Continuing Review
o  Submit Modifications
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=2E376513-EECD-4C43-97A0-D0F922DDF8C4
http://sunyrf.informz.net/SUNYRF/event.asp?eid=C99F5D1F-270A-40E7-BD0C-95E306F306CD
http://sunyrf.informz.net/SUNYRF/event.asp?eid=9FB4B4B1-768B-4200-BB3B-D2131980EBEE
http://sunyrf.informz.net/SUNYRF/event.asp?eid=7D115517-5B2B-4E72-B1C1-4B47581DD125
http://sunyrf.informz.net/SUNYRF/event.asp?eid=1F7AB286-06FB-4810-8FEB-A83D6B9AF69B

Course Name: IRB 2: Administer a Study
(Web-Ex Instructor Led Course)

This course is for Administrative Staff. (User Roles: IRB Coordinator, IRB Director)

Course Description: This 60 minute instructor led web-ex session is designed to allow the IRB administrative staff such as IRB Directors and IRB Coordinators to learn the key activities related to
the administration of a study. This session will begin with a brief navigation demonstration followed by a demonstration on how to administer a study and all related key activities. The session will
conclude with a question and answer session.

Course Offerings:

Date ' Time Registration |
November 4, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 8, 2016 9:00 a.m. — 10:00 a.m. Click here to reqister
November 15, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 29, 2016 2:00 p.m. — 3:00 p.m. Click here to register

Course Topics: (60 minute session)
> Brief Introduction
> Navigation Demonstration
o How to Login to the IRB Module
Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages
o Access Reports
» IRB Coordinator/Director Demonstration
Assign Coordinators
Assign Designated Reviewers
Submit and Edit Pre-Review
Request Clarifications
Assign and Submit to Committee Meeting
Administer Committee Agenda
Finalize Study Documents
Prepare Study Letter
Send Determination Letter
Suspend and Terminate Study
o Create Committees and Meetings
» Q&A Session

o O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=8D910C12-92B7-452C-9035-C858700E2879
http://sunyrf.informz.net/SUNYRF/event.asp?eid=24FE6C65-A132-4F21-9913-4F204F7BA593
http://sunyrf.informz.net/SUNYRF/event.asp?eid=D2A94B85-956E-47B0-BED0-EC36AEE89358
http://sunyrf.informz.net/SUNYRF/event.asp?eid=DC69C244-1A62-4613-9418-058326F55195

Course Name: IRB 3: IRB Committee Administration (Web-Ex Instructor Led Course)

This course is for Committee Members and Administrative Staff. (User Roles: IRB Committee Administrator, IRB Committee Chair)

Course Description: This 60 minute instructor led web-ex session is designed to allow the centralized campuses to learn the key activities related to the administration of IRB Committee activities.
This session will begin with a brief navigation demonstration followed by a demonstration on how to administer the IRB Committee and all related key activities. The session will conclude with a
question and answer session.

Course Offerings:

Date Time Registration |

November 4, 2016 2:00 p.m. — 3:00 p.m. Click here to register
November 9, 2016 9:00 a.m. — 10:00 a.m. Click here to register
November 16, 2016 9:00 a.m. —10:00 a.m. Click here to register
November 30, 2016 2:00 p.m. — 3:00 p.m. Click here to register

Course Topics: (60 minute session)
»  Brief Introduction
» Navigation Demonstration
o How to Login to the IRB Module

Explore “My Inbox”
Obtain Online Help
Explore the Workspace
Navigate through the SmartForm pages

o Access Reports
» IRB Committee Members Demonstration

o Assign Studies to Meeting
Assign Reviewers to Meetings
Prepare and Send Agenda to Members
Edit Meeting Attendance
Remove Studies from Agenda
Reassign Submissions to a Later Date
Review Required Modifications
Convene the Meeting
Administer the Meeting Minutes Template
Submit Committees Review Decision

o Attach Relevant Checklists
» Q&A Session

O O O O
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http://sunyrf.informz.net/SUNYRF/event.asp?eid=00FFF4DB-E690-4DAD-9144-CFE8A05007A0
http://sunyrf.informz.net/SUNYRF/event.asp?eid=3830A45B-8F8C-4033-B5C5-21C4D220033C
http://sunyrf.informz.net/SUNYRF/event.asp?eid=75F2A676-13EE-4A1B-A307-88215565C58A
http://sunyrf.informz.net/SUNYRF/event.asp?eid=1A77E478-05FB-4827-91F0-C2DA96A593E0

Monday Oct 31 \ Tuesday Nov 1 Wednesday Nov 2 Thursday Nov 3 \ Friday, Nov 4

AGR 1: Submit an Agreement

AGR 2: Administration of Agreements

AGR 3: Administration of

IRB 2: Administer a Study

Monday Nov 7

IRB 1: Submit a Study

(2:00 pm - 3:00 pm)

Tuesday Nov 8
IRB 2: Administer a Study

(2:00 pm - 3:00 pm)

Wednesday Nov 9
IRB 3: IRB Committee Administration

(2:00 pm - 3:00 pm)

Thursday Nov 10

AGR 3: Administration of

NO SESSIONS (Decentralized) Agreements (Centralized)
(9:00 am — 10:00 am) (9:00 am — 10:00 am) (9:00 am — 10:00 am) (9:00 am — 10:00 am)
COlI 1: Submit a Disclosure COlI 2: Administer a Disclosure and IRB 1: Submit a Study IRB 3: IRB Committee
NO SESSIONS Committee Reviews Administration

(2:00 pm - 3:00 pm)
Friday, Nov 11

COI 1: Submit a Disclosure

(9:00 am — 10:00 am)

COI 2: Administer a Disclosure
and Committee Reviews

(9:00 am — 10:00 am)

IRB 3: IRB Committee Administration

(9:00 am — 10:00 am)

AGR 2: Administration of
Agreements (Decentralized)

(9:00 am — 10:00 am)

Agreements (Centralized) NO SESSIONS
(9:00 am — 10:00 am) (9:00 am — 10:00 am) (9:00 am — 10:00 am) (9:00 am — 10:00 am)
AGR 2: Administration of AGR 1: Submit an Agreement COI 1: Submit a Disclosure COI 2: Administer a Disclosure
Agreements (Decentralized) and Committee Reviews NO SESSIONS
(2:00 pm - 3:00 pm) (2:00 pm - 3:00 pm) (2:00 pm - 3:00 pm) (2:00 pm - 3:00 pm)
Monday Nov 14 | Tuesday Nov 15 Wednesday Nov 16 Thursday Nov 17 | Friday, Nov 18

AGR 3: Administration of
Agreements (Centralized)

(9:00 am — 10:00 am)

IRB 1: Submit a Study

(2:00 pm - 3:00 pm)

IRB 2: Administer a Study

(2:00 pm - 3:00 pm)

AGR 3: Administration of Agreements
(Centralized)

(2:00 pm - 3:00 pm)

COl 1: Submit a Disclosure

(2:00 pm - 3:00 pm)

COI 2: Administer a Disclosure and
Committee Reviews

(2:00 pm - 3:00 pm)

(2:00 pm - 3:00 pm)

(2:00 pm - 3:00 pm)

(2:00 pm - 3:00 pm)

Monday Nov 21 Tuesday Nov 22 Wednesday Nov 23 Thursday Nov 24 ‘ Friday, Nov 25
AGR 1: Submit an Agreement COI 1: Submit a Disclosure
NO SESSIONS NO SESSIONS NO SESSIONS
(9:00 am — 10:00 am) (9:00 am - 10:00 am)
IRB 1: Submit a Study NO SESSIONS
RF CO Meeting NO SESSIONS NO SESSIONS NO SESSIONS
(2:00 pm - 3:00 pm)
Monday Nov 28 Tuesday Nov 29 Wednesday Nov 30 Thursday Dec 1 ‘ Friday, Dec 2
IRB 1: Submit a Study AGR 2: Administration of AGR 3: Administration of Agreements
Agreements (Decentralized) (Centralized) NO SESSIONS NO SESSIONS
(9:00 am -10:00 am) (9:00 am — 10:00 am) (9:00 am — 10:00 am)
AGR 1: Submit an Agreement IRB 2: Administer a Study IRB 3: IRB Committee Administration NO SESSIONS
NO SESSION




