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PHRC Member SharePoint

You may access the PHRC SharePoint site from any computer that is connected to the Internet.
The SharePoint site will be updated with meeting specific documents one week before the
scheduled IRB meeting. Members will receive an email notification when the meeting specific
documents have been posted. A copy of the agenda will be included in the email sent.

To view the meeting agenda/ submission documents.

1. Go to the PHRC Member SharePoint site: https://phrec.partners.org (main page)
2. Click on the panels tab. If you are only a member of one panel you will only see one panel
tab. You can also bookmark your panels page for future accessibility.
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https://phrc.partners.org/

4. Click on the protocol title to open the record

S T = TR NP TV SN e g TR T W I ST ey
57
j}ﬁﬁ MGH_Panel_A [This List: Agenda 11/3/2 | [#]

\M MGH_Panel_B = MGH_Panel_C BWH_Panel A BWH_Panel_ B BWH_Panel_C BWH_Panel_D

b D Home > MGH_Panel_A > Agenda 11/3/2009 - Yawkey 4-820 - 5pm

A

Agenda 11/3/2009 - Yawkey 4-820 - 5pm

: o~

k3 &

";-,V\ew All Site Content Mew + | Actions - Settings - / View: _AI Ttems 2]
;;Documents Protocol JPI Inst/Dept ar Sponsor 0
2 2007_Minutes 2009p001437 - Health Management Training to Denninger, John  MGH - Psychiatry Bernstein, coC U]
(-:‘- 2008_Minutes Enhance Influenza Vaccine Immunogenicity W.,M.D.,Ph.D Elana 1.,M.D.

ol Lauch, William

5= 2009_Minutes

b c

Yists 2009p001562 - Evaluation of Dotarem-Enhanced Harisinghani, MGH - MGH Imaging Nagurney, Guerbet S.A. @
L MRA Compared to Time-of-Flight MRA in the Mukesh,M.D. John T.,M.D.

i Calendar

Diagnosis of Renal Arterial Digease Waltm
Rt A R G SO NPT P L. SR

5. When the record opens, the submission documents are located at the bottom of the page.
Click each document title to open. Click the ‘Back’ button to return to the record.
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REVIEWING OPTIONS

The majority of documents for a submission should be in single pdf called the ‘full application.’
This pdf will include the application, detailed protocol, protocol summary and consent form (if
applicable), as well as other study related documents. There will be times when some of these
documents may be separate from the full application but all should be included in the SharePoint
record unless otherwise noted by the Administrative Chair. Below are directions to help you review

the submission documents online.

REVIEWING THE ‘FULL APPLICATION’ ONLINE

Copying Text from a PDF

Copy text and paste into the Reviewer Worksheet or other document to which you can add your
comments/changes/questions in preparation for the IRB meeting. The Review Worksheet is located
in the SharePoint Meeting Panel home page under the ‘Review Documents’ section.
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Copying Text from a WORD Document
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Why is this research study being done?

We would like to find out if doing 8 weeks of health management training and spending 20
minutes daily listening to a CD will improve how effective the influenza vaccinations (“flu
shots™) are in people aged 50 years and older.

~ Influenza (the flu) is a serious disease. It is caused by a virus that spreads from infected persons
to the nose or throat of others. When younger people get the flu, they are usually sick for only a
few days. When older people get the flu, they may get much sicker. The US Food and Drug
Administration (FDA) recommends that all adults aged 50 and older have a flu shot every year as
a way to protect them from the flu. However, the protection given by the flu shot may not be as
fm strong in older people as in younger people.
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Click and drag to highlight text that you want to copy. Once highlighted, click the button to

copy the text and click the button to paste the text into the Reviewer Worksheet or other
document to which you can add your comments/changes/questions in preparation for the IRB
meeting. The Reviewer Worksheet is located in the SharePoint Meeting Panel home page under the
‘Reviewer Documents’ section.
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Reviewing Documents Online Side-by-side

1.

Click the

‘Restore Down’ button in the top left of the document window.

2. Hover your curser on the side of the reduced window until the curser turns into a double
sided arrow. This allows you to reshape the window. Reduce the window to half the size of
the screen.
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Advertisements- Internet

Advertisements- Newspaper (e.g. Metro, Boston Globe)
Radio

Advertisements- Television

Flyers / Postings (e.g. within BWH or MGH)

Letters to Prospective Subjects / Physicians

Advertisements-

OEROO0O® &0

© Telephone Calls to Prospective Subjects (who have previously agreed to be
contacted, e.g. RSVP for Health)

O None of the above

NOTE: The text of all advertisements. leters. and telephone calls/scripts used fo recruit subjects must be
submifted for PHRC approval. You may attach these tothe on the page.
For guidance on recruitment and advertising, please sce the following PHRC web pages Recruitment of
Research Subjects and Guidelines for Adverfisements for Recruiting Subjects.
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A‘!‘{_PMM J I strong in older people as in younger people.
= Behavorial Therapy i
O Other
O Clinical Trial - Diagnestic = | ) E
O Observational / Non-interventional 2 - = R ™ @] | ¢
e T A iDraw- L | Autoshapes~ N % [0 P ol 2 8] | O A
% Unknown Zone Page 1 Sec 4 1/14 At 8.6" Ln 37 Col 20

Version Date: 1/18/2012



Printing Documents

You can print an entire document or just certain pages.

To print an entire document, click icon to send the document to your printer.

To print certain pages, find the page numbers of the document you want to print.
1. Click the File menu and Print.

Fic | Edit View Insert Format Took Table Wing

New...

=3 open... Ctrl+0
Close

®

ve Ctr+S
Save As...
Save as Web Page...

EE &£

File Search... i

Permission 4

Versions...

Web Page Preview

Page Setup...

[ 3| Print Preview

EE L CukP
Send To 3

Properties

Exit

2. Under ‘Print Range’ in the printer dialog box, select the ‘Pages from and to’. Enter the
appropriate page numbers and click the button.

I

Printer

Name: ; HP Deskjet 5700 Series v | Properties
ol i Find Printer...
Type: HP Deskjet 5700 Series

Where: USBO01 [ Print to file
Comment: [ manual duplex
Page range Copies

O al Number of copies: =

() Current page

(@) Pages: “ ‘ Collate
Enter page numbers and/or page ranges separated

by commas. For example, 1,3,5-12

Print what: ‘Dncument v| e

) Pages per sheet: 1 page M
Frint: ‘AH pages in range b | el |
Scale to paper size: ‘ No Scaling

Cancel
B e Sl it SSURRNY. s SN 5—-“}

A-\. b PP YTy e W S PR T
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Saving Documents

You may save some or all of the submission documents in preparation for a meeting. To save a
document, click the File menu and Save As...

File | Edt View Insert Format Tools Table Winc

L] New...

&3 Open... Ctri+0
Close

| save Ctrl+S
Save As... Fe

4 Save as Web Page... >

¥ Fie Search...

Permission »

Versions...

Web Page Preview

Page Setup...

Print Preview

Wk

Print... Ctrl+P

Send To »

Properties

Exit

Members should only save investigator submission documents on a secure password protected
computer. All laptops/netbook/tablet computers, external hard drive, flash/USB drives or other
mobile devices must also be full disk encrypted.

All investigator submission documents must be permanently deleted (empty computer
trash/recycle bin) after every IRB meeting. Contact your panel Chairperson if you think someone
has gained access to any investigator submission documents that you have saved for your meeting
preparation.

As a reminder, distribution of confidential and proprietary documents is prohibited without prior
written approval of the Chairperson of Partners Human Research Committee.
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Using Comment & Mark up Tools in Adobe Acrobat for PDFs
The full version of Adobe Acrobat allows users to add sticky notes/comments, highlight, cross out
text, and add arrows and shapes to pdf documents.
To begin:
1. Save the protocol submission documents to your computer
2. Open the PDF you want to mark up in Adobe Acrobat.
3. Click the Comments menu and click Comment & Markup Tools

) Application.pdf - Adobe Acrobat Pro

Fle Edt View Document orms Tools Advanced Plug-Ins Window Help
:j Create ~ ﬁ:‘:J Combine ~ = Add Sticky Note CUH6  ftimedia~ < Comment +
Show Comment & Markup Toolbar -
1 = (] &9 = Show Comments List ] -
Comment View 4 —

7= "Sticky Note
~ & Stamp Tool
Stamps

Comment & Markup Tools e
'3 Attach for Email Review...
4H Send for Shared Review...

Enable for Commenting and Analysis in Adobe Reader.

[ Application
B attachments

5 protocol Summ
¥ petailed Protoc
& pediatric patier

-] Highlight Text Tool
#] Underiine Text Tool
] Cross Out Text Tool

Summarize Comments...
= Print with Comments Summary...
Migrate Comments...

Ctri+T
£* Attach a File as a Comment
&~ Record Audio Comment

Import Comments...
Export Comments to Word... Ex, Callout Tool
n Export Comments to AutoCAD... [=] Text Box Tool
i Assent Form 1 Export Comments to Data Fie... < Cloud Tool
i A &5 Track Reviews... Zdmonilool
PCDAI Research [ Rectangle Tool
¥ stadiometric Coordinator O Oyal Tool
Measurement :'n:cR‘p:;u'mW b8 for MO/ Line Tool )
B Untitled Investigator ¢ Polygon Line Tool
© Polygon Tool
& untitled

Signatures

7 Penci Tool
« Penc Eraser Tool

g Quallty of Life

PIN

:,] Create 5} Combine | Add sticky Note

Show Comment & Markup Toolbar
() = _'l 49 : Show Comments List

Comment View

g Bookmarks

Comment & Markup Tools

-

5. Enter your comments in the sticky notes text box.

dying or using in any significant way a drug or device or other technology thi
tvelopment? NO” (Elsticky Note  1/16/2012 6:51:28 PM=! 'ed and inves
frware, or other te  dgc5 Options ~ ent. Product

guificant way in€ Tyn6 voyr note in this box then e not the i

nt part of the stud itified in the 1
; “drag the sticky note to where you
= want it to be|
5
e Principal Inve [nvestigators
[ the study staff reporting of
pplete and subm: #the form to

tor by fax 617-424-4199, or scan and emml For confidentiality reasons,
br Disclosure Forms in Insight.
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6. When done, drag the sticky note to where you want it in the document and click the
minimize icon to hide the note.

dying or using in any significant way a drug or device or oth€r téghnology thi
ivelopment? NO” (Elsticky Note  1/16/2012 6:51:28 PM=! ed and inves
ftware, or other e~ dgeS Options

lenificant way

Product |
I8¢ Tyne your note in this box then m%f‘
?t peh SE Al S drag the sticky note to where you e !

= want it to be|

>
e Principal Inve [nvestigators
[ the study staff reporting of
pplete and subm:. #the form to

tor by fax 617-424-4199, or scan and email. For confidentiality reasons,
br Disclosure Forms in Insight.

Compiling Comments to Print or export
7. Click Comments menu and select ‘Show Comments List.” This will compile your comments
in a list that you can print or export to Word.

2 Application.pdf - Adobe Acrobat Pro
e Edit View Document WeblylnEiell Forms Tools Advanced Plug-Ins Window Help

{;] Create ~ ;—".‘;_; Combine -~ Add Sticky Note CUH6  fimeg
: Show Comment & Markup Toolbar
Comment View v vy
: i1t in®
B Bookmarks Comment & Markup Tools * b cons
- 9 Attach for Email Review... —
E Application < Send for Shared Review... iking
Bl Attachments Enable for Commenting and Analysis in Adobe Reader... h stud
B protocol Summ Summarze Comments...
K ) &= Print with Comments Summary... Ctrl+T  polica
. Detailed Protoc Migrate Comments... .
%] Pediatric patier
Import Comments...  itind
Export Comments to Word... Jadv
|L Export Comments to AutoCAD...
3 Assent Form 1 Export Comments to Data File...
Flyer 1 =2 Track Reviews...
=lgpY . . il P

8. To print your comments, click the ‘Print Comments’ icon and select ‘Print Comments

Summary.’
P s = ey mOPP PP it paars ._-‘| - _pes e, A — o 3 4 S o b . |‘__‘
- W Bpandal 1l | v Set Status - | ®s Show~ 2% Sortsy~ ... r='?~
@ | = 99 Type your note in this box then drag the sticky note to where you want it to be.
=  Page 33
= _ dges PS pg. 6 Consenting process
Sticky Note

1/13/2012 1:00:42 PM
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9. To export your comments to Word, click the ‘Options’ icon and select ‘Export your
Comments to Word.” Note: You may need to add tags to the document first. To do this click
the ‘Advanced’ menu and select ‘Accessibility’ then ‘Add Tags to Document’ menus.

AT TINIMA 11K and all STudies MvoIVing MVestigalional Grugs/Gevices, a icensed poysician ||

- B egandal 1§ | ¢ Set Status + | % Show~ 5% SortBy~ i ,_. .=-?.

dgcS Type your note in this box then drag the sticky note to where you want it to be.

dgcs PS pg. 6 Consenting process
Sticky Note

10. To create a pdf that lists all of your comments, click the ‘Print Comments’ icon and select
‘Create PDF of Comments Summary.’

P s = Y O PPV s P " o i b, i e o |‘__-.
® o

- B ooandal 1B - | v Set Status | % Show~ 5% SortBy -

3 9 | = 4995 Type your note in this box then drag the sticky note to where you want it to be.
}E Page 33
:) = _ dges PS pg. 6 Consenting process
- ! Sticky Note
¢ 1/13/2012 1:00:42 PM
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Using an iPad Tablet Computer

1. Save the protocol submission documents to your computer

2. Open iTunes and connect your iPad to your computer.

3. Click on iPad or iPad 2 in the left navigation bar. Then click on the Apps tab (it’s the third
option).

4. Scroll past Sync Apps to File Sharing.

5. Select the app that can transfer documents between your iPad and your computer. In this
case, we chose GoodReader.

6. At the bottom right of the screen click Add. Browse your file library to select the
document you would like to synchronize.

7. Click Sync.

8. Disconnect your iPad, and open GoodReader.
9. In GoodReader, select the document you just synced to review and markup.
iTunes ol
<d ) B (P> 4 I ) 49 .‘ I [=]=]m | m] Q, Search Apps
LIBRARY Summary Infu( ;__\)Music Movies TV Shows Podcasts Books Photos
ﬂ Music
B voui . .
= T:::;Ns File Sharing
(§) Podcasts @D The apps listed below can transfer documents between your iPad and this computer.
1) Books
Apps (1] Apps GoodReader Documents
"""" Radio
& Adobe Reader * Protocol.pdf Today 4:52 PM 16 KB
STORE -~
ﬁ Tunes Store
& iTunes Match @j Evarnots
2 Ping
=h Purchased podke= By ﬁ
=h Purchased on IP...
Google Earth
DEVICES tos
[ ip - — iAnnotate PDF
. Kindle
g g Pages
=b Lecture
=) Purchased 47/l ReaddleDocs i
GENIUS
* Genius
55 Genius Mixes Capacity l
PLAYLISTS 28.57 GB Video 1 Apps Books g Other
= iTunes DJ ~ L7BGE  7.5GB ~ 001GE  0.J4GB
[ % ©0 Dactarad Dlaudi
+ 2 o @&
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