Getting the best from IRAS - Top Tips
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1.'i" buttons

Use the & puttons for question specific help at any point throughout IRAS - especially to answer questions in the
Project Filter, which is the most critical element to get right.

2. Plan ahead

It takes time to complete IRAS. Get all of your information up front, speak to the relevant people to let them know when you may
need their input and make sure you have the correct collaborators login email addresses.

IRAS

HOME | MY PROJECTS | MY CONTACTS | MY DOCUMENTS = MY ACCOUNT | ELEARNING = HELP  CONTACTUS | LOGOUT

Mavigation Page (Gat io this page from anywhere in your project by clicking on Navigafe)
Praject Tile non-CTIMP research study IRAS Praject ID: 181213

Project Type Basic science study involving procedures with human participants
Full praject datass

Project Filter Havigate Manage Transfar Savelprint Project documents

ok here to go derectly 1o the Prosect Filter questions Praject Form Hawigation

Full Set of Project Data (Salect this dafaset fo answer all the
questions for your project) [F'I- lank refar by POF fior the full proe ]

Status Oenabled Odisabled O completed

3. Know what to submit

Read how to submit each form under the submissions and/or e-submission tabs. Do this early in the
process to make sure you have plenty of time to request and receive 3rd party authorisations.

Note: You will never submit the Full Project Dataset to a review body - you chrG

D
will only submit forms.

4. Read Checklists
Most review bodies require additional documentation to process your application which will not be accepted without it, such as

Participant information sheets, investigator brochure and advert used to recruit. Consult the checklist well ahead of submission to
make sure you have all you need.
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Havigats AddSS1 | Amandments Chackhst Transter | Authorisations Savalgint
E-Submission

TRAS Form submisstan chackiist

IECRTANT: This chec kST Supports an apphcaion whare sepparting doc e b5, 0 beciromica by i eyt application form, from IRAS 1o
the raviee body.

T MUSLANECH YOur SURHOITRG 0CUmeStation Lo Ihs CHecRile] Deiore submilng your s polcalion.
InsdnecBens for amaching files:

1 Chck oo i e upioad symibod & in e tar ighi hand coiume of fe sow far He 0osument 1ou wish 10 sbmE This 0pss 3 pop-up window whens you can
seleclthe documant o upload and enter demils sboutit

I Seloct whene you Warn i LpIoad e 00Tument Tom: Loadieg S FouT hard éve - SeHcLEhe racdio Dutton for Mand drive and then cick on the buton
mabv Ealow lo Spen Four comoulers stindard 16 browser window. ONce you have chosen v e, smok complete e beids o dorumen ibs.

warsion nussbar and daie. Cick e usioad

LIDIDSANQ MO ME FTAS DOCUImENT SCVege AN as cabed Ly o Prapect - Click T3 AP RFODTA0 Rl DUTON [0 SOan B window
shawing all the documents you hawe saved in Fat FAS sinmye anea. Seiect (e dDCSMent you want 1o use, entera name for e Socument and <hok Add
document’ budon

3. When you have siached & document jo the checalsl e scieen will shom o summary of e detsils. Click on Tioss’ 1o reum o ihe (Feckis and ssiect
BnOar GO umant.

Motes about attaching files:

« The fisid for the type of dorument i £re-2 hosen bassd on the dem you salesid in the creckdist
w AllleBers must e dated. AR OB 3CCEmPANyIng GOCLMEnts must bear versicn numbers and dates. These wil hen show in pour checkist

Metas et 0w

« Al gocaments listed below that ame asclcable i he apolcaion mustbe submitled 5o Fat he apolicaton clearly describes e skdy and & complee wih
Al regUInsa doCUMentabon
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5. Project Filter

Do not rush to complete the Project Filter. Take time to answer the Project Filter questions and don't guess the answers. It's

important to get the project filter right so that you generate the appropriate forms for your application. Use the &% buttons to help
if you are unsure.

.
IRAS

HOME | MY PROJECTS | MY CONTACTS | MY DOCUMENTS = MY ACCOUNT | E.LEARNING = HELP | CONTACTUS | LOGOUT

Project Title: CTIMP research study IRAS Project |D: 182300
Seclion

Appli atian to

| @ MNavigate | S5 Print | .1 Notes | iy SaveNow | = Undo

_l\‘ﬂmu to the Integrated Ressarch Application System
IRAS Project Filter

The itegrated dataset required for your project will be created from the answers you give to the following questions. The system will
genarate only those questions and sections whech (a) apply to your study type and (b) are required by the bodies reviewing your
study. Please ensune you answer all the questions before praceeding with your applic alions

Please complete the questions in order. If you changs the response Lo a quastion, pliase seect "Save’ and recies all the questions
as your changs may have affected subsequent quistions

Ordine gusdanc e is availlable wherever you see a hyperdinked word or this symbel displayed & Flease read this guidance carefully.

For Help with your application, click here

6. Navigation
It's easy to get lost in IRAS as the forms and project dataset look so similar. Remember the cues to look out for.

Depending on where you are within IRAS, you can use the 'Navigate' buttons and/or tabs to access all of the main functions like
Transfer, Submission, Authorisations, Checklist, etc.

| @ Navigate |3 Print | .| Notes | [ Save Now |2 Undo |
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Navigate Manage Transfer Save/print Project documents
Project Form Navigation

You will find 'Navigate' buttons within the Project Filter, Full Set of Project Data and within all of your forms; whilst the 'Navigate'
tabs are available from the project Navigation page (on the Full Set of Project Data and forms). From the Navigation page, you
can use the 'Navigate' tabs to see all enabled (active) questions in the project dataset or forms.

Note: Avoid using the 'Navigate' buttons to complete the Full Project Dataset or forms, use the 'Next' buttons to answer
successive guestions.

7. My Contacts

Use 'My Contacts' to avoid typing collaborators' and

sponsor’s details HOME | MY PROJECTS | MY CONTACTS | MY DOCUMENTS

repeatedly.
My Contacts
8. Transfer
Share projects and draft forms with Navigate Manage Transfer Save/print Project documents

collaborators by using the Transfer tab. In
most cases it is not possible for your
collaborators to further transfer on to other | Transfer this Project to another user

people. However there are exceptions (e.g.

the ARSAC form).

(The transfer tab is available from the Navigation window within all forms and the full project dataset).

9. Save Now

You can have a break from IRAS at any time - just click 'Save
Now' and return later. Whenever you click 'Next' or 'Previous' I Save Mow | = Undo 4“0 Previous | b Next
the data is also saved.

IRAS will log you off if you have not used the system for a
couple of hours (you will receive an 'Inactive Session Warning' first and can click to 'Continue using the site' to avoid being
automatically logged off). If you do plan to leave your work for any length of time, it's best to save any changes first using 'Save
Now'".

10. Login email

Remember which email address you used for your IRAS username and that of your collaborators. Be aware that the email
address you use to email each other may be different from the one needed to access and share forms in IRAS.

HOME | MY PROJECTS | MY CONTACTS | MY DOCUMENTS | MY ACCOUNT

Edit Account Information

Note: If you need to change this at any time you can do so in ‘My Account’. It's important to keep your email address up to date
as this is what IRAS will use to send you notifications (e.g. about authorisations and transfers) as well as password reminders.
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