Adding a Form Collaborator

Occasionally, researchers want or need other people’s input on their IRB application. In these
cases, researchers can “Add a Collaborator” to the form. Adding a collaborator to a form is not
the same as adding personnel to a study. Adding a collaborator to a form grants that person
certain form privileges, like viewing, editing, and submitting the form.

1. The first step to adding a collaborator is to log into OneAegis and click the “xForms” tab, as |
have already done.

2. Then, open the relevant form by clicking the “IRB Application” link.

3. Next, locate and click the “Collaborators” link at the top of the form.

4. Inthe new window that opens, you'll see two tables: “Add” and “Current Collaborators.”

e The latter simply shows a list of all the form’s collaborators.
e The former is where we’ll focus.

First, you’ll need to type the collaborator’s email address. Note that collaboration
requires logging into OneAegis, meaning only those with @iastate.edu email
addresses may be added as form collaborators.

Second, you'll need to select the appropriate access permissions.

Third, you have the option to write a note to the collaborator. That note will be
included in the email notification sent by OneAegis to the new collaborator.
Fourth, you have the option to cc yourself, meaning you'll receive a copy of the
email that OneAegis sends to the collaborator.

Lastly, you'll click “Add,” which tells the system to add the collaborator. It also
triggers the email, so do not click “Add” until you are done filling out all other
fields.

5. Once you’ve clicked “Add,” the new collaborator will receive an email containing a link to
the IRB application. The application will also appear under the “xForms” tab on their
OneAegis dashboard.

And there you have it. If you have questions or run into problems, please email IRB staff at
IRB@iastate.edu.
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