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Overview TC "Overview" \f C \l "1" 
The Oakland University Research Application Manager is designed to maintain all of the necessary applications related to research projects in one place electronically.  Features of the system include: the ability to complete and save compliance and funding applications before submission; electronic application submission; real-time application status checking; and electronic routing to compliance committee and research office personnel. 

For the purposes of reporting to state and federal agencies and to comply with all federal regulations, all research projects, regardless of funding source or compliance requirements must be entered into the application manager.
The Research Applicaion Manager is web-based, allowing access from anywhere there is an internet connection. The pages have been designed with a number of browsers in mind, but due to the continuously changing internet environment and individual browsers, not all options or features may work with every configuration.  If you run into problems, please contact the Research Office at x3222 or research@oakland.edu.

Getting Started TC "Getting Started" \f C \l "1" 
The main page of the Application Manager is the login page.  Enter your Username and Password then click the Enter button.  For new users, an account must be created using the Sign Up Now! Option at the bottom of the page.
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Basic Navigation TC "Basic Navigation" \f C \l "1" 
The project list can be accessed at any time using the “Project List” icon in the top menu:
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Anytime this menu is visible the user can access the project list, their user profile, the help menu, or logout of the application manager.  Likewise, there is a basic menu on the left of the screen, figure 1-3, that is usually visible and accessible, to access information about important compliance and funding topics, as well as the tutorials and research office contact information.  

All of the options will open a new browser window to display the information.  To close any of the windows, without effecting the application or project you have open at the time, click “Close this window” located near the top or bottom of the window.  
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You can submit suggestions to incorporate into the next release of the application manager by clicking “Submit your suggestions online.”  The suggestion window will open displaying a form that can be completed and submitted electronically.  Your username and the date, along with any text in the suggestion box will be forwarded to the research office staff.
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Working with Projects TC "Working With Projects" \f C \l "1" 
The Project List TC "The Project List" \f C \l "2" 
Each project for all users are assigned a project ID as it is created, so the projects for a particular user may or may not be number consecutively, especially in time of peak usage.  

Listed below each project title, which is itself a link to more information about the project and access to the individual applications, are the applications are required for the project.  The applications in bold are those that must be completed before the research project can begin.  This requirement assures that all regulatory compliance and funding issues are resolved prior to commencing with activities that may violate the principles of safe and ethical research.
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The entry date listed is the date the project was entered into the application manager system.  This is independent of any submission dates for the applications associated with the project.  Below the entry date is the status of each of the applications listed.  The status descriptions are listed in Table 1-1.


Table 1

Application Status


	Status
	Description

	Not Submitted
	The application has been created for the project, but has not yet been submitted.

	Pending Review
	The application has been submitted.  It cannot be edited unless the compliance committee or research office requires revisions.

	Requires Revision
	The application has been submitted and requires revision by the applicant to be considered by the compliance committee or research office.

	Approved
	The compliance committee and/or research office has approved the application.

	Denied
	The compliance committee and/or research office has denied the application.


More explanation about the application status meanings can be found in the application section.  

The Project Information Page TC "The Project Information Page" \f C \l "2" 
Clicking the project title on the Project List page displays the project information, including information about the applicant and scope of the project, as well as the required applications, the responsible faculty member/project director, the co-director and the funding sources, where that information is applicable.  

By default the abstract is hidden to save space on the screen, but can be displayed by clicking “View Abstract” in the Project Menu.  When the project abstract is visible clicking “Hide Abstract” in the Project Menu can hide it.
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If there is an External Funding Application listed in the required applications, whether the existing external funding application has been completed and submitted or not, the option to add another external application will appear in the Project Menu.  This makes it easy to submit external funding applications to a number of different sources for the same project.  Clicking “Add Another External Fund App” will create and display a new External Funding application, with the project title and abstract used as defaults for the application title and abstract (more on this distinction in the Applications section).  When the source of funding information has been entered on any of the External Funding application forms the source will appear on the Project Information Page with parentheses() next to “External Funding Application.”  The parentheses are empty until the funding source has been entered into the application.

In most cases, the entire page will not fit on the screen, so the right hand scroll bar must be used to scroll down the page.  To aid in navigation, in browsers with JavaScript enabled, a [TOP] link will remain visible in the lower right corner as the page is scrolled down.  Clicking this link will return the browser to the top of the page so the Project Menu in the upper side will be accessible.  

Creating a New Project TC "Creating a New Project" \f C \l "2" 
The project is the main component of the application manager, the trunk from which the applications will branch.  To create a new project click the Add New Project button on the Project List screen to access the new project form.  Elements of the project that are independent of the separate applications, as well as questions that will determine which applications are required, must be filled in completely.  The project title, abstract and research sites are free form text boxes.  The start date and end date must be completed in mm/dd/yyyy format.  
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The questions under "Scope of Project" and "Funding Sources" must be answered completely to determine the required applications for the project.  For example, an Institutional Review Board application is required for projects that involve the use of human subjects.  
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If you are going to apply for funding for this project from one or more agencies outside of Oakland University (i.e. a government agency, such ad the NIH or the NSF, or a corporation, such as DaimlerChrysler or Ford Motor Company), you must answer yes to question 9.  Initially the project will be setup with only one External Funding Application, but the opportunity to add additional External Funding Applications will be available after the project is created.

Internal funding sources include six applications for programs through the University Research Committee (Research Fellowships, Student Travel Grants, Student Research Grants, Research Grants, Meadow Brook Hall Research Grants, and Print Reimbursement) and the application for Professional Development Leaves.  Information about the University Research Committee funding and deadlines can be obtained from the URC website at www.oakland.edu/research.
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If the applicant is not a full-time faculty member at Oakland University, a faculty member must sponsor the project.  In the case of projects involving External funding the responsible faculty member is the project director and will get credit for the grant.  If there is a co-director that should also receive credit for the grant his/her information should be entered into the co-director fields.
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Any other personnel involved with the project should be listed in the key personnel section.  If more space is required, a list of the key personnel and their contact information should be attached to the project after the project is saved (see attaching files).

Make sure to click the Save Project button at the bottom of the form to save your new project.  The Project Information Page (see below) for your new project will be displayed and you can then work with the project (edit, change scope, etc,) or work with the applications.

Editing a Project TC "Editing a Project" \f C \l "2" 
Since the project information is entered only once and used on the applications, only certain parts of the project can be edited once an attached application has been submitted.  If none of the applications associated with the project have been submitted, all of the project information can be changed as needed.  The title, start and end dates, abstract, scope of project, etc., can all be manipulated using the Edit Project option on the Project menu.  
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After any changes are made it is critical that you click SAVE on the project menu to save your changes.  Changing the scope of the project, or the funding options, will add or delete the applications that are required for the project.  

Once any of the applications associated with a project have been submitted, the only project information that will be editable will be the funding sources options.
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Again, if you change the funding sources options in this case make sure to click SAVE to save your changes.  Clicking Return to Project will return you to the project screen without saving the changes.

Using Project Templates TC "Using Project Templates" \f C \l "2" 
If you want to create a new project based on the information in a previous project, for the purposes of resubmission or renewal, you can click the Use Project as Template button on the Project List page.  You will then see a list of the projects you have saved. Select the project you want to use as the template and click the Create New Project button.  
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A new project form will be displayed with the same information from the project selected.  The new project will be given a new unique, project number, so changing the name of the project to reflect the differences between the old and new projects (i.e. "NEW -Effects of radiation …"), is optional.  
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Working With Applications TC "Working With Applications" \f C \l "1" 
All of the applications, including the compliance and funding applications, utilize common elements to minimize the work required to submit multiple applications per project.  The project title, abstract, start date, and end date need only be entered once, when the project is created, and they will be carried over into each application as it is submitted.  All of the applications work they same way functionally, as well.  The only differences are the questions that are asked.  All applications use the same menu and allow for files to be attached in the same manner.  

The Application Menus TC "The Application Menus" \f C \l "2" 
Depending on the state of the application itself (whether it is being edited or viewed) and the status of the application (whether it has been submitted and is being reviewed, requires revisions, or has not been submitted), the menu will display a few different options.

If you are filling out, or editing, an application, the application menu will have two options:  SAVE and Printable Version.  The Submit option will also be visible, but disabled until after you click SAVE.  Also, use the Project Menu the Return to Project option is available.  After you have answered any number of questions on the application click the SAVE option to save your work.  If you click Return to Project or Printable Version you will be returned to the Project Information page and your changes will not be saved.  If you are ready to submit your application, whether you've made any changes or not you must click SAVE in order to enable the SUBMIT option.

After you have selected the SAVE option, whether you made changes or not, the new options available in the Application menu will be Edit, Printable Version, and Submit.  If you need to make more changes to the application you can click Edit, make changes, then save the changes again.  Likewise, after the application has been saved, you can exit the Application Manager altogether and return to finish completing the application at a later time or date.  

When the application has been completed and is ready for submission make sure the application is saved so that the Submit option is available and select Submit.  A submission confirmation screen will appear asking you to confirm your desire to submit the application.
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Are you sure you wish to submitthis application at this time?
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Answering NO will return you to the application itself.  Answering YES will submit the form to the administrator of the compliance committee, if the application is a compliance application, or to the Research Office, if the application is for funding.  Selecting YES will also display the required signature page for the submitted form, which requires the signature of the applicant, the responsible faculty member/project director (if applicable), and the dean or department head.

You must use the print function of you browser to print the signature page, obtain the required signatures and submit the application to the appropriate committee or office.

When you click on Return to Application at the top of the signature form you will be taken back to the application, noting that the application cannot be edited and the menu area displays PENDING REVIEW.  The Printable Version option is still available to allow printing of the entire completed application.
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Attaching Files to Applications TC "Attaching Files to Applications" \f C \l "2" 
An important feature of the Application Manager is the ability to attach electronic files to the applications.  If you need to include information in the form of Microsoft Excel files, Microsoft Word files, WordPerfect files, or other file types, you can select ADD FILE at the bottom of any application.  You can even attach files in place of completing some of the answers on the applications.  For example, if you are filing an IRB application, in lieu of filling out the Consent Form on the form you can attach a word file of the consent form.
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If no files are attached to this application yet, the File Upload window will open through which files can be uploaded to the server.   In the Description of File field enter a short description that will be used to identify the file on the application (i.e. “Additional Researchers,” or “Consent Form”).  In the Attach File box either type in the full path and name of the file you wish to upload (i.e. C:\desktop\projects\consent.doc) or click the BROWSE button to locate the file and click OPEN.  The file path and name will appear in the Attach File box.  Click UPPLOAD FILE to upload the file and associate it with the application you are working on.
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NOTE: If you click the BROWSE button to find your file, be sure to change the Files of Type to All Files (*.*) in order to be able to browse files of every type.

If files are already attached to an application clicking the ADD FILES option at the bottom of the application will open the RELATED FILES window through which attached files can be added, edited and removed.
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Clicking the EDIT button next to a file will allow you to edit the description of the file.  The DELETE button will delete the file from the application.  The ADD FILE option will open the FILE UPLOAD window described above.  

After files have been added and the RELATED FILES window closed click the [TOP] option in the lower right hand corner of the screen or scroll to the top of the application and click SAVE on the Application menu.  The file attached will now be listed at the bottom of the application.
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The applicant, compliance administrators and application reviewers can then retrieve the file by clicking on the File Name.

Applications TC "Applications" \f C \l "2" 
Institutional Review Board TC "Human Subjects" \f C \l "2" 
All research involving the participation of human subjects must be submitted for review by the Institutional Review Board for the Protection of Human Subjects (IRB). The IRB will only review applications for

research conducted by Oakland University faculty or others formally

 sponsored by OU faculty. At the first stage of the board approval process, applications for research considered by the board to be exempt will be waived from further review. Nonexempt applications will receive either an expedited or full board review. All research must be exempted or approved by the IRB before it can be conducted. The Institutional Review Board is guided by the ethical principles found in the report of the National Commission for the Protection of the Human Subjects of Biomedical and Behavioral Research entitled Ethical Principles and Guidelines for the Protection of Human Subjects in Research.

When reviewing a proposal, the board considers:

      The risks to the subjects 

      The anticipated benefits 

      The importance of the knowledge that may result 

      The informed consent process to be employed 

The board is particularly stringent when considering applications for the research involving fetuses, pregnant women, prisoners, children, the cognitively impaired or other potentially vulnerable groups.
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Investigators are responsible for conducting the research as described in the approved or exempted application and for submitting a revision to the application describing and departures from the original before revisions are implemented. Researchers should know that research might be subject to intramural inspection or audit.

Institutional Animal Care and Use Committee TC "Animal Care and Use" \f C \l "2" 
At Oakland University, researchers and course directors assure the humane use and care of animals in activities they conduct or which are conducted under their direction. They have a direct responsibility to see that animals are adequately cared for and properly used. Before investigators or course directors can procure animals or initiate any research, testing or instructional project involving the use of vertebrate animals, they must submit an application to and receive approval from the Institutional Animal Care and Use Committee (IACUC). In reviewing an application, the committee evaluates

      Proposed housing and husbandry procedures 

      The health of the animals 

      Provisions for proper veterinary care 

      Measures taken to minimize the number of animals required to

      produce valid results and alleviate any potential pain or discomfort 

      The training and experience of the personnel using and caring for

      the animals 

The committee reviews the scientific merit of the proposed research as it  bears on the humane or proper use of animals. The committee performs program reviews and an inspection of facilities at least once every six months.

The program for animal care and use is supported by Laboratory Animal Management Services, which provides education and training, as well as functions such as the procurement, housing and care of animals; animal health; and the monitoring of regulatory compliance with university, Public Health Service and United States Department of Agriculture standards. Though its program, the committee ensures that all research, teaching and testing involving vertebrate animals complies with all relevant government rules and regulations.
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Biosafety TC "Biosfaety" \f C \l "2" 
All research, teaching and testing at Oakland University involving recombinant DNA,  infectious agents and/or cultured cell lines must be approved by the Ethical Principles and Guidelines for the Protection of Human Subjects in Research. 
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All applicants are held responsible for taking the steps necessary to ensure that all work is conducted as specified in the application and meets the requirements set forth in the Oakland University Biosafety Manual.

Radiation TC "Radiation" \f C \l "2" 
Radioactive material (including machinery producing ionizing radiation) can only be used by authorized Oakland University permit holders or under the supervision of a permit holder. User permits are issued by the Oakland University Radiation Safety Committee (RSC) only to the full-time OU faculty members or principal investigators. All others must work under the supervision of a full-time faculty member.
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Full-time faculty members can apply to the RSC for a user permit by submitting a research application using the Application Manager System. The committee will issue a user permit only after reviewing the application. Three-year user permits are issued are after an initial probationary one-year user permit. Permit holders are responsible for the proper use of all radioisotopes or radiation producing machinery, proper maintenance of the facilities used for research, and proper maintenance of all required records. The specific, detailed instructions on procedures and requirements for the use of radioactive materials at Oakland is referenced in the Oakland University Safety and Procedures Manual for the Use of Radioisotopes in Laboratories .

Permit holders are responsible for meeting Oakland University training requirements and standards. Every individual working with, or in the vicinity of radioactive materials, must receive instruction and training commensurate with their duties before beginning any work. In addition, all individuals must be retrained once every three years and/whenever there is a significant change in duties, regulations, or terms of the university’s license of the investigators user permit. A description of these requirements can be found in the Oakland University Safety and Procedures Manual for the Use of Radioisotopes in Laboratories.

Permit holders should know that federal and state agencies routinely conduct inspections – some unannounced – including inspections of records maintained by permit holders. In addition, periodic audits of laboratories, and inspections of isotope records, are conducted by the Radiation Safety Officer (RSO) or a member of the RSO’s staff. All inspections, including inspections of records, will be done as to minimize the disruption of normal laboratory functions. They will be unannounced.

External Funding Applucation TC "External Funding" \f C \l "2" 
Radioactive material (including machinery producing ionizing radiation) can only be used by authorized Oakland University permit holders or under the supervision of a permit holder. User permits are issued by the Oakland University Radiation Safety

[image: image28.png] Oakland University Research Application Manager - Netscape

Fle Edt View Go Commuricalor Help

| e re R bop o Www e G Gm Gw

D T T e
s

R 4 87X

ProieciList  Profie Help Logout

[External Funding Application
Froject: The effects of gamma radiation on the red and white blood cells of vertebrate animals
|ApplicantSteven Szalay Email: sszalay@yahon com

Soplioaton Function

Project |

Funding Source

Application

Other Source

Research

Funding Agency Program Program Submizsion Deadine, (rmiGahyyyy)

]

Guidelines

Prjet Tl (o this spplation only. i dfersrtthan bove)

[The effects of gemma radiation on the red ]
‘Compliance and white blood cells of vertebrate animals 3

Prject summary (or s sppcation oty f diferet han sbsirac)
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