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How to Use the Filter Function to Search for Studies

This quick guide provides information on how to filter to find a study or studies based on pre-defined
study attributes.

WHO:

Principal Investigators (Pls)
Study Teams

IRB Members

HRPP Staff

WHEN:
e Filtering to find a study.

HOW:
1. Go to My Inbox or the IRB: Submissions tab.

My Inbo

22 Components
R
Facility Management Fier® 1D - m + Add Filter
IACUC D Name Date Created Date Modified State Coordinator Pl Last Name

STUDYD000D003 KCORA-8: Test Profocol - 11/7/2017 1172017 10:34 AM /72017 10:38 AM Pre-Submission als
STUDY00000020  Tost 1132017 227PM 111132017 3:16PM  Pre-Submission
STUDYD0000027 Test 111472017 B:21 AM 11472017 B8:24 AM Pre-Submission
IRB: Submissions
’Q | CLICK Hello, ra15 ra15 =
B My Inbox Facilities IRB
Submissions Meetings

IRB

Report New Information Fﬂbfe ] - m + Add Filter

Create New Stud In-Review m New Information Reports All Submissions

« Date Pl First Pl Last Submission Expiration

D Name Modified State Name Name Coordinator Type Department Date
i = Michigan
M CRO0000062 E%IB‘Q‘ICIWCCR:)::G? kot Sxady, ;I;sﬁ:.::.!:li? Pre-Submission rals ra1s rad7 E:I‘?;"m State
University
I STUDYD0001086 Test2 ;‘L:;g;?;?” Pre-Submission als ra15 Initial Study
\ g 1ne2M7 Clarification Requested .
i STUDY00001038 Full Board 1200 AM  {Comemition Rewew) 5 15 Bunt Initial Study

Note

e Within the IRB: Submissions tab, you can use the filter function on each of the sub-tabs
(In-Review, Active, Archived, New Information Reports, All Submissions).
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In-Revie Archived

2. From n list next to Filter, select the attribute you would like to filter on.
Name

> Date Modified
et O — oo RS

PI First Name

Pl Last Name « Date Modified State :L::“ :L:::t Coordinator Submission Type
Coordi
Submission Type J ll]l\t!] 712017 2:51 Pre-Review ral5 ra15 Initial Study

o i 111712017 10:51 A : Reportable New

s RNID0O000029 RNI Demo - STUDY00000050 AM Acknowledged rals rals McMillan Fiformatian

Note
e The column headings on the page are the attributes available in the drop down list.
¢ Different tabs may have different attributes available to search.

3. Add text or numbers to the Filter search field and select the “Go” button.

Name

~ Date Modified

Fiter TS | oo [ oo | RS

Pl First Name

ID il Lajl Nfame w Date Modified State :L:":t :Ia:.'::t Coordinator Submission Type
s sTupy  Submission Type PO 28T pre Review rals ral5 Initial Study
8 RNID0000029  RNI Demo - STUDY00000050 MATIROIT 1051 Acknowledged ra5 ra15 McMillan Reportable New

AM Information

Note
e The filter function performs an exact filter of the search term entered, although
capitalization does not impact the filter function. For example, “Pre-Review” or “pre-
review” will filter the same.
e Use the wildcard symbol: “%” if you may not know the exact filter term or to shorten
the length of a filter text.

4. After the filter is applied, items that match the filter will be displayed. The number of items
displayed will be indicated at the bottom left of the listing.

Fimro State ¥ | | pre-review] m + Add Filter % Clear All

ID Name = Date Modified State Pl First Name Pl Last Name Coordinator Submission Type

-‘ STUDY00000055 demo 11/17/2017 251 PM  Pre-Review rai5 rals Initial Study

M RNI00000027 RNI Training-STUDY00000050  11/17/2017 8:51 AM  Pre-Review rai5 ral5 Reportable New Information

‘ STUDY00000054 Demo Study 11/16/2017 4:44 PM  Pre-Review rai15 rals Initial Study

e STUDY00000039 Demonstration Project 11/14/2017 429 PM  Pre-Review rai5 rals Initial Study

-‘,' STUDY00000010 Demonstration 11/9/2017 1:32 PM Pre-Review rai5 rals Initial Study
l 5 items page 1 of 1 25 / page
Note

e The default view displays 25 items per page. If the filter finds more than 25 items,
there will be multiple pages and you will need to navigate to the additional pages to
see all results.
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5. Multiple filters can be added to refine a filter.
a. Select “+ Add Filter” to add more than one filter.

anro State ¥ | [ pre-review ﬂ

ll Clear All
and Submission Type ¥ | | repor] x
ID Name « Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
B8 RNIDO000D27 RN Training-STUDY00000050 1117/2017 8:51 AM  Pre-Review rai5 rais Reportable New Information
1 itemns page 1 of1 25 { page

b. Select the “X” next to the added filter to remove the added filter.

Filhiro State ¥ | pre-review 4+ Add Filter % Clear All

and Submission Type ¥ | | %repord]

ID Name ~ Date Modified State Pl First N\ame Pl Last Name Coordinator Submission Type
s RNIOO000027 RN Training-STUDY00000050 11/17/2017 8:51 AM  Pre-Review ral15 rals Reportable New Information
1 items page 1 of 1 25 | page

6. Select “x Clear All’ to remove all filters.

Filter 2] State ¥ | | Xpre-review m + Add Filter|l| % Clear All

ID Name = Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
I STUDY00000055 demo 1117/2017 251 PM  Pre-Review rai5 rals Initial Study
B RNIO0000027 RNI Training-STUDY00000050  11/17/2017 8:51 AM  Pre-Review rai15 rals Reportable New Information
s STUDY00000054 Demo Study 11/16/2017 444 PM  Pre-Review rai5 rals Initial Study
e STUDY0000003% Demonstration Project 11/14/2017 429 PM  Pre-Review rai5 ral5 Initial Study
ﬁ STUDYO00000010 Demonstration 11/9/2017 1:32 PM Pre-Review rai5 ral5 Initial Study
5 items page 1 of 1 25 1 page

7. To filter by date ranges, within the filter drop down list, select a date attribute (e.g. Date
Modified, Expiration Date) and:
a. Use the Greater Than symbol: “>” to filter for all dates after the date entered.

Filmro Date Modified v >11/14f2017 nw\an Filter % Clear All

D Name « Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
I STUDYD000D055 demo 11M7/2017 251 PM  Pre-Review rals rals Initial Study
I STUDYD0000054 Demo Study 11/16/2017 4:44 PM Pre-Review rals rals Initial Study
I STUDY00000047 November 16 Test Protocol - External Sites  11/16/2017 8:17 AM Pre-Submission ra15 als Initial Study
-“ STUDY00000042 External IRB 11/15/2017 8:02 AM Pre-Submission ra15 ralbs Initial Study
4 items page 1 of 1 25 ! page

Note
e Greater Than symbol does not include the date entered. For example, in the filter
above, any studies modified on 11/14/2017 would not be displayed, only after.
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b. Use the Less Than symbol: “<” to filter for all dates before the date entered

ﬁlwrB Date Modified v <11/13/2017 E+Adur.lgcr * Clear All

[+] Name « Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
I STUDY00000010 Demonstration 11/9/2017 1:32 PM  Pre-Review rai5 rai5 Initial Study
i STUDY00000003 KCORA-8: Test Protocol - 11/7/2017  11/7/2017 10:38 AM  Pre-Submission rai5 rals Initial Study
2 items page 1 of 1 25 | page
Note

e Less Than symbol does not include the date entered. For example, in the filter
above, any studies modified on 11/13/2017 would not be displayed, only before..

c. Apply two filters to filter for a date range. Use the Greater Than symbol: “>” and the
Less Than symbol: “<™to filter for dates between the dates entered.

In-Review Active Archived New Information Reports All Submissions
Fillmre Date Modified ¥ N >11/14/2017 ].E 4 Add Filter % Clear All

and Date Modified - <11/17/2017

ID Name * Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
I STUDY00000054 Demo Study 11/16/2017 4:44 PM Pre-Review rals rals Initial Study
I STUDY00000047 Movember 16 Test Protocol - External Sites  11/16/2017 8:17 AM  Pre-Submission ra15 rals Initial Study
-" STUDY00000042 External IRB 11/15/2017 8:02 AM Pre-Submission ral5 ral Initial Study
3items page 1 of 1 25 / page
Note

¢ In the filter above, any studies modified on 11/14/2017 or 11/17/2017 would not
be displayed. Only studies after 11/14/2017 and before 11/17/2017 would
display.

d. Use the Equal To symbol: “=" to filter for an exact date.
Fllbelre Date Modified v =11/16/2017 m + Add Filter % Clear all
ID Name « Date Modified State Pl First Name Pl Last Name Coordinator Submission Type
i STUDYD0000054 Demo Study 11/16/2017 4:44 PM Pre-Reviaw rai5 ral5 Initial Study
B STUDY00000047 MNovember 16 Test Protocol - External Sites  11/16/2017 8:17 AM  Pre-Submission rai5 raibs Initial Study
2items page 1 of 1 25 | page
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