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From the homepage, navigate to Studies Submission Status - In Progress
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Expand the steps.
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STEP 4

Expand the Pre-Submission details.
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Click on Modify Signoff Routing List

Task Action/Details Task Name

[E] Pre-Submission ‘

Completed Initial Review Submission Packet is waiting 1

Received Modify Signoff Routing List Assign Department Personnel for Signoff

Completed Aozt SOl L.auren Sapanara as Regulatory Coordinatc
signoff

Completed View Signoff Christopher. Fundakowski, MD as Principal
and apply signoff

E . Adam Dicker as Department Administrato
Completed View Signoff . I @ P sk
signoff
Received Rp—— D.ame'I—Jenklns as Department Administrate

Click on Go back to Make changes

finalized Personnel for review and signoff? (@ Yes () No
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Uncheck personnel who should not be included in signoff.

@ This screen enables the collection of Key Persc
indicates the person is included in the signoff
signoff process. The Add Additional Personnel

Select the Key Personnel for Submission

Include
_

YES D Adam Uicker
E Daniel Jenkins
Yes ‘E David Cognetti
Yes gl Joanne Gauthier

E Pamela Frazier

/| Ol Seott Herhert

Select Additional Personnel for Submissic

Add Additional Personnel to the Routing List

Uepartment Aaministrator

Department Administrator
Department Administrator
Department Administrator
Department Administrator

Nenartmept Admigictcatar e

|[ Add Additional Personnel to the Routing List ]

louting and Signoff:

ignoff routing list.
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Search by last name, then first name if needed. Avoid searching by
department, as not all users will have a department listed.

Add Additional Key personnel to the Routing Signoff List X ‘

Last Name:| | First Name:
Find User/Search Directory
by Department: [ All Departments v
No results found.

The Additional Personnel will to be added to the signoff routing list upon clicking the “Save - Add to Routing List” button

No additional personnel have been added to the signoff routing list.

Click Save - Add to Routing List
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Verify the final list of signatures is correct.

Department Administrator
Department Administrator

Department Administrator

ed Personnel for review and signof{ @® Yes () No]

Click Save - Start Signoff Routing

p Make changes [[[ Save - Start Signoff Routing ]U
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Click on dialog

Your submission has been sent for Signoff.

You can monitor the submission progress with the

Submission Status - In Progress.
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