Creating a PHIRST Guest User Account

1. Send an email to JHSPH.PHIRSTHelp@jhu.edu to request a Guest User
account. In the email, include the following information:

e First Name
e Last Name
e Email that you want to use for this account

You can use any email that you want for this account, such as your work
email, Gmail, Hotmail, Verizon, AOL, etc. Some .DOD and .ORG emails may
not work.

2. Once PHIRST Help has setup your Guest Account, you will receive the
following email. Click on the “Accept Invitation” link near the bottom of the
page to accept the creation of your PHIRST Guest User account.

Johns Hopkins invited you to access applications within their

organization
mm Microsoft Invitations on behalf of Johns Hopkins «
= <invites@microsoft.com>
Fri 4/22/2022 8:57 AM
To: You
© Please only act on this email if you trust the organization represented below. In rare cases, individuals may

receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: Johns Hopkins
Domain: [livejohnshopkins.edu]live.johnshopkins.edu

If you accept this invitation, you'll be sent to hitps://myitjh.edu/cgi-bin/invitation/redirect.pi2

Accept invitation _

Block future invitations from this organization.

This invitation email is from Johns Hopkins ([live johnshopkins.edu]live.johnshopkins.edu) and may include
advertising content. Read Johns Hopkins's privacy statement. Microsoft Corporation facilitated sending this email
but did not validate the sender or the message.

Microsoft respects your privacy. To leam more. please read the Microsoft Privacy Statement. Mi
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052 = Microsoft
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3. After you've activated your Guest Account, you will be taken to the PHIRST
home page. Click on the “Login with JHED/Guest User” button to access
PHIRST.

W PHIRST
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Public Health Institutional Review Submission Tracking

Welcome to PHIRST, the online submission and review system for new human subject research applications to the IRB at JHSPH

Templates for the research plan and consent documents can be found on the IRB site,
www.jhsph edu/offices-and-services/institutional-review-board/applications-and-forms/

IRB Office: 410-955-3193
Email: JHSPH.irboffice@jhu.edu
PHIRST Help Desk: JHSPH phirsthelp@jhu.edu

Log in with JHED

/Remember JHED Login Preference

If you are not affiliated with JHU and are involved in a study for which you need access to study documents,
you may need to register in PHIRST. Contact the PHIRST Help Desk to request an ad-hoc JHED ID:

JHSPH.phirsthelp@jhu.edu

If you have applications under review in the old PHIRST system or just need to your old applications and files (new
applications cannot be created and submitted in old PHIRST):

Log into old PHIRST

4. Sign-in using the email you provided for the creation of your guest account.

JOHNS HOPKINS

UNIVERSITY & MEDICINE

Sign in

LJser Sign In Address (see below)

Can’'t access your account?

Login or MFA Problems? Click Here for Help
For your User Sign In Address use:

JHED User: /JHEDid@jh.edu

Guest User: Your email address

First Time JHED Users Click Here

Q Sign-in options
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5. Enter the password for your personal email account. This is the password
that you use when accessing this email account and is not associated with
PHIRST. If you forget your password, you will need to reset it within your
personal email (e.g., Hotmail, Gmail, etc.).

BT Microsoft
michcampbell@hotmail.com

Enter password

Password

Forgot password?

Email code to mc=***@jhsph.edu

6. After signing in you will be taken to the study team workspace page. Follow
the steps in the “Setting up Your User Profile” guide below to upload your

human subjects training certificate(s) and request the role(s) you will need
on the study.

? Jk:f?»:\)‘\in?%;&‘\a PH I RST Hello, Michelle Campbell TEST »

of PUBLIC HEALTH

2 Components
Welcome to PHIRST

PHIRST is the online research submission and review system for BSPH IRB applications. The PHIRST User Guide is available to assist you. Contact PHIRST Help at
@ Create New Application hsph phirsthelp@ihu edu for PHIRST related concems, or contact the BSPH IRB Office at jhsph irboffice@jhu. edu for all other concems.
. Notification Date Created
Request Roles
Safe HSR Protocol Plans are no longer required. Explain your COVID risk mitigation plan under the "Risks” section of the research plan 411472022
My Workspace Templates Students and Faculty: Contact Tobey McGuiness, BSPH IRB Navigator, at IRENav(@jh edu to set up an appointment for help with your application submissions 31112022
Study Team Workspace Amendment Submissions: Please do NOT delete any previously submitted documents or they will be lost to the permanent IRB file and problematic for audit 3102022
New Application Submissions: Please use the most recent Research Plan Template, which is posted on the IRB website. 21152022

‘ ALERT! Agree to Participate on the Following Studies:

No data to display.

Action Items In Review Active All Studies
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First Steps for setting up your PHIRST profile

1: When you open your PHIRST landing page for the first time please navigate to the ‘Request Roles’ link
in the upper left hand corner under the ‘Site Links’ options, this will open a popup window.
I e 3. | My Inbox [ PHmRSTResowos | |

23 Compone
Welcome to PHIRST
Complience Tesining PHIRST Is the online research submission and review system for BSPH IRB applications. The PHIRST User Guide is available to assist you. Contact PHIRST Help at jnsph phirsthelp@ijhu edu for PHIRST related concems, or contact the

IRB Office BSPH IRB Office at jhsph irboffice@ijhu edu for all other concerns.

~Z== Notification s Bl

Students and Faculty: Contact Tobey McGuiness. BSPH IRB Navigator, at IRBNav@ih edu to set up an appointment for help with your application submissions 31112022

& Create New issions: Please do NOT delete any previously approved documents or they will be lost to the permanent IRB file and problematic for audit 3102022

Study Team Workspace
No data to display.

Action Items In Review Active All Studies

New Application

No data to display.

Administrative Amendment

No data to display.

No data to display.

Continuing Review / Progress Report

No data to display,

2: This popup window presents you with several options for you to choose from based on your role on
your Study. Please be aware that the Principal Investigator user role can only be assigned to BSPH
Faculty on a formal professorial or scientific track. Once you have selected your Roles please scroll down
within that window to upload your CITI HSR Certificate.

s toens pryrpcp

Hello, 1
o FUBLIC HEALTH [ ) Erecute "Request Roles" on sih83pd1 - Profie 1 - Microsoft Edge - o x
| ™5 tpsu/ahirstinsphedusptysa/ResourceAdminisrtion/Acttyform?loggedor-comwebridgeaccount. A\ [
Re - 88 Compone|
Site Links
_ Welcome to PHIRST | ..., e role(s) you would ike o request. An emalwil be sent to the IRB Office with your request Please alow 2-3 business

Compliance Training PHIRST is the online research sub| 92YS 10 the IRB Office to assign your role(s).

IRB Office BSPH IRB Office at jnsph.irbofiice{ B sure to scroll to the bottom of this window and click on the 'OK’ button or your request will not be sent

phirsthelp@ihu edu for PHIRST related concers, or contact the

Date Created

311172022
31012022

Notification

Request Roles Co-lnvestigator

Other Study Team Member

& Create New

My Workspace Templates

Study Team Workspace

Principal Investigator

Student Investigator

‘ | ‘ 1 ‘

Notes for IR8 Office

Action Items In Hevi]

* Human Subjects Training Certificate:
Test Document docx(0.01) | & Upload Revision | €@
* Human Subjects Training Completion Date
9/15/2023 i)
HST Training Expiration Date
9/15/2028
HIPAA Training Certificate
Test Word Doc docx(0.01) = &, Upload Revision | €@ v

Continuing Review / Progress Report.

No data to display.
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3: Scroll down until you see the field that will allow you to upload your CITI HSR training certificate. Once
this is done please remember to update the completion date field and to hit the OK button to save your
changes. Please allow 1 to 3 business days for our office to process your request. Once your roles are
approved your name will appear in the appropriate Role menus allowing you to be added to the study in

that capacity.

S

T

O X

a Execute "Request Roles" on sih83pd1 - Profile 1 - Microsoft Edge

El https://phirstjhsph.edu/sph/sd/ResourceAdministration/Activity/form?LoggedFor=com.webridge.account.... A (17

[

4

Welcome to PHIR

PHIRST is the online research sub|
BSPH IRB Office at jhsph.irb§ffices

Notification

Students and Faculty: Contact Toh

Amendment Submissions: Please

Action Items In Revig

Z

==

jects Training Certificate:

est Document.docx(0.01) _f_ Upload Revision = €

* Human Subjects Training Completion Date:

9/15/2023

i

HST xpiration Date:

9/15/2028
HIPAA Training Certificate:

Test Word Doc.docx(0.01) :_ Upload Revision | €
HIPAA Training Completion Date:
10/25/2023 ]

Good Clinical Practices (GCP) Certificate:

[None] | & Upload

Good Clinical Practices (GCP) Completion Date:
12/31/11969

&

GCP Training Expiration Date:
12/31/11972

sIRB Training Certificate:
Test Word Doc.docx(0.01)

(<]

2. Upload Revision

sIRB Training Certificate Completion Date:
10/26/2023

i

h.phirsthelp@jhu.edu for PHIRST relat|

I I I 1 I

N T

Continuing Review / Progress Report
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