k=

Federal Interagency Traumatic Brain Injury Researeh

INFORMATI

C SLLSY S/T'E™M

Thank you for your continued use of FITBIR. If your account privileges are about to expire, please follow

the necessary steps:

1. Loginto your FITBIR Account and click on the Accounts Module Icon or Tab at the top of
the screen.

ProFoRMS ~ GUID  DataDictionary ~ DataRepository ~ Query  MefaStudy | AccountManagement

Workspace
Modules: Building Blocks for the Research Life Cycle
There are a variety of key software modules comprising this system. These modules support the vision of among the research ties, as well as, provide a combination
of web-based functionality and downloadable tools that support data definition, data contribution, and data access mmugmulthe research life cycle.
Rimen ettt

ProFoRMS Data Dictionary Data Repository

Query Meta Study Account
Management

2. In the Account Management module, you will see your profile information,
account privileges, and many other subsections. Please select ‘Files’ and scroll
down to the section titled, ‘Administrative File Templates’.

Administrative File Templates

Search: =

FILE TEMPLATE REQUIRED FOR PRIVILEGE s
Biographical Sketch Yearly Account Renewal
Daia Access Requesi Query
Data Submission Request Data Dictionary, Data Repository, GUID, ProFoRMS, Yearly Account Renewal
Showing 110 3 of 3 entries First Previous [ 1] Next Last

The renewal process varies depending on how you use FITBIR.
a) Ifyouare a user who is accessing the data within FITBIR, you are required to

renew your account privileges annually. To renew your privileges, please
download and complete the Biographical Sketch and Data Access Request
documents from the template section. Once you have completed the
documents, please click ‘Edit Profile’ in the Account Management Module,
select the ‘Request Account Renewal’ chevron, upload the newly updated
documents, and click 'Save & Renew Privileges'.
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Administrative File Templates

Search. »

FILE TEMPLATE REQUIRED FOR PRIVILEGE

Biographical Sketch Yearly Account Renewal
Data Submission Request Data Dictionary, Data Repository, GUID, ProFoRMS, Yearly Account Renewal
Showing 1to 3 of 3 entries First Previous m Next Last

'b) If you are a user who is submitting data to FITBIR, then your privileges are valid
until the end of your study’s Period of Performance. When it’s time to renew
your privileges, you have two options:

¢ Go to the Account Management module, click ‘Edit Profile’, select the
‘Request Account Renewal’ chevron, and then click ‘Save & Renew
Privileges’. Note: You do not need to upload an updated Data
Submission Request for this option.

* You can also contact your FITBIR Point of Contact for renewal and/or
any questions regarding your privileges.
Important: If you are joining a new study as a current submitter of FITBIR, you
must complete a new Data Submission Request form and upload the document
to your FITBIR account.

Administrative File Templates

Search: w
FILE TEMPLATE REQUIRED FOR PRIVILEGE 4
Biographical Sketch Yearly Account Renewal
Data Access Request Query
I Data Submission Request I Data Dictionary, Data Repository, GUID, ProFoRMS, Yearly Account Renewal
‘Showing 110 3 of 3 entries First Previous n Next Last

3. To upload your document(s) to your account renewal, click the ‘Add Files’ button in
the ‘Request Account Renewal’ chevron.

Uploaded Documents

FILE NAME % | FLETYPE 4 | paTE suBmITTED 4

FITBIR Submission Request pdf Account Documentation 2019-11-20 Delefe

Note: Please make sure you have uploaded the appropriate documents supporting your privilege renewal reguest. Lacking in submitting appropriate documents will delay your account privilege renewal
request.

[:] | have uploaded the relevant documentation and would like to request account renewal.

SAVE & RENEW PRIVILEGES SAVE & FINISH Cancel
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A new window will open with a drop-down menu and a button to select your document:

e Choose the appropriate file type from the drop-down

e Select and upload your document from your computer

Click ‘Upload’. Once complete, you should see the document in the ‘Existing Files’ table in
the ‘Add Files’ chevron.

Add User File P4

Please upload your signed administrative documentation to support your request here.

File Type*: | - select One - ~ |

Choose File | No file chosen

Version : [ ]

Expiration Date : :] - Clear

4. Once your documents have been uploaded to your account, they will be reviewed by
the Data Access and Quality Committee (DAQC). Please allow approximately 10-15
business days for the review and approval process. For any questions or updates
regarding your account renewal, please reach out to FITBIR Operations at FITBIR-
ops@mail.nih.gov.
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