[image: image1.emf]Obtaining Access to NOTIS 
For Sites That Will NOT use the NU IRB as their IRB of Record

Step 1:
Make a request in writing to the appropriate Clinical Research Office (CRO) contact.

Email Vera Jackson (croqualityassurance@northwestern.edu).
Request must include: 

· Name
· Position/title
· Affiliate Name
· Address
· Email address
· Mention “for eIRB access,” “for NOTIS access,” “for eIRB/NOTIS access.”
Step 2: 
Vera will confirm the request is complete and contact you by phone.   You must establish your NOTIS password by phone with Vera.  Your NOTIS ID will generally be your e-mail address.  
For sites that will use the NU IRB as their IRB of record and will need access to NU eIRB
Step 1:
Make a request in writing to the appropriate Clinical Research Office (CRO) contact as outlined above.

Step 2: 
The CRO contact will confirm the request is complete and forward the request to Anna Wright, the Lurie Cancer Center HR Representative, who will work with NUIT to obtain a NetID for each new request. When the confirmation and NU NetID is received, Anna will forward the confirmation to Vera, if applicable.  

Step 3: 
Vera will use the new NU NetID to grant access to NOTIS.

Step 4: 
Vera will forward the confirmation of NOTIS access to the partner institution staff member who made the request.  
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