ARS: Complion e-signature guide V1.0 30Jul2020


[image: ]Step 1: you will receive a notification from noreply@complion.com as it is listed below. A brief description of the task assigned will be listed. Please follow the blue link to review and complete the task assigned. 

PS: Unless otherwise specified by the sponsor or PI, all tasks assigned by ARS will typically be given a 7-day window to complete. Complion will automatically send reminders to your e-mail daily until the task is completed. 
[image: ]Complete all tasks within the timeline requested. 
Step 1A: you will then be brought to this screen. Please follow the orange login button to proceed. 




	
[image: ]
Step 1B: Your login information will typically consist of your UC 6+2 proceeded with @ucmail.uc.edu. If you are unable to login please contact the Regulatory CRP assigned to the study you are working on and they will assist you. 
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Step 2: once you are in Complion please click the ‘Inbox’ tab at the top of your browser. 

	

[image: ]Step 3: once you are in your inbox, please proceed with reviewing your inbox messages and select the tasks you would like to complete. The task will highlight orange once selected. 


[bookmark: _GoBack][image: ]Step 4: Please select your desired task. Once done so, the following screen will appear. Typically, instructions will be listed for your convenience. Please review the description prior to completing the task. Please review the entire document before proceeding. 
[image: ]Step 4A: once your task is complete please scroll to the bottom of the page, and click the ‘Select Document and Sign’ button to proceed. 
[image: ]


Step 4B: Authorization of Complion login information will be needed to complete the task. After your information is listed please click the orange ‘Sign Document and Complete Task’ button. 

[image: ]

Finally: Once your task is completed you will be brought back to the document and the above blue notification will appear for a few seconds confirming the task has been completed.  

The Regulatory CRP assigning this task will then be notified once the task is completed. All trainings will be collected through Complion to eliminate the need for ‘wet-ink’ and paper-training logs. 
If you are having trouble signing off on the tasks assigned, please contact the assigned Regulatory CRP. They will assist you the best they can in answering any of your questions or providing guidance.  
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From: Romana Saeed
Subject: IB, LY3819253| PYAD BLAZ- 2 study Sent: 30 Jul 2020 04:21 PM-04:00 Due: 07 Aug 2020
Please review/train on IB for LY3819253 and sign off on training

From: Romana Saeed
Subject: PYAD BLAZ-2 Protocol for Training Sent: 30 Jul 2020 04:15 PM-04:00 Due: 07 Aug 2020
Please review protocol and sign off on training

From: Lisa Arustamyan
Subject: Signature/Training process Sent: 16 Jul 2020 09:56 AM-04:00 Due: 20 Jul 2020
Please sign the attached document
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Title
PYAD BLAZ-2 Protocol for Training

Due Date
07 Aug 2020

Requested Action
Train And Sign

Description

Please review protocol and sign off on training

Document Requesting Action

[3 2020-0710 Carl Fichtenbaum Current Approved Protocol 1 Initial version 28 Jun 2020

File ID: 1210111 Uploaded By: Romana Saeed Email Address: saeedra@ucmailucedu Upload Date: 30 Jul 2020
Signatures: (0)

Document Preview

® K[ 4> Qum@Q B [o4] Q) ®





image7.png
Select Document and Sign




image8.png
Train and Sign

B 2020-0710 Carl Fichtenbaum Current Approved Protocol 1 Initial version 28 Jun 2020

Statement of Testament
| was trained on the contents of this document

7 Email Address

arustala@uemail uc.edu ’

 Password

Sign Document and Complete

Task





image9.png




image1.png
RReply RReply All (JForward (SIM
Thu 7/30/2020 4:16 PM
N noreply@complion.com
You have been assigned a task that is due on 07 Aug 2020.

To @ Arustamyan, Lisa (arustala)
@ ciick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

[5] Rsptcickormp snd it e
oot s T e .

Dear Lisa Arustamyan,
You have been assigned the following task:

Subject: PYAD BLAZ-2 Protocol for Training
Request: train and sign
Due: 07 Aug 2020

Author: Romana Saeed (saeedra@ucmail.uc.edu)

Please follow the link below to view and complete the task:
https://app.complion.com?redirect=/form/task/6bf6430a-d2a1-11ea-8d90-
ba4538f307c58s=c07b41201ab9919c41e0

Sincerely,
Complion, Inc.
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gin

Don't have an account? Learn More
Version: 6




image3.png
@ Keymaster - Google Chrome.

@ auth.complion.com/login/75d8db77-dfe0-4926-bf66-37cafab0664b

» Complion.

Email Address

6+2@ucm





