How to Add Staff to a Protocol in ARIA 

When you create a new protocol in ARIA, the first screen asks you to designate a Primary Contact. Although it looks as if you should type in the information, you actually have to click the small magnifying glass and find the person in the list of ARIA users.

 


 

If ARIA allowed you to type, misspellings and incorrect information would gradually accumulate in the database. Each ARIA user has a single database record with contact information. That record can be maintained by the user. Simply click on “PROFILE” at the top of the ARIA layout to access your own record.

 

When you click the magnifying glass, you’ll see this layout:
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Let’s pretend you wanted to add me as the Primary Contact. For some reason you think my name is Bethany instead of Beth. When you click “Find”, you’ll get his error message:
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In this case, you know very well that I’m in ARIA. It would be a very bad idea to fill out the form and try to get me added again. 

 

People often enter too much information in a find request. Enter just enough to get a reasonable list of hits. To find me, enter “Scan” in the last name field, or “Beth” in the first name.
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And there I am!
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You’ll notice that all the Bethanys and Betholyns were found as well. Click the “Use” button, and all my contact information will be automatically entered into your protocol.
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When you come to step 4 in your protocol submission, you must enter staff. This works just the same as choosing a Primary Contact, except you click “Add Personnel” to make your choices.
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At this point, if you’re sure you need to add someone who isn’t yet in ARIA, you may fill out the new person form and submit it. However, it may be easier just to call the IRB office for assistance at (501) 686-5667. 
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