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CHAPTER 1. OVERVIEW 

BRAAN2 provides web-based management of research administration.  This management includes 
but is not limited to:  creating, routing, reviewing, signing, amending, reporting, and auditing research 
protocols and proposals. 

This manual provides users with the information they need to perform their roles and job functions 
within BRAAN2.  It is designed to serve as both a training tool and a reference tool.  Topics 
addressed in this document include:  a general introduction to BRAAN2 and role-by-role descriptions 
of functionality and workflow. 
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CHAPTER 2. BRAAN2 INTRODUCTION 

2.1 GENERAL USER CONSIDERATIONS 

Refer to Section 1.4, ñGeneral User Considerations,ò in BRAAN2 System Overview for general 
considerations and specific system settings. 

2.2 LOGGING IN, LOGGING OUT, AND SYSTEM SECURITY 

2.2.1 LOGGING IN 

 

 

 

 

 

 

 

   
 

 

BRAAN2 is accessed via web browser; open your web browser and 
enter the URL provided by your institution. 

Enter your Username and Password. 

Click . 

 
 

Select the appropriate Organizational Unit from the list of 
those available. 

NOTE:  This step is only required at institutions deploying 
more than one BRAAN2 Organizational Unit. 

 

 

 

On the Home screen for BRAAN2, 
a userôs role(s) and action(s) are 
displayed. 

(These will be explained in more 
detail in subsequent chapters.) 

IMPORTANT NOTE:  NEVER log into more than one session 
of BRAAN2 simultaneously on the same computer. 
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2.2.2 CLOSING WINDOWS AND LOGGING OUT 

Always click , if available, to close a window.  DO NOT use the | in the upper, right 

corner of windows to close the windows; doing so will close the window and, in some cases, will 
discard all changes made to the document or file since the last save. 

To log out, return to the BRAAN2 Home screen and click . 

2.2.3 SESSION TIME-OUT 

The BRAAN2 application was designed to allow user login sessions to be easily maintained and 
tracked.  A session is defined as a single instance of a user logged into the BRAAN2 application; it is 
the period of time between user log-in and user log-out or automatic session time-out.  Users are 
warned prior to session time-out: 

 

The design of the session handling also ensures that application security is maintained.  Information 
on a userôs session is checked on every page of the application as they work, greatly enhancing the 
ability to audit user actions as well as keep out unauthorized users from inside or outside your 
organization. 

During a session, users interact with the database each time work is saved.  When work is saved, the 
session time-out clock is reset. 

  
 

2.2.4 21 CFR PART 11 COMPLIANCE 

The BRAAN2 system is 21 CFR Part 11 compliant.  21 CFR Part 11 is the federal regulation 
governing electronic records and signatures. 

21 CFR Part 11 
Component Definition 

Electronic Record Any combination of text, graphics, data, audio/pictorial/or other 
information representation in digital form that is created, modified, 
maintained, archived, retrieved, or distributed by a computer system. 

Electronic Signature Computer data compilation of any symbol or series of symbols 
executed, adopted, or authorized by an individual to be the legally 
binding equivalent of the individualôs handwritten signature. 

 

NOTE:  To avoid session time-out: 

 Save your work frequently. 

 Do not leave your workstation unattended while logged in to BRAAN2. 

 

 

IMPORTANT NOTE:  Because user IDs and passwords are an integral part of the electronic 
records and electronic signatures in BRAAN2 it is imperative that users NOT SHARE user 
IDs and passwords for BRAAN2 accounts! 
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2.3 INTRODUCTION TO BRAAN2 NAVIGATION 

This is a map of the main screen in BRAAN2: 
 

 

 

 

Each of these areas will be discussed in more detail in the following sections. 

Navigation Menu 

Activity 

List 

Filter 

Action Menu 

Another menu, the Action Menu, appears as a 
drop down list on the Action View.  (The Action 
View is opened by clicking a task assigned to the 

user from the Task List. 

Task List 
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2.3.1 MY PERSONAL INFO 

 

 

2.3.2 COLLABORATIVE DOCUMENTS 

Collaborative documents are protocols and other work created by a user who is not named as a 
member of the research staff (PI or Research Team). 

 

BRAAN2 users maintain their own contact information in the 
system through the ñMy Personal Infoò link at the top of the 
Navigation Menu. 

Collaborative documents are displayed in a separate Activity List for 
users responsible for creating the protocol or other work.  This 
Activity List is not filtered. 

(For users named in the PI or Research Team role, the protocols 
will be displayed in the regular Activity List.) 
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2.3.3 NAVIGATION MENU 

Actions which can be performed by each role are displayed in the Navigation Menu on the left side 
of the BRAAN2 screen.  The actions available in the Navigation Menu depend upon the role(s) 
assigned to the user. 
 

BRAAN2 is configured to permit 
each user to have one or more 
roles within the system. 

 

 

The roles determine the 
actions each user may 
perform within system. 

 

 

 

 

 

  

2.3.4 ACTIVITY LIST 

Selecting ñActivity Listò from the Navigation Menu (see example above) opens the Activity List.  This 
is the standard, main working screen in BRAAN2.  It displays a list of active protocols and other work 
and the status of each.  Items can be sorted in ascending or descending order by clicking on any of 
the column headings. 

 
 

(Flags are not displayed on the Activity List for the Signature role because items are only displayed 
on the Activity List for that role when the items require the userôs attention.  Flags are not displayed 
on the Activity list for the Overseer role because this role has Read-Only access to the system and 
cannot perform any actions.) 

NOTE:  It is very important to 
always navigate in BRAAN2 
using the Navigation Menu. 

DO NOT use your browser 
toolbar! 

 

 Items requiring a 
userôs attention are 
flagged in the Activity 
List on his/her screen. 
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2.3.5 TASK LIST 

Clicking the  to the left of an item in the Activity List displays the Task List for that item: 

 
This is a list of tasks that the user can perform associated with the item on the Activity List.  The list of 
tasks varies depending on the role of the user and the document type and status of the item in the 
Activity List. 

2.3.6 ACTION VIEW AND ACTION MENU 

Items requiring a user to take action are flagged in the Activity List. 

 
Click the assigned task (in this example ñAdministrative Reviewò), to open the Action View: 

 

Actions that can be taken on that item in that status by that user are 
presented in the Action Menu.  Actions presented in the Action Menu 
vary based on the role of the user and the status of the protocol or 
other item (i.e., memo, amendment, etc.). 
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2.4 FILTERING THE ACTIVITY LIST 

Data in the Activity List must be filtered to display protocols and/or other work with particular 
characteristics.  Data can be filtered based on: 

 Principle Investigator 

 Document (Adverse Event, 
Amendment, Continuing Review, 
IRB Protocol, etc.) 

 Status (New, In Review, 
Returned, Declined, Tabled, 
Withdrawn, Approved, 
Suspended, Closed, etc.) 

 Tracking # 

 Title 

 Board (if more than one Board at 
the institution) 

 Meeting Date 

 Expiration Date 

To expand the Filter for use, click on the . 

 
To filter data to be presented in the Activity List, enter text or select one or more options from the 
dropdown menus in the filter window.  (Use the <Ctrl> key to make multiple selections from within a 
drop down list.) 

    

Dates are entered by selecting them on the calendar. 

Dates are cleared by clicking  on the calendar. 

Selecting more options makes the filter more specific 
and reduces the number of results that will be 
displayed in the Activity List. 

Click  to refresh the data presented in the 
Activity List. 

NOTE:  Once a filter is applied it will remain applied until 
revised.  Filters ARE NOT reset at logout. 
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2.5 VIEWING DOCUMENTS, ATTACHMENTS / FORMS, AND HISTORY 

All roles related to protocol processing in BRAAN2 (i.e., Research Team, PI, Signature, IRB 
Coordinator, Protocol Reviewer, Board Member, Board Chair, and Overseer) have the ñView,ò ñView 
Attachments/Forms,ò and ñView Historyò actions on the Action Menu for a document: 

 

2.5.1 VIEW 

Select View and click  to open the protocol or other document in a Read-Only (.pdf) window for 
review: 

Although the Action Menu changes based on the role of the 
user and the status of the protocol, ñView,ò ñView 

Attachments/Forms,ò and ñView Historyò remain constant. 
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2.5.2 VIEW ATTACHMENTS/FORMS 

Select View Attachments/Forms and click  (or use the  button at the top of 
the View window) to open a window listing all of the forms and attachments to the protocol or 
document: 

 
Click on the name of an attachment or form to open that document for review. 
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If prompted, click Open or Save.  
(Consult your local Help Desk for 
more information.) 
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2.5.3 VIEW HISTORY 

Select View History and click  to open the entire audit trail history of the protocol or other 
document: 

 

Click on the name of a memo or letter to open that document in a Read-Only (.pdf) window for review. 

2.6 FIELD TYPES AND INPUT METHODS 

Protocols and other work in BRAAN2 are entered as data in various fields.  Most of these fields and 
input methods are common throughout BRAAN2 regardless of the role of the user or the document 
type.  (Some field types are used only by the IRB Coordinator role when using the Meeting Manager 
and are discussed in Section 5.10.)  Field types and input methods are summarized in Appendix A.  
Field types and input methods are explained in detail in the following sections. 

2.6.1 CHECKBOX AND CHECKBOXLIST 

CheckBox and CheckBoxList fields are characterized by the presence of Ä or X.  Users make 
selections by either checking/unchecking box(es).  A CheckBox field displays only one choice; while a 
CheckBoxList field displays numerous choices, and users may make multiple selections. 

Example of a CheckBox Field Type: 

 

Example of a CheckBoxList Field Type: 
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2.6.2 COMBOBOX AND LISTBOX 

A ComboBox field is a drop down list of selections, typically with the default set to ñSELECTò or 
ñSelect Oneò or something similar; when the user clicks on the box, the list of selections drops down. 

A ListBox is similar to a ComboBox but is set to a fixed height; the number of visible selections is 
limited to the height defined for the ListBox (selections do not drop down). 

Using the scroll bar, the user scans the list for the appropriate selection.  A selection is made by 
clicking the selection.  Only one selection is allowed. 

Example of a ComboBox Field Type: 

 

Example of a ListBox Field Type: 

 

2.6.3 DATATREE 

 Example of a DataTree Field Type: 

 

A DataTree field type displays a hierarchy 
including main selections and a series of 
sub-selections based on the main 
selection.  Users expand the selections in 
the ñtreeò by clicking the  to the left of the 
selection to display the sub-selections.  
Users continue drilling down to the lowest 
appropriate level and then make a 
selection by checking the appropriate box.  
One or multiple selections may be allowed. 
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2.6.4 FILEMANAGER 

The FileManager field type allows the user to upload one or more files to be saved on the BRAAN2 
server.  The user browses his/her hard drive for the file(s) to be uploaded, then clicks .  (The 
Description can be configured as a TextBox or a ComboBox.) 

Example of a FileManager Field Type: 

 

  
 

2.6.5 HYPERLINK 

A HyperLink field allows the user to enter an active URL (e.g., http://www._________.com) from the 
keyboard. 

Example of a HyperLink Field Type: 

 

2.6.6 KEYWORD 

 Example of a Keyword Field Type: 

  

2.6.7 RADIOBUTTONLIST 

A RadioButtonList field is a list of radio button (¼) options.  Users must make only one selection by 
clicking one of the buttons in the list. 

Example of a RadioButtonList Field Type: 

 

2.6.8 STATICTEXT 

A StaticText field is used to display informational text to users; no input can be made in a StaticText 
field. 

Example of a StaticText Field Type: 

 

NOTE:  Uploading file(s) can take a considerable amount of time based on the size of the 
file(s).  User must be patient; DO NOT double-click or navigate away from the page until the 
file(s) have been successfully uploaded. 

A Keyword field allows the user to enter 
keywords which can be used later to 
search for the protocol and/or related 
protocols or other work. 
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2.6.9 SUBDOCUMENT AND SUBDOCREPORT 

SubDocument and SubDocReport field types are used to define an entire document within a field so 
that the user can answer the same set of questions multiple times in a document instance.  In 
addition, data entered in SubDocReport field types can be used to create output reports (e.g., 
consent forms). 

Example of a SubDocument Field Type: 

 

Example of a SubDocReport Field Type: 
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2.6.10 TEXTAREA AND RICHTEXTAREA 

TextArea and RichTextArea fields are displayed as open boxes where users can enter large amounts 
of text (up to 20,000 characters).  TextArea fields are used to input unformatted text; RichTextArea 
fields are used to input formatted text. 

Example of a TextArea Field Type: 

 


